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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates for the software and
related documentation. The documentation is being released in multiple volumes to meet this
commitment.

The table below lists the release date, software version, documentation volume number, and the
content included in each volume of documentation to date.

Software and Document History

Date Volume | Edition | Revision Content

Initial release of this document. This
document with this title is new. The
content was formerly a part of the
Synergy SE User Guide. It includes
new screens and functionality from the
November 2011 release.

August 2012 1 1 1
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CONVENTIONS USED IN THIS MANUAL

Bold Text Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

Tip — Suggests advanced techniques or alternative ways of
H ; approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

Caution —Warns of potential problems. Take special care when
reading these sections.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to rescreen the
system requirements and make sure the district’'s computer hardware and software meet the
minimum requirements. If there are any questions about the system requirements, please contact
an Edupoint representative at (877) 899-9111.

. Caution: The Edupoint family of software does not support the use of pop-up
blockers or third-party toolbars in the browser used to access Synergy SE. Please
"/  disable any pop-up blockers (also known as pop-up ad blockers) and extra
toolbars in the browser before logging into any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical support
team at support@edupoint.com or by phone at 1-877-899-9111 option 1.

Vi Copyright© 2012 Edupoint Educational Systems, LLC
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Chapter One:
MANAGING SYNERGY SE
DOCUMENTS

In this chapter, the following topics are covered:
» Documents Overview
» Ad Hoc Documents Overview
» Historical Documents Creating and Viewing

» Process Documents Creating, Editing and Viewing

Copyright© 2012 Edupoint Educational Systems, LLC 7
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SE DOCUMENT OVERVIEW

There are three main groups of documents for the SE student: Ad Hoc, Historical, and Process
documents.

Ad Hoc

Synergy SE Ad Hoc documents are special education documents created for a
specific purpose. They are not necessarily used in every special education student's
documentation. An example of an Ad Hoc document might be a More Restrictive
Placement document or a Notice of Refusal of Evaluation document.

Ad Hoc documents are found on the SE Student, Ad Hoc Documents tab. They can be
accessed directly from there by clicking the Edit link. To access them on the Portfolio
screen, click the Edit link under the Ad Hoc Docs column.

Historical

Synergy SE Historical documents are the documents that have been completed and
finalized in Synergy SE. This area contains attached documents, also.

Historical documents are found on the SE Student, Historical Documents tab. They
can be accessed directly from there by clicking the View link. To access them on the
Portfolio screen, click the View link under the Historical Docs column.

Process

Synergy SE Process documents are the required documents that pertain to the
various special education processes such as an initial evaluation or an annual review.
An example of a Process document would be the IEP.

Process documents are found on the SE Student, Process Docs tab. They can be
accessed by clicking on the specific document icon in the Doc column. To access
them on the Portfolio screen, click the specific document icon under the Process Docs
heading.

Note: For a list of Ad Hoc and Process documents see: Ad Hoc Documents
and/or Process Documents. This list may not be a complete list, as your district
may have additional or similar documents.

Copyright© 2012 Edupoint Educational Systems, LLC
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NAVIGATION

NAVIGATE TO THE SE STUDENT SCREEN:
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Tvue ™ @ Quick Launch i,
Figure 1-1 Synergy Navigation Tree

2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green W and point downward.

I Synergy 515 NTL

b Parent

b Query
Figure 1-2 Expand Synergy SE Folder b Staff

b Student

b System
b User Praferences

3. Under the Synergy SE folder, click on the name Student or P> pointing right next to it.

= Synergy SE
b uTL
b Parent
b Query
St
=
System b Reports
P User Preferences I"Seiup
A’] Portfolo
Figure 1-3 Expand Student Folder ;‘ <t NT
" Student Nolifications
y
4’] Student Translation Documents

4. Click on the SE Student screen.
5. Select from one of the tabs described above.
6. Select the document by clicking on the appropriate link.
NAVIGATE TO THE PORTFOLIO SCREEN:
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

.1 @ Quick Launch -, |

Figure 1-4 Synergy Navigation Tree

Copyright© 2012 Edupoint Educational Systems, LLC 9
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2. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.

| P Synergy 515 NTL
b Pasent
P Query
) b statf
Figure 1-5 Expand Synergy SE Folder b
b System
b User Pretesences
3. Under the Synergy SE folder, click on the name Portfolio or click P pointing right next to
it.
= Syncrgy SE

b NTL

b Parent

b Query

M

* b Ropeny

I User Preterences

Portfalio
Figure 1-6 Expand Student Folder o8 SE STUDENT 4
“uy Stugent Notifications
;:I Student Translation Documents

4. Click on the Portfolio screen. Process documents are represented by colored icons that
signify their status of completion

PROCESS DOCS ICON COLOR LEGEND

‘. Document not yet created.

@ Document has been created but has
not been Finalized,

0 Document has been Finalized
{locked) and can no longrr be edited.

Figure 1-7 Process Docs Icon Color Legend

5. Click on the document icon or link to open it in edit mode. The Historical documents are
view only.

10 Copyright© 2012 Edupoint Educational Systems, LLC
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EDITING DOCUMENTS

UNDERSTANDING SE DOCUMENT PROPERTIES

SE Document properties differ in their ability to be edited and saved. This is intentional for several
reasons. By law, certain documents may not be changed once the multidisciplinary education
team has agreed on the contents. They may be amended and duplicated but the original
document needs to stay intact.

However, unintentional errors can occur when composing documents. Synergy SE helps to
ensure accuracy by validating and finalizing documents. Validating a document means the
document is being checked for errors. If errors are found, the document may be edited again and
then validated again. This process can be done over and over. If the document is validated and
no errors are found, it may be finalized or it may be saved for further edits. Once a document is
finalized, it is complete and no longer an editable document.

In Progress

© Process Documents
@ Ad Hoc Documents

Create Complete

A Process Documents
A Ad Hoc Documents

@ Process Documents
@ Ad Hoc Documents

Edit
Delete

View Draft
Print Draft
Save

Edit View
Delete Print
View Draft
Print Draft
Save

ERRORS ERRORs —_Validate

Finalize | Finalize |

Figure 1-8 SE Document Properties

MULTIPLE USERS IN A DOCUMENT

Two or more users can work in the same document concurrently while saving their data;
however, those users will not be able to edit the same field at the same time.

For example, if both users are in the Referral document and editing the Reason for Referral
textbox, the first user who clicks __Szv=_| will have their data saved.

The second user will receive the following warning message upon clicking _Save_|:
Microsoft Internet Explorer

! E another user has already changed the same data you just tried to change, Please re-enter vour changes.
-

Figure 1-9 Multiple Users Message

Copyright© 2012 Edupoint Educational Systems, LLC 11
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Note: This warning message is defined locally and may be worded differently by
your system administrators.

The second user will need to copy their data to another location (i.e. Word, Notepad)
momentarily, and Refresh the screen (click & ) to allow the other user’s entry to appear. Then
the user can copy and paste their original data to that field and click _Save_|,

DELETING A DOCUMENT

An existing document can be removed by using the Delete feature. Access to the Delete button is
governed by the security rights and may not be available to all users.

Menuw| Save | Delete |' Print Preview | vaidate | Finaize |

Referral

Figure 1-10 Delete Button
To delete a document:

1. Click the Delete button located at the top of the document. If the Delete button is grayed
out (not clickable), click _sa= | or _== | A message will display confirming the deletion of
the document.

€ |,  Datadeletion cannot be undaone,

Are you sure you want to delete all data fFor this StudentDocument?

(o] 4 | Cancel |

Figure 1-11 Data Deletion Warning
2. To continue with the deletion, click OK. To cancel the deletion, click Cancel. The
document will close and the system will return to the previous screen.
PRINTING A DOCUMENT

Printable versions of documents are available at any time during the document editing process. A
document does not need to be validated or finalized prior to viewing or printing the document.

Note: In order to generate printable Synergy SE documents, Adobe Acrobat
Reader must be installed on the user’s computer.

To obtain a printable version of a document:

1. Click the Print Preview button in the Action bar of the document. If the Print Preview
button is grayed out (not clickable), click _Save | or _== |

| | Delete | Print Preview I Vabdate I Finakize I

Referral

Figure 1-12 Print Preview Button

A message displays informing the user to wait. The printable document opens in Acrobat Reader.

12 Copyright© 2012 Edupoint Educational Systems, LLC
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Please wait...

1 _':'I B Intemnet
Figure 1-13 Print Progress Status

VALIDATING A DOCUMENT

Before a document can be finalized, validation must occur. This process compares data entered
in the document against rules established by the district to find omissions, data conflicts or invalid
selections. If errors are found, a window opens that contains a list of the errors.

To validate a document:

Menu~ | | Deete | printpreview | | vaidate | Finakze

Referral

Figure 1-14 Validate Button

2. Click the Validate button in the Action Bar of the document. If the Validate button is
grayed out (un-clickable) Click _Save | or = |,

If validation errors exist, the Revelation Document Errors screen displays, detailing the errors.

2 validation errors were found
Document Errors [%]
Prior Written Motice Prior VWritten Notice /A response to 'Explanation of why the district proposes or refuses to take the action’ is required
I % Prior Written Notice Prior Written Notice 'Explanation of why the district proposes or refuses to take the action’ is required.

Figure 1-15 Revelation Document Errors Screen

3. Click anywhere on the line of the Document Error. The line highlights green. The
document displays with the specific validation error highlighted in pink.

Explanation of why the district proposes or refuses to take the action:

W

@

Figure 1-16 Document Error

4. Make the correction in the highlighted field and click |_save |,

5. Proceed to the next validation error on the list by clicking anywhere in the row of that
error.

6. Follow step 3 and 4 until all validation errors have been addressed.
7. Close the Validation Document Errors window.

[

Figure 1-17 Close Window

8. If desired, click on the Validation button again to re-check the validation status. A
message box displays stating that no validation errors were found.

Copyright© 2012 Edupoint Educational Systems, LLC 13
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Xl

|| 'j Mo validation errors Found in this document.
L

QK |

Figure 1-18 No Validation Errors Found

FINALIZING A DOCUMENT

Caution: Finalizing a document prepares most documents for moving to the
historical document file, after the process move. However, there are documents,
that when finalized, begin the process move procedure OR exit the student from
, special education. These documents include the IEP as well as certain Prior
7 Written Notices. See Documents with Unigue Functionality for more detail.
The IEP is the main “trigger” document that moves all created documents

including the IEP itself, to Historical Documents. See Process Documents —
Finalizing the IEP for detailed information.

When a document is complete and has been validated, it will need to be finalized. This action will
prepare the document to move to the student’s historical document file when the process change
occurs.

Once a document is finalized, it will no longer be editable. The document will open as a read-only
PDF document (Acrobat Reader is required). The icon representing the document will turn from
yellow to green.

14 Copyright© 2012 Edupoint Educational Systems, LLC
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To Finalize a Document:

Note: The validation process runs automatically when a document is finalized. If
the document is found to have validation errors, the user must follow the steps
required in the Validating a Document process. Once the validation errors are
corrected the document will finalize properly.

1. CIick the Finalize button in the Action Bar of the document. If the Finalize button is grayed
out (un-clickable) click _save | or == |

Menuvl | | Delete | Print Preview Vabdate Finakze
S—
Referral

Figure 1-19 Finalize Button

A printable (but no longer editable) document displays. The finalized document displays a green
icon. When clicked, the document will open only as read-only.

CREATING MULTIPLE DOCUMENTS

Documents such as Meeting Requests and Parent Permission can have additional versions
created after the original document has been finalized. For example, if a Meeting Request was
created and sent to the parent but later the meeting had to be cancelled due to a no show or
some other reason, a new meeting request can be created. The original request document will be
saved along with the new request document. This will provide a history of the meetings that were
attempted to be set up.

Note: Each School District has the ability to apply the “Allow Multiple” feature to
other Synergy SE Documents. Check with your district’s system administrator for
a full list of these documents.

This example will show how to create multiple IEP Meeting Request documents using the IEP
Meeting Request. The original meeting request has been created but the meeting was cancelled
due to the parent not showing up.

Menu~ | | Drelete | Print Preview | Vabdate | Fnalze

Figure 1-20 Finalize Button
1. If the original meeting request has not been finalized, do so now.

The meeting request icon displays green, indicating that it has been finalized.

" IRW
LeA;;;A;@A@A@@;;;@

Figure 1-21 Finalized Document Icon

2. Click on the green icon to access the new meeting request template. The
DocumentViewList screen opens.

Copyright© 2012 Edupoint Educational Systems, LLC 15
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The DocumentViewList screen contains a Create button as well as a list of previously finalized
Meeting Requests. This list provides information on the original Meeting Request documents
including when the document was created and finalized as well as who created and finalized the
document. The PDF icon is the link to view the finalized original document.

DocumentViewList &
Student Name: &bbott, Billy C. Gender Male Grade: 12

| Documenis |
Draft Docement Q

Create I
Finalized Documeni(s) Q
= | | : [Finaliz |F :
IEP Meeting Request 08/06/2012  Admin User  08/13/2012  Admin User |[}
Figure 1-22 Meeting Request Document View List

3. Click the Create button. A new Meeting Request template displays. This document will
represent the new meeting that has been rescheduled. Once this document is finalized, it
displays in the finalized Document list along with the original document.

All multiple documents will move along with the process documents to the student’s Historical
Documents during the normal process move procedure.

AD Hoc DOCUMENTS

Synergy SE Ad Hoc documents are special education documents created for a specific purpose.
They are not necessarily used in every special education student's documentation. An example of
an Ad Hoc document might be a More Restrictive Placement document or a Notice of Refusal of
Evaluation document. Ad Hoc documents contain editable as well as print only documents.

Note: For the purpose of illustration the following screen shots contain an
abbreviated list of available Ad Hoc documents. For a list of Ad Hoc and Process
documents see Ad Hoc Documents and/or Process Documents. These lists may
not be complete, as your district may have additional or similar documents added.

The Ad Hoc Documents tab contains the student's demographic information in the top section.

e Existing Documents
This section includes all Ad Hoc documents that have been created for the student,
including Print Only documents.

e Document Creation
This section includes the list of all Ad Hoc documents available for creation. (Please
see note above for list.)

e Create
This link will create a new Ad Hoc Document and make it available to edit.

o Edit
This link will open a previously created document and make it available to edit.

e View

This link will open a finalized Ad Hoc document. These documents are printable but
read-only.

16 Copyright© 2012 Edupoint Educational Systems, LLC
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SE STUDENT («

|Student Name: Abbott, Billy C. Gender Male Grade: 12 Primary disability: AUTISM  School: Hope High School

Demographics = Parents | Team Mllocl]owmenhl Historical Documents | Process Docs | Timeline = Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade

[Abbott Billy ic | 905483 Male v 12 v

(GENAZ 31
FENAZ 49 rint Only - |IEP Signature Page

| IGENAZ 29 Amendment

| ZAGENAZ 30 Classroom Observation Creste
IEIGENAZ 31 Conference Summary Creste
| LIGENAZ 32 Consultation Request Creste

Figure 1-23 Student SE Screen Ad Hoc Documents Tab
The following example demonstrates how to create an Ad Hoc document using the Consultation
Request (GENAZ 32), however, other documents could be used (excluding Print Only).
1. Locate GENAZ 32 Consultation Request in the Document Creation grid.

2. Click on the Create link in the Action column for this document. A new Consultation
Request Document opens.

IGENAZ 29 Amendment Creste
ZAGENAZ 30 Classroom Observation Creste
“|GENAZ 31 Conference Summary Create
"IGENAZ 32 Consultation Request [q.m

Figure 1-24 Student SE Screen Ad Hoc Documents Tab Document Creation

3. Edit and enter data as appropriate.

| 1
m Undo | Delete ‘ Print Preview | Vabdate Finalze Status: Ready | % lra
- Consultation Request
Student Name: Abbott, Billy C. Document: GENAZ 32 Desaiption: Consultation Request
Request for Consultation | Parent Permission
[Document Name
Consultation Request
[Document Date

| 03/05/2012 [
| Request for Consultation
Date of Request  Best Time to Observe

03/05/2012 [P Momings

School/Room Number
Hope High School, Room 18

Person Requesting Consultation

Mrs. Phelps

Position of Person Requesting Consultation Telephone Date Received
03/05/2012 3

Classroom Teacher 565-1234 03/05/2012 [P

Figure 1-25 Consultation Request Screen Save Button

4. Click _s== | to save changes and Close the document.

Copyright© 2012 Edupoint Educational Systems, LLC 17



Chapter One Synergy SE National Documents Guide

The Ad Hoc Document window displays the Consultation Request document in the Existing
Documents section of the screen.

SE STUDENT &
Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: AUTISM School: Hope High School
Demographics = Parents Team | Ad Hoc D t: l Historical Documents | Process Docs = Timeline Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade
IAbbott |Billy |C i |905483 Male v 12 bt
03/05/2012 GENAZ 32 Consultation Request Eudt
06/06/2012 GENAZ 49 Print Only - IEP Signature Page Yiew

Figure 1-26 Student SE Screen Ad Hoc Documents Tab Existing Documents

At this point, the Consultation Request document is available for updates as additional data
becomes available or the document can be finalized. Once the document is finalized, the Action
column link will change from Edit to View. The document displays in read-only mode (PDF).

CREATING MULTIPLE AD HOC DOCUMENTS

The following example demonstrates how to create multiple Ad Hoc documents using the
Consultation Request (GENAZ 32), however other documents could be used (excluding Print
Only).

Document Creation ®
ENAZ 29 Amendment Creste
ENAZ 30 (Classroom Obsevation Creste
ENAZ 31 Conference Summary Ledte

TIGENAZ 32 Consultation Request Create

Figure 1-27 Student SE Screen Ad Hoc Documents Tab Create Link

1. Locate GENAZ 32 Consultation Request in the Document Creation grid.

2. Click on the Create link in the Action column for this document. A new Consultation
Request Document opens.

3. Edit and enter data as appropriate.
4. Click _s== | to save changes and Close the document.

Meruv] Save ] undo || Dsiete | | | print preview | | vaidate | | Fraice | p—-r 2

Consultation Request -
Student Name: Abbott, Billy C. bocument GENAZ 32 Desoiption: Consultaion Request
Request for Consultation | Parent Permason

Document Mame
Consultation Request

Document Date
03052012 [P

Figure 1-28 Student SE Screen Ad Hoc Documents Tab Save Button
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The new Consultation Request document displays in the Existing Documents section.

SE STUDENT ks
Student Name: Abbott, Billy C. Gender Male Grade: 12 Frimary dissbility: AUTISM  School: Hope High School
Demographics = Parents = Team @ AdHoc Documenls| Historical Documents | Process Docs | Timeline Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender  Grade
\Abbott [Billy ic I (905483 Male ¥ [12 vl
Existing Documents @
[ 03/05/2012 GENAZ 32 Consultation Request Edit
[THR] 0310512012 GENAZ 32 Consultation Request Bt

[TI] 0610672012 GENAZ49  Print Only - IEP Signature Page View

Figure 1-29 Student SE Screen Ad Hoc Documents Tab Multiple Ad Hoc Documents

At this point, the second Consultation Request document is available for updates as additional
data becomes available or the document can be finalized, just like the first. Once the document is

finalized, the Action column link will change from Edit to View. The document displays in read-
only mode (PDF).

Note: Based on decisions made the school district system administrator, certain

Ad Hoc documents may not be available for duplication. The following message
displays after clicking Create:

!"_n, Cannok creyte an addbional dooument of this type. The dooument: defindbon does ot aiow For multipls doouments.

x|

Figure 1-30 Cannot Create Multiple Docs Message

This message indicates that the system has been set to not allow multiple types of the
requested document.

PRINT ONLY AD HOC DOCUMENTS

Print-only Ad Hoc documents open as read-only (PDF) documents. They are not editable;
however they include the individual demographic data of each student. The date that appears on

the document is the date when the print-only document was initially created or opened. Print-only
documents are labeled Print Only in the Document Name column.
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View Print-Only Ad Hoc Document:

1. Inthe Document Creation section, click the Create link in the Action column. The
document displays in read-only (PDF) which is printable.

Transfer Process
Amendment Crete
Classroom Observation Creste
Conference Summary Create
Consultation Request Credte
Consultation Request - PreSchool Create
Functional Behavior Assessment Plan Create
Manifestation Determination and Review Documentation Creste
Meeting Request Create
More Restrictive Placement Referral Create
Prior Written Notice Creste
Notice of Refusal of Evaluation Creste
Notice of Refusal of FAPE Create
_ "Ii'éij'-.'iééf = 'éilniﬁéﬁuélu - b"ﬁé"ri' e
Summary of Performance Create
Transportation Request Create
Print Only - Alternate Assessment Eligibility Criteria Form Creste
Print Only - APE Instruction Letter - Print Creste
............... m
crege
Creste
Cresde

Figure 1-31 Create Print Only Document

The Print Only Document displays in the Existing Document section with View as the Action link.

SE STUDENT

€

Student Name: Abbott, Billy C. Gender Male Grade: 12 Frimary dissbility: AUTISM School: Hope High School

Demographics = Parents

Team Ad Hoc Documents | Historical Documents

Process Docs | Timeline Student Contact Log

Last Name First Name Middle Name  Suffix Student D Gender Grade

|Abbott |Billy c [ 1905483  Male v 12 v]
03/05/2012 GENAZ 32 ! onsultation Request Gulit
03/05/2012 GENAZ 32 Consultation Request Edit

I 03052012 GENAZ49  [Print Only - IEP Signature Page v

Figure 1-32 Print Only Doc in Existing Docs

DELETING AD HOC DOCUMENTS

Note: The ability to delete a document is based on a user’s security level set up by

individual district administration.

To delete an Ad Hoc document:
1. Check the box on line of document to delete.

20
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2. Click _s=v= | at the top of the screen. The document is permanently deleted.

SE STUDENT («
Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: AUTISM School: Hope High School
Demographics ~ Parents  Team Ad Hoc Documents | Historical Documents | Process Docs ~ Timeline  Student Contact Log
Last Name _First Name _Middle Name  Suffix Student ID Gender  Grade ‘
Abbott |Billy c 905483 Male v 12 b,
Existing Documents (@)
[ <[ Lineloe [ ; | I |
(| 03/05/2012 GENAZ 31 Conference Summary it
I 03/05/2012 GENAZ 32 Consultation Request Edit
d __1 06/06/2012 GENAZ 49 Print Only - IEP Signature Page Yiew

Figure 1-33 Delete Column in Ad Hoc Documents

MoVvING AD HOC DOCUMENTS TO HISTORICAL DOCUMENTS

Finalized Ad Hoc Documents will be moved to the student’s Historical Documents whenever a
Process Rollover is conducted. There are a few exceptions to this rule.

Print Only Ad Hoc documents are not saved to the student’s Historical Documents file. Once a
Print Only Ad Hoc document is generated, it resides in the Ad Hoc, Existing Documents list until a
Process Rollover is conducted. At that point, all Print Only Ad Hoc documents are permanently
removed from the system.

Certain Ad Hoc documents, such as the Consultation Request, are not required to be finalized at
the time of a Process Rollover. The system allows the user to follow through with the Process
Rollover and leave the Consultation Request in edit mode. The Consultation Request will
continue to reside in Ad Hoc until finalized. The finalized version of this document will move to
Historical Documents during the next Process Rollover.

Ad Hoc documents such as the Prior Written Notice and Meeting Request are required to be
finalized prior to any Process Rollover. At that point they will be moved to Historical Documents
with the student’s current process documents.

Note: Each school district’s system administrator has the ability to set Ad Hoc
documents up “Outside the Process”, which means they are not required to be
finalized in order to conduct a Process Rollover. They move to Historical
Documents during the next Process Rollover only if finalized.
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»
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Chapter Two:
AD HoC
DOCUMENTS

In this chapter, the following topics are covered:
» What SE Ad Hoc Documents are available

» How to create, save, validate and finalize specific documents
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AD HoCc DOCUMENTS

GENAZ 30 Classroom Observation

GENAZ 31 Conference Summary

GENAZ 32 Consultation Request

GENAZ 33 Consultation Request PreSchool

GENAZ 34 Functional Behavior Assessment Plan

GENAZ 37 Manifestation Determination and Review Documentation
GENAZ 38 Meeting Request

GENAZ 39 More Restrictive Placement Referral

GENAZ 40 Prior Written Notice

GENAZ 41E Notice of Refusal of Evaluation

GENAZ 41F Notice of Refusal of FAPE

GENAZ 42 Request for Bilingual Transcription

GENAZ 43 Summary of Performance

GENAZ 44 Transportation Request

GENAZ 45 Print Only Alternate Assessment Eligibility Criteria Form
GENAZ 46 Print Only APE Instruction Letter Print

GENAZ 47 Print Only Eye Exam Report

GENAZ 48 Print Only IEP Attendance Form

GENAZ 49 Print Only IEP Signature Page

GENAZ 50 Print Only Information Processing Worksheet for SLD

GENAZ 51 Print Only Medical Verification For Other Health Impaired (OHI)
GENAZ 52 Print Only Medical Verification For Orthopedically Impaired (Ol)
GENAZ 53 Print Only Medical Verification For Traumatic Brain Injury (TBI)

24
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GENAZ 54 Print Only Photo Release

GENAZ 55 Print Only Reevaluation Agreement

GENAZ 70 Print Only MET Review

GENAZ 71 Print Only Special Ed Signature Checklist

GENAZ 72 Print Only Special Activity Request

GENAZ 73 Print Only Transportation Monitor Request

GENAZ 74 Print Only Internet and Media Opt Out Form English
GENAZ 75 Print Only Internet and Media Opt Out Form Spanish
GENAZ 99 Behavior Intervention Plan

GENAZ 100 Notice of Graduation

GENAZ 500 ESY Letter

GENAZ 501 TAP Letter

GENAZ 502 TAP Parent Notice

GENAZ 503 ESY Eligibility Profile

GENAZ 504 Notice of Section 504 Student Eligibility Form
GENAZ 505 ESY Addendum

GENAZ 700 Health Aide Prepayment Review Form
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GENAZ 30 — CLASSROOM OBSERVATION

The Classroom Observation contains one tab:

e Classroom Observation

ClassroomObservation F<7

Student Name: Tacho, Katherine A. Document: GENAZ 20 Desoiption: Classroom Observation

Classroom Observation |

Document Alias
Classroom Observation

Document Date

&

Mame and Job Title of Observer

Date of Observation B
Beginning and Ending Time of Observation

Location of Observation

Actiity Observed

Description of Physical Environment

MNumber of students and adults in classroom

In the sections below, choices are Yes, No or Not Observed

All "Mo™ answers require explanation.

|_'—‘«ppearanc.e Ol
| Learning Behaviors Ol
| Social and Compliance Behaviors Ol

Obsemvation Notes [5]

Figure 2-1 Classroom Observation

To create a Classroom Observation document:

1.

Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

Enter Name and Job Title of Observer in the textboxes provided

Enter Date of Observation (MMDDYY) or click k5~ and select date.

Enter Beginning and Ending Time of Observation (HHMM - 0800 for 8:00 AM, 0120 for
1:20 PM, etc.).

Enter data in textboxes provided.

Appearance, Learning Behaviors and Social and Compliance Behaviors sections are
composed of Yes / No / Not Observed drop downs. If No is selected, enter explanation in
textbox provided.

26
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7. Click @ on the title bar to view, if necessary.

[Titie Bar ©

Figure 2-2 Dropdown Access

8. An Observation Notes textbox is available, if needed. Click [¥] to spell check. Click & for
additional space.

9. Click _s=v= | at top of the screen when finished.
The document can be printed, validated and finalized.
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GENAZ 31 — CONFERENCE SUMMARY

The Conference Summary contains two tabs:

e Conference Summary
¢ Recommendations

Conference Summary

Conference Summary | Recommendations

Student Mame: Tacho, Katherine A. Document GENAZ 31 Desiption: Conference Summary

Document Mame

Conference Summary

Document Date

£

Conference Summary

TATICST
MET

IEP
FBA/BIP

Manifest Dertermination

Other [¥] @

Present

Discussion

o

| Other Information

Figure 2-3 Conference Summary

To create a Conference Summary document:

1. Enter the Document Date (MMDDYY) or click - and select date. This should reflect the

date the document was created.
2. Check the Conference Summary type.

3. An Other checkbox is available with a textbox for explanation, if needed. Click 3] to spell

check. Click ' for additional space.

| Title Bar

Figure 2-4 Dropdown Access
4. Click @ on the title bar to view, if necessary.

5. Check Student to include the student's name as a participant.
the name will not be included as a participant.

(@

If the checkbox is left blank

Parent{s)/Guardi %]
Kelly. Louise Mother Yes Yes I
Wilkinson. Samuel Step-Father Yes Yes r
Smith, Brian Father Mo Mo r

Figure 2-5 Parent(s)Guardian(s) Check Parent
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6. On the Parent(s)/Guardians(s) section, check Participant, to include each parent/guardian
name as a participant. If these are left blank, the names will not be included as
participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff Add

[ [ une[staffName [l

[ il Green. Tom+= Case Carrier v
| =l User_ Admin 4= Teacher Specialist V‘

Figure 2-6 Staff Section Change/Add
Change current staff names:

1. Click + next to the Staff Name to change. The Find: Staff screen displays.
Enter all or part of staff Last Name, First Name.

2
3. Click __rnd | or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.

Find | Close | Select | Clear Seledtion |
Find: Staff
Find Criteria [
Last Mame First Name Middle Mame
Smith C

Christine
Jk

Figure 2-7 Find: Staff Screen
5. Click again or click ﬂ Find: Staff screen closes and staff name displays.
6. Click the Role dropdown and select the staff role.
Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.

2. Repeat the procedure above.
Orient /Mability Specialist
ol Other H
,T|_1 Green. Tom+= Case Carrier

P}{Esical Therapist
| “d User, Admin 4= Teacher Specialist + | Peychologist

I =) Smith. John 4  |Reader

Srhonl Mureo

Figure 2-8 Staff Section Select Role
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=
3. If needed, check =1l on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

1. Click the Add button on the Other Specialists bar. A new row will be added.

2. Enter the Name and Role of the specialist.

Other Specialists Add (]
e | \
I Linda Harris Social Worker

Figure 2-9 Conference Summary Other Specialists

[
3. If needed, check &l on the line of the staff name to remove. The row is removed.

4. Enter Topics Discussed and Other Information in the textboxes box provided. Use [+ to
spellcheck. Use @ for more space.

RECOMMENDATIONS TAB

To add a recommendation:
1. Click the Add button under the Recommendations Made section. A new row displays.

Recommendations Made Q|

[ amd @

X | |
- Fo |
-]

Figure 2-10 Conference Summary Recommendations

2. Enter the Serial Number for the recommendation.

3. Describe recommendation in the textbox provided. Use ¥ to spellcheck. Use @ for more
space.

To add a follow-up conference schedule:

Follow-Up Conference Schedule
Date Time

Location

Figure 2-11 Conference Summary Follow-Up

1. Enter Follow-Up Conference Date (MMDDYY) or click ¥ and select date.
2. Enter Follow-Up Conference Time (HHMM - 0800 for 8:00 AM, 0120 for 1:20 PM, etc.).
3. Enter Follow-Up Conference Location.

The document can be printed, validated and finalized.
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GENAZ 32 — CONSULTATION REQUEST

The Consultation Request contains two tabs:

o Request for Consultation
e Parent Permission

Consultation Request =

Student Name: Tacho, Katherine A. Document: GENAZ 32 Desoiption: Consultation Request

Request for Consultation | Parent Permission

PDocument Name
Consultation Request

Document Date

S

Request for Consultation O

Date of Request  Best Time to Observe

7
School/Room Mumber

Person Requesting Consultation

Position of Person Requesting Consultation Telephone Date Received

P

Reason for Requesting a Consultation (specific educational concemns) [3] @

Parent Permission for Appraisal and Handling

Date

E3

|_hi3 portion to be completed by staff member receiving request for consulktation O

Figure 2-12 Consultation Request Screen

To create a Consultation Request document:

1.

© ® N o

Enter the Document Date (MMDDYY) or click k57 and select date. This should reflect the
date the document was created.

Enter Date of Request (MMDDYY) or click 57 and select date.

Enter Best Time to Observe, School/Room Number, Person Requesting Consultation,
Position of Person Requesting Consultation and Telephone number.

Enter Date Received (MMDDYY) or click 57 and select date. This is the date the
consultant received the request.

Describe the Reason for Requesting Consultation. Use [¥] to spellcheck. Use @ for
more space.

Check Parent Permission for Appraisal and Handling if it has been given.
Enter Date of Parent Permission (MMDDYY) or click 77 and select date.
Click _save_| if finished or proceed below.

Click @ on the title bar to view the next section, if necessary.
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This portion to be completed by staff member receiving request

10.
11.
12.

13.
14.
15.
16.

This portion to be completed by staff member receiving request for consultation O

Obsemvation/Consultation Date Time Spent on Consultation
B

Location/Setting

Observation/Consultation Data [5] @

Summary of Suggestions Made or Demonstrated [37] @

Consultant

Position

Copies Other
Teacher

Senvice Provider

Regional Director

Figure 2-13 Consultation Request Screen Consultation Observations

Enter Observation/Consultation Date (MMDDYY) or click l:I* and select date.
Enter Time Spent on Consultation and Location/Setting.

Describe Observation/Consultation Data and Summary of Suggestions Made or
Demonstrated. Use [¥] to spellcheck. Use @ for more space.

Enter your name in Consultant.

Enter you Position title.

Check Copies distributed.

Check Other and specify whom in the textbox if copy will be distributed to someone else.

32
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PARENT PERMISSION TAB
Add Referring Teacher
1. Click + next to Referring Teacher. The Find: Staff screen displays.

Find | Close | Select | Clear Salection |

- [
Find: Staff
Find Criteria >
Last Name First Name Middle Name
Sm

Search Results |
Find Result

[ Line[LastMame  [FirstName  |Middle Name
. /Smith Christine

Jk

Figure 2-14 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _#2 |or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a >~ w DN

Click again or click == | Find: Staff screen closes and referring teacher name displays.

The follcwing assessments/methods may be utilized to appraise skill kevels Add

Figure 2-15 Consultation Request Screen Assessments/Methods
1. Click the Add button on The following assessments/methods may be utilized to appraise
skill levels grid:. A new line displays.

2. Enter the Description of the assessment or method. Use (¥ to spellcheck. Use @ for more
space.

3. If needed, check & on the line of assessment/method description to remove.
4. List any Medical Concerns, Special Handling Considerations and Service Provider and

List any Medical Concemns/Precautions/Medications ] @

Special Handling Considerations [¥] @

Senvice Provider and Position [§] Q

Parent Signature Date

Figure 2-16 Consultation Request Screen Concerns and Special Handling

Positions. Use [¥] to spellcheck. Use @ for more space.

5. Enter Parent Signature Date (MMDDYY) or click k4 and select date.
6. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 33 — CONSULTATION REQUEST — PRESCHOOL

The Consultation Request - Preschool contains two tabs:

e Reason for Request
e Background

Consultation Request - PreSchool

Student Name: Tacho, Katherine A. Document GENAZ 32 Deswiption: Consultation Request - Pre School

Reason for Request | Background

Document Name Document Date

Consultation Request - PreSchool 7

Student's Current |dentification What Direct Services does the Student Receive?
Preschool Moderate Delay Preschool Severe Delay VI Occupational Therapy || Physical Therapy
Preschool Speech/Language Delay |_IHI Speech/Language

Other

Referred By

Reason for Referral (Identify deficient skills. Please be specific and write in full sentences to describe problem areas/weaknesses.)

Fo

Student Strengths (Please describe areas of relative strength and positive attributes. ) [ @

Figure 2-17 Consultation Request Preschool Screen

To create a Consultation Request - Preschool document:

1.

o0k whN

Enter the Document Date (MMDDYY) or click k57 and select date. This should reflect the
date the document was created.

Check Student’s Current Identification, if applicable.

Check the appropriate area under What Direct Services does the Student Receive.
Enter any Other service or identification that may apply.

In Referred By, enter the name of the referring person.

Describe the Reason for Referral and Student Strengths. Use [¥/] to spellcheck. Use @
for more space.

34
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Overall Skills Please mark each statement Yes or No and add any rel R d to each as it p ins to grade level expectations.

Communication

Attends/listens in a group setting

Appears 1o understand questions, and/or stories

Uses correct sentence structure and grammar in oral communication

-|Expresses ideas in a clear and organized fashion

Can hold a conversation with a peer
:|Can hold a conversation with an adult
Uses appropriate social communication (eye contact, efc)

:|Has articulation difficulties (does not use correct speech sounds)

Speech is generally unintelligible
Stutters
Speaks with stereotyped/echolalic language

Uses sentences of 4 or more words

Uses at least 100 + recognizable words on regular basis
-1 Can follow 1-step direction
Can follow 2-step related direction

£ 0L 0 L R L |

:| Can follow 2-step unrelated direction

Other|

Figure 2-18 Consultation Request Preschool Screen Overall Skills

7. Select Yes or No in each of the Overall Skills group boxes: Communication, Adaptive,
Motor, and Personal/Social. An Other textbox is available in each section for additional
skills.

BACKGROUND TAB

The student’s attendance history imports from Synergy SIS. This history will only display
attendance from the current school district.

| Attendance History =

Figure 2-19 Consultation Request Preschool Screen Background Tab Attendance History

1. Significant Information may be added. Use [/l to spellcheck. Use @ for more space.
If additional school years need to be added:

Atendance History [¥]
| 40 |
Yoar Grade School Location Al : g nl Indormation
203 |12 || Hope High School 3 3[E]
— B0 4

Figure 2-20 Consultation Request Preschool Screen Background Tab New Attendance History

2. Click the Add button to display a new row.

3. Enter the school Year, Grade, School Location and Absences in the spaces provided.
Significant Information can also be added to this row.

E
4. |If needed, check on line of record to delete. The row will be removed.
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Cultural Factors

I™ There is no evidence of lack of instruction in reading and math (including excessive absences and/or frequent moves).
I” There is no evidence that race, limited English proficiency, or socio-economic status have contributed to the student's learning difficulties.
I The following cultural factors (race, limited English proficiency, or socio-economic status) may have impacted the student's academic progress:

Please describe any cultural factors which may affect student's achievement and benavior [ @

Performance in Special and General Education [35 @

Figure 2-21 Consultation Request Preschool Screen Background Tab Cultural Factors

1. Check the Cultural Factors statements that apply.
2. Describe any cultural factors which may affect student's achievement and behavior.

3. Describe Performance in Special and General Education. Click [l to spell check. Click @
for additional space.
Vision and Hearing results for the student will import from Synergy SIS, however, existing results
can be edited or new results can be added to the Health view.

1. Click the Add button on the Vision Results bar. A new row displays.

2. Enter the Screen Date (MMDDYY) or click [5- and select date.
3. Click the drop-downs box and select Right Eye, Left Eye and Both Eyes results.
4. Click the Add button on the Hearing Results bar. A new row displays.
5. Enter the Screen Date (MMDDYY) or click [5¥ and select date.
Medical Q|
Vision Results Add |
- | [
I 05/12/2010 7 20/30 b 20/40 bt 20/30 b
I:Tring reﬁultﬁ ‘ ‘ Add
1| osr2r2010 P E b -

Figure 2-22 Consultation Request Preschool Screen Background Tab Medical
6. Click the drop-downs box and select Right, and Left Results.

=
7. If needed, check =1 on line of record to delete. The row will be removed.

8. Add any Heath Issues and Medications in the textboxes provided. Use [¥1 to spellcheck.
Use @ for more space.

Health Issues [ Medications

5|

|

Figure 2-23 Consultation Request Preschool Screen Background Tab Health Issues

9. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 34 — FUNCTIONAL BEHAVIOR ASSESSMENT PLAN

The Functional Behavior Assessment Plan works in conjunction with the GENAZ 99 -Behavior
Intervention Plan.

Note: The Target Behavior listed in the Specifics tab will import into the GENAZ 99
— Behavior Intervention Plan (BIP).

The Functional Behavior Assessment Plan contains two tabs:
e Team Members
e Specifics

Functional Behavior Assessment Plan (=

Student Name: Tacho, Katherine A. Document: GENAZ 34 Desciption: Functional Behavior Assessment Plan

| Team Members | Specifics
Document Mame
|Functiona| Behavior Assessment Plan

Document Date

Team rs who participated in developing the FBA plan: O
Student
Parents ]
| | |
_'Tacho: Ernest Father
_ITacho__ Rachel Mother
Staft add |
[ Line| | e =
Jqu. Case Carriel ¥
| |User. Admin ¢ Case Carmiel ¥
Other specialists Add | @
| ine| = =] =

Figure 2-24 Functional Behavior Assessment Plan

To create a Functional Behavior Assessment Plan document:

1. Enter the Document Date (MMDDYY) or click - and select date. This should reflect the
date the document was created.

2. Check Student to include the student's name, with a signature line, as a participant in the
Functional Behavior Assessment Plan. If the checkbox is left blank the name will not be
included as a participant.

3. On the Parents section, check Participant, to include each parent name, with a signature
line, as a participant in the Functional Behavior Assessment Plan. If these are left blank,
the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.
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Change current staff names:

Staff

Andrews_Mark Case Carriel ¥ Teacher

Add 0.

User Admin & Administrato v Hope HS Principal

Figure 2-25 Functional Behavior Assessment Plan Staff Section Change/Add

Click « next to the Staff Name to change. The Find: Staff screen displays.

Enter all or part of staff Last Name, First Name.

Pw DNhPR

Click line of staff name. Line highlights.

Find | Close | seect | Cear Selection |

Find: Staff

Find Criteria ("
Last Mame First Name Middle Name

Smith C

search Results |

Find Result
EWWW
I_ mith Christine

" ISmith Jk

Figure 2-26 Find: Staff Screen

Click [_fna | or press ENTER. Search Results displays a list of matching criteria.

5. Click again or click ﬂ Find: Staff screen closes and staff name displays.

6. Click the Role drop-down and select the staff role.
7. Enter the staff member's Job Title.
Add staff names:

1. Click Add on the Staff bar. A new line is added to the grid.

2. Repeat the procedure above.

Orient /Mobility Specialist

'.:::-=-::j Line| Staff Name T Other

]_ t| Green. Tome Case Carrier P{ﬁlcal Therapist
IF1 0 user Admine« Teacher Specialist Paychologist
)] smith. Jonn« Reader

Srhonl Mureg

—

Figure 2-27 Functional Behavior Assessment Plan Staff Section Select Role

3. If needed, check 1 on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff

directory.

1. Click the Add button on the Other Specialists bar. A new row will be added.
2. Enter the Name, Role and Job Title of the specialist.

Other specialists

’_’_ Dr. Arthur Rand

Family Advocate

I_I

Private Psychologist

Fiaure 2-28 Functional Behavior Assessment Plan Other Soecialists

3. If needed, check on the line of the name to remove. The row is removed.

38
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SPECIFICS TAB

1. Click the drop-down under the words, A Functional Behavior Assessment is needed
because:, and select the appropriate reason from the list. The selection will populate the
box below. This text may be edited. Use (¥l to spellcheck. Use @ for more space.

2. Enter Referring behavior(s) (written in observable, measureable terms). Use [¥] to
spellcheck. Use @ for more space.
3. Click the drop-down under the words, Precipitating conditions:, and select the

appropriate reason from the list. The selection will populate the box below. This text may
be edited. Use ¥l to spellcheck. Use @& for more space.

| A Functional Behavior Assessment is needed because

v

Eile)

| . Referring behavior(s) (written in observable, measureable terms)

PO

Il. Precipitating conditions

v

o

Figure 2-29 Functional Behavior Assessment Plan Specifics Tab
4. Repeat the above instructions for Baseline data included: and Frequency of behavior:.
5. Click the Intensity of behavior: drop-down and select the appropriate level of the
behavior.
6. Enter the Student Strengths. Use ¥l to spellcheck. Use @ for more space

7. Click the Environment(s) in which referring behavior(s) are LEAST likely to occur (i.e.
location, person(s), and time of day) drop-down and select from the list. The selection will
populate the box below. This text may be edited. Use ¥l to spellcheck. Use @ for more
space.

8. Enter any additional Comments. Use [¥] to spellcheck. Use @ for more space.

9. Enter Target behavior (a desired behavior to be increased) written in
observable/measurable terms. Use [¥] to spellcheck. Use @ for more space.
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10. Under the Results of FBA, select either:

Results of FBA

(C) A Behavior Intervention Plan (BIF) will be developed to proactively address behavior analyzed in this Functional Behavioral
Assessment. This plan will describe what staff will do to support alternative behavior.

'_/The |EP team has determined that a Behavior Intervention Plan (BIP) is not necessary as a result of this assessment.

Figure 2-30 Functional Behavior Assessment PlanResults of FBA

A Behavior Intervention Plan (BIP) will be developed to proactively address
behavior analyzed in this Functional Behavioral Assessment. This plan will describe
what staff will do to support alternative behavior.

OR

The IEP team has determined that a Behavior Intervention Plan (BIP) is not
necessary as aresult of this assessment.

11. Enter the Rationale for the decision. Use [¥] to spellcheck. Use @ for more space.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 37 — MANIFESTATION DETERMINATION AND REVIEW

The Manifestation Determination and Review contains one tab:

¢ Manifestation Determination

Manifestation Determination and Review Document

Student Mame: Tacho, Katherine A. Document: GENAZ 37 Desmiption: Manifestation Determination and Review Documentation

| Manifestation Determination |
Document Alias
|Manifestation Determination and Review Documentation

Document Date

Part 1. Background Information O

(Must be completed within 10 school days of any decisions to change the placement of a special education student due to
a violation of a code of student conduct.)

Location
Time

Special Education Placement(s) [§7] @

Date of Current |IEP

Reevaluation Due Date

e E L

Date this incident of misconduct occured

Total number of suspension days this school
year prior to this incident

Mumber of suspension days being considered
for this incident of misconduct

Figure 2-31 Manifestation Determination and Review

To create a Manifestation Determination and Review document:

1.

Enter the Document Date (MMDDYY) or click i and select date. This should reflect the
date the document was created.

Enter the Location of the Manifestation Determination and Review.
Enter the Time (HHMM - 0800 for 8:00 AM, 0120 for 1:20 PM, etc.)

Enter the student's Special Education Placement(s). Use [¥] to spellcheck. Use @ for
more space.

Enter the Date of Current IEP, Reevaluation Due Date and Date this incident of
misconduct occurred (MMDDYY) or click E* and select date.

Enter Total number of suspension days this school year prior to this incident and
Number of suspension days being considered for this incident of misconduct.

Suspension Criteria @

llegal drugs/controlled substances were inviolved in the incident. No
A weapon/dangerous instrument was involved in this incident

Serious bodily injury as defined in federal law was inflicted upon another person at school or at a school function. o
Student transportation was involved in this incident.

Figure 2-32 Manifestation Determination and Review Suspension Criteria

LY ES K XS

Using the Yes/No drop downs, select the appropriate response for Suspension Criteria.
Check Student to include the student's name, with a signature line, as a participant in the
Functional Behavior Assessment Plan. If the checkbox is left blank the name will not be
included as a participant.
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9. On the Parents section, check Participant, to include each parent name, with a signature
line, as a participant in the Functional Behavior Assessment Plan. If these are left blank,
the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Change current staff names:

Staff add | Q)
* | S g

Andrews. Mark ¢ Case Carriel ¥ Teacher

User. Admin 4 Administrato ¥ Hope HS Principal

Figure 2-33 Manifestation Determination and Review Staff Section Change/Add

1. Click « next to the Staff Name to change. The Find: Staff screen displays.
2. Enter all or part of staff Last Name, First Name.
3. Click _#4 |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Find | Close | Seizct | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Name Middle Mame
Smith C

Search Resulis |

Find Result "
| |

I ]Smith Christine
[Smith Uk

Figure 2-34 Find: Staff Screen
6. Click the Role drop-down and select the staff role.
7. Enter the staff member's Job Title.
Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

Staff Orient /Mobility Specialist
0 Other
I Green, Tom+= Case Carrier & P{f}sical Therapist
I User_Admin Teacher Specialist « | Pvchologist
I Smith. John 4 | Reader
Schaal Murca

Figure 2-35 Manifestation Determination and Review Staff Section Select Role
[]
3. If needed, check X1 on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

1. Click the Add button on the Other Specialists bar. A new row will be added.
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2. Enter the Name, Role and Job Title of the specialist.

Other specialists Add (&

. < Dr. Arthur Rand Family Advaocate Private Psychologist

Figure 2-36 Manifestation Determination and Review Other Specialists

3. If needed, check on the line of the name to remove. The row is removed.

Nature of offense(s) alleged against the student and information related to allegations that were considered by team (i.e.
witness statements, police report): 7] @

Figure 2-37 Manifestation Determination and Review Nature of Offense
4. Describe the Nature of offense(s) alleged against the student and information related to

allegations that were considered by team in the textbox provided. Use [¥] to spelicheck.
Use @ for more space.

Part 3. The Team Members Revi and Consi the F ing Relevant i Q)
check all that apply

DCurrem evaluation & diagnostic results DCurrent academic results

DObservation of the student DCurrent IEP & placement

[Irriennial psychoeducational reevaluation [ Attendance records

] Disciplinary results [Ischool staff reports

[ information provided by parents

Other Information Add Q

The conduct subject to disciplinary action is a manifestation of the student's disability_

Figure 2-38 Manifestation Determination and Review Part 3

5. Check all reviewed and considered relevant information that applies.

6. Click Add on the Other Information bar to list additional items that were reviewed and
considered. A new line is added. Additional lines may be added by clicking Add again.

7. Select the appropriate conduct subject to disciplinary action statement from the drop
down selection.
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Part 4. The Team Members' Conclusions Q|
Conclusions Q
D) Cripio ile
reevaluation is necessary. b
It is necessary to review the current behavior plan for this student. hi
e |EP team determined this incident of misconduct is not a manifestation of the student?s disability. hi
onduct was caused by or had a direct and substantial relationship to the student?s disability. hi
onduct was a direct result of the district?s failure to implement the IEP. b
AThe student will be returned to the placement from which the student was removed. b
e Parent and District agree to a change of placement as part of the behavioral intervention plan. b
“An |IEP meeting is needed. v,
:IStudent will be placed in an interim alternative educational setting determined by the IEP team. b
!It is necessary to conduct a Functional Behavioral Assessment. v,
Comments [§7] @
Procedural Safeguards (o]
Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact
the school psychologist or call the Special Education office if you want a copy of the procedural safeguards.
Procedural Safequards provided to parent(s)
Proc Safeguard Initials (initials)

Figure 2-39 Manifestation Determination and Review Part 4

8. Using the Yes/No drop downs, answer each question in the Conclusions group box.
9. Add any additional Comments. Use [¥] to spellcheck. Use @ for more space.

10. Initial in the Procedural Safeguards textbox to indicate that procedural safeguards were
provided to parent.

The document can be printed, validated and finalized.
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Chapter Two

GENAZ 38 — MEETING REQUEST

The Meeting Request contains two tabs:
e Meeting Participants
e Parent Rights

Meeting Request

Student Name: Abernathy, Donna A. Documaent GENAZ 38 Dasaription: que
_ Meeting Participants | Pareni Rights

Document Name

Meeting Request
Document Date

Meeting Participants

Dear Parents/Guardians:
THIS IS MY NEW MEETING MESSAGE.

If you would like to review the records prior Staff Na
to the meeting, please contact

The purpose of the meeting:

[[regarding eligibility
[T|Tl:- develop an IEP
[ 7o review and revise your child's IEP

[0 discuss the data gathered in the evaluation for special education senices of your child and make a determination

| Other:

The following are invited to attend and participate in the meeting:

|| Student

] Abernathy, Philip [Father No

Case Carrier o

Figure 2-40 Ad Hoc Meeting Request

MEETING PARTICIPANTS TAB
To create a Meeting Request document:

1. Enter the Document Date (MMDDYY) or click 5 and select date. This should reflect the

date the document was created.

2. Click on + next to Staff Name (see above) to enter the contact name for the parent. The

Find: Staff screen displays.

Fnd | Close | seect | Clear Selection |

Find: Staff

Find Criteria

Last Name First Name Middle Name

Smith C

Search Results |

Find Result
EWWW
I— mith Christine

[ “ISmith Jk

Fiqure 2-41 Find: Staff Screen
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3. Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click == | Find: Staff screen closes and staff name displays.
Check The Purpose of the meeting or check Other and enter another purpose.

No g A

The purpose of the meeting:

I” To discuss the data gathered in the evaluation for special education services of your child and make a determination regarding eligibility
I” To develop an IEP
I” To review and revise your child's IEP

[~ Cther: |

Figure 2-42 Meeting Request Check Purpose

1. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

Parent|s)/Guardians|s) [
Kelly. Louise Mother Yes Yes 2
Wilkinson, Samuel Step-Father Yes Yes r
Smith, Brian Father No No r

Figure 2-43 Meeting Request Parent(s)Guardian(s) Check Parent

2. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff [ g ]
® \ \
[ Green. Tom+ Case Carrier

I User. Admin 4 Teacher Specialist

Figure 2-44 Meeting Request Staff Section Change/Add

Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Closs | Select | Clear Selection |

Find: Staff

Find Criteria &

Last Mame First Name Middle Name

Smith C

Search Results |

Find Result ®
| |

I ]Smith Christine
|Smith Uk

Figure 2-45 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.

3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
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5. Click again or click == | Find: Staff screen closes and staff name displays.

Orient./Mobility Specialist

I 1| Green. Tom+= Case Carrier P{f}sical Therapist
| “l User, Admin 4= Teacher Specialist + | Pvchologist
I =) Smith. John+=  |Reader

Qrhanl Murea

Figure 2-46 Meeting Request Staff Section Select Role

6. Click the Role dropdown and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.
1. Click the Add button on the Other Specialists bar. A new row will be added.

2. Enter the Name and Role of the specialist.

Other Specialists Add @

'T | Linda Harris Social Worker

Figure 2-47 Meeting Request Other Specialists

=]
3. If needed, check on the line of the staff name to remove. The row is removed.
4. Enter Meeting Information in the textboxes provided.

We would like to schedule a meeting with you at:
Location, Building, Room
[Hope High School, Room 302

[Meeting Date Meeting Time
08/26/2010 |3:30 PM
This meeting was confirmed by phone on  This meeting was confirmed by
07/21/2010 |Sa|l3.r Secretary
Comments [35] @
=
=

If you need to change the date and/or time of the meeting, please call
|Sa|l3.r Secretary

at
300-555-1234

[~ Interpreter Needed

¥ Procedural Safeguards Enclosed

Figure 2-48 Meeting Request Information

5. Click _save |
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PARENT RIGHTS TAB

The Parent Rights tab is for the parent to manually update when they receive the printed hard
copy of the completed Meeting Request. This area is editable and can be completed for the
parent or left blank for the parent to complete.

Editable Version:

Parent Rights
A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for for scheduled meetings on their child.

Please check the following, if applicable:
™ | do not require a 10 day advance notice for the proposed meeting.
[ | plan to attend this meeting.
I | do not plan to attend the proposed meeting. but am requesting an alternate meeting time.
I” | do not plan to participate. Please meet and inform me of the outcome.
I~ Phone conference is requested.
I” I need a copy of the Release of Student Records form and plan to bring
| to the meeting

whose position is|

™ | grant my consent for the individual(s) listed in the Other Specialists section of this document to atiend this meeting.

Figure 2-49 Parents Rights Tab View

Printable Version (This is what the parent will see).

Parent Rights

A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for scheduled meetings on their child.

Please check the following, if applicable

|:| | do not require a 10 day advance notice for the proposed meeting

[¥]1 plan to attend this meeting.

[]1 do not plan to attend at the proposed time, but am requesting an alternate meeting time.

|:|\ dao not plan to participate. Please meet and inform me of the outcome

[JPhone conference is requested.

|:|\ need a copy of the Release of Student Records form and plan to bring to the meeting,
whose position is

Parent Signature Date:

Figure 2-50 Parents Rights Printable View

The document can be printed, validated and finalized.
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GENAZ 39 — MORE RESTRICTIVE PLACEMENT REFERRAL

The More Restrictive Placement Referral contains four tabs:
e Demographics
e Background
e Behavior
e Attachments

ReferralRestrictivePlacement &

Student Name: Aaron, Harold M. Document: GENAZ 38  Desciption: More Restrictive Placement Referral

| i | Background = Behavior = Aftachments
Document Name Document Date
More Restrictive Placement Referral

Student Is Participant

Parent Participants ]

Daugherty, Diane Mother Yes Yes |:|
Daugherty, Howard Step-Father Yes Yes |:|
Mucha, Victor Father Mo Mo O

Staff Participants Add Q|

Griess. Brian Case Carrier v

Other Participants

Figure 2-51 More Restrictive Placement Referral

To create a More Restrictive Placement Referral document:

1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

DEMOGRAPHICS TAB

2. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

1 Daugherty, Diane Mother Yes
| Daugherty, Howard Step-Father Yes Yes |:|
<IMucha, Victor Father Mo Mo |:|

Figure 2-563 More Restrictive Placement Referral Parent Participants

3. On the Parent Participant section, check Participant, to include each parent/guardian
name as a participant. If these are left blank, the names will not be included as
participants.

Staff Participants CEE

" |Griess. Brian 4 Case Carrier

Figure 2-52 More Restrictive Placement Referral Staff Participants

The Staff Participants section displays the staff members who have been added to the student’s
Team List. Names can be added or removed from the staff section of this document without
affecting the student’s Team List. If a staff name is added to this document, the name will display
on this document only and not on the student’s Team List. Staff names displaying will be included
as participants, however changes may be made including additional staff names added.

Change current staff names:
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1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Select | Clear Sslection |
Find: Staff
Find Criteria o
Last Mame First Name Middle Mame
Smith C

Christine

Jk

a rw N

Figure 2-54 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click == | Find: Staff screen closes and staff name displays.

[ e
,i’_1 User Admin 4

District Representative
Driver

Early Interv. Trans. Specialist

Aderson, Gordon
|| Blasdell w. Wendy

Full Inclusion Specialist
General Ed Teacher

Wilson Rob ¢

Individual To Interpret Educational Implications of Test Results

Interpreter

Figure 2-55 More Restrictive PlacementReferral Staff Participation Select Role

6. Click the Role dropdown and select the staff role.

Add staff names:

1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

I ©

=]
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff

directory.

1. Click the Add button. A new row will be added.
2. Enter the participant's Name and Job Title.

=
3. If needed, check 1l on the line of the record to remove. The row is removed.

50
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BACKGROUND TAB
ReferralRestrictivePlacement
Student Name: . Document: GENAZ 38 Desoiption: More Restrictive Placement Referral
Demographics IBﬂCkgrOI-llld | Behavior = Attachments
Document Name
More Restrictive Placement Referral
Document Date
P
1. Reason for Referral to more Restrictive Placement 3
Reason for Referral [57] @
2. Attendance ]

Is student attending school now?
W

How many days has the student attended this school

year?

How many excused absences have there been this
school year?

How many unexcused absences have there been this
schoaol year?

How many days has the student been suspended this
IEP year?

How many days has the student been sent home?

3. Placement (]
How long has he/she been in a Special Education Program?

maonths years
How many periods per day does the student spend in a Special What is the date of the most recent MET?
Education class? [

per day
What types of additional senices (OT, CD, etc.) does this student's IEP provide?
4. Family/Home 3

Have parents exhibited control of student?
v

Are parents capable of controlling student?
v

Have all parental figures supported the Special
Education program?
W

Does the student have other behavior problems in the
home?
"

If divorced, how many interactions does the
non-custodial parent have?

Has there been a recent change in the student's
emnvironment (i.e., death of family member or fiend,
divorce, new sibling, etc.)?

L

Figure 2-56 More Restrictive Placement Referral Background Tab

1. Describe the Reason for Referral. Use [¥] to spellcheck. Use @ for more space.

Attendance

2. Using the Yes/No drop down indicate if the student is attending school now.
3. Answer the attendance questions using a number format in the fields provided.

Placement

4. Specify how long the student has been in a Special Education Program and how many

periods spent in a special education class using number format.
5. Enter the date of the most recent MET (MMDDYY) or click k¥ and select date.
6. List the types of additional services indicated on the student's IEP.

Family/Home
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7. Using the Yes/No drop down list, answer the questions regarding the student’s family and
home.

8. Enter a numerical amount regarding the amount of non-custodial interactions.

BEHAVIOR TAB

Figure 2-57 More Restrictive Placement Referral Behavior Tab
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1.
2.

3.

4.
5.

6.

10.
11.

12.

Using the Yes/No drop down lists, answer the questions regarding the student’s behavior.

Enter the amount of time the student has been exposed to a continuum of consistently
applied consequences?

List positive consequences and negative consequences in the textboxes provided. Use
to spellcheck. Use @ for more space.

Using the Yes/No drop down lists, answer the questions regarding the student’s Behavior.

Using the Yes/No drop down lists, answer the questions regarding the student’s
Community Relations.

In the textboxes provided answer the questions regarding the student’s Interaction with
others. Use ¥ to spellcheck. Use @ for more space.

In the textboxes provided, answer the questions regarding the student’'s Medical issues.
Use [l to spellcheck. Use @ for more space.

In the textboxes provided, answer the questions regarding the student's Educational
Performance. Use [¥] to spellcheck. Use @ for more space.

Enter the date the FBA was completed (MMDDYY) or click ¥ and select date.
List how long the behavioral intervention plan (BIP) has been attempted.

Using the Yes/No drop down list, answer whether everyone is following through with their
portion of the behavior plan, and if the IEP reflects these special behavioral and
instructional needs with goals and objectives.

List the types of interventions that are needed for this student that cannot be implemented
at the present campus. Use [¥I to spellcheck. Use @ for more space.

ReferralRestrictivePlacement &

Student Name: Tackett, Heather 5. Document GENAZ 33 Description: More Restrictive Placement Referral

Demographics = Background = Behavior | Attachments

Document Name
More Restrictive Placement Referral

Document Date

JAttachments
The consult form from the appropriate Demonstration Teacher
A copy of the student's IEP
A copy of the Functional Behavioral Assessment
A copy of the Behaviore Intervention Plan

A copy of the "Student Behavior Counts™ from the ED program for the past year if this student has been placed in Mesa
n the ED Program

A copy of the student’s Regular Ed and/or Special Ed report cards for the past year

ATTACHMENTS TAB

1.
2.

Figure 2-58 More Restrictive Placement Referral AttachmentsTab

Use the checkboxes to select the appropriate copies that will accompany this document.

Click _save |,

The document can be printed, validated and finalized.
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GENAZ 40 — PRIOR WRITTEN NOTICE

The (Ad Hoc) Prior Written Notice is a generic notice available for when a prior written notice is
needed outside of process documents.
The Prior Written Notice contains one tab:

e Prior Written Notice

Prior Written Notice (g

Student Name: Tacho, Katherine A. Document GENAZ 40 Desciption: Prior Written Notice

i Prior Written Notice |
Document Mame
I|Pri0rWritten Notice

Document Date

Type of Action @
Selected Action: Identification A

Change Action To: Tdentification | Evahuation | Educational Placement | Provision of FAPE | Other

Description of Actions Proposed or Refused d

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification

w

@

Figure 2-59 Ad Hoc Prior Written Notice

To create a Prior Written Notice document:
1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Next to the Change Action To: are a series of buttons. If the Selected Action is not the
purpose of this Prior Written Notice, click one of the buttons to change the type.

Description of Actions Proposed or Refused ("
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification

| 7
[

Condud evaluation
Conduct reevaluation
Evaluation not completed in 80 days

Mot conduct evalualion
| Recered referral for evaluation
i Reevaluale for termination of sendces
| Standardized testing necessary

| Standardized testing not necessary

Figure 2-60 Prior Written Notice Library Stem

Based on the Selected Action, the appropriate library stems will be available in the drop-down list
under DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT.

3. Click the drop-down and select one of the options. Text may be added to the auto-
populated statement or enter data directly into textbox. Use [¥ to spellcheck. Use @ for

more space.
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There are four standard Statements available. Since this is a generic Prior Written Notice
document, there are no library stems to select from.

Statements
Explanation of why the district proposes or refuses to take the action:

@

-

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

o

Description of other options considered and why those options were rejected:

o

Description of the factors relevant to the actions proposed or refused are:

@

Figure 2-61 Prior Written Notice Library Stem

4. Enter data directly into textboxes. Use [¥] to spellcheck. Use @ for more space.

Implementation of Decision 2

This decision is proposed to be implemented on: 7

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law.
Contact the school psychologist or call the Special Education office if you want a copy of the procedural
safeguards.

Procedural Safeguards provided to parent(s)
(initials)

This document was prepared by: =

[ |

Case Manager
Andrews, Mark b

Case Manager Phone

Figure 2-62 Prior Written Notice Implementation of Decision

5. Enter the date that This decision is proposed to be implemented on: (MMDDYY) or
click ¥ and select date.
6. Enter (initials) if Procedural Safeguards have been provided to parent(s).
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7. Click « next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Name Middle Mame
Smith C

Smith Christine

“1Smith Jk
I_

Figure 2-63 Find: Staff Screen

8. Enter all or part of staff Last Name, First Name.

9. Click _#4 |or press ENTER. Search Results displays a list of matching criteria.

10. Click line of staff name. Line highlights.

11. Click again or click == | Find: Staff screen closes and staff name displays in gray box.

12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 41E — NOTICE OF REFUSAL OF EVALUATION

The Notice of Refusal of Evaluation contains one tab:

Note: The Notice of Refusal of Evaluation has been created from the Synergy SE
Prior Written Notice template. The wording of examples may differ, as each district
has the ability to create Prior Written Notices to meet their individual district needs

e Prior Written Notice

Prior Written Notice (g

Student Name: Abbott, Billy C. Document GENAZ 41E  Deswiption: Notice of Refusal of Evaluation

| Prior Written Notice |
Document Mame
|N0tice of Refusal of Evaluation

Document Date

I [
Description of Actions Proposed or Refused O
DESCRIFTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: EVALUATION

The District suspects that the student has an educational disability. Evaluation to determine whether or not this student is
eligible for and requires Special Education services will not be conducted due to parent refusal to grant consent for the
evaluation. The District remains ready, willing and able to provide the necessary evaluation in the future if the parent grants
consent.

To create a Notice of Refusal of Evaluation document:

1. Enter the Document Date (MMDDYY) or click 5% and select date. This should reflect the
date the document was created.

The Statements section contains areas where descriptions and explanations for actions taken are
entered. Drop down key-word stems may be available, based on individual district decisions. If no
stems are available text can be added directly to the textboxes.

Statements O
Explanation of why the district proposes or refuses to take the action:

W

] @

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

w

Els

Description of other options considered and why those options were rejected:

w

El

Figure 2-65 Prior Written Notice Refusal of Evaluation Statements

Copyright© 2012 Edupoint Educational Systems, LLC 57



Chapter Two Synergy SE National Documents Guide

2. Click the drop-down and select one of the options. Text may be added to the auto-

populated statement enter data directly into textbox. Use [l to spellcheck. Use @ for more
space.

Explanation of why the district proposes or refuses to take the action

W

Parant has right to refuse evaluation =]
Figure 2-66 Library Stem Drop-Down

Explanation of why the district proposes or refuses to take the action:

W
5] @
The parent has the right to refuse this evaluation according to the Individuals with Disabilities Education ;l
Act.

[~
Figure 2-67 Library Stem Auto-Populated

Implementation of Decision @
This decision is proposed to be implemented on: F

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law.
Contact the school psychologist or call the Special Education office if you want a copy of the procedural
safeguards.

Procedural Safeguards provided to parent(s)
(initials)

This document was prepared by: 4=

[

Case Manager
Andrews, Mark bt

Case Manager Phone

Figure 2-68 Prior Written Notice Implementation of Decision

3. Enter the date that This decision is proposed to be implemented on: (MMDDYY) or
click and select date.

4. Enter (initials) if Procedural Safeguards have been provided to parent(s).
Click+ next to This document was prepared by:. The Find: Staff screen displays.
6. Enter all or part of staff Last Name, First Name.

o
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7. Click _m |or press ENTER. Search Results displays a list of matching criteria.

Find | Closs | Select | Clear Selection |
Find: Staff
Find Criteria
Last Mame First Name Middle Mame
Smith C

Christine

Jk

Figure 2-69 Find: Staff Screen

8. Click line of staff name. Line highlights.

Chapter Two

9. Click again or click "= | Find: Staff screen closes and staff name displays in gray box.

10. Click |_save |,

The document can be printed, validated and finalized.
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GENAZ 41F — NoTIcE oF REFUSAL oF FAPE

The Notice of Refusal of FAPE contains one tab:
e Prior Written Notice

Note: The Notice of Refusal Refusal of FAPE has been created from the Synergy
SE Prior Written Notice template. Wording examples may differ, as each district has
the ability to create Prior Written Notices to meet their individual district needs.

Prior Written Notice (;

Student Name: Alejandrez, Willie JR Document: GENAZ 41F  Deswiption: Notice of Refusal of FAPE

Prior Written Notice |

Document Mame
Notice of Refusal of FAPE

Document Date

&

Description of Actions Proposed or Refused O
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: FAPE

An evaluation conducted by the District resulted in the finding that student is eligible for and requires Special Education
senvices. Placement will not be made due to parent refusal to grant consent for provision of any Special Education
senices. The District remains ready, willing and able to develop and implement an IEP that will provide a Free and
Appropriate Public Education for the student if the parent will grant consent.

Figure 2-70 Notice of Refusal of FAPE Screen

To create a Notice of Refusal of FAPE document:
1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

The Statements section contains descriptions and explanations for actions taken. Drop down
key-word stems may be available, based on individual district decisions.

Statements o
Explanation of why the district proposes or refuses to take the action:

w

[E]

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused
action:

o

Description of other options considered and why those options were rejected:

w

)

Description of the factors relevant to the actions proposed or refused are:

w

il

Figure 2-71 Notice of Refusal of FAPE Screen Statements
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2. Click the drop-down and select one of the options. Text may be added to the auto-
populated statement enter data directly into textbox. Use [¥/] to spellcheck. Use @ for more
space.

Explanation of why the district proposes or refuses to take the action:

b

Parent has right to refuse evaluation =]

-

Figure 2-72 Notice of Refusal of FAPE Screen Library Stem Auto-Populated

3. Enter the date that This decision is proposed to be implemented on: (MMDDYY) or
click and select date.

Explanation of why the district proposes or refuses to take the action:
o

%] @

The parent has the right to refuse this evaluation according to the Individuals with Disabilities Education =

Act.
-

Figure 2-73 Notice of Refusal of FAPE Screen Library Stem Drop-Down
4. Enter (initials) if Procedural Safeguards have been provided to parent(s).

Implementation of Decision ]

This decision is proposed to be implemented on: P

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law.
Contact the school psychologist or call the Special Education office if you want a copy of the procedural
safeguards.

Procedural Safeguards provided to parent(s)
(initials)

This document was prepared by: 4m

[ |

Case Manager
Andrews, Mark i

Case Manager Phone

Figure 2-74 Notice of Refusal of FAPE Screen Implementation of Decision
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5. Click+« next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | Celect | Clear Selection |
Find: Staff
Find Criteria )
Last Mame First Name Middle Mame
Smith C

1Smith Christine

“4Smith Jk
l_

Figure 2-75 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

Click s | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

© 0N o

. Click again or click == | Find: Staff screen closes and staff name displays in gray box.

10. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 42 — REQUEST FOR BILINGUAL TRANSCRIPTION

The Request for Bilingual Transcription contains one tab:

e Documents Enclosed

Request for Bilingual Transcription =

Student Name: Alejandrez, Willie JR Document GENAZ 42 Desoiption: Request for Bilingual Transcription

Documents Enclosed |

Document Mame

|Request for Bilingual Transcription

Document Date

| %
IEP Dated B

MET Report
CD/MET Report
Notice(s)
Meeting Request
Consultations
Other

Forms

Time sensitive material needed by: B2

Enclosed documents that don't need translation: 1.)

2)
Special Instructions (]
Send copies to: (]
MName Location
Mame Location

Figure 2-76 Request for Bilingual Transcription Screen

To create a Request for Bilingual Transcription document:

1. Enter the Document Date (MMDDYY) or click 5 and select date. This should reflect the
date the document was created.

2. Check which documents are enclosed.
If IEP is enclosed, enter the date of the document (MMDDYY) or click ¥ and select date.

4. If Time sensitive material needed by is selected enter the due date (MMDDYY) or click
and select date.

5. If Forms or documents that don’t need translation are included describe them in the
textbox provided.

6. Enter any Special Instructions.

7. Specify Names and Locations of persons receiving copies of this document in textboxes
provided.

w

The document can be printed, validated and finalized.
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GENAZ 43 — SUMMARY OF PERFORMANCE

The Summary of Performance contains one tab:
e Summary of Performance

SummaryOfPerformance («

[Student Name: Alejandrez, Willie JR Document: GENAZ 42 Desziption: Summary of Performance

Summary Of Performance |

Document Alias
Summary of Performance

Document Date

[

The most recent assessment reports are attached to assist in post secondary planning.

Case Manager Initials

Date of Graduation/Exit B
Most Recent |[EP Date B2
Disability

Current School

Person Completing Summary

Figure 2-77 Summary of Performance Screen
To create a Summary of Performance document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

In the Summary of Performance section:
2. Enter the Case Manager Initials.

3. Enter the Date of Graduation/Exit and Most Recent IEP Date (MMDDYY) or click F and
select date.

4. Enter the student's Disability and Current School.

5. Enter the name of the Person Completing Summary.
The Post Secondary Goal(s) and Summary of Performance sections are comprised of text
fields. Each field has the ¥ spellcheck and @ for more space.

6. Add Post Secondary Goals including Training, Education, Employment and
Independent Living Skills, where appropriate, in areas provided.

7. Summarize the student’s Academic Achievement, Functional Performance, Test and
Classroom Accommodations in areas provided.

The final section is for recommendations to assist the student in meeting their postsecondary
goals.

Recommendations to Assist the student in Meeting Postsecondary Goals Show Detail | -
5
| =l
raining
Education
Employment

Figure 2-78 Summary of Performance Screen Recommendations

To add a goal:
8. Click the line number of the area desired. Then click Show Detail.
OR
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Double click the line number of the desired area.

The detailed view displays on the right side of the screen.
9. Click the Add button. A new line is added below.

[ Hide Detsil |0|

[ 2
[ 3

4

Education

Employment
Independent Living Skills,
here appropriate

Figure 2-79 Summary of Performance Screen Detailed View

10. Enter the Recommendations, Individuals/Agencies and Time Frame in the textboxes
provided.

11. Move to the next Title Code row to continue adding information, if desired.

=
12. If needed, check on line of record to delete. The row will be removed.
13. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 44 — TRANSPORTATION REQUEST

The Transportation Request contains four tabs:
e Transportation Info
e Special Conditions
e Agreements
e Bus Plans

Transportation Request

Student Name: Tackett, Heather 5. Document GENAZ 44 Desciption: Transportation Request
_liranspormtionlnfol Special Conditions = Agreements | Bus Plans

Document Name
|Transp0rtation Request

Today's Date

Request O

Request

Special Education Superintendency 504 Medical {Temp.}

Request Type O
Transportation Reguest Type

MHew Continuing Reinstate

Requesting Case Manager ¢ Starting Date Case Manager Phone

ReadOnly User [E= |]

Transportation Info "]

Receiving School Program

Days of the Week Receiving Teacher 4 Teacher Phone 4

Monday || Tuesday |_|Wednesday || Thursday |_|Friday I]
Pick Up ("]
*Pick Up Address (AM) Contact Person

Phone

Drop Off O
*Drop Off Address (PM) Contact Person

Phone

Starting Time  Dismissal Time To and From Schoal Daily

Mid-day Shuttle To (School) by (Starting Time)

. (Home/School) by

Figure 2-80 Transportation Request Screen Transportation Info Tab

To create a Transportation Request document:

TRANSPORTATION INFO TAB

1. Enter the Today's Date (MMDDYY) or click 5 and select date. This should reflect the
date the document was created.

2. Specify the Request and Request Type by clicking in one of the radio buttons provided:

Add Requesting Case Manager. The Case Manager Phone will import in with the Case
Manager’s name.

66
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1.

© N AW

Click « next to text: Requesting Case Manager:. The Find: Staff screen displays.
Enter all or part of staff Last Name, First Name.

Click [na | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.
Click again or click ﬂ Find: Staff screen closes and staff name displays in gray box.

Enter the Starting Date (MMDDYY) or click  and select date.
Enter the Receiving School and Program in the textboxes provided.
Select all of the Days of the Week that this transportation request applies to.

Add Receiving Teacher. The Teacher Phone will import in with the Receiving Teacher’s name.

© N O A~®WDNPRE

9.

Click + next to text: Receiving Teacher:. The Find: Staff screen displays.
Enter all or part of staff Last Name, First Name.

Click __rnd | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click L=t | Find: Staff screen closes and staff name displays in gray box.
Enter the Pick Up Address (AM) along with a Contact Person’s name and Phone.
Repeat this for Drop Off fields.

Specify the Starting Time and Dismissal Time of the school. It is only necessary to enter
numerals. Synergy SE formats the field once entered, i.e. 900 formats as 9:00 AM.

Indicate if the student requires transportation To and From School Daily using the
checkbox.

10. If a mid-day shuttle is required, complete the information in the textboxes provided.
11. Click _save |,
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SPECIAL CONDITIONS TAB

Figure 2-81 Transportation Request Screen Special Conditions Tab

1. If needed, check one of the special conditions. An explanation of the condition is to the
right.
If Special Handling is selected:
2. Enter a Justification Comment.

3. Enter an Alternate Drop Address, the responsible person's Name/Relationship to the
student, and that person's Phone Number.
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If Wheelchair is selected:

4. Check size and complete Alternate Drop information. If student does not require
supervision, note that in Justification Comments.

If Reverse Seat Belt or Safety Vest/Reverse is selected:
5. Enter Justification Comments.

6. Enter any special conditions in the Behavior Concerns, Accommodations, Medical or
Special Health Care Considerations and Seizures text boxes.

AGREEMENTS TAB

The Parent Agreement section displays the agreement that the parent will sign.

Transportation Request &

Student Name: Tackett, Heather S. Document: GENAZ 44 Description: Transportation Request

Transportation info ScecualCa'.ﬂ'..:r-sl Agre it I Bus Plans
Document Name
|Transponation Request

Today's Date

£

&)

Parent Agreement

| agree to cooperate and will support and enforce the rules and regulations regarding proper conduct of my child while he/she
is nding on a school vehicle.

| will have my child ready for the bus ten minutes eary Cg|| of as early as possible,
as routine times do vary. that student will not
Thermers require transportation

: for the day due to
Moving/Change Of Address: at and allow 10 school days after form reaches Transportation for
Contact Transportation changes to be made. A change of address may require a
change of school.
For Transportation Only i

Route# AM. Route # Noon Route #PM Starting Date Pickup AM Drop - P/U Noon
_P_
Drop P-M.

*Must be within 3 miles of home address

Figure 2-82 Transportation Request Screen Agreements Tab
1. Enter two district contact phone number choices, which the parent should call should their
child not need transportation due to absence.

2. Enter the district contact phone number that the parent should call to notify transportation
of a change of address.

(Transportation Department enters Route Numbers, Starting Dates and Pickup Times in the
textboxes provided.)
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Bus PLANS TAB

Transportation Request

Student Name: Tackett, Heather S. Document: GENAZ 44 Desaiption: Transportation Request
Transportation Info Special Conditions Agreements I Bus Plans I
——
Document Name
Transportation Request
Today's Date

-Fordlﬂulﬁmu . (&

Emergency Contact Name:
Phone Home#:
MNumbers:

Cell#:

World#:

Other#:

Office/Location Fax Number

Anaphylaxis
[ ] Anaphylaxis
Student is allergic to: 7] @

Signs that may be present: || Other
] ltching and Swelling of Lips ] Swelling of Tongue or Mouth
L“ﬁghtness of Throat ] Hacking Cough or Wheezing

l Hives ] ltching

Il Nausea or Vomiting ] Fainting

Location Of EpiPen: [&] O

Figure 2-83 Transportation Request Screen Bus Plans Tab Part 1

For all Bus Plans: enter the emergency information for student.
Check if the student is subject to Anaphylaxis.

List any allergies the student has in the text box.

Use the checklist to specify signs of allergic reaction.

Check Other to provide additional information and enter it in the textbox below the
checklist.

6. Fill in the Location of EpiPen, if needed.

a bk wbdhPRE
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Figure 2-84 Transportation Request Screen Bus Plans Tab Part 2
7. Check the box if the student has Asthma.

8. If so, enter data in the Notify Parent for: textbox.

9. If the student has the following, check the appropriate box or boxes: Central Line,
Diabetes, Gastrostomy, Seizures or Tracheal.

10. If Tracheal is selected, list any Special Instructions.
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When printed, the transportation request will automatically add Bus Plans for possible problems
along with actions to take for each checkbox selected. An example is displayed below.

The document can be printed, validated and finalized.

Gastrostomy Button : Bus Plan
This student has a gastrostomy tube which goes into the stomach. If the tube accidentally falls out, call the parent or school nurse with
any questions. This is not a 911 emergency, but the parent and school need 1o be notified.

Problem Actlon
Vomiting or Nausea Notify parent and school of vomiting,
monitor airway
G-button [ tube falls out: Do NOT re-inflate |Motify parent and sehool, may need 1o be
or replace tube inte stemach reinserted immediately by parent or
provider. Cover site with dry dressing. Site
may leak,

Figure 2-85 Bus Plans Example
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PRINT ONLY DOCUMENTS

The following are print-only documents.
Click =2 on line of desired document. The document will generate a pdf that has the student's
demographic information inserted.

GENAZ 45 Print Only Alternate Assessment Eligibility Criteria Form
GENAZ 46 Print Only APE Instruction Letter Print

GENAZ 47 Print Only Eye Exam Report

GENAZ 48 Print Only IEP Attendance Form

GENAZ 49 Print Only IEP Signature Page

GENAZ 50 Print Only Information Processing Worksheet for SLD

GENAZ 51 Print Only Medical Verification For Other Health Impaired (OHI)
GENAZ 52 Print Only Medical Verification For Orthopedically Impaired (Ol)
GENAZ 53 Print Only Medical Verification For Traumatic Brain Injury (TBI)
GENAZ 54 Print Only Photo Release

GENAZ 55 Print Only Reevaluation Agreement

GENAZ 70 Print Only MET Review

GENAZ 71 Print Only Special Ed Signature Checklist

GENAZ 72 Print Only Special Activity Request

GENAZ 73 Print Only Transportation Monitor Request

GENAZ 74 Print Only Internet and Media Opt Out Form English

GENAZ 75 Print Only Internet and Media Opt Out Form Spanish
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GENAZ 99 — BEHAVIOR INTERVENTION PLAN

The Behavior Intervention Plan works in conjunction with the Functional Behavior Assessment —
GENAZ 34. Target Behavior as listed in the FBA is imported into the Behavior Intervention Plan.

The Behavior Intervention Plan contains two tabs:
e Team Members
e Method

Behavior Intervention Plan &
IStudent Mame: Tacho, Katherine A.

Document: GENAZ 98 Desciption: Behawvior Intervention Plan
Team Members | li=inod

Document Name
Behavior Intervention Plan

Document Date

An individual behavior plan is a clearly stated working document which incorporates information from a functional
behavior assessment and describes the goals and methods intended to modify a student’s negative behavior. A
separate plan may be required for each targeted behavior. A successful behavior plan eliminates the negative behavior
and allows the student to fulfill the function of the negative behavior through the development of new, positive behaviors.

(Note: Behavioral consequences should protect the health and self-esteem of the student and be consistent with local
guidelines regarding the use of aversives.)

Team members who participated in developing the FBA plan: O
["] Student

Parents [*|

| I

_'Tacho: Ermnest Father 0
_'Tacho__ Rachel Mother 0

Staff [ add |
([ tine = S
(] User. Admin ¢ Case Carrier hs

|:| Andrews. Mark Case Carrier v

Other specialists [ Add | &
[ tine = = =

|. Target Behavior [§7] @

Refresh Target Behavior

Figure 2-86 Behavior Intervention Plan Screen
To create a Behavior Intervention Plan document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

TEAM MEMBERS TAB

The team members who participated will pull from the student’s current Team List, however
participant changes can be made directly to this document.

2. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

3. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
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student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff [ Add |
® |

[ Green. Tom+= Case Carrier e

I User Admin+= Teacher Specialist b

Figure 2-87 Behavior Intervention Plan Screen Staff Section Change/Add

Change current staff names:

Find | Close | Select | Clear Seledtion
Find: Staff
Find Criteria >
Last Name First Name Middle Mame
Smith C

Search Resulis |

Find Result 3
| |
Smith Christine
|Smith Uk

Figure 2-88 Find: Staff Screen

1. Click + next to the Staff Name to change. The Find: Staff screen displays.
2. Enter all or part of staff Last Name, First Name.
3. Click _#s |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient /Mability Specialist
5 | Other
[ Green. Tom+= Case Carrier v P{E)smal Therapist
[ User._ Admin 4= Teacher Specialist +|| Pev/chologist
[ Smith. John 4= | Reader

Figure 2-89 Behavior Intervention Plan Screen Staff Section Select Role

6. Click the Role dropdown and select the staff role.
Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.
[
3. If needed, check Ll on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

4. Click the Add button on the Other Specialists bar. A new row will be added.
5. Enter the Name, Role and Job Title of the specialist.
[]
6. If needed, check Il on the line of the staff name to remove. The row is removed. Use ¥ to
spellcheck. Use @ for more space.
The Target Behavior is auto-populated from the Functional Behavioral Assessment document.
However, users may enter additional information by typing in the box. Users may check to ensure

that the most current data has been imported from the FBA by clicking __Refresh Targst Behaviar .
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Caution: Clicking the Refresh buttons will overwrite information previously
entered into the textbox. Make sure to Refresh prior to adding any current data.

METHOD TAB
1. To add Environmental Strategies/Supports click the Add button. A new row will be added.
2. Select a Strategy/Support along with the Frequency from the drop down boxes.
3. Enter the Person Responsible for implementing the Strategy/Support.

II. Environmental Strategies/Supports (mtsldemhnm; but not exclusive nor exhaustive)

24| Line Strategy/Support Frequency Person Responsible

Figure 2-90 Behavior Intervention Plan Screen Part 2

4. To add Instructional Strategies click the Add button. A new row will be added.
5. Select the Strategy and Frequency from the drop down boxes.
6. Type in the Person Responsible for implementing the Strategy.

Ill. Instructional Strategies (considerations but not excluzive nor exhaustive)

24 | Line Strategy Frequency Person Responsible

W[

Figure 2-91 Behavior Intervention Plan Screen Part 3

7. Enter the Identified Positive Reinforcers and desired Replacement Behaviors. Use
to spellcheck. Use @ for more space.

IV. Identified Positive Reinforcers (based upon administration of a positive reinforcer survey, parent input, student input, etc.) 57 @

V. Replacement Behavior (What the student should do in place of the problem behavior to meet his/her need(s) [gain, avoid. protest] in an acceptable way.) 37 @

Figure 2-92 Behavior Intervention Plan Screen Parts 4 and 5

8. To add Positive Reinforcement Procedures, click the Add button.

9. After adding the row, continue to fill out the desired Tier, When Student Does,
Frequency, what the Student Will Earn and Person Responsible information.

VI. Positive Reil and Plan Add

Figure 2-94 Behavior Intervention Plan Part 6

10. In the Materials section, click Add. A new row displays.
11. Enter Tier, Materials Needed and Person Responsible in the row created.

VII. Materials Add @
hm!i.lmi!m

Figure 2-93 Behavior Intervention Plan Screen Part 7
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12. Complete the fields Response Cost/Negative Consequence and Monitoring with the
indicated data.

VIIl. Response Cost/Negative Consequences for Undesirable Behavior(s) — Optional [55] @

[X. Monitoring

Person to manage BIP and collect data «l:l

Data will be cullected| V| and rew’ewed| i
Date of BIP Initiation

Date of BIP team review meeting| =

Figure 2-95 Behavior Intervention Plan Screen Parts 8 and 9

13. Click + next to the Person to manage BIP and collect data. The Find: Staff screen

displays.
Find | Close | Select | Clear Sslection |
Find: Staff
Find Criteria >
Last Name First Name Middle Mame
Smith C
Search Results |

Christine
Jk

Figure 2-96 Find: Staff Screen
14. Enter all or part of staff Last Name, First Name.

15. Click _#¢ | or press ENTER. Search Results displays a list of matching criteria.
16. Click line of staff name. Line highlights.

17. Click again or click == | Find: Staff screen closes and staff name displays.

18. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 100 — NoTICE OF GRADUATION

The Notice of Graduation is a document with a unique function. This notice will exit the graduating
student from Synergy SE. The Notice of Graduation is an optional document and not all districts
will see this document.

The Notice of Graduation is moved to Historical Docs and the student will be removed from any
Synergy SE process when this document is finalized.

(See: Documents With Unique Functionality)

Note: The Notice of Graduation has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.
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The Notice of Graduation contains one tab:
e Prior Written Notice

N

Figure 2-97 Notice of Graduation Screen

To create a Notice of Graduation document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Click the Change Decision to “Notice of Graduation” button.

Change Decision To "Motice of Graduation™

Figure 2-98 Notice of Graduation Screen Change Decision Button
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3. The Statements section contains four statements with response boxes. Keyword drop-
downs may be available for auto input of responses. If none are visible, enter responses

manually. Use ¥ to spellcheck. Use @ for more space.

Statements
Explanation of why the district proposes or refuses to take the action:
@
Figure 2-99 Notice of Graduation Screen Statements Section With Keyword Drop-down
Staternents

Explanation of why the district proposes or refuses to take the action:

|

Bo

Figure 2-101 Notice of Graduation Screen Statements Section Without Keyword Drop-down

4. Enter date that decision will be implemented (MMDDYY) or click E and select date.

Implementation of Decision

@

This decision is proposed to be implemented on:

the school psychologist or call the Special Education office if you want a copy of the procedural safeguards.
Procedural Safeguards provided to parent(s)
| (initials)

This document was prepared by: 4

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact

Figure 2-100 Notice of Graduation Screen Implementation of Decision

5. Enter (initials) to signify that the Procedural Safeguards were provided to parent.
6. Click on the 4= next to the words This document was prepared by:. The Find: Staff

screen opens.

Find | Clos= | Selert | Clear Selection |
Find: Staff
Find Criteria
Last Mame First Name Middle Name
Smith C

Search Results |

Find Result
| |
Smith Christine
ISmith Uk

Figure 2-102 Find: Staff Screen

7. Enter all or part of Staff Last Name, First Name.

8. Click [ Fnd | or press ENTER. Search Results displays a list of matching criteria.

9. Click line of staff name. Line highlights.

10. Click again or click ﬁ Find: Staff screen closes and staff name displays.

80 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Two

11. Click _save |,
12. Click Einalize.
If the student’s draft IEP has not been removed, this window displays:

" Process Move Errors
Please resolve all errors ksied below to pn:u:e&d with the ProCess move.
General Errars

Lina|Error Message
i | Hot allowed to have an IEP.

Document Erors
Line | Document ID Diocurment Hame Ermor Message Delete Finalize

Referesh Error List

Figure 2-103 Process Move Errors

13. Delete the IEP.
14. Click Finalize. The student record will be removed from the Portfolio screen. The finalized

document displays on the Historical Docs tab.

Copyright© 2012 Edupoint Educational Systems, LLC

81



Chapter Two Synergy SE National Documents Guide

GENAZ 500 — ESY LETTER
The ESY Letter is used to remind parents of their child's ineligibility for Extended School Year
(ESY).
The ESY Letter contains one tab:
e ESY Letter

ESY Letter «

Student Name: Abbott, Billy C. Document: GENAZ 500 Desciption: ESY Letter

| ESY Letter |
Document Name
ESY Letter
Document Date

7
Extended School Year Notice ("]
Dear Parent/Guardian Df:|Abbott, Billy C.

The recognizes that some students receiving special education may need senvices beyond the traditional school year.
The purpose of Extended School Year (ESY) is to:

- Prevent irreparable harm to the child's ability to maintain identified skills or behavior.

- Assist Children who reach critical leamning stages who are unlikely to receive another opportunity to leam or generalize
targeted skills or behavior.

The purpose of this letter is to remind you that your child was not determined eligible for Extended School Year
programming

as documented in your child's |EP dated:[11/29/2011 E=

If needed, you can review any data assessments or observation reports used by the |EP team. The reason for this
action is the educational progress of your child will not be severely impacted by the summer break.

IEP ltems Reviewed and Considered: O

[eritical learning stages

D Data-based obsemvations

[ information provided by parent(s) and teachers and other(s)
[ east restrictive environment consideration

[previous history

] Progress report(s) of annual goals

DRegressinn and recoupment evidence

[IThe current IEP or IFSP (present levels of educational performance, annual goals, objectives, etc.)

[] Other factors:

Parents Rights ("]

These factors are defined in your parent handbook entitled Explanation of Procedural Safeguards. If you need another
copy of your procedural safegaurds, it may be obtained by contacting the school. You have the right to request an IEP
meeting, at any time, if you feel your child's IEP should be changed.

Please call me at if you have any questions.

Sincerely,

Staff Name 4-|]

Figure 2-104 ESY LetterScreen
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To create an ESY Letter document:

1. Enter the Document Date (MMDDYY) or click - and select date. This should reflect the

date the document was created.

2. Check applicable IEP Items Reviewed and Considered.
3. If desired, check Other and explain in the textbox below.
4. Include the appropriate phone number in the Parents Rights section.
5. Click+ next to Staff Name. The Find: Staff screen displays.
6. Enter all or part of staff Last Name, First Name.
Find | Close | Seect || Clear Selection |

Find: Staff

Find Criteria

Last Name First Mame

Smith c

Search Results |

Find Result
| |
Smith Christing
ISmith Uk

Figure 2-105 Find: Staff Screen

7. Click ¢ | or press ENTER. Search Results displays a list of matching criteria.

8. Click line of staff name. Line highlights.

9. Click again or click _s== | Find: Staff screen closes and staff name displays in gray box.

10. Click _Save |,
The document can be printed, validated and finalized.
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GENAZ 501 — TAP LETTER

The Team Approach Process (TAP) Letter can be used to request a meeting time with the parent
to discuss additional resources needed for their child.

The TAP Letter contains one tab:
e TAP Letter

‘ ‘ Delete ‘ ‘ Print Preview Validate ‘ Finalize | Status: Ready | @ @@
TAP Letter E
Student Name: Alejandrez, Willie JR  Document GENAZ 6501 Description: TAP Letter
_ TAP Letter |
Document Name Document Date
[T&P Letter | ]
Team Approach Process Notice @

Dear Parent/Guardian of |Alejandrez, Willie JR

The strives to meet the individual academic and behavioral needs of its students. A variety of approaches, materials, and staff are used to try and accomplish
this goal.

Recently, it has come to my attention that your child may not be receiving the full benefit of available school resources. We would like to share our concern

regarding your child's educational progress at this time, and invite you to confer with us in order to exchange information that may be helpful to us and your
child.

We call this endeavor the Team Approach Process (TAP). With your help we can better assess the educational needs of your child and plan the most
appropriate educational program. The need for a positive learning experience is a goal that we share for your child.

Purpose of Letter (&)
This letter is to inform you that we would like to schedule a TAP meeting with you. This meeting is scheduled for:
Meeting Date: Meeting Time:

Location, Building, Room

The enclosed Procedural Safeguards explain your rights regarding special education provisions.

This letter is to inform you that you will be contacted by: Staff Name q.ﬂ

1o discuss options available to you. The enclosed Procedural Safeguards explain your rights regarding special education provisions.

Figure 2-106 TAP Letter Screen
To create a TAP Letter document:
1. Enter the Document Date (MMDDYY) or click [~ and select date. This should reflect the
date the document was created.

2. Place a check in the Purpose of Letter Section indicating that a TAP meeting would like
to be scheduled.

3. Enter the Meeting Date, Meeting Time and Location, Building, Room of the Meeting.
4. Check This letteris to... line
5. Click+ next to Staff Name. The Find: Staff screen displays.
6. Enter all or part of staff Last Name, First Name.
Find | Cbsel _-'-:-::| Clear Selection |

Find: Staff

Find Criteria >

Last Name First Name Middle Name

Smith C

Search Results |

Find Result >
| |
Smith Christine
ISmith Uk

Fiaqure 2-107 Find: Staff Screen
7. Click =4 | or press ENTER. Search Results displays a list of matching criteria.

8. Click line of staff name. Line highlights.

9. Click again or click == | Find: Staff screen closes and staff name displays.
10. Click _save |,
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11. The document can be printed, validated and finalized.
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GENAZ 502 — TAP PARENT NOTICE

The Team Approach Process (TAP) Parent Notice functions the same as a prior written notice. It
is used to inform the parent of the TAP team’s intent to refer to special education, not take any
further action, or state that further data is needed for a decision. These options may be selected
from the drop down box in the Based on the Review, That Data Suggest section.

The TAP Parent Notice contains one tab:

e TAP Parent Notice

TAP Parent Notice («

Student Name: Abbott, Billy C. Document: GENAZ 502 Desciption: TAP Parent Notice

| TAP Parent Notice |
Document Name
|TAF’ Parent Notice
Document Date

EZ
Meeting Notice Documentation @
Describe the results of attempted or completed phone calls. Attach copies of correspondence sent to the parents and
responses received. Describe visits made to the parents’ home or place of employement and results of those visits:

Figure 2-108 TAP Parent Notice Screen

To create a TAP Parent Notice document:

1.

Enter the Document Date (MMDDYY) or click i~ and select date. This should reflect the
date the document was created.

Describe the results of attempted correspondence in the Meeting Notice Documentation
section.

Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included.

On the Parents section, check Participant, to include each parent/guardian name, as a
participant. If these are left blank, the names will not be included as participants.

Participants: |
["]Student
Parents Q)
ron, Kathleen Mother I:‘
ron, Phillip Father [
illiams, Silver Step-Father [

Reader

2 User Admin ¢ Special Ed Teacher v

Blasdell W, Wendy ¢ Reader e

’_ C1Wilson, Rob Case Carrier -
Other Specialists Add @

Figure 2-109 TAP Parent Notice Screen Parent Notice Participants

86
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The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however, changes may be made including additional staff names added.

Change current staff names:
1. Click « next to the Staff Name to change. The Find: Staff screen displays.

2. Enter all or part of staff Last Name, First Name.
3. Click _rnd | or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click ﬂ Find: Staff screen closes and staff name displays.
Find | Close | Select | Clear Selection |
Find: Staff
Find Criteria >
Last Name First Name Middle Name
Smith C

Search Results |

Christine
Jk

Figure 2-110 Find: Staff Screen

6. Click the Role dropdown and select the staff role.

Orient. /Mobility Specialist
Other

Green. Tom4= Case Carrier ~P{55ical Therapist
1 4 User. Admin 4 Teacher Specialist + Peychologist
I} =] Smith. John 4 ., Reader

Seboal Mises
Figure 2-111 TAP Parent Notice Screen Staff Section Select Role

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=]
3. If needed, check on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

1. Click the Add button on the Other Specialists bar. A new row will be added.

Other Specialists Add (]

i | Linda Harris Social Worker

Figure 2-112 TAP Parent Notice Screen Other Specialists

2. Enter the Name and Role of the specialist.
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N

Basis{es) For Proposed Action: @

School staff members have been addressing concerns regarding your child. Information about your child has been reviewed to determine if there is reason
to suspect a disability at this time. The basis(es) for the proposed action included:

™ Parent/Guardian Reports I Health History I Discipline Records | Report Cards I Staff Reports
I” Educational History I” Private Evaluation |~ Screening Information [~ Alternative Infervention Strategies
[C] Other:

Summary Statements: [ Q

Figure 2-113 TAP Parent Notice Screen Basis for Proposed Action

Check any Basis for Proposed Action that applies.

Check Other and enter a description to provide a customized basis.

A text box has been provided to allow for Summary Statements of the information
selected.

Using the drop down select the desired statement for Based on the Review
Activities...and type any Other Relevant Factors.

Based On The Review Activites, That Data Suggests: [

Other Relevant Factors: [ Q

You have guaranteed rights under the law known as procedural safeguards. A copy of the procedural safeguards was attached to the mesting notification
form. If needed, another copy can be obtained by contacting your school or the Special Services office. staff is available to assist you in understanding your

legal rights.

Figure 2-115 TAP Parent Notice Screen Based on Review Activities

5. Click « nextto Form Completed By: and use the Find: Staff view. Select the staff

member’s Title/Position using the available drop down.

6. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 503 — ESY ELIGIBILITY PROFILE

The Extended School Year (ESY) Eligibility Profile describes, in detail, the reasons a student may
be eligible for ESY services.

The ESY Eligibility Profile contains one tab:
e ESY Eligibility Profile
ESY Eligibility Profile («

Student Name: Alejandrez, Willie JR Document: GENAZ 503  Description: ESY Bigibility Profile

_ ESY Eligibility Profile |
Document Name

[ESY Eligibility Profile

Document Date

Profile:
ldentify IEP Goals under consideration for ESY services. 25

-

Describe any parent-initiated inquiries or input about ESY services. [

-

Describe regression following scheduled school breaks in the specific areas
identified above. Indicate performance levels between May/September and

pre/post winter break. Indicate evaluation/assessment measures utilized. [25) (D

-

Describe rate of recoupment following scheduled school breaks.
Indicate type of documentation utilized. 25

Skill loss attributed to other reasons, i.e.: attendance, random regression, medical. 25

-

Describe any other factors considered in justifying the student's eligibility to ESY services
Mature & severity of disability, critical learning periods related to

self-sufficiency). 5] @

Figure 2-116 ESY Eligibility Profile Screen
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To create an ESY Eligibility Profile document:

1. Enter the Document Date (MMDDYY) or click k- and select date. This should reflect the

date the document was created.
2. Complete the Profile: textboxes. Each fie

Id has the [¥] spellcheck and @ for more space.

3. Select the ESY Eligibility recommendation from drop down list.

Recommendation:

&

ESY Eligibility

Figure 2-117 ESY Eligibility Profile Screen Recommendation

4. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff [ Add ]
X | |
[ Green_Tom+= Case Carrier W

I User_Admin 4= Teacher Specialist

Figure 2-118 ESY Eligibility Profile Screen Staff Section Change/Add

Change current staff names:
1. Click « next to the Staff Name to change

. The Find: Staff screen displays.

Find | Ciose | seect | Clear Selection |

Find: Staff

Find Criteria &

Last Name First Name Middle Name

Smith C

Search Results |

Find Result &
| |

[ Smith Christine
|Smith Uk

Figure 2-119 Find: Staff Screen

Enter all or part of staff Last Name, First

Click line of staff name. Line highlights.

ok~ w DN

Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.

Click again or click == | Find: Staff screen closes and staff name displays.

90
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6. Click the Role dropdown and select the staff role.

Onent./Mobility Specialist
Other

Green. Tom 4= Case Carrier \F'gf)sical Therapist
| < User. Adminé= Teacher Specialist « Peychologist
| | =] Smith. John 4= ., Reader

Srhaanl blisea

Figure 2-120 ESY Eligibility Profile Screen Staff Section Select Role

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=]
3. If needed, check on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff

directory.
1. Click the Add button on the Other Specialists bar. A new row will be added.
2. Enter the Name, Role and Job Title of the specialist.

=
3. If needed, check on the line of the staff name to remove. The row is removed. Use [¥/| to

spellcheck. Use @ for more space.
4. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 504 — AZ504ELIGIBILITY

Use the AZ504Eligibility document is a Notice of Section 504 Eligibility Form that is used when
determining if a student is eligible for services under Section 504.

The AZ504Eligibility contains four tabs.

o Evaluation Information
o Eligibility Analysis

e Eligibility Determination
e Attachments

AZ504Eligibility

Student Name: Tacho, Katherine A. Document GENAZ 504

Evaluation Information § Eligibility Analysis  Eligibility Determination

Desoiption: Motice of Section 504 Student Eligibility Form

Attachments

Document Alias

Motice of Section 504 Student Eligibility Form
Document Date

[

Evaluation Information: (check all that apply)
] Psychological Evaluation [reacher Input
DF’hysician Report

DDiscipIine History
DAc:hievement Tests

D Parent Information
DTeacher Recommendations D Curriculum Based Assessments
DObsewation Data DOther

Other [§7] @

Figure 2-121 AZ504Eligibility Screen Evaluation Information Tab

To create an AZ504Eligibility document:

EVALUATION INFORMATION TAB

1. Enter the Document Date (MMDDYY) or click [~ and select date. This should reflect the

date the document was created.

2. Check all sources of evaluation information used to determine 504 Eligibility.
3. Check Other and input any additional information in the Other textbox. Use [¥] to

spellcheck and @ for more space.
4. Click _s=¢_| and move to the next tab.

92
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ELIGIBILITY ANALYSIS TAB

AZ504Eligibility
Student Name: Tackett, Heather 5. Document GENAZ 504 Description: Notice of Section 504 Student Eligibility Form

Evaluation information lﬂigbilty Analysis l Elgibiléy Determination = Attachments

Document Alias
|Nnt|'::a of Section 504 Student Eligibility Form

Document Date

1. Mental or physical impairment
Does the student have a mental or physical impairment? (If "No”", go to eligibility determination section. If "Yes", identify the |

impairment and supporting data) vl
memmnnpummmpmm wwmrmaammmnm |
lnmmglizndhnﬂl-nform. sp unﬂurmmlm,e.g..llaﬂdmnﬂn] _ 0'

Summarize supporting evaluation information [ G

2. Culture, economics or environment (CEE) account for limitations |

Does culture, economics or emvironment (CEE) account for limitations in a Major Life Activity/Major Bodily Function
(MLA/MBF)? (If "No”, go to the next section. If "Yes", describe why CEE limits a MLA/MBF)

W

Describe why CEE limits a MLA/MEBF [ Q

Important Note: i the substantial imitation is primarily the result of cultural, economic or environmental factors, the student
is not 504 disabled and a 504 Equal Educational Opportunity Plan (EE0P) should not be developed.

Figure 2-122 AZ504Eligibility Screen Evaluation Information Tab Part 1 and 2

1. Select Yes or No from drop down to indicate whether the student has a mental or physical
impairment.
Identify impairments:

1. Click Add on the bar below for each impairment to identify. A new line is added each time
to the grid.

2. Complete each line with the name of the Impairment, Diagnosed By and the Date it was
diagnosed.

3. If needed, check [l on the line of an impairment to delete. The row is removed.
4. Summarize supporting evaluation information in the text box.
Rule out other factors:

1. Under Section 2., select Yes or No from the drop down to indicate whether culture,
economics, or environment account for limitations.

2. If No, move to the next section. If Yes, describe why CEE impacts Major Life Activity in the
text box.
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3. Temporary Impairment (o]

Is the impairment temporary?
w

4, Impairments episodic or in remission O

Are any of the student’s identified or suspected impairments episodic or in remission?
v

If “Yes”, state which of the identified or suspected impairments is episodic or in remission and describe the frequency,
intensity or expected duration of the impairment’s symptoms or characteristics [57] @

Figure 2-123 AZ504Eligibility Screen Information Tab Part 3 and 4

Temporary impairment:
1. Under Section 3., select Yes or No from the drop down to answer the question: Is the
impairment temporary?
2. Using the drop down select Yes or No if the student’s impairments are episodic (occurring
or appearing in irregular intervals) or in remission (the symptoms have subsided or no
longer observed).

3. If No, move to the next section. If Yes, indicate which impairments are episodic or in
remission along with frequency, intensity and duration in the provided text box.
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o

5. ldentified impairment(s) limit any of MLA or MBF if not have mitigating measures in place 3

Would the student’s identified impairment(s) limit any of the following major life activities (MLA) or major bodily functions
(MBF} if the student does not or did not have mitigating measures in place?

W

In terms of frequency, intensity and duration, does the impairment, when in an active state, substantially limit a MLA/MBF
when compared to how the average, non-disabled student performs the same major life activity? If so, please check which
of the following major life activities or major bodily functions are or may be limited by the impairment(s)

Caring for One's Self || Learning Eating
Hearing Thinking Speaking
Walking Concentrating || Sleeping
Bending Reading Communicating
Standing Seeing Other

Other [57] @

A ls the student using any measures or other modifications to reduce or control the effect of the impairment?

.

B. How is the impairment being mitigated? [3] @

C. Describe the extent to which a MLA/MBF is limited if the student was not using a mitigating measure [3¥] @

D. Describe how and the degree to which the impairment limits MLA/MBF

W

Explain [57] @

Figure 2-124 AZ504Eligibility Screen Information Tab Part 5

In section 5, select Yes or No from the drop down to indicate if the Identified impairments
limit (Major Life Activities) MLA or Major Bodily Functions (MBF) if the student does not or
did not have mitigating measures in place.

Check all identified MLA or MBF activities affected. An Other textbox is provided for any
additional areas noted by the team.

Answer Yes or No from the drop down to indicate whether the student is using any
additional measures or modifications to reduce the effects of the impairment.

In the provided text box answer how the impairment is mitigated.
Describe the extent to which the MLA/MBF is limited when not using a mitigating method.

Describe how and the degree to which impairment limits MLA/MBF by selecting
Negligible, Mild/Moderate, Substantial, or Severe from the drop down. Explain your
answer the text box below.
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ELIGIBILITY DETERMINATION TAB

AZ504Eligibility (&
Student Name: Tackett, Heather 5. Document GENAZ 504 Desaiption: Notice of Section 504 Student Eligibility Form

Evaluation information | Ebgibilty Analysis I MMWI Aftachments

DocumentAes Dacument Date

|Nn1i:e of Section 504 Student Eligibility Form F

Based on analysis of the evaluation data, does the student have a disability that substantially limits a major Iife actiaty?

w

The student is Section 504 eligible but does not require a Section 504 EEOP because

v

Does tha student require specific health management protocols to manage the effects of a chronic or acute health or medical

impairment?
b
Participants: Q|
| Student (grades 7-12 must be imited): ‘
Parent Par [
[ Hunt, Donna Grandmother Yes Yes ;
| Tackett, Carl Father Mo o
anu. Cheryl Mother Mo No
Staff Participants [ A | @
Licl umlootnome | Rl -]
Admin User + Behavior Intervention Specialist ¥
Dﬂﬁ?ﬂdﬂﬂlﬂ!j&!b Case Carrier -
ae @
4 | Line = Role &
Parental Notice )
| have receved a copy of this Notice of Section 504 Eligibility and have received a copy of the Parent’s Notice of Section 504 Rights,
Parent Signature Date
7

Figure 2-125 AZ504Eligibility Screen Eligibility Determination Tab

1. Select the appropriate determination from the drop down to indicate whether the student
has a disability that substantially limits a major life activity. If the team selects No or

that an EEOP plan is required the user will not have the option to select a choice from the
following field.

2. If the user selects that the statement indicating the student is eligible for a 504 but does
not require an EEOP because they must hit the Save before the user can select why an
EEOP is not required from the following drop down.

3. Select Yes or No to indicate if the student requires special health management protocols.
Participants:

4. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant. Students in grades 7-12 must be invited.

5. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.
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Staff

Add

¢ | Line|Staff Name
’_ | Green. Tomds Case Carrier

’_ 2l User. Admin 4= Teacher Specialist v
Figure 2-126 AZ504Eligibility Screen Staff Section Change/Add

Change current staff names:
1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Select | Clear Selection |
Find: Staff
Find Criteria &
Last Mame First Name Middle Mame
Smith C
Search Results |
Find Result
Line | Last Hame First Hame Middle Hame

mith Christine
2 mith Jk

Figure 2-127 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a > w DN

Click again or click == | Find: Staff screen closes and staff name displays.

Crient.Mobility Specialist
Cther

Case Carrier P{ﬁlcal Therapist
User. Admin « Teacher Specialist ~ ~ P #ychologist
Smith. John 4= ., Reader

Selonl Blinog
Figure 2-128 AZ504Eligibility Screen Staff Section Select Role

(w| 2
EINE

6. Click the Role dropdown and select the staff role.
Add staff names:

1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

3. If needed, check =l on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Specialists bar. A new row will be added.
2. Enter the Name, Role and Job Title of the specialist.

3. If needed, check on the line of the staff name to remove. The row is removed. Use ¥| to
spellcheck. Use @ for more space.
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4. Indicate Parental Notice by typing in the Parent’s name and entering the date notice was
given to parents by using the Calendar icon or type in the date using MM/DD/YYYY

format.
ATTACHMENTS TAB

AZ504Eligibility &
Student Name: Tackett, Heather 5. Document: GENAZ 504 Desaription: Notice of Section 504 Student Eligibility Form

Evaluation information = Ebgibiity Analysis | Elgibity Determination I Amnunu"

Document Alias
Motice of Section 504 Student Eligibility Form

Document Date

| Word Document Attachments

Figure 2-129 AZ504Eligibility Screen Attachments Tab

5. Attachments may be saved along with the document. To add a document click Add. A
small upload window opens.

Attach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

Figure 2-130 Upload File Screen

6. Click Browse to locate the document on your computer.
7. Once selected, click Upload. The document title and type display on the line. Only PDF
and Word documents may be attached.

Word Document Attachments

Dli Physician Summary Statement )

Figure 2-131 AZ504Eligibility Screen Word Document Attachments

8. Click _save |

The document can be printed, validated and finalized.
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GENAZ 505 - ESY ADDENDUM

The Extended School Year (ESY) Addendum includes the IEP Meeting Notice documentation, as
well as details of the goals and objectives, program description, special considerations and parent
participation. This document is an addendum to the student's current IEP.

The ESY Addendum contains one tab:

e ESY Addendum

ESY Addendum «

Student Mame: Tacho, Katherine A. Document: GENAZ 505 Desaiption: ESY Addendum

ESY Addendum |

Document Mame
ESY Addendum

Document Date

e
Meeting Notice Documentation 3
Date of Meeting Motice Date of IEP Meeting

& &
Record of Attempt to Arrange Meeting [§7] &

ESY Goals/Objectives [3] @

Program Description [§] @

Special Considerations [27] @

Description of Parental Participation [37] @

Figure 2-132 ESY Addendum Screen Screen

To create an ESY Addendum document:

1.

w

Enter the Document Date (MMDDYY) or click 5 and select date. This should reflect the
date the document was created.

Using the Calendar select the Date of Meeting Notice and Date of IEP Meeting.

Type in Record of Attempt to Arrange Meeting in the textbox.

All ESY Goals/Objectives that were checked in the finalized IEP will be imported. In
addition, goals and objectives may be added and edited by typing in the textbox.
Complete the Program Description, Special Considerations, and Description of Parental
Participation.
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Participants:

1. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant. Students in grades 7-12 must be invited.

2. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff Add

| Green, Tom+= [case cartier v
2 User, Admin 4= Teacher Specialist

Figure 2-133 ESY Addendum Screen Staff Section Change/Add

Change current staff names:
1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Select | Clear Selection |
Find: Staff
Find Criteria R
Last Mame First Name Middle Name
Smith C
Search Results |

|Smith Christine

“Smith Jk
I_

Figure 2-134 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click ¢ | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.
Click again or click == | Find: Staff screen closes and staff name displays.

Orient.Mobility Specialist
Other

a s~ owDd

WP&BICN Therapist
User_Admin 4 Teacher Specialist + Peychologist
J | =] Smith. John 4= ., Reader

Srbonl blinon
Figure 2-135 ESY Addendum Screen Staff Section Select Role

6. Click the Role dropdown and select the staff role.
Add staff names:

1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

3. If needed, check =1l on the line of the staff name to remove. The row is removed.
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The Other Specialists section will allow for participant names that are not available in the Staff

directory.
1. Click the Add on the Other Specialists bar. A new row will be added.
2. Enter the Name, Role and Job Title of the specialist.
>
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use ¥ to

spellcheck. Use @ for more space.

Prior Written Notice

1.

aprwbd

6.

7.

Indicate Parental Notice by typing the parent’'s name and entering the date notice was
given to parents (MMDDYY) or click k¥ and select date.

Check all Sources of information used as basis for proposal:.

Add the IEP (Date) (MMDDYY) or click k¥ and select date.

If needed, type additional information in the Other box.

Enter The reason for this proposal . . in the textbox. Use [/l to spelicheck. Use @ for
more space.

Prior Written Notice

|Infon'nation used as the basis for the proposal include the following sources:

Sources of information used as the basis for the proposal: (Check those used)

™ Grades I~ Parent Report ™ Work Samples I~ School Records

™ Medical Reporis I Psychoeducational Evaluations [ Classroom Teacher(s) Report [ Group Achievement Test
I Individual Achievement Tests | Classroom Observations

IEP (Date)

Other

The reason for this proposal, other options considered and rejected, and other factors relevant to the district's proposal or refusal (&

Figure 2-136 ESY Addendum Screen Prior Written Notice

Indicate Parent Consent by selecting the response of Accept, Decline or Did Not
Respond from the drop down box.

Parent Consent (&

1 understand that my right to give consent is voluntary. | have received a copy of my child's IEP and understand the described services and recommended
placement. | understand it is the policy of the District to disclose educational records of my child to other school officials including teachers within the district,
or to other public schools that have requested the records in which my child intends to enroll. Please contact your school or Special Services if you have any
questions regarding your legal rights or the IEP. | can request an IEP conference at any time to review my child's services and consider withdrawing my
consent.

Parent Consent Parent Signature Date

&

Figure 2-137 ESY Addendum Screen Parent Consent

Enter the Parent Signature Date (MMDDYY) or click [ and select date.

8. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 700 — HEALTH AIDE PREPAYMENT REVIEW FORM

The Health Aide Prepayment Review Form has one tab:
o Health Aide Prepayment Review

Health Aide Prepayment Review Form

Student Name: Document: GENAZ 700 Description: Health Aide F Review Form

Health Aide Prepayment Review |

Document Name Document Date
Health Aide Prepayment Review Form e
1. Complete Contact Information (6]
Contact name: Job title:
Contact e-mail: Contact telephone number:
2. Complete Student IEP Information O
MNote: (if amendment is related to Health Aide senices, please use the effective date of the amendment as the |EP start date)
Student Last Name: Student First Name:
AHCCCS ID #: (Ascoooooot) Birth Date
Start date of IEP: (mm/ddfyyyy) End date of IEP: (mm/dd/yyyy)
[
3. Number of Health Aide Minutes Per Day Requested O

Number of health aide minutes per day requested:

4, List Hame(s), Position, and Certification of Qualified Medical Provider(s) That Signed the IEP and Recommended Activies of Daily Living Q)
(ADL)

Provider Name: Position: Certification or License:

Qualified medical providers: Audiologist, Licensed Clinical Social Worker (LCSW), Licensed Marriage and Family Therapist (LMFT),
Licensed Professional Counselor (LPC), Occupational Therapist, Physical Therapist, Psychiatrist, Psychologist, School Based
Guidance Counselor, School based Licensed Practical Nurse (LPN), School Based School Psychologist, School Based Registered
Nurse (RN), Speech-Language Pathologists (SLP)

5. What Medicaid Reimbursable Activities of Daily Living (ADL) have been prescibed for the student? (&
Check only those that apply to the student.

[ | Dressing [ IMobility [ |Transfers

[ ]Eating/Feeding [ |Positioning [ JUse of Assistive devices

[ ] Grooming [ | Toileting

6. Page Number(s) of the IEP That the Need for the ADL(s) Listed Above Q|

List the page number(s) of the |EP that demonstrate the qualified medical provider is recommending need for the ADL(s) Identified
Above. Please highlight relevant sentences in attached copy of the |[EP.

7. Page Number(s) of the IEP that state the Scope, Freq y, and ion (SFD) of Medicaid A Services O

List the page number(s) of the |IEP that clearly state the scope, frequency, and duration (SFD) of Medicaid allowable senices to be
provided by a health aide. Please highlight SFD in attached copy of the IEP.

8. Additional Health Aide Services (]

Does the student need Health Aide senvices that are not a Medicaid reimbursable ADL such as reinforcement of therapy, education or
academic needs, or behavior?

v

8a. If yes, does the SFD in the |EP separate time for these activities from the Medicaid reimbursable ADLs?

Confirmation 3

LEA qualified representative first and last name (print): Title: Date of Signature:

&

Fiaure 2-138 Health Aide Prepavment Review Form Screen
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To create a Health Aide Prepayment Review Form document:
1. Enter the Document Date (MMDDYY) or click - and select date. This should reflect the
date the document was created.

2. Complete Contact Information including Contact name:, Contact e-mail:, Job title:, and
Contact telephone number:.

3. Complete Student IEP Information including AHCCCS ID (if this field is available), Start
date of IEP: and End date of IEP: (MMDDYY) or click [ and select date.

Note: If amendment is related to Health Aide services, please use the effective
date of the amendment as the IEP start date.

4. Enter the Number of health aide minutes per day requested:.

5. List Name(s), Position, and Certification of Qualified Medical Provider(s) That Signed the
IEP and Recommended Activities of Daily Living (ADL) in the appropriate spaces provided.
The list of possible qualified medical providers follows:

Audiologist, Licensed Clinical Social Worker (LCSW), Licensed Marriage and Family
Therapist (LMFT), Licensed Professional Counselor (LPC), Occupational Therapist,
Physical Therapist, Psychiatrist, Psychologist, School Based Guidance Counselor, School
based Licensed Practical Nurse (LPN), School Based School Psychologist, School Based
Registered Nurse (RN), Speech-Language Pathologists (SLP)
6. Check only the Medicaid Reimbursable Activities of Daily Living (ADL) that have been
prescribed for the student.
7. List the page number(s) of the IEP that demonstrate the qualified medical provider is
recommending need for the ADL(s) that were identified above. Remember to highlight
relevant sentences in attached copy of the IEP.

8. List the page number(s) of the IEP that clearly state the scope, frequency, and duration
(SFD) of Medicaid allowable services to be provided by a health aide. Remember to
highlight SFD in attached copy of the IEP.

9. Click the drop-down under Does the student need Health Aide services that are not a
Medicaid reimbursable ADL such as reinforcement of therapy, education or academic
needs, or behavior? and select Yes or No.

10. If Yes is selected, click the drop-down under 8a. If yes, does the SFD in the IEP separate
time for these activities from the Medicaid reimbursable ADL? and select Yes or No.

11. Enter the Local Education Agency (LEA) qualified representative first and last name
(print): If this document has already been printed out, make sure to print this person's
name.

12. Enter their Title:

13. Enter the Date of Signature: (MMDDYY) or click - and select date.
14. Click _save |

The document can be printed, validated and finalized.
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Chapter Three:
PROCESS
DOCUMENTS

In this chapter, the following topics are covered:
» What SE Process Documents are available

» How to create, save, validate and finalize specific documents
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PROCESS DOCUMENTS

GENAZ 01 Referral

GENAZ 02 Notice of Referral

GENAZ 03 Parent Input

GENAZ 04 Notice of Evaluation Decision
GENAZ 05 Parent Permission

GENAZ 06 Multidisciplinary Evaluation Team (MET)
GENAZ 07 MET Meeting Request

GENAZ 08 Notice of Eligibility

GENAZ 09 IEP Meeting Request

GENAZ 10 Notice of Placement

GENAZ 11 Notice of IEP

GENAZ 12 IEP

GENAZ 13 Notice of Placement

GENAZ 14 Notice of IEP

GENAZ 15 Notice of Reeval Waiver
GENAZ 16 Notice of Referral

GENAZ 17 Notice of Reevaluation Decision
GENAZ 18 Notice of Triennial

GENAZ 19 Notice of Test Intent

GENAZ 20 Notice of Termination

GENAZ 21 Notice of Continued Placement
GENAZ 22 Notice of IEP

106
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GENAZ 23 Notice of Transfer

GENAZ 24 Transfer IEP

GENAZ 25 Notice of Referral (Preschool)

GENAZ 26 Notice of Evaluation Decision (Preschool)
GENAZ 27 Notice of Placement (Preschool)

GENAZ 28 Notice of IEP (Preschool)

ELIGIBILITY DETERMINATION DOCUMENTS

GENAZ 56  Eligibility Determination Autism

GENAZ 57  Eligibility Determination Emotional Disability
GENAZ 58  Eligibility Determination Hearing Impairment
GENAZ 59  Eligibility Determination Intellectual Disability
GENAZ 60  Eligibility Determination Multiple Disabilities / SSI
GENAZ 61  Eligibility Determination Other Health Impairment
GENAZ 63  Eligibility Determination Orthopedic Impairment
GENAZ 64A Eligibility Determination Developmental Delay
GENAZ 64  Eligibility Determination Preschool Severe Delay
GENAZ 65  Eligibility Determination Specific Learning Disability
GENAZ 66  Eligibility Determination Speech/Language Impairment
GENAZ 67  Eligibility Determination Traumatic Brain Injury
GENAZ 68  Eligibility Determination Visual Impairment

GENAZ 69  Eligibility Determination Non Eligible Child
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GENAZ 01 — REFERRAL

The Referral is located in the Initial and Reevaluation Process.
The Referral contains seven tabs. The tabs include:

e Reason for Referral

e Interventions

e Attendance History

e Cultural Factors

e Standardized Testing

e Student Performance

e Health

Referral

Student Name: Aaron, lan Document GEMAZ 01 Desaiption: Referral

Reason for Referral | ierventons Aftendance History CuBural Factors Standardized Testing Student Performance Heath
Wﬂ Document Date

Referral |

Anzona English Language Leamer Assessment (AZELLA)
Scaled Score Performance Level

Reason for Referral @
Referral Source Type

w

Referred By

Reason For Referral 3] @

Speech Only: Click Here if Reason For Referral is for Articulation, Voice, or Fluency concems ONLY.
Student Strengths (Please describe in full sentences, areas of relative strength and student’s positive atiributes } (%]

Areas of Concemn

Check the general category, if it is an area of concem. Within areas of concem, check all items that reflect student dificulties when
compared with others at the student's grade level

Reading Reading Other
Does not know letter names

Does not know letter sounds

Does not decode new words phonetically

Does not have the expected sight word vocabulary

Does not read at an appropriate rate

Has difficulty comprehending what is read

Cannot summarize the main idea of passages

Cannot recall details of what is read

|Does not display higher level comprehension skills such as making predictions and inferences
Figure 3-1 Referral Screen Reason for Referral Tab

To create a Referral document:

1. Enter the Document Date (MMDDYY) or click k- and select date. This should reflect the
date the document was created.

REASON FOR REFERRAL TAB

2. Enter the AZELLA scores, if applicable, for the student. The Scaled Score field accepts
numerical data only.

3. Click the Referral Source Type drop-down and select.
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4. Type the name of the person who referred the student in the Referred By text box. The

data in this field will import to GENAZ 05 Parent Permission in addition to GENAZ 06 —
MET Report/Referral Tab.

5. Type the reason the student was referred in the Reason For Referral textbox. The data in

this field will import to GENAZ 05 Parent Permission in addition to GENAZ 06 — MET
Report/Referral Tab.

6. If the student is being referred for speech only concerns, place a checkmark in the
Speech Only checkbox.

7. Type strengths of the student in full sentences in the Student Strengths textbox. The
data in this field will import to GENAZ 06 — MET Report.

Areas of Concern contain a series of statements that are to be checked if the area is of concern
for the student. Only the selected statements will appear on the printable Referral document. The
data in this field will import to GENAZ 06 — MET Report/Referral Tab.

Each area has an “Other” textbox available for listing items not included in the checkbox list. The
data in this field will import to GENAZ 06 — MET Report/Referral Tab.

INTERVENTIONS TAB

1. Indicate in the Interventions textbox which interventions have been implemented for at
least four weeks. The data in this field will import to GENAZ 06 — MET Report/Existing

Data Tab.
Referral
Student Name: Aaron, lan Document: GENAZ 01 Desaiption: Referral
r Referra | Attendance History Cultural Factors = Standardized Testing = Student Performance | Health
Document Name Document Date
Referral E;
Interventions Ql
(Please indicate which interventions have been implemented for at least four weeks.)
Interventions [3] Q
Figure 3-2 Referral Screen Interventions Tab
Tip: When entering, editing or viewing information in a textbox, grab in the
LY bottom right corner, to resize the box. The box can be adjusted larger to view
’ more of the information or smaller to provide more room on the screen.
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ATTENDANCE HISTORY TAB

The student’s attendance history imports from Synergy SIS. This history will only display
attendance from the current school district. The data in this field will import to GENAZ 06 — MET
Report/Existing Data Tab.

Referral («

Student Name: Aaron, lan o GENAZ 01 Desciption: Referral

Reason for Referral = Interventions |I Histnlyl Cultural Factors | Standardized Testing | Student Performance = Health
Document Name Document Date
[Referral [

Attendance History [«

[EE
2012 04 ¥ |Adams Elementary 37

Refresh From Attendance

Figure 3-3 Referral Screen Attendance History Tab

1. Significant Information can be added in the textbox. Use [¥ to spellcheck. Use @ for more
space.
If additional school years need to be added:
2. Click the Add button to display a new row.

3. Enter the school Year, Grade, School Location and Absences in the spaces provided.
Significant Information can also be added to this row.

=
4. |If needed, check 1l on the line of the record to remove. The row is removed.

CULTURAL FACTORS TAB

Referral [
Student Name: Aaron, lan Document: GENAZ 01 Desaiiption: Referral

Reason for Referral | Interventions | Attendance History Standardized Testing | Student Performance | Health

Document Name Document Date
[Referal 7

Cultural Factors Q)
Cultural Factor

("I There is no evidence of lack of instruction in reading and math (including excessive absences and/or frequent moves).
[ There is no evidence that race, limited English proficiency, or socio-economic status have contributed to the student's learning difficulties.

[ 1he following cultural factors (race, limited English proficiency, or socio-economic status) may have impacted the student's academic
progress:

Please describe any cultural factors which may affect student's achievement and behavior O

Figure 3-4 Referral Screen Cultural Factors Tab

1. Determine if there were Cultural Factors that had an impact on the student’s academic
progress and check the appropriate statement(s).

2. If the third statement is selected, describe those factors in the textbox below. Use [¥1 to
spellcheck. Use @ for more space.
STANDARDIZED TESTING TAB

The Standardized Testing contains tests used by the school district. The data from this tab will
import to GENAZ 06 — MET Report/Existing Data Tab.
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Referral «
Student Name: Aaron, lan GENAZ 01 Desai Referral
Reason for Referral = Interventions | Aftendance History | Cultural Factors Istnlmrﬂized Testing | Student Performance | Health
Document Name Document Date
Referral &
Standardized Test Show Detail | (|
= = D e P e
District Assessment v 7 &
erra Nova v 7 #
MS v 7 V]
TAIMS-A v 2 V]

Figure 3-5 Referral Screen Standardixed Testing Tab

Standardized Tests cannot be removed but can be set to not print on the printable documents.

1. Click the checkmark (uncheck) in the Print Test column of the test rows that will not be
used.

To add Standardized Test data:
2. Click the Show Detail button
Select the Test Name by clicking on the test name line.
Add the grade from the Test Grade drop-down.
Enter the Test Date (MMDDYY) or click L3~ and select date.
Add Test Scores by clicking on the Add button in the Test Scores group box.

L

If needed, check on the line of the Test Score to remove. The row is removed.
8. Click _s=v= | pefore updating another test.

9. Click another Test Name and repeat the steps above, to update that test information, if
desired.

~

STUDENT PERFORMANCE TAB

The Student Performance section allows for evaluation data to be entered for each of the
student’s subject areas. The data from this tab will import to GENAZ 06 — MET Report/Existing
Data Tab and GENAZ 12 — IEP/PLAAFP Tab.

l Referral &
Student Name: Aaron, lan D GENAZ 01 iption: Referral
Reason for Referral = Interventions = Aftendance History | Cultural Factors | Standardized Testing [m Health
Document Name Document Date
Referral 2
Student Evaluation Report Q
Add Show Detail | Q)

Figure 3-6 Referral Screen Student Performance Tan

1. Click the Add button to add a Student Evaluation Report.
2. Click + next to the Teacher Name. The Find: Staff screen displays.
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No ok w

10.
11.

12.

Find | Close | Select | Clear Selection
Find: Staff
Find Criteria >
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result >
| |
Smith Christine
ISmith Uk

Figure 3-7 Find: Staff Screen

Enter all or part of the Last Name, First Name.

Click _#4 | or press ENTER. Search Results displays a list of matching criteria.
Click line of teacher name. Line highlights.

Click again or click == | Find: Staff screen closes and the teacher name displays.
Select the subject from the Subject drop-down. If the subject needed does not appear in
the drop-down list, the desired subject can be typed into the Other Subject text box.
Click the Show Detail button. (You may be prompted to save your changes before you
can show detail.) A detailed screen displays on the right.

Select only that which is applicable for this student. Iltems not selected do not appear on
the printable document.

Click _s=v=_| before adding another Student Evaluation Report.

Repeat the steps above to add another Student Evaluation Report, if desired. Up to
seven subject areas may be added.

>
If needed, check [l on the line of the Student Evaluation Report to remove. The row is
removed.
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HEALTH TAB

Vision and Hearing results for the student will import from Synergy SIS, however, existing results
can be edited or new results can be added to the Health view. The data from this tab will import to
GENAZ 06 — MET Report/Existing Data Tab.

Referral “

Student Name: Aaron, lan D GENAZ 01 iption: Referral

Reason for Referral = Interventions = Attendance History = Cultural Factors | Standardized Testing = Student Performance I Hedthl
Document Name Document Date
Referral | &

Medical )

Vision Results Add Show Detail

01/30/2012 2 |20r20 ¥ 20120 ¥ |20/20 b W ¥ \
Comments [§7] @

Hearing Results Add

021252013 [ P v P v

Comments [#7] @ Refresh from Heath Screen

Health Issues [§7] @

Medications ] @

Figure 3-8 Referral Screen Health Tab

1. Click the Add button on the Vision Results bar to add a vision record.

2. Enter a Screen Date (MMDDYY) or click ¥ and select date.

3. Enter the results by clicking the drop-downs across the row and selecting the appropriate
scores for each result.

4. Enter any Comments that might be appropriate about the vision screening, such as:
Student has a prescription for eye glasses but does not wear them or has lost them. Use
to spellcheck. Use @ for more space.

=]
5. If needed, check 1l on the line of the Vision record to remove. The row is removed.
Repeat the above instructions to add a Hearing Results record.

7. Enter any appropriate Heath Issues and Medications in the textboxes provided. The
Heath Issues and Medications textboxes are for the Referral information, only, and do not
import into any other Synergy SE document.

8. Click _save |

The document can be printed, validated and finalized.

o
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GENAZ 02 — NOTICE OF REFERRAL

The Notice of Referral is located in the Initial and Reevaluation Process.

Note: The Notice of Referral has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of Referral contains one tab:

e Prior Written Notice

Prior Written Notice
Student Name: Akins, Shawn E. Document GENAZ 02 Desaription: Notice of Referral

Prior Written Notice |
Document Name Document Date

Description of Actions Proposed or Refused
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT. Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

|m QD
Explanation of why the district proposes or refuses to take the action:
v
¥
Descnption of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action
9
Description of other options considered and why those options were rejected
Q
Descnption of the factors relevant to the actions proposed or refused are
V‘
2
Implementation of Decision =)
This decision is proposed to be implemented on i)
Parents of a student and the student have protection under procedural safequards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards
Procedural Safeguards prowded to parent(s)
(initials)
This document was prepared by
R——
Agmin User|
Case Manager Case Manager Phone
v

Figure 3-9 Notice of Referral Screen

To create a Notice of Referral document:

1. Enter the Document Date (MMDDYY) or click L5+ and select date. This should reflect the
date the document was created.

114
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The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

g

Educational Disability Suspected =]

kg

Figure 3-10 Notice of Referral Screen Statements Section Drop-down
2. Click on the drop-down box located above the textbox.
Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

w

Explanation of why the district proposes or refuses to take the action:

b

] @

suspects that Harry may have an educational disability. =

[

Figure 3-11 Notice of Referral Screen Statements Section Populated
5. The Implementation of Decision section contains a date field that reflects the

implementation date. Enter the date (MMDDYY) or click 5 and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click « next to This document was prepared by:. The Find: Staff screen displays.
8. Enter all or part of staff Last Name, First Name.

Click ﬂ or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

Find | Closs | Select | Clear Selection |
Find: Staff
Find Criteria ®
Last Name First Name Middle Name
Smith C

Search Results |

Find Result iy
| |
Smith Christine
ISmith Uk

Figure 3-12 Find: Staff Screen

11. Click again or click _==% | Find: Staff screen closes and staff name displays.
12. Click _save_|,

The document can be printed, validated and finalized.
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GENAZ 03 — PARENT INPUT

The Parent Input is located in the Initial, Reevaluation and Preschool Process.

There are two versions of the Parent Input: K-12 and Preschool. If a student is in grade K-12,
they will have the K-12 version of the Parent Input document. If a student is in grade Preschool,
the additional preschool options will be available in their Parent Input document.

The K-12 version of Parent Input contains four tabs. The tabs include:
e Family Information
e Educational Information
e Medical/Development/Health Information
¢ Functional Information
The Preschool version of Parent Input contains an additional tab:
e Preschool

Parent Input («

Student Name: Akins, Shawn E. Document: GENAZ 02 Desciption: Parent Input

| Family Information | Educational Information = MedicalDevelopment/Health Information = Functional Information
Document Name

Document Date
Parent Input | P

Input Type: v| [ |Use Abbreviated Form

The following questions concerns your child's development and functioning within your family. Your answers will provide us with
information as part of the comprehensive/confidential evaluation. This will be useful in understanding factors which have had an
influence on your child's growth and achievement in school. Thank you for your cooperation in completing this form.

Family Information Q|

With whom does the child live (Specify: Biological parents, adoptive parents, etc.)

Legal Guardian

Natural Father: Father's Occupation
A
Health Problems - Father: Level of Education - Father:
w
Natural Mother: Mother's Occupation
A
Health Problems - Mother: Level of Education - Mother:

How many children in family household: Ages of children:

Please check if either of this child's natural parents, or immediate family members, have experienced any of the following, which
could have contributed to your child's school difficulties:

Dalcohol addiction Dpsychological !/ psychiatric evaluation
Ddrug addiction [ seizures

I learning disabilities / problems r speech or language disorder

[ mental illness [violence / abuse

[ mental retardation [other

D other special education disabilities

[ physical disability

Details [37] @

Figure 3-13 Parent Input Screen Family Information Tab
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To create a Parent Input document:

FAMILY INFORMATION TAB

1.

Enter the Document Date (MMDDYY) or click ki and select date. This should reflect the
date the document was created.

Select the Input Type by selecting the appropriate choice from the drop-down menu.

The Use Abbreviated Form checkbox gives the user the option of a shorter form. By
checking this option, sections under Educational Information and
Medical/Development/Health Information will be hidden from view.

The Family Information section asks questions about the parents and siblings. Enter data
in the With whom does the child live, Legal Guardian, Father and Mother Occupation and
Father and Mother Health Problems.

The Natural Father and Natural Mother fields are drop-down boxes that display the
guardians listed for this student as they appear in Synergy SIS. Select the appropriate
option in the drop-down list.

Enter How many children in family household and the Ages of children. The data in
this field will import to GENAZ 06 — MET Report/Existing Data Tab.

Check any issues that might contribute to student difficulties. Details can be added in the
textbox. Use [¥] to spellcheck. Use @ for more space.

EDUCATIONAL INFORMATION TAB

The Educational Information tab contains four questions that are to be answered by the parent
during the parent interview.

Parent Input &
Student Name: Akins, Sh E. b t GENAZ 03 Desaiption: Parent Input
Family Information I Ed i ‘h‘l‘l'orn'laﬁonl MedicalDevelopment/Heakh information = Functional information
——
Document Name Document Date
|Parent Input 7
Education Information 9

What is your understanding as to why your child is being referred for a possible evaluation? (if a re-evaluation, please leave blank)
Q

What concerns do you have about your child's education? [35] @

Any other information or concerns you want to share with your child's school team? [ @

Has your child ever received Special Education services or Early Childhood Intervention Programming such as Head Start? [§] @

Figure 3-14 Parent Input Screen Educational InformationTab
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Data that exists in “What is your understanding as to why your child is being referred...?”
will import to GENAZ 06 — MET Report/Existing Data Tab. Data that exists in “What concerns do

you have about your child’s education?” will import to GENAZ 06 — MET Report/ Existing
Data Tab and GENAZ 12 — IEP/PLAAFP Tab.

1. Complete the textboxes. Use [¥] to spellcheck. Use @ for more space.

MEDICAL/DEVELOPMENTAL/HEATH INFORMATION TAB

‘ Tip: When entering, editing or viewing information in a textbox, grab in the
Y bottom right corner, to resize the box. The box can be adjusted larger to view
- more of the information or smaller to provide more room on the screen.

Parent Input

Student Name: Akins, Shawn E. Document: GENAZ 03 Desaription: Parent Input

Family Information = Educationa .n‘:rr\’z.‘.:’!'l Iledi\xl‘De’WleﬂtenWMhlnl’omuﬁml Functional Information
Document Name Document Date
Parent Input %
P Birthiinfancy History Q)
Mother's age at child’s birth:
Did the mother visit doctor regularly during pregnancy?| v
Was there any difficulty during the pregnancy? b

If yes, please explain: ] O

Did the mother take medication during pregnancy?, b
If yes, please list: [#] @

Did the mother receive anesthesia during delivery? v

If yes, please list: [§7] @

Did mother smoke during the pregnancy? v

Did mother use alcohol during pregnancy?| v

Figure 3-15 Parent Input Screen Medical/Developmental/Heath Information Tab

The first section of the Medical/Developmental/Heath Information tab consists of Prenatal, Birth

and Infancy History. The data in this section will import into GENAZ 06 — MET Report/ Existing
Data Tab.

1. Answer the questions in the Yes/No drop-down boxes. Add additional information (if
applicable) in the textboxes provided. Use [¥] to spellcheck. Use @ for more space.
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The Developmental History section consists of questions regarding early development.

Developmental History D

When did your child begin the following:

Rolling over by self  Sitting without support Crawling on hands and knees Walking independently
Saying first words Talking in simple 2-3 word sentences Toilet training begun Toilet training complete
Did your child begin talking normally, then stop at some later date? >

If yes, please explain: [7] @

Figure 3-16 Parent Input Screen Medical/Developmental/Heath Information Tab Dev. History

2. The first drop-down has two choices available. If the first option: Parent indicated the
following areas of developmental delays: is selected, complete the remaining drop-
downs in the section.

OR

If the second option: Parent reports developmental milestones were within normal
parameters: is selected, the drop-downs in the section may be skipped.

The data in the Medical History section will import into GENAZ 06 — MET Report/ Existing Data
Tab. The Medical History section contains a checklist of possible Medical Difficulties that the
student may have experienced.

Medical History Q
Medical Difficulties
v
[€]
Accarding to the health history, student has had no serious illnesses or injuries. |
According to the health history, student has experienced the following difficulties v 0
Significant illness:
v [ES
Serious accident:
v FES
Surgery/Hospitalization:
v [EG
Seizure

Figure 3-17 Parent Input Screen Medical/Developmental/Heath Information Tab Parent Input

3. The first drop-down has two choices available. If the first option: According to the health
history, student has had no serious ililnesses or injuries: is selected, this statement
will appear in the MET Report. Continue on to answer Yes or No from any of the drop-
downs that may apply.

OR

If the second option: Parent reports developmental milestones were within normal
parameters: is selected, this statement will appear in the MET Report. Continue on to
answer Yes or No from any of the drop-downs that may apply. Only items addressed with
Yes or No will import to the MET Report/ Existing Data Tab and IEP/Medical Tab.
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FUNCTIONAL INFORMATION TAB

The Functional Information Tab consists of a checklist of items that might describe the student.

Parent Input

[«

GENAZ 03 D Parent Input

Student Name: Akins, Shawn E.

Family Information = Educational Information = MedicalDevelopment/Heakh information

Document Name

Document Date

Parent Input

2

Functional Information

Please check the following that describe your child:

; participates in family actiities I’} gets along well with others
_lis affectionate
__Ihas a good self-image __Ihas mood swings

‘-has a poor attention span Jhas a poor memory

[ llies |_Isteals
|_lfrustrates easily |__acts without thinking
L_lhas temper tantrums |_Ibecomes angry often

lis aggressive

|experiences excessive sadness
__lis withdrawn

|| has made suicide threats

|| participates in outside activities, .g., clubs,

performing arts

Is there any other information about your child that you would like to share? O

Figure 3-18 Parent Input Screen Functional Information Tab

1.

GENAZ 06 — MET Report/ Existing Data Tab.
2.

space.
3. Click _s=ve |,

The document can be printed, validated and finalized.

Items checked from this section as well as data entered into the textbox will import into

A textbox for additional information is also available. Use ¥ to spellcheck. Use @ for more

120
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GENAZ 04 — NoTICE OF EVALUATION DECISION

The Notice of Evaluation Decision is located in the Initial Process.
The Notice of Evaluation Decision provides two options:

e Decision to Evaluate: If this option is selected, the document will be created and
finalized and the student will remain in the Initial process.

o Decision to NOT Evaluate: If this option is selected, the document will be created
and finalized and the student will be exited from Synergy SE. The notice and all other
previously created documents will move to the student’s historical documents.

(See: Documents With Unique Functionality)

Note: The Notice of Evaluation Decision has been created from the Prior
Written Notice template in Synergy SE. The wording of the example below
may differ as each school district has the ability to create and edit Prior Written
Notices to meet their individual district needs.
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The Notice of Evaluation Decision contains one tab:
e Prior Written Notice

Prior Written Notice
[Student Name: Abbott, Billy C. Document GENAZ 04 Desoiption: Hotice of Ex Decision

Prior Written Notice |

Document Name Document Date
Motice of Evaluation Decision

Decision [®

Current Decision: [Evaluate Change Decision To “Not Evaluste” |
Description of Actions Proposed or Refused =
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Evaluation

The Multidisciplinary Evaluation Team (MET) has decided to collect additional data on your child.

Statements =
Explanation of why the district proposes or refuses to take the action:

W

F@

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

'V.

Fo

Description of other options considered and why those options were rejected:

hi'|

F@

Description of the factors relevant to the actions proposed or refused are:

V.

Fo

Implementation of Decision (&
This decision is proposed to be implemented un:: I"E:

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards.

Procedural Safeguards provided to parent(s)

(imitials)
This document was prepared by:
[E‘- min User|
Case Manager _Case Manager Phone
User, Admin ¥ 4811234578

Figure 3-19 Notice of Evaluation Screen
To create a Notice of Evaluation Decision document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. The Notice of Evaluation opens in Evaluate mode. To change the decision click
Change Decson o YetEvakiat=" | cyyrrent Decision will display Not Evaluate.

3. The Current Decision can be changed back to Evaluate by clicking _Shangs Bedsion To "Evaluate”
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Based on the decision made above the document will display the appropriate text in the
Statement fields and drop-down selections.

There are four statement areas for the explanations of action taken. Drop-down key-word stems
may be available, based on individual district decisions. If no stems are available in the drop-
downs, text can be added directly into the textboxes.

4. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

Jim v

Disability not suspected =]

Adequate educational peformance

Figure 3-20 Notice of Evaluation Screen Sentence Stem Drop-down

[Explanation of why the district proposes or refuses to take the action:
b
@

Information reviewed by district and parent(s) does not suggest that Harry has a suspected educational ;l
disability.
[ -

Figure 3-21 Notice of Evaluation Screen Inserted Statement

5. Select the desired key-word stem in the drop-down list.

6. The statement associated with the key-word stem selected will appear in the textbox. The
statement can then be edited and spell checked if desired.

7. Enter the This decision is proposed to be implemented on: date (MMDDYY) or click
and select date.
8. Enter (initials) to signify that the Procedural Safeguards were provided to parent.

9. Click « next to the This document was prepared by: to select the staff name. The Find:
Staff screen displays.

Find | Close | Selert | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result 3
| |
Smith Christine
|Smith Uk

Figure 3-22 Find: Staff Screen
10. Enter all or part of staff Last Name, First Name.

11. Click _# | or press ENTER. Search Results displays a list of matching criteria.
12. Click line of staff name. Line highlights.

13. Click again or click == | Find: Staff screen closes and staff name displays.
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14. Click _Ssave |,

The document can be printed, validated and finalized.

If the option selected on this Notice was to NOT Evaluate, all previously created documents for
this student will move to the Historical Documents tab and the student will be removed from your
Portfolio. If the student is ever referred for another evaluation they can be pulled back into the
Initial Process.

Once finalized, a Student Exit from Special Ed screen will display.

1. The Exit Date will default to the current date and can be changed using the Calendar
Icon.

2. Select the Exit Reason from the statements available in the drop-down box and type in
the Exit Explanation.

3. Click the Exit from Special Ed button. A Cancel button is available if you are not ready to
exit the student, yet. If the cancel option is selected, the document will remain not finalized
and in the In Progress state.

124 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three

GENAZ 05 — PARENT PERMISSION

The Parent Permission is located in the Initial, Reevaluation and Preschool Process.

Creating a Parent Permission document will generate a cover letter as well as a request for
parent permission to evaluate the student.

The Parent Permission consists of two tabs. The tabs include:
e Parent Permission
e Evaluation

Parent Permission (]

Student Name: Sabin, Heather R. Document: GENAZ 05 D.

Parent P

Parent Permission | Evaluation
Document Name
| Parent Permission

Document Date

Parent Permission Q
Dear Parent/Guardian/Adult Student:

After a review of the existing data between the school team and you, and in an attempt to best meet the individual
needs of the student, and for the specific reasons stated on the attached permission form, it is recommended that the
student be individually evaluated by Edupoint School District personnel.

In order to make this process of evaluation clear to you, and in accordance with State and Federal laws and
regulations, information regarding (1)Procedural Safeguards, (2)evaluation components, and (3)possible evaluating
instruments are included.

If you have any questions regarding this material and/or the evaluation process, please contact

at

for assistance.
Sincerely,

Special Education Department
Edupoint School District

Figure 3-23 Parent Permission Screen Parent Permission Tab

To create a Parent Permission document:

1. Enter the Document Date (MMDDYY) or click k- and select date. This should reflect the
date the document was created.
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PARENT PERMISSION TAB

The Parent Permission section of the document is a cover letter that will print out as a separate
page.

2. Complete the cover letter by filling in the contact name and phone number. This
information will import into the Evaluation section of this document.

THE EVALUATION TAB

Parent Permission
Student Name: Sabin, Heather R. - GEMAZ 05 Parent
Parent Permasion I Evaluabon I

Document Hame Document Date
[Parent Permission F
2
In onder to best meet the indnidual needs of the student. i is recommended that the student be indsdually evaluated by Edupoint School Disinct personnel
This evaluation is being proposed because:Heather was refarred by
Due to: (] O Refrash From Rafersl
To determane potential ehgibiity or continued eligibility for Special Education sendces, an evaluation will be conducted by a mulidisciplinary team
THiS EVALUATION WILL MCLUDE |see areas below): (&)
THIS EVALUATION WILL INCLUDE (see checked areas below):
[~ A visionMearing screening: Screening of any visual or hearing problems that would interfere with testing or school
performance
r Child's academic history and curment educational functioning: Review of your childs prier schood records and curren level
of achievement in the present educational sefling
™ An egucational evaluation of leaming and achievement Tests 10 measure academ skills 1aught in school
r An assessment of your child's eaming envirenment Observalions of student’s inferaction in the classroom environment.
including physical environment and learning style
1 A summary of your chi’s medical hesory and current heallh status: information lo delermine if any current or past medica
protiem s having a Significant impact on your chil’s school perfonmance
= Parent input regarding eir child's neatn, development and educational history. INRMMAtIoN provised by parents Mrough
survey, intenview or records from ofher agencies (e.g. medical).
Psychological evaluation: To deleming student's lunctoning kevel in the areas of mbelligence, Visual-mator Coorgination,
™ socialemotional development, functional behavior, andior academic achievement. Farmal and informal assessment
procedures are inchded
[ Language evaluation: To determine student's proficiency levels in ihe areas of receptive and expressive language abilties
as well 25 funclional communicaton skils. Language proficiency IS assessed for biingual stucents
 Speech evaluation: To determine e nature and extent of sudenl's speech ablies, INCILENG such skils as anticulabon of
speech sounds, voice, and/or flvency.
An assessment of your child’s adapiive Dehavior: An assessment of Your Chisd's in-schodl and oul-0f-32hodl Denavior and
™ how the environment affects your child’s abiity b leamn, including adapbve behavior (how yous child functions
independentty and meets standards of personal and sockal responsibility) and cultural background
— Related serices evaiuation: To determing eligibility for additional services required for student 1o beneft from special
eduCation
| Other Assessments |specify):
e ]
This portion to be oy &)
Upon compl of the team's v ion, a conference will ba scheduled with you to communicate the team's findings and recommendations. The student’s
educational placemaent will not change during the evaluation process. If you have any questions of wish to discuss the evaluation process,
please call at phone
11 hateby grer Consent for Edupoint School Distnct personnel to conduct the ealuation descnbed and | paicipated n the team decrsion that futher
assessment of the student is necessany
| Consent for the evaluation is hereby denied
[Flease retwm this form to: Phone: Consent Recesed Date

Figure 3-24 Parent Permission Screen Evaluation Tab

The student’s name will automatically import into the name field.

The Referring Name and the Reason for Referral should automatically appear in the referred by
field and the Due to: field. This data is pulled from the Referral document. If these fields are

empty it is because the Permission to Test document was created or clicked on prior to the data
being added to the Referral.

3. Toimport the data, click @ Refrssh From Referrl . The data from the Referral will import into the
textboxes.
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N, Caution: If any text has been manually added to the fields prior to clicking
S the Refresh button, the data will be over-written with the imported data.

Select the areas to be included in the student’s evaluation by placing a checkmark in the
box provided.

5. If a specific evaluation isn’t available in the above list, it can be added in the text box
below the list of evaluations titled Areas to be assessed include:.

The portion to be completed by Parent(s) Guardian(s) section will pull the contact information
from the cover sheet.

6. The checkbox area is for the parent to consent or deny permission.

7. Fields are provided to enter a name and number of the person who will receive the form
from the parent.

8. Click _save |,

CREATING ADDITIONAL PARENT PERMISSION DOCUMENTS

In cases where additional attempts are made to contact the parent to receive permission for
evaluation, multiple Parent Permission documents may need to be created. Before an additional
Parent Permission document can be created, the previous document must be finalized.

9. Click on the green icon that represents the finalized Parent Permission document. The

DocumentViewList view will open displaying the previously finalized Parent Permission
document.

| R [ M
© A A[(O]JATAA[A[A

Figure 3-25 Finalized Parent Permission Icon

10. Click ce= | A new Parent Permission will open.

The document can be printed, validated and finalized.
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GENAZ 06 — THE MET REPORT

The MET (Multidisciplinary Evaluation Team) Report is located in the Initial, Reevaluation and
Preschool Process.

REFRESH BUTTONS

The MET Report Action Bar contains three Refresh buttons, Refresh from Parent Input and
Refresh from Referral located at the top of the document. Refresh Participants from Team is
located in the MET Participants section.

Edupoint School Distrct (2009-2010 : Show active and inactive)
MenuT | | beete || prntreven | vaidate | | Fmsize |l Refresh from Parent Input |l Refresh from Referral |I
MET
Figure 3-26 MET Report Action Bar
MET Participants:
Student (grades 7-12 must be invited):
r
Refresh Participants from Team l

Figure 3-27 MET Screen Participants Refresh

When the Refresh buttons are clicked, a confirmation dialog box displays. Once confirmed,
data from specified fields in the previous document will import into the MET Report.

Confirm to refresh data from Parent Input (&

You are about to refresh data from Parent Input. Fields
"The parent had the following concerns”, and
"Background Information” will be updated. You will not
be able to undo this action once it is complete. If you
are sure you want to make this refresh, type the word
YES in the space provided below, and then click the
Continue button below.

Confirm Refresh

Continue | Cancel|

Figure 3-28 MET Confirm Refresh Message

@{\ Caution: If any text has been manually added to the fields prior to clicking the
../ Refresh button, the data will be over-written with the imported data.

The Met Report contains six tabs. The tabs include:
e Cover
e Referral
o Existing Data
e Additional Data (Available based on decision made in Existing Data Tab)
e Eligibility
e Additional Information
e Attachments
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COVER TAB

MET

Student Name: Document: GEMAZ 06 Description” Multidisciplinary Evaluation Team [MET)

CWI Referral | Existing Data | Eligibity | Additional information | Attachments
Document Alias Display ‘DRAFT

MET Date: Student is not eligible, Reevaluation is Not Applicable: Three Year Reevaluation Due Date: Type of Evaluation:
_ & f
Eligibality: (7] @

Medical @
Vision Results: [_add | ShowOwail | Q

Comments 5] &

Comments ] @ Rifresh From Meath Sereen
L1 5
| Student (grades 7-12 must be invited):
Riefresh Partciparits from Team I
Parent Par [*]

Staff Participants e 1O
e | Stall Hame r  Ree -

Dl Admin Usef + Case Carrier bl

m&iﬂr_ﬂnm« 'Spaerml.anwage Therapist ~

Other Participants Add @

[finel — Wame ]

Figure 3-29 MET Report Screen Cover Tab

To create a MET Report document:

1.

Check Draft to display the word "Draft" on all pages of the document in the Print Preview
option. Make sure to uncheck prior to finalizing the MET report.

Enter the MET Date (MMDDYY) or click k- and select date. This should reflect the date
the document was created.

If Student is not eligible, Reevaluation is Not Applicable is checked, the Three Year
Reevaluation Due Date field will be blocked.

Three Year Reevaluation Due Date will calculate from the MET Date by adding three years,
minus one day to the next Reevaluation Due Date.

4.

© N oo

Select Type of Evaluation from the drop-down list.

Indicate area(s) of Eligibility in the textbox provided.

Click the Add button on the Vision Results bar to add a vision record.
Enter a Screen Date (MMDDYY) or click k- and select date.

Enter the results by clicking the drop-downs across the row and selecting the appropriate
scores for each result.
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9. Enter any Comments that might be appropriate about the vision screening, such as:
Student has a prescription for eye glasses but does not wear them or has lost them. Use
to spellcheck. Use @ for more space.

>
10. If needed, check 1l on the line of the Vision record to remove. The row is removed.

11. Repeat the above instructions to add a Hearing Results record.

12. If this document was created prior to the Medical and Hearing Results being entered click
Refresh From Health Screen | to import the data_

MET Participants

1. Click Refresh Partcpants fromTean | 1y pull the participants from the student’s current Team
List. Participant changes can be made directly to this document, as well.

2. Check Student to include the student's name, with a signature line, as a participant in the
MET conference. If the checkbox is left blank the name will not be included as a
participant.

3. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff | Add ]
X | |
I Green. Tomd= Case Carrier hd

I User. Admin 4 Teacher Specialist

Figure 3-30 MET Report Screen Cover Tab Staff Section Change/Add

Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Sebect | Clear Salection |

Find: Staff

Find Criteria [

Last Mame First Name Middle Name

Smith C

Search Results |

Find Result >
| |
[Smith Christine
[Smith Uk

Figure 3-31 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _4 | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click == | Find: Staff screen closes and staff name displays.

a > w D
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6. Click the Role drop-down and select the staff role.

Chapter Three

Other

Case Carrier P{@SICN Therapist
2 User. Admin 4= Teacher Specialist ., P#ychologist

Smith. John 4 « Reader
Sebhonl Mirea

I_W

Orient Mobility Specialist

Figure 3-32 MET Report Screen Cover Tab Staff Section Select Role

Add staff names:

1.
2.

3.

Click Add on the Staff bar. A new line is added to the grid.
Repeat the procedure above.

If needed, check Il on the line of the staff name to remove. The row is removed.
The Other Participants section will allow for participant names that are not available in the Staff

directory.
1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
3. If needed, check on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.
REFERRAL TAB
[ MET
Student Name: Document: GENAZ 08 iption: Team (MET)
Cover | 'Referral | Existing Data | Eiigibility | Additional information | Atiachments
Docu Display ‘DRAFT
[Muttidisciplinary Evaluation Team (MET) I’
Referral
Referred By

1. Type the name of the person who referred the student in the Referred By text box.

-

Referral must be specific enough to guide the selection of evaluation instruments and address all areas of suspected disability. ] Q@

Specific concems identified includa the following: 5 @

Figure 3-33 MET Report Screen Referral Tab
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2. The Referral section contains a drop-down that provides four key word stems describing
referring reason. Select from the drop-down to display full statement or type the reason
directly into the textbox provided.

For an evaluation to identify an educational environment
Require re-evaluation

For re-evaluation

Continue program senvices

Figure 3-34 MET Report Screen Referral Tab Stem Drop-down

3. Enter relevant information in the Specific concerns identified include the following

textbox.
4. Click _save |
Tip: When entering, editing or viewing information in a textbox, grab in the
bottom right corner, to resize the box. The box can be adjusted larger to view
Y more of the information or smaller to provide more room on the screen.
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EXISTING DATA TAB
(For Preschool students proceed to Existing Data Tab - Preschool)

MET

Student Name: Sabin, Heather R. Document: GENAZ 068 Descripti idisciplinary tion Team [MET}

Cover Referrall ElisfngnhI Eligibility = Additional Information = Attachmenis

Document Alias Display DRAFT
Multidisciplinary Evaluation Team (MET) ]

Review of Existing Data Q)

Efforts to Educate the Student in the Cl @

In an effort to educate STUDENT in the regular classroom, the following interventions have been tried: [3%] @

o

These intervention efforts resulted in [§7) @

and E i History 0
A review of school records indicates that STUDENT has attended the following schools: |

Add (" ]

@

Refresh From Attendance

| vl

'Summary of Previous Assessments Including Evaluations, Medical Certification, and Information Provided by the Parents [37] @

State and District Testing Q)

State and District Testing Mot Applicable

Description

@
Show Detail | Q)

3 ad pst Date F £

District Assessment v e

erra Nova b

IMS v

TAMSA v

Figure 3-35 MET Report Screen Existing Data Tab

Note: The Efforts to Educate and Intervention fields are OPTIONAL. If no data is
entered, the headings will not appear in the printed report.

1. Enter intervention data in the Efforts to Educate the Student in the regular Classroom
textbox, enter intervention data. Use [¥] to spellcheck. Use @ for more space.

2. Inthe These Intervention efforts resulted in: field, select from the drop-down options or
type results directly in textbox.

The student’s attendance history imports from the Referral document. This history will only
display attendance from the current school district.
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1. Significant Information can be added in the textbox. Use [¥] to spellcheck. Use @ for more
space.

If additional school years need to be added:
2. Click the Add button to display a new row.

3. Enter the school Year, Grade, School Location and Absences in the spaces provided.
Significant Information can also be added to this row.

>
4. If needed, check 1 on the line of the record to remove. The row is removed.
Assessments

5. This textbox contains a drop-down that provides key word stems. The selection will insert
full text paragraphs. Select one of the key word stems.

| v

cluding Evaluations, Medical Certification, and Information Provi
Most recent evalualmn{b ;I
Referred by

Report difficulties
Intellectual level is measured

Developmental Profile || was completed

Preschool Speech/Language Eval

Figure 3-36 MET Report Screen Existing Data Tab Summary of Previous Assessments

The full statement based on the keyword selection will display in the textbox.
6. Complete the blank information.

Summary of Previous Assessments Including Evaluations, Medical Certification, and Information Provided by the Parents [57] &

Heather's most recent evaluation was conducted on . MET members determined her eligible for
services as a student with - Heather was also found in need of Occupational Therapy
(OT)Physical Therapy (PT)/Adapted Physical Education (APE)/Speech/Language Impairment (SLI)
services. Wechsler Intelligence Scale for Children-Third Edition (WISCAII), “Verbal Scale 1Q:
. Performance Scale I1Q: . Full Scale 1Q: . Prior evaluations conducted in
revealed a similar pattern: Verbal Scale 1Q: . Performance Scale 1Q: ; Full

Scale 1Q: , with achievement test scores typically below/at/above her measured level of
intellectual functioning.

Figure 3-37 MET Report Screen Existing Data Tab Summary of Previous Assessments Statement

7. If the student has a current medical certification, click the Add button to add a row to the
Medical Certification section.

8. Enter the Date of Medical Certification (MMDDYY) or click ¥ and select date.
9. Fillin the Description and Certified By fields.

State and District Testing

If State and District Testing Not Applicable is checked and the document is saved, the testing
data will be hidden from view. The following view will display:
State and District Testing
State and District Testing Not Applicable

v

@

Description

|Slate and District testing are not conducted for students in this grade level.

Figure 3-38 MET Report Screen Existing Data Tab State and District Testing

If State and District Testing Not Applicable is NOT checked the testing data grid will be
available.

Standardized Tests cannot be removed but can be set to not print on the printable documents.

10. Click the checkmark (uncheck) in the Print Test column of the test rows that will not be
used.

To add Standardized Test data:
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11. Click the Show Detail button

12. Select the Test Name by clicking on the test name line.

13. Add the grade from the Test Grade drop-down.

14. Enter the Test Date (MMDDYY) or click #~ and select date.

15. Add Test Scores by clicking on the Add button in the Test Scores group box.

>
16. If needed, check 1l on the line of the Test Score to remove. The row is removed.

17. Click _s=v=_| before updating another test.
18. Click another Test Name and repeat the steps above, to update that test information, if

desired.
| Standardized Test Hide Detail | (3
[test Grace  Test Date
District Assessment v B
J;en;: hova Test Scores add | Q@
AINS-A 74 [ e | |
N

Figure 3-39 MET Report Screen Existing Data Tab Report Test Scores
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EXISTING DATA TAB (CONTINUED)

Background, Medical and p Information, ing Information Provided by Parents O
Parent concems pertaining to educational progress: [37] @

Background Information [§7] G

Current C Based A and Performance in the General Curriculum 0
Classroom Functioning [57] @

Additional Information Provided by Teacher(s) and Related Semvice Provider(s) [7] @

Impact of Educational Disadvantage and Limited i i Y on g in the Curriculum (e.g. English Language Q|
Assessment Resulis)

Please address the following factors and descnbe in detail if significant: consideration of lack of learning opportunities, frequent schoal
changes, poor attendance, multiple teachers in the same year, questionable home school curriculum, inadequate general curriculum
and/or instruction, and limited English proficiency [5] @

The determinant factor in this student’s difficulty progressing in the general cumiculum
Reading Math English Proficiency

v v v

Other [ @

Consideration of the Need for Additional Data ]

The parent/guardian reviewed existing data and participated in the decision regarding the need to gather additional data. The
parent/guardian received a copy of the referral and was requested to provide input.

The team reviewing the existing data included: 3] @

On the basis of the review of existing data and input from the student's parents, the team determined that
v

Addl Data Desc [§] @

Refresh From Parent Permizsion |

Figure 3-40 MET Report Screen Existing Data Tab Part 2

Parent Concerns and Background Information will have imported in from the Parent Input if the
Refresh From Parent Input button was selected.

19. Editing may be necessary in order for sentences to flow clearly.

Background, Medical and Developmental Information, Including Information Provided by Parents
Parent concerns pertaining to educational progress: [

=
[~
Background Information [E5]

Parent input, including medical and developmental information and history, was provided by parent. The =
summary indicated that Harry presently lives with his mother. There are 2 children in the home, whose
ages are 5 and 7 |

Figure 3-41 MET Report Screen Existing Data Tab Background Information

Classroom Functioning will import data from the Referral document/Student Performance if
Refresh from Referral button was selected.
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20. If appropriate, use the Additional information textbox for information not included in the
Referral entry.

Current Classroom Based Assessment and Performance in the General Curriculum

Classroom Functioning [B%

Cissy Hom, Reading teacher, stated that Harry changes to new tasks appropriately, and demonstrates =]
appropriate level of motor actiity. Skills reported as lacking are completes classroom work, performs
adequately on major tests, and appears to be organized. The teacher further stated that "Harry is a
pleasant student and gets along well with peers.” e

Additional Information Provided by Teacher(s) and Related Service F’rovider(s}@

B
=

Figure 3-42 MET Report Screen Existing Data Tab Assessment and Performance

Impact of Educational Disadvantage and Limited English Proficiency in the General
Curriculum textbox is for information relevant to English Language Proficiency issues.

Impact of Educational Disadvantage and Limited English Proficiency on Progress in the General Curriculum (e.g. English Language o
Assessment Results)
Please address the following factors and describe in detail if significant: consideration of lack of learning opportunities, frequent school
changes, poor attendance, multiple teachers in the same year. questionable home school curriculum, inadequate general curriculum and/or
instruction, and limited English proficiency [ @

]

[
The determinant factor in this student's difficulty progressing in the general curriculum
Reading Math English Proficiency
\ | | S
Other & @

]

E

Figure 3-43 MET Report English Language Assessment Results

21. Address the statement as directed. Use [¥] to spellcheck. Use @ for more space.
22. Select the determinant factor that applies to this student using the drop-down lists

provided:
Reading Math Enghsh PI"CII'KIEHE)'
i
R N R
is lack of appropniate instruction in reading is lack of appropriate instruction in math i Limited English Proficiency
1 not lack of appropnate instruction in reading is nat lack of appropriate instruction in math I is not Limited English Proficiency

Figure 3-44 MET Report Screen Existing Data Tab Determinant Factor Selection

23. The Other textbox is available as needed.

24.In The team reviewing the existing data included: textbox list all individuals who have
reviewed existing data, including parent and staff. If records were reviewed at a Transition
conference, include participants in this list.

Consideration of the Need for Additional Data

The parent/guardian reviewed existing data and participated in the decision regarding the need to gather additional data. The parent/guardian
received a copy of the referral and was requested to provide input.

The team reviewing the existing data included: [$] Q@

|

H
Figure 3-45 MET Report Screen Additional Data
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25. On the basis of the review of existing data included: dropdown select whether or not
additional data is necessary to determine eligibility.

On the basis of the review of existing data and input from the student's parents, the team determined that

w

Mo additional data were needed

Additional data were needed

Figure 3-46 MET Report Screen Additional Data Were Needed

If No additional data were needed is selected, the Additional Data tab will not appear. Proceed
to Eligibility tab.

MET

Student Name: Aaron, lan Document: GENAZ 06  Description: Multidisciplinary Evaluation Team (MET)
Cover  Refemal l Existing Data | Eligibility I Additional Information  Attachments

Figure 3-47 MET Report Screen No Additional Data Tab

If Additional data were needed is selected, the Additional Data tab will be necessary. See
Additional Data Tab description which follows the Existing Data Tab Preschool.

MET

Student Name: Aaron, lan  Document GENAZ 06 Description: Multidisciplinary Evaluation Team (MET)

Cower  Refemal l Existing Data | Additional Data I Eligibility = Additional Information = Attachments
Figure 3-48 MET Report Screen Additional Data Tab

26. Enter a description of the additional data needed.

On the basis of the review of existing data and input from the student's parents, the team determined that
|Additinna| data were needed V|

Addl Data Desc [ ()

Figure 3-49 MET Report Screen Additional Data MET Report Screen Additional Data Description
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EXISTING DATA TAB PRESCHOOL

MET

Student Name: Maya, Diane P. o GENAZ 06 Descipti idisciplinary E ion Team {MET}

Cover  Referral | Bxisting Data [} Eligibilty = Additional Information | Attachments
Document Alias Display 'DRAFT

|I'\a"lulti(:lis-:iplinaryr Evaluation Team (MET)

[Review of Existing Data &)

o

Opportunities for ion in

Fe

w

Summary of Previous Assessments Including Evaluations, Medical Certification, and Information Provided by the Parents [37] @

Medical Certification add | Q
X =] | |
@ @

Figure 3-50 MET Report Screen Existing Data Tab Preschool Screen

1. Inthe Review of Existing Data textbox, summarize sources of previous information,
including results of screening. Use [¥] to spellcheck. Use @ for more space.

Opportunities for Interaction in Regular Preschool Program

W

cared for at home =]
attends a private daycare

hours at a daycare center

attends Head Start program

Figure 3-51 MET Report Screen Existing Data Tab Preschool Screen Opportunities for Interaction

2. In Opportunities for Interaction in Regular Preschool Program, select from the drop-
down of library stem, the keywords that will insert a full text paragraphs. Edit as necessary
or type description without using dropdowns.

The full statement based on the keyword selection will appear in the textbox.

Sandra is cared for at home by family members and does not attend a preschool program.

Figure 3-52 MET Report Screen Existing Data Tab Preschool Screen Library Statement

3. Repeat the directions for Summary of Previous Assessments Including Evaluations,
Medical Certification, and Information Provided by the Parents.

4. |If the student has a current medical certification click the Add button to add a row to the
Medical Certification section.
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5. Enter the Date of Medical Certification. (MMDDYY) or click [ and select date.
6. Fill in the Description and Certified By fields.

Background, Medical and pmental Information, ing Information Provided by Parents 0

Parent concemns pertaining to educational progress: [ @

Background Information [5] @

Impact of Educational Dizadvantage and Limited English F
Assessment Results)

y on Progi in the Curriculum (e.g. English Language &)

Please address the following factors and describe in detail if significant: consideration of lack of learning opportunities, frequent
school changes, poor attendance, multiple teachers in the same year, questionable home school curriculum, inadequate general
curriculum and/or instruction, and limited English proficiency [$7] @

The determinant factor in this student’s difficulty progressing in the general curriculum
Educational Opportunity English Proficiency

v v

Other [$] @

Consideration of the Need for Additional Data ]

The parent/guardian reviewed existing data and participated in the decision regarding the need to gather additional data. The
parent/guardian received a copy of the referral and was requested to provide input.

The team reviewing the existing data included: [$] @

On the basis of the review of existing data and input from the student's parents, the team determined that
v

Addl Data Desc [§7] @

Refresh From Parent Permission |

Figure 3-63 MET Report Screen Existing Data Tab Preschool ScreenPart 2

EXISTING DATA TAB PRESCHOOL (CONTINUED)

The text fields under Background, Medical and Developmental Information, Including Information
Provided by Parents will have imported in from the Parent Input document if Refresh From Parent
Input button was selected.

7. Editing may be necessary in order for sentences to flow clearly.

The Impact of Educational Disadvantage and Limited English Proficiency in the General
Curriculum textbox is for information relevant to English Language Proficiency issues.

8. Address the statement as directed. Use [l to spelicheck. Use @ for more space.

9. Select the determinant factor that applies to this student using the drop-down lists
provided:

English Proficiency Educational Oppeortunity

|
W {m

is lack of appropeiate educational opportundy

iz Limited English Proficiency

iz not Limited English Proficiency 15 not lack of appropnate educational opportunity

Figure 3-564 MET Report Screen Existing Data Tab Preschool Screen Determinant Factors

10. The Other textbox is available as needed.
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ADDITIONAL DATA TAB

Test Short Hame Test Name

Figure 3-55 MET Report Screen Additional Data Tab

1. In Evaluation Procedures, select from the list in the drop-down, those evaluation
procedures that were needed. The full name of the test or assessment will populate the
box below. Information can be added directly in the box, as well.
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Evaluation Procedures Ability: RIAS

w | Ability: RIST
Evaluation Procedures Ability: Stanford-Binet-V
Ability: UNIT =]
Adbility: WAIS-I
Ability: WISC-V |

Figure 3-56 MET Report Screen Additional Data Tab Evaluation Procedures

2. Inthe Evaluation Procedure Summary textbox select from the library keyword stems.

| w

v [¥] @
Evaluation procedure =]
Morms based on proportion
Morms not based on proportion =
Additional information

Figure 3-57 MET Report Screen Additional Data Tab Evaluation Procedure Summary

3. The full statement will appear in the textbox or text can be added directly without using the
drop-down list.

Evaluation Procedure Summary [§] Q

The MET completed a review of existing data and concluded that standardized testing was not needed
to determine the continuing presence of a disability, the appropriateness of Harry's current
programming, and the need for ongoing special education services, due to the sufficiency of existing
data. The information included updated medical information, the results from previous evaluations,
classroom-based assessments and observations, input from the parent/legal guardian, student, and
teachers, as well as information from school records

Figure 3-568 MET Report Screen Additional Data Tab Evaluation Procedure Summary Textbox
4. Repeat the directions for entering information in Classroom Observations and Test
Behavior.

5. Tests are organized by Categories. Choose the assessment Category from the drop-
down.

6. Select the Test from the drop-down.

Note: Districts have the ability to add and remove Categories and Tests based on
individual needs and preferences.

7. Click _2%7= | The test selected above is displayed in the grid. Multiple tests may selected
by repeating the steps above.

8. Click the Line number of the test. The line highlights.
9. Click again or click (5=#P==i] The Test Detail opens on the right side of the screen.
10. A template of the test displays for input of test scores and/or a narrative of the results.

>

11. If needed, check 1l on the line of the test to remove. Click _Save |,
12. The row is removed.
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13. Other Findings and Summary of Additional Data are optional textboxes to allow for

inclusion of information other than results of standardized testing.

14. Click _s=ve_| when finished.

MET

Student Name: Sabin, Heather R. Document GENAZ 06 Deswiption: Multidisciplinary Evaluation Team (MET)

Cover | Referral | Existing Data = Additional Data IEIigbiIiI.y' Additional lnformation | Attachments
Document Alias _Display DRAFT

|Mu|lidisciplinary Evaluation Team (MET) [
Summary of Student's Performance and Progress in the General Curriculum 5]

Describe overall functioning, including strengths and weaknesses, drawn from all sources of data included in the report. Describe
student’s performance in the educational setting and progress in the general cumriculum. (This section will go to the PLAAFP on the

IEP). B O

Educational Needs and Recommendations to A the G | Curr including Assistive Technology Q)

w

Describe impediments to leaming and instructional techniques and supports needed to allow the student to access the general
curriculum in the general education classroom and the special education classroom. (This will go to the PLAAFP in the IEP). [ O

Accommodation Category

Accommodation Category Detail

Accommodation Description [B] O

w

Assistive Technology (A.T) ] @

Determination of Eligibility Q
Student has an Impairment

Student’s Impairment has Resulted in an Adverse Impact on Educational Performance
Student Requires Specially Designed Instruction

Eligibility

.Diubiw ]
Primary Disability

Secondary Disabilities Q@
™ _ EMOTIONAL =TT =
L_JAUTISM DISTURBANCE L_HEARING IMPAIRMENT ]INTELLECTUAL DISABILITY
Figure 3-59 MET Report Screen Eligibility Tab
ELIGIBILITY TAB
1. Address the questions under Summary of Student’s Performance and Progress in the

General Curriculum. Include the student’s functional level including data sources listed.
Data from this field will import into the IEP document / PLAAFP tab.

Educational Needs and Recommendations to Access the General Curriculum /
Assistive Technology contains a drop-down that provides key word stems. The selection
will insert full text paragraphs. Select one of the key word stems, or enter data directly into
textbox. Data from this field will import into the IEP document / PLAAFP tab.

144
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Accommodations are organized by Category and Category Detail (specific accommodations).
Accommodations input here will import into The IEP — GENAZ 12.

3. Select the accommodation category from the Accommodation Category drop-down list.

Accommodation Category
[Emiranment b

Assignments i
Behavior Management
Environment
Instructional

Materials {b
Medicaid

Medicaid-Aide Senices
Medicaid-Murses
Medicaid-SLA Statement

Mon-Standard Alternate Accommodations

Standard Accommodations - Assessment

Figure 3-60 MET Report Screen Eligibility Tab Accommodation Category

4. Select the specific accommodation from the Accommodation Category Detail drop-
down list. The accommodation will populate into the Accommodation Description textbox.

Accommodation Description [§7] @
Highlighted / altered materials ;l

[
Figure 3-61 MET Report Screen Eligibility Tab Accommodation Description

5. Add Assistive Technology accommodations by selecting from the drop-down list
provided or typing in the textbox directly.

6. Under Determination of Eligibility, select the appropriate statements for the Student has
an Impairment, Student's Impairment has Resulted in an Adverse Impact on
Educational Performance, Student Requires Specially Designed Instruction and
Eligibility from the drop-downs.

Based on the above selections, a statement will appear on the printable MET Report.

When No is selected from the drop-down, the following statement will appear in the printable
document:

Determination of Eligibility

The MET reached consensus that Harry exhibits no educational disability and consequently does not require special education
services in order to make appropriate educational progress at this time.

When Yes is selected from the drop-down, the following statement will appear in the printable
document:

Determination of Eligibility

The MET reached consensus that Harry exhibits the following disability: specific learning disability, autism. Eligibility was
determined according to the criteria considered on the attached eligibility determination document(s).

7. Select the Primary Disability from the drop-down list.
8. Check any Secondary Disabilities that apply.
9. Click _save |,
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ADDITIONAL INFORMATION TAB

Student Name: Maya, Diane P. Document GENAZ 06 Desaription: Multidisciplinary E ion Team (MET)
Cover  Referral = Existing Data _ Eligibility IAdditionallnl‘ormationl Attachments
Document Alias Display 'DRAFT

[Muliidisciplinary Evaluation Team (MET)
More Additional Information [7] @

Figure 3-62 MET Report Screen Additional Information Tab

1. Enter any additional information that may be appropriate and helpful in implementing this
student's IEP. Use ¥ to spellcheck. Use @ for more space.

2. Click |_save |,

The More Additional Information textbox is optional. It does not appear on printed document if left
blank.
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ATTACHMENTS TAB

MET

Student Name: Document: GENAZ 08 Desciption: Multidisciplinary Evaluation Team [MET}

Cover Referral @ Existing Data Eligibilty = Additional Information = Attachments

Document Alias

|I'\n"lultit:lisciplinar;.r Evaluation Team (MET)

Display 'DRAFT

Ll

Word Document Attachments

[ Add

| D

<[ Line|

= =
= |

=
57

Figure 3-63 MET Report Screen Attachments Tab

The Attachments tab allows for the attachment of documents to the MET Report (such as
Compuscore printouts of testing, supporting documentation from service providers, etc.)
Documents included here will print at the back of the MET Report as a single document, but will

not have continuous page numbers or headings.

1. Click the Add button to add an attachment. A new window opens.

Altach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

| | Browse

Figure 3-64 Attach Document

2. Click the Browse button and select the file you wish to upload.
3. Click Upload.

Word Document Attachments

755 [ ine|
= 1f

MED CERT

Figure 3-65 MET Report Screen Attachments Tab Attached Document

The name of the document displays in the Comment column. The type of document, Word or

PDF, displays in the Document column.

4. The Print Order is the order the document will be printed following the MET report. This

may be changed by typing in a different order.

Note: Attachments must be in Word or PDF format.
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GENAZ 07 — MET MEETING REQUEST
The MET Meeting Request is located in the Initial, Reevaluation and Preschool Process.
The MET Meeting Request contains two tabs:

e Meeting Participants
e Parent Rights

MET Meeting Request
Student Name: Saager, Philip T. Document GEMAZ 07 Desaription: MET Meeting Request
Parent Rights
Document Name Document Date
IMET Meeting Request
Meeting Participants =
Dear Parents/Guardians:

Your childs comprehensive evaluation is complete. The district needs to schedule a meeting with you. The purpose of the meeting is to
discuss the data gathered in the evaluation for special education senices of your child and to make a determination regarding eligibility.
Parents are permitted to brng guests to the meeting, and are encouraged to imate the child's suppont coordinator if the student is
senved by another public agency, but are requested to inform the team ahead of time.

If you would like to review the records phorto  Stalf Name &
the meeting, please contact

The following are invited to attend and participate in the eligibility meeting: o
[ | Student (grades 7 - 12 must be involved)
Parents

ager, Arthur
ager, Melissa

li b User Admin « Case Carrier

Mame of Distnct Representative

Mame of Individual to Interpret Instructional Implications of Evaluation Results

We would like to schadule a meeting with you at:
Location, Building, Room

Meeting Date Meeting Time

¥
This meeting was confirmed on  Contact Method This meeting was confirmed by
Comments ] O

If you need to change the date and/or time of the meeting, please call

at

Figure 3-66 MET Meeting Request Screen

MEETING PARTICIPANTS TAB

1. Enter the Document Date (MMDDYY) or click ki# and select date. This should reflect the
date the document was created.
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2. Click on « next to Staff Name (see above) to enter the contact name for the parent. The
Find: Staff screen displays.

Find | Close | Salect | Clear Salection |
Find: Staff
Find Criteria o
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result &
| |

[ Smith Christine
|Smith Uk

Fiqure 3-67 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click == | Find: Staff screen closes and staff name displays.
Check The Purpose of the meeting or check Other and enter another purpose.

No s

The purpose of the meeting:

™ To discuss the data gathered in the evaluation for special education services of your child and make a determination regarding eligibility
I~ To develop an IEP
™ To review and revise your child's IEP

[ Other: I

Figure 3-68 MET Meeting Request Screen Check Purpose

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

Parents)/Guardians(s) 3
Kelly, Louise Mother Yes Yes ~
Wilkinson, Samuel Step-Father Yes Yes [

Smith, Brian Father Mo Mo r

Figure 3-69 MET Meeting Request Screen Parent(s)Guardian(s) Check Parent

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as patrticipants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

[ Ak ]

Green. Tom4= Case Carrier B
User, Admin 4= Teacher Specialist 2

m|mlfE
=

Figure 3-70 MET Meeting Request Screen Staff Section Change/Add

Change current staff names:
10. Click + next to the Staff Name to change. The Find: Staff screen displays.
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Find | Close | seect | Clear Selection

Find: Staff

Find Criteria >

Last Mame First Name Middle Mame

Smith C

Search Results |

Find Result

IE Last Name First Name Middle Hame
Christine
Jk

Figure 3-71 Find: Staff Screen
11. Enter all or part of staff Last Name, First Name.

12. Click _# | or press ENTER. Search Results displays a list of matching criteria.
13. Click line of staff name. Line highlights.

14. Click again or click == | Find: Staff screen closes and staff name displays.

Staff Orient /Mobility Specialist
X ,7 Other H
4| Green. Tom 4= Case Carrier - F’?{ﬁlcal Therapist
. ~ User. Admin 4= Teacher Specialist + | Pvchologist
I =) Smith. John =  |Reader
Qrhanl Morea

Figure 3-72 MET Meeting Request Screen Staff Section Select Role
15. Click the Role dropdown and select the staff role.
Add staff names:

16. Click Add on the Staff bar. A new line is added to the grid.
17. Repeat the procedure above.

18. If needed, check , on the line of the Staff Name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

19. Click the Add button on the Other Specialists bar. A new row will be added.
20. Enter the Name and Role of the specialist.

Other Specialists

[ 1| Linda Harris Social Worker

Figure 3-73 MET Meeting Request Screen Other Specialists

21. If needed, check Il on the line of the staff name to remove. The row is removed.
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22. Enter meeting information in the textboxes provided.

We would like to schedule a meeting with you at:
Location, Building. Room
Hope High School, Room 302

Meeting Date Meeting Time
08/26/2010 {3:30 PM
This meeting was confirmed by phone on  This meeting was confirmed by
07/21/2010 ISaIIyr Secretary
Comments [5] @
=
=

If you need to change the date and/or time of the meeting. please call

|Sa|l3.r Secretary

at
|800-655-1234

[~ Interpreter Needed

¥ Procedural Safeguards Enclosed

Figure 3-74 MET Meeting Request Screen Information

23. Click _save_|,

PARENT RIGHTS TAB

The Parent Rights tab is for the parent to manually update when they receive the printed hard
copy of the completed Meeting Request. This area is editable and can be completed for the
parent or left blank for the parent to complete.

Editable Version:

Parent Rights
A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for for scheduled meetings on their child.

Please check the following, if applicable:
I 1 do not require a 10 day advance notice for the proposed meeting.
[# | plan to aftend this meeting.
[~ I do not plan fo attend the proposed meeting, but am requesting an alternate meeting time.
[~ | do not plan to pariicipate. Please meet and inform me of the outcome.
[~ Phone conference is requested.
[~ I need a copy of the Release of Student Records form and plan to bring
| fo the meeting

whose position is|
I~ | grant my consent for the individual(s) listed in the Other Specialists section of this document to attend this meeting.

Figure 3-75 MET Meeting Request Screen Parents Rights Tab View

Printable Version (This is what the parent will see).

Parent Rights

A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for scheduled meetings on their child.

Please check the following, if applicable:

D I do not require a 10 day advance notice for the proposed meeting

[]1 plan to attend this meeting.

]I do net plan to attend at the proposed time, but am requesting an alternate meeting time.

DI do not plan to participate. Please meet and inform me of the outcome

["]Phone conference is requested.

DI need a copy of the Release of Student Records form and plan to bring to the meeting
whose position is

Parent Signature: Date:

Figure 3-76 Parents Rights Printable View

The document can be printed, validated and finalized.
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CREATING ADDITIONAL MET MEETING REQUEST DOCUMENTS

In cases where additional attempts are made to schedule a MET Meeting, multiple MET Meeting
Request documents may need to be created. Before an additional MET Meeting Request
document can be created, the previous document must be finalized.

1. Click on the green icon that represents the finalized MET Meeting Request document. The

DocumentViewList view will open displaying the previously finalized Parent Permission
document.

A A |G| A A A A A

Figure 3-77 Finalized Parent Permission Icon

2. Click == | A new Parent Permission will open.
The document can be printed, validated and finalized.
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GENAZ 08 — NOTICE OF ELIGIBILITY

The Notice of Eligibility is located in the Initial, Reevaluation and Preschool Process.
The Notice of Eligibility provides several options:

Eligible for Placement: If this option is selected, the document will be created and
finalized and the student will remain in the Initial process.

Not Eligible for Placement: If this option is selected, the document will be created
and finalized and the student will be exited from Synergy SE. This notice and all other
previously created documents will move to the student’s historical documents.

Not Eligible for One Placement, but Eligible for Another: In certain cases the
student may be found not eligible for a certain special education category and eligible
for another. If this option is selected, the user will be given the option during the
finalizing process of this document, to determine whether to keep the student in
Synergy SE.

(See: Documents With Unigque Functionality)

Note: The Notice of Eligibility has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.
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The Notice of Eligibility contains one tab:
e Prior Written Notice

Figure 3-78 Notice of Eligibility Screen

154 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three

To create a Notice of Eligibility document:

1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the
date the document was created.

2. The Notice of Eligibility opens in Eligible mode. To change the decision, click
Change Decision To "Not Ehgible for Placement” | ]

3. The Decision can be changed back to Evaluate by clicking
Change Decision To "Elgible for Placement” |

Based on the decision made above, the document will state that the student is or is not eligible for
placement in the selected category or categories.

4. Select the category or categories from the drop-down list.
Description of Actions Proposed or Refused
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Educational Placement
The Multidisciplinary Evaluation Team (MET) has found that Harry is not a child with a disability as defined in the IDEA within the categc

| v

Autism =]
An Emotional Disability
A Hearing Impairment
A Mental Disability

Muttiple Disabilfties oposes or refuses to take the action:

An Other Health Impairment
An Orthopedic Impairment

A Preschool Developmental Delay pm (MET) has found that Harry does not have an educational =
A Specfic Leaming Disability ial Education senices in the above area(s). =l

AS h L Impai t
ZEEEN SIS L eI rocedure, assessment, record or report used as a basis for the proposed or refused action:
A Traumatic Brain Injury

A Visual Impairment

Figure 3-79 Notice of EligibilityScreen Disability Drop-down

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses fo take the action:

w
|Student does not have disa{hty ;'
|-
Figure 3-80 Notice of Eligibility Screen Section Drop-down
Explanation of Why the district proposes or refuses to take the action:
w
Eo
The Multidisciplinary Evaluation Team (MET) has found that Harry does not have an educational =]
disability and does not require Special Education services in the above area(s).
=

Figure 3-81 Notice of Eligibility Screen Section Populated

5. Click on the drop-down box located above the textbox.
6. Select the desired key-word stem in the drop-down list.

7. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.
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8. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [t and select date.

9. Enter user (initials) to signify that Procedural Safeguards were provided to parent.

Find | Closs | Select | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Name Middle Name
Smith C
Search Results |

*|Smith Christine

" ISmith Jk
Figure 3-82 Find: Staff Screen

10. Click « next to This document was prepared by:. The Find: Staff screen displays.

11. Enter all or part of staff Last Name, First Name.

12. Click __rnd | or press ENTER. Search Results displays a list of matching criteria.

13. Click line of staff name. Line highlights. Click again or click == | Find: Staff screen
closes and staff name displays.

14. Click _save |,
The document can be printed, validated and finalized.

NOTICE OF ELIGIBILITY AND INELIGIBILITY

Students who ARE eligible for placement in one or more categories but NOT eligible for another:

1. Create the Notice of Eligible for Placement with the decision of Eligible for Placement as
directed above and proceed to finalize.

2. Click on the green icon that represents the finalized Notice of Eligibility document.

Figure 3-83 Notice of Eligibility Icon

The DocumentViewList screen opens displaying the previously finalized Notice of Eligibility
document.

3. Click == | A new Notice of Eligibility document opens.
4. Create this notice with the decision of Not Eligible for Placement as directed above.
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Exit Process &

You have indicated the student is not eligible for special ed for this disability. Is the student continuing in
special ed because they are eligible for another disability? If you are sure you want to exit from special ed,
please type in the fields below.

Exit Date Exit Reason Exit Explanation
07/05/2012| v
Continue in Special Ed Exit from Special Ed | Cancel |

Figure 3-84 Exit Process Screen Continue in Special Ed

5. Finalize the document. Upon finalizing, an Exit Process window will appear:
6. Click Continue in Special Ed. The student is to remain in special education since they
are eligible for other disability placements.
Students who are NOT eligible for any special education services:

7. Create the Notice of Eligible for Placement with the decision of Not Eligible for Placement
as directed above and proceed to finalize. Upon finalizing, an Exit Process window will
appear.

Exit Process &

You have indicated the student is not eligible for special ed for this disability. Is the student continuing in
special ed because they are eligible for another disability? If you are sure you want to exit from special ed,
please type in the fields below.

Exit Date Exit Reason Exit Explanation
07/05/2012) | -
Continue in Special Ed | Exit from Special Ed | Cancel |

Figure 3-85 Exit Process Screen Exit from Special Ed

8. Select the Exit Reason from the available drop-down statement.
9. Enter the Exit Explanation.

10. Click Exit from Special Ed. The student will be exited from Synergy SE. All previously
created documents will move to the student’s Historical Documents tab.
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GENAZ 09 - IEP MEETING REQUEST

The IEP Meeting Request is located in the Initial, Annual Review, Reevaluation, Transfer and
Preschool Process.

The IEP Meeting Request contains two tabs:

e Meeting Participants
e Parent Rights

MET Meeting Request
Student Name: Saager, Philip T. Document: GENAZ 08 Desoiption: IEF Meeting Request
I Eh I Parent Rights

Document Name Document Date
IMET Meeting Request

mmﬂ_ [}

'I'he fnlmvng invited to attend and participate in the meeting:
l. ....... ﬂ. —— ...........:T....... ——— g with you. The purpose of the meeting is to

discuss I‘.lle data gathered in the evaluation for special education semices of your child and to make a determination regarding ehigibiity.
Parents are permitted to bring guests to the meeting, and are encouraged to invite the child's suppon coordinator if the student is
served by another public agency, but are requested to inform the team ahead of time.

If you would like to review the records priorto  Staff Name «
the meeting, please contact

The following are invited to attend and participate in the meeting:
[ | Student (grades T - 12 must be involved)
Parents

ager, Arthur
ager, Melissa

User, Admin s Case Carrier bt

Name of District Representative
Name of Indnadual to Interpret Instructional Implicat of Evaluation Result:

P

We would like to schedule a meeting with you at:
Location, Building, Room

Meeting Date Meeting Time
This meeting was confirmed on  Contact Method This meeting was confirmed by
Comments [F] O

If you need to change the date and/or time of the meeting, please call

at

Figure 3-86 IEP Meeting Request Screen

To create an IEP Meeting Request document:
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MEETING PARTICIPANTS TAB

1. Enter the Document Date (MMDDYY) or click 37 and select date. This should reflect the
date the document was created.

2. Click on « next to Staff Name (see above) to enter the contact name for the parent. The
Find: Staff screen displays.

Find | Close | Sebect | Clear Salection |
Find: Staff
Find Criteria 3
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result ®
| |

[ Smith Christine
[Smith Uk

Fiqure 3-87 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _#2 |or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

Click again or click == | Find: Staff screen closes and staff name displays.
Check The Purpose of the meeting or check Other and enter another purpose.

No oksw

The purpose of the meeting:

™ To discuss the data gathered in the evaluation for special education services of your child and make a determination regarding eligibility
I~ To develop an IEP
™ To review and revise your child's IEP

I~ Other: |

Figure 3-88 IEP Meeting Request Screen Check Purpose

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

Parent(s)/Guardians(s) [#]
Kelly. Louise Mother Yes Yes 2
Wilkinson, Samuel Step-Father Yes Yes r
Smith, Brian Father No No -

Figure 3-89 IEP Meeting Request Screen Parent(s)Guardian(s) Check Parent

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff [ add |
* | |
I Green. Tom+ Case Carrier

| User Admin 4 Teacher Specialist

Figure 3-90 IEP Meeting Request Screen Meeting Request Staff Section Change/Add

Change current staff names:

10. Click + next to the Staff Name to change. The Find: Staff screen displays.
Copyright© 2012 Edupoint Educational Systems, LLC 159




Chapter Three Synergy SE National Documents Guide

Find | Close | seect | Clear Selection

Find: Staff

Find Criteria >

Last Mame First Name Middle Mame

Smith C

Search Results |

Find Result

IE Last Name First Name Middle Hame
Christine
Jk

Figure 3-91 Find: Staff Screen
11. Enter all or part of staff Last Name, First Name.

12. Click _# | or press ENTER. Search Results displays a list of matching criteria.
13. Click line of staff name. Line highlights.

14. Click again or click == | Find: Staff screen closes and staff name displays.

Staff Orient /Mobility Specialist
X ,7 Other H
4| Green. Tom 4= Case Carrier - P{f}smal Therapist
. “d User, Admin 4= Teacher Specialist + | Pvchologist
I =) Smith. John =  |Reader
Qrhanl Morea

Figure 3-92 IEP Meeting Request Screen Meeting Request Staff Section Select Role
15. Click the Role dropdown and select the staff role.
Add staff names:

16. Click Add on the Staff bar. A new line is added to the grid.
17. Repeat the procedure above.

18. If needed, check IZll on the line of the staff name to remove. The row is removed.

The Other Specialists section will allow for participant names that are not available in the Staff
directory.

19. Click the Add button on the Other Specialists bar. A new row will be added.
20. Enter the Name and Role of the specialist.

Other Specialists

’iﬁ Linda Harris Social Worker
Figure 3-93 IEP Meeting Request Screen Meeting Request Other Specialists

21. If needed, check B on the line of the staff name to remove. The row is removed.
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22. Enter meeting information in the textboxes provided.

We would like to schedule a meeting with you at:
Location, Building. Room
Hope High School, Room 302

Meeting Date Meeting Time
08/26/2010 {3:30 PM
This meeting was confirmed by phone on  This meeting was confirmed by
07/21/2010 ISaIIyr Secretary
Comments [5] @
=
=

If you need to change the date and/or time of the meeting. please call

|Sa|l3.r Secretary

at
|800-655-1234

[~ Interpreter Needed

¥ Procedural Safeguards Enclosed

Figure 3-94 IEP Meeting Request Screen Information

23. Click _save_|,

PARENT RIGHTS TAB

The Parent Rights tab is for the parent to manually update when they receive the printed hard
copy of the completed Meeting Request. This area is editable and can be completed for the
parent or left blank for the parent to complete.

Editable Version:

Parent Rights
A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for for scheduled meetings on their child.

Please check the following, if applicable:
I 1 do not require a 10 day advance notice for the proposed meeting.
[# | plan to aftend this meeting.
[~ I do not plan fo attend the proposed meeting, but am requesting an alternate meeting time.
[~ | do not plan to pariicipate. Please meet and inform me of the outcome.
[~ Phone conference is requested.
[~ I need a copy of the Release of Student Records form and plan to bring
| fo the meeting

whose position is|
I~ | grant my consent for the individual(s) listed in the Other Specialists section of this document to attend this meeting.

Figure 3-95 IEP Meeting Request Screen Parents Rights Tab

Printable Version (This is what the parent will see).

Parent Rights

A parent has the Right to participate in all meetings regarding Identification, Evaluation, Placement, and Free Appropriate Education (FAPE) for their
child. A parent has the Right to advance notice (approximately 10 days) for scheduled meetings on their child.

Please check the following, if applicable:

D I do not require a 10 day advance notice for the proposed meeting

[]1 plan to attend this meeting.

]I do net plan to attend at the proposed time, but am requesting an alternate meeting time.

DI do not plan to participate. Please meet and inform me of the outcome

["]Phone conference is requested.

DI need a copy of the Release of Student Records form and plan to bring to the meeting
whose position is

Parent Signature: Date:

Figure 3-96 Parents Rights Printable View

The document can be printed, validated and finalized.
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CREATING ADDITIONAL MEETING REQUEST DOCUMENTS

In cases where additional attempts are made to schedule a MET Meeting, multiple MET Meeting
Request documents may need to be created. Before an additional MET Meeting Request
document can be created, the previous document must be finalized.

1. Click on the green icon that represents the finalized MET Meeting Request document. The

DocumentViewList view will open displaying the previously finalized Parent Permission
document.

Ol A A A

Figure 3-97 Finalized Parent Permission Icon

2. Click __“==__| A new Parent Permission will open.
The document can be printed, validated and finalized.
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GENAZ 10 — NOTICE OF PLACEMENT (INITIAL)

The Notice of Placement (Initial) is located in the Initial Process.

Note: The Notice of Placement (Initial) has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ as
each school district has the ability to create and edit Prior Written Notices to meet
their individual district needs.

The Notice of Placement contains one tab:
e Prior Written Notice

Prior Written Notice

Student Name: Akins, Shawn E. Document GENAZ 10 D Notice of P
Prior Written Notice |

Document Name Document Date

| Notice of Placement | ¥
™ P d A ot :- P A “- Ay A o

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements @D
Explanation of why the distnict proposes or refuses to take the action

v

PO

Descniption of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

v

PO

Description of other options considered and why those options were rejected:

v

)

Description of the factors relevant to the actions proposed or refused are

v

Q
of Dec 9
This decision is proposed to be implemented on [z

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards

Procedural Safeguards prowded to parent(s)

(initials)
This document was prepared by’
dmin User]
Case Manager Case Manager Phone

v

Figure 3-98 Notice of Placement Screen

To create a Notice of Placement document:
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1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

-

Student requires Special =]

Ed ot

g

VI

Figure 3-99 Notice of Placement Screen Statements Section Drop-down

Explanation of why the district proposes or refuses to take the action:
W
&)

The IEP team found that Harry requires Special Education services in order to receive an appropriate =]
education.

Figure 3-100 Notice of Placement Screen Statements Section Populated
2. Click on the drop-down box located above the textbox.
Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.

7. Click + next to This document was prepared by:. The Find: Staff screen displays.

w

Find | Close | Selert | Clear Selection |
Find: Staff
Find Criteria i
Last Mame First Mame Middle Name
Smith C

Search Results |

Find Result [
| |

IS mith Christine
ISmith Uk

Figure 3-101 Find: Staff Screen
8. Enter all or part of staff Last Name, First Name.

9. Click o | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click === | Find: Staff screen closes and staff name displays.

12. Click |_save |,

The document can be printed, validated and finalized.
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GENAZ 11 — NoTicE oF IEP (INITIAL)

The Notice of IEP is located in the Initial Process.

Note: The Notice of IEP (Initial) has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of IEP contains one tab:
e Prior Written Notice

Prior Written Notice

Student Name: Akins, Shawn E. pocument: GENAZ 11 Description: Notice of IEP

Prior Written Notice |
Document Name Document Date
|Notice of IEP | [
[Description of Actions Proposed or Refused 3

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements. *)
Explanation of why the district proposes or refuses to take the action:

v

o

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

v

o

Description of other options considered and why those options were rejected:

v

1o

Description of the factors relevant to the actions proposed or refused are:

v

o

Implementation of Decision Q|
This decision is proposed to be implemented on i

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards

Procedural Safeguards prowided to parent(s)

(initials)
This document was prepared by
i ser
Case Manager Case Manager Phone

v

Figure 3-102 Notice of IEP Screen
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To create a Notice of IEP document:

1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

b

Requires Semices p: =]

[ -
Figure 3-103 Notice of IEP Screen Statements Section Drop-down
2. Click on the drop-down box located above the textbox.
3. Select the desired key-word stem in the drop-down list.
Explanation of why the district proposes or refuses to take the action:
W
V] @
The |EP team has determined that Harry requires the senices listed on the attached IEP. =
[~

Figure 3-104 Notice of IEP Screen Statements Section Populated

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

_ Tip: When entering, editing or viewing information in a textbox, grab in the
Y bottom right corner, to resize the box. The box can be adjusted larger to view
- more of the information or smaller to provide more room on the screen.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [5¥ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click « next to This document was prepared by:. The Find: Staff screen displays.

Find | Closs | Select | Clear Sslection |

Find: Staff

Find Criteria iy

Last Name First Mame Middle Name

Smith C

Search Results |

Find Result >
| |

]S mith Christine
ISmith Jk

Figure 3-105 Find: Staff Screen
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8. Enter all or part of staff Last Name, First Name.

9. Click o | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click === | Find: Staff screen closes and staff name displays.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 12 - IEP

The IEP is located in the Initial, Annual Review, Reevaluation and Preschool Process.

StudentlEP

Cover | Medical PLAAFP

Special Cons.

Goals | Services

Supl Aids & ESY

Student Name: Sabin, Heather R. Student ID: 150478 Gender Female Birth Date: 03/29/2006 Grade: 01  IEF Status: Draft IEP

Testing | LRE | Parent St.

Medicaid

Attachments

Dates

D)

Re-evaluation Due Date

|IEP Date
2 09/05/2012

IEP Review Due Date
09/04/2013 [

Process Name

‘Inilial Evaluation

Display ‘DRAFT

i

Interpreter Meeded
-

Eligibility

Primary Eligibility

Secondary Eligibility
AUTISM
EMOTIONAL DISTURBANCE
ORTHOPEDIC IMPAIRMENT
TRAUMATIC BRAIN INJURY

COMMUNICATION DISORDER
HEARING IMPAIRMENT
OTHER HEALTH IMPAIRMENT
VISUAL IMPAIRMENT

DEAFBLINDNESS
INTELLECTUAL DISABILITY
SPECIFIC LEARNING DISABILITY

Program Recommended

IEP Team Members 8]

Student Consulted/Present
v

Refresh Participants from Team

Parent Participants (&)

Father Yes Yes
Mother Yes Yes

bin, Brian
bin, Judith

SinﬁParhcquts

Case Carrier

Special Ed Teacher v v

Figure 3-106 IEP Screen

(See: Documents With Unigue Functionality)
The IEP contains twelve tabs. The tabs include:

e Cover

e Medical

o PLAAFP (Present Levels of Academic Achievement and Functional
Performance)

e Special Cons. (Considerations)

e Goals

e Services

e Supl. Aides and ESY (Supplementary Aides and Extended School Year)

e Testing

e LRE (Least Restrictive Environment)

o Parent St. (Parent Statement - Optional for Annual Review and Reeval IEP’s)
e Medicaid

e Attachments
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To create an IEP document:
StudentlEP
Student Name: Sabin, Heather R. Student ID: 150478 Gender: Female Birth Date: 03/29/2006 Grade: 01  |EP Status: Draft IEP
If cover | medical = PLAAFP Special Cons. = Goals | Services = Supl Aids &ESY | Testing | LRE | ParentSt. | Medicaid Attachments
Dates Q
Re-evaluation Due Date IEP Date IEP Review Due Date Process Name Display ‘DRAFT
09/05/2012 [P 09/04/2013 |Initia| Evaluation
Interprater Meeded
Eligibility Q|
Primary Eligibility
Secondary Eligibility
AUTISM COMMUNICATION DISORDER || DEAFBLINDNESS
EMOTIONAL DISTURBANCE . |HEARING IMPAIRMENT INTELLECTUAL DISABILITY
ORTHOPEDIC IMPAIRMENT _ |OTHER HEALTH IMPAIRMENT .| SPECIFIC LEARNING DISABILITY
TRAUMATIC BRAIN INJURY VISUAL IMPAIRMENT
Program Recommended (&
Program Recommended
IEP Team Members o]
Student Consulted/Present
Refresh Participants from Team
Parent Partici ("]
| | |
‘Sabin, Brian Father Yes Yes ¥
‘Sabin, Judith Mother Yes Yes v
Staff Participants add | QI
X | e =
User. Admin Case Carrier v
Hom, Cissy ¢= Special Ed Teacher v
Other Partici) Add | Q
4 [ Line| = = = =

COVER TAB
Figure 3-107 IEP Screen Cover Tab

The Reevaluation Due Date will display the date that the next Reevaluation is due for the student.

This date is pulled from the most recent finalized MET Report.

1. The IEP Date will display the date from the most recent IEP. This date will control the IEP
Review Due Date. If desired, enter a different IEP Date (MMDDYY) or click [+ and select
date. The IEP Review Due Date is pulled from the IEP Date field. It calculates by adding
one year minus one day to determine the next annual review due date.

The Process Name indicates the process the student currently resides in.

2. Checking Display “DRAFT” will display the word DRAFT on all pages of the IEP. Make
sure to uncheck this box prior to finalizing or it will display on the finalized IEP.

3. A section is available for Documentation of efforts to schedule the IEP meeting. Click

the Add button to create a new row.

4. Enter Date (MMDDYY) or click k5~ and select date.
5. Enter the Description of the effort into the box.

>

6. If needed, check Il on the line of the documentation record to remove. The row is

removed.
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7. Indicate if Interpreter Needed by selecting Yes or No from the drop-down provided. If yes
is selected, a staff member with the Role of Interpreter must be added.

The Primary Eligibility field in filled in automatically from the MET Report - GENAZ 06 or the
Transfer Process — GENAZ 24.

8. Check the Secondary Eligibilit(ies), if any.
9. Enter the Program Recommended for this student.

10. Click Refresh Participants from Team to display the participants who have been added
to the student's Team List. A confirmation screen displays.

11. Confirm Refresh Staff by entering Yes and clicking the Continue button.
Participant changes can be made directly to this document, also.

1. Click Student Consulted/Present drop-down and select the appropriate option. Selecting
either option will place the student in the Participants section of the printable document. If
the field is left blank the student will not be included in the Participants list.

2. On the Parent Participants section, click the Consulted/Present drop-down and select
the appropriate option. The Parent Participants section will display the Parent/Guardians
for the student as they appear in Synergy SIS (or other district SIS). Selecting from the
Consulted/Present dropdown will place the specific parent in the Participants section of
the printable document. If the drop-down is left blank the parent will not be included in the
Participants list.

The Staff Participants section displays the staff members who have been added to the student’s
Team List. Names can be added or removed from the staff section of this document without
affecting the student’s Team List. If a Staff name is added to this document, the name will display
on this document only and not on the student’s Team List.

Staff Names displaying will be included as either consulted or present, however changes may be
made including additional staff names added.

1. If the staff members Role is different for this IEP meeting, click the drop-down and make
the appropriate selection.

2. Click the Consulted/Present drop-down and select the appropriate option, for each staff
participant. If the field is left blank, the staff member will not appear in the Participant
Section of the Printable IEP.

Change current staff participant names:

Staff Participants Add | @
i | Line J = =
J Green Tog- Case Carrier v 3

] user Admin« Special Ed Teacher v v

Figure 3-108 IEP Screen Cover Tab Staff Section Change/Add

3. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Ccfsel _-'=.=.:'.| Clear Selection |

Find: Staff

Find Criteria >
Last Name First Mame Middle Name

Smith C

Search Results |
Find Result >

| |
Smith Christine
Smith Uk
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4. Enter all or part of staff Last Name, First Name.

5. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
6. Click line of staff name. Line highlights.

7. Click again or click _== | Find: Staff screen closes and staff name displays.
8. Click the Role dropdown and select the staff role.

Add staff names:
1. Click Add on the Staff Participants bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check Il on the line of the Staff Name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

4. Click the Add button on the Other Participants bar. A new row will be added.

5. Enter the Name, Title and Role of the participant.

6. Click the Consulted/Present drop-down and select the appropriate option, for each
participant.

7. Click _save |,

Note: Staff roles of District Representative and Individual to Interpret Results are
required fields. The IEP will display a validation error when finalizing if Staff
Participants have not been added with those roles.
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MEDICAL TAB

The Medical Tab will display information from the most recent finalized IEP, or if this is a new
referral, it will have imported the medical data from the Parent Input / Pertinent Medical
Information.

StudentlEP

Student Name: Sabin, Heather R. Student ID: 150478 Gender Female Birth Date: 03/29/2006 Grade: 01 |EP Status: Draft IEP

Cnverllleci:dIPLAAFP Special Cons. | Goals | Services | Supl Aids &ESY | Testing = LRE  ParentSt. | Medicaid | Attachments

Refresh from Parent Input

o

ignificant illness: e

erious accident: b

- o

Health |ssues [&] @

Additional medical information is on file in the nurse's office and in the teacher's ﬁle.

["|Daily medication

[ ]Procedure PRN (as needed)

Figure 3-110 IEP Screen Medical Tab

1. To import the most recent data from the Parent Input, click _Fefresh from Parent Input | A
confirmation screen displays.

2. Confirm Refresh Medical Information by entering YES and clicking the Continue button.

If there is no Parent Input document created or if this is an Annual Review IEP the button will not
be available.

Refresh Pertinent Medical Information Ol

You are about to refresh data from Parent input. Fields
"Pertinent Medical Information” will be updated. You will
not be able to undo this action once it is complete. If
you are sure you want to make this refresh, type the
word YES in the space provided below, and then click
the Continue button below.

Confirm Refresh Medical Information

e

Conﬁnuel Cancell

Figure 3-111 IEP Screen Medical Tab Refresh Confirmation
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N Caution: If any text has been manually added to the fields prior to clicking the
7 Refresh button, the data will be over-written with the imported data.

Changes can be made directly to this section. (This will not affect the data currently in the Parent
Input or MET Report).

3. Select from the Yes/No dropdowns.

4. Type the details of the selection by entering data in the Description Textbox provided. Use
to spellcheck. Use @ for more space.

Note: Individual school districts can make the decision to hide the Medical List
Items or have only items marked Yes/No appear on the printable IEP. Check with
your district’'s System Administrator for more information on how you district has set
up the Medical section.

5. Select Health Issues from the drop-down list of key words provided. Data can also be
typed directly into the Health Issues textbox.

6. Select the desired key-word stem in the drop-down list.

7. The statement associated with the key-word stem selected displays in the textbox. Use
to spellcheck. Use @ for more space.

V-P Shunt
Health Issues [&] @ © Catﬁeter Con
Suctioning
G-tube Feeding
Medication Administration
Respiratory Management
Urinary Management

Nutrition Management

Additional medical informati je teacher's file v

Daily medication Bowel Management

Procedure PRN (as nee| Behavioral and Family Support

Figure 3-112 IEP Screen Medical Tab Health Issues

8. Data can also be typed directly into the Health Issues textbox.

9. Indicate if Additional Medical Information is on file in the nurse’s office and in the teacher's
file.

10. Indicate if Daily medication or Procedure PRN (as needed) is necessary for this student
by clicking in the checkboxes.

11. Click _save |,

Daily Medication and Procedures PRN are Medicaid billable items. If either is selected, those
items will be placed on the CONSENT TO CLAIM MEDICAID REIMBURSEMENT page which will
print as part of the IEP document.
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PLAAFP TAB
(Present Levels of Academic Achievement and Functional Performance)

1.

StudentlEP

Student Name: Sabin, Heather R. StudentID: 150478 Gender: Female Birth Date: 03/28/2006 Grade: 01 |EP Status: Draft IEP

Cover |.1edic,a|IPLAAFPISpec,iaIC:Jns. Goals | Services Supl. Aids & ESY | Testing = LRE  Parent St = Medicaid Attachments

Include Transition in IEP

A il ing Age-Appropriate Transition-based Assessments

&

Standardized Test

[ Show Detail | Y

s Y a
=7 = vl

e
vl

ol
Ll

District Assessment hd

e

{Terra Nova M

Refrash Tests from Referra

Summary of Current Assessments [§] @

Please enter any curent information regarding the student 5] &

Refresh from MET

vy of Levels of A ic Achi and F Performance

v

Strengths of Student (Academic, Behavioral, Learning Characteristics) 3] @

w

Needs as They Affect Learning [§7] @

Effect of disability on Progress in the General Curriculum and Needs of Student to Access the General Curriculum [37] @

Refresh from MET

Medicaid Service Category Medicaid Service Code

v w

Medicaid Senice [§] @

Parent Input for Enhancing Child's Education [§] @

Refresh from Parent Input

Performance in

Refresh Current Performa

Additional Information: [B] Q

from Referral |

Figure 3-113 IEP Screen PLAAFP Tab Elementary

If the student is a Secondary student and requires Transition Services, the Transition-

based Assessment section displays on the IEP. For Elementary students not requiring
Transition Services, skip to the Standardized Test section of this tab.

Note: Individual Districts can decide at what grade level to have the Transition
section available in the IEP. The Synergy SE default is grades 9 — 12.

174
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2.

If you would like to include Transition Services for students who do not require it, check
Include Transition in IEP.

Click _save |,

Enter Assessment Results including Age-Appropriate Transition-based Assessments in
the textbox provided.

Enter Measurable Postsecondary Goals for Training/Education, Employment and
Independent Living Skill in the textboxes provided.

If the student has an existing IEP, there may be a Projected Course of Study added already. This
section can be modified.

To add a Projected Course of Study:

6.
7.

8.
9.

Click the Add button on the Projected Course of Study bar. A new line displays.
Enter the School Year from the drop-down list.

20M-2012

2012-2013

2013-2014 .
Projected| 2014-2015 Add | show D=tail |
¥ 20152018 = |

| |2013-2014 ._Tl"'r

h
Figure 3-114 IEP Screen PLAAFP Tab Projected Course of Study School Year

Click _save |,
Highlight the row by clicking on the Line number.

10. Click the Show Detail button. The detailed view displays on right.
11. Select the Projected Course of Study by selecting from the drop-down list, or type

directly into the text box provided.

12. Add Courses by clicking on the Add button. A row displays.

Projected Course of Study Add || Hide Detail |

|
<l
i 20132014~ | Projected Course of Study |

W

Coordinated Activities [37] @

Related Services - Interview a job coach for assistance with learning
job tasks.

Instruction - Consider enroliment in a tech-prep program with supports
for eleventh grade.

Employment - Work towards obtaining a license to become a

4 [ »

List Courses: Add |

| tine| =
Welding

[Career Education |

Figure 3-115 IEP Screen PLAAFP Tab Projected Course of Study Detailed View

13. Type directly into the textbox to name Course.

=

14. If needed, check 1l on the line of the Course to remove. The row is removed.
Standardized Test Section (Elementary and Secondary IEPS)

The State and District Testing contains tests used by the school district. Data in this grid will
import from the Referral document or changes can be made directly to this document.
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1. If changes have been made to the Standardized Tests since the IEP has been opened,
click Refresh from Referral | (If there is no Referral document created or if this is an
Annual Review IEP the button will not be available.) A confirmation screen displays.

2. Confirm Refresh Standard Tests from Referral by entering Yes and clicking the Continue
button.

Refresh Standard Tests from Referral Q

You are about to refresh data from the Referral.
Standardized Test Grid will be updated. You will not be
able to undo this action once it is complete. If you are
sure you want to make this refresh, type the word YES
in the space provided below, and then click the
Continue button below.

ConfirmRefreshStandardTest

-
Continue | ﬂl

Figure 3-116 IEP Screen PLAAFP Tab Refresh Confirmation
3. Standardized Tests cannot be removed but can be set not to print on the printable
documents. Remove the checkmark in the Print Test column on the test rows that will not
be used.

Standardized Test Show Detail | ()

1IDistrict Assessment ~ [ -
ETen'a Nova v 7 ol

CLAIMS o E; 7

Flams-a v [7 v

Figure 3-117 IEP Screen PLAAFP Tab Standard Test Print Selection

To add Standardized Test data:
4. Click the line of the Test Name. The line highlights.
5. Click the line again or click the Show Detail button.

Standardized Test Hide Detail | Q|
: st Name Test Grade Test Date
District Assessment [ v|
?R;as Nova Test Scores Add (&
AANSA T B
Comments [§] @

Figure 3-118 IEP Screen PLAAFP Tab Standard Test Detail View
6. Add the grade from the Test Grade drop-down.

7. Enter the Test Date (MMDDYY) or click L and select date..
8. Add Test Scores by clicking on the Add button on the Test Scores bar.

9. If needed, check on the line of the Test Score to remove. The row is removed.
10. Click _Ssave |,
11. Repeat instructions above to update each test.
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12. Import data for the Summary of Current Assessments by clicking | Refresh from MET |, (If there
is no MET Report document created or if this is an Annual Review IEP the button will not
be available.)

13. Enter any current information regarding the student's current assessments in the following
textbox. Use [¥] to spellcheck. Use @ for more space.

The Summary of Present Levels of Academic Achievement and Functional Performance in
General Education sections contain textboxes where descriptions and explanations are entered.
Drop-down key-word stems may be available, based on individual district decisions. If no stems
are available in the drop-downs, text can be added directly to the textboxes.

T e Social skills

Motor development

| rT.ll[l‘«ferall adaptive functioning

Strengths of Student (A2adl oyerall cognitive development

Listening comprehension and following directions

Problem solving and reasoning skills

Understanding question forms and formulating appropriate responses
Figure 3-119 IEP Screen PLAAFP Tab Present Levels Stem Drop-down

14. Click on the drop-down box located above the textbox.
15. Select the desired key-word stem in the drop-down list.

16. The statement associated with the key-word stem selected displays in the textbox. Use
to spellcheck. Use @ for more space.

Strengths of Student (Academic, Behavioral, Learning Characteristics) [5] @

Social skills.

The use of appropriate social conventions of effective listeners and speakers.
Philip usually demonstrates a positive attitude, self-motivation and active
involvement in the lessons presented.

Figure 3-120 IEP Screen PLAAFP Tab Present Levels Statement Populated
OR Your screen may look like this:
Strengths of Student (Academic, Behavioral, Learning Characteristics) | Add | (@]

[#] D Student has all of his multiplication facts
|l 1 Math memorzed and picks up new
skills quickly

Needs as They Affect Learning [ A0 |Q
e g rae Ared | gerec ped

[%1 D Needs additional resources 1o help him be

Academic better understood in group settings.

Figure 3-121 IEP Screen PLAAFP Tab Present Levels Alternate View
17. Click the Add button to add a new row.
18. Type in the Area Considered and the Strengths of the student..
19. Additional rows may be added until all areas have been added.

20. If needed, check on the line of a row to remove. The row is removed.

Effect of Disability on Progress in the General Curriculum and Needs of Student to Access the
General Curriculum is imported from the MET Report.
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21. Additional data can be entered into this textbox.

22. If changes have been made to the MET Report since the IEP has been opened, click

_ Refrazh from MET | (If there is no MET Report document created or if this is an Annual Review
IEP the button will not be available.) A confirmation screen displays.

Refresh Effect of disability on Progress in the General
Curriculum and Needs of Student to Access the %
General Curriculum from MET

You are about to refresh data from MET. Field "Effect of
disability on Progress in the General Curriculum and
Meeds of Student to Access the General Curriculum" will
be updated. You will not be able to undo this action
once it is complete. If you are sure you want fo make
this refresh, type the word YES in the space provided
below, and then click the Continue button below.

Confirm Refresh Effect

=

Continue | Cancel|

Figure 3-122 IEP Screen PLAAFP Tab Refresh Confirmation

23. Enter YES and click Continue.

(Medicaid Service times are set up and calculated in the Services tab.)

24. If any Medicaid Services are provided to the student, select from the Medicaid Service
Category dropdown list to select a category.

Medicaid Service Category Medicaid Service Code
Activities of Daily Living B b
Medicaid Service [5Q
Harry will receive Aide assistance in th Eating/Feeding oming - personal -
hygiende, combing/brushing hair, inse Grooming sses, o hearing aids.
Dressing =
Parent Input for Enhancing Child's g U5 of assistive devices P —
Mobility =
Tioleting
Transfers =l

Figure 3-123 IEP Screen PLAAFP Tab Medical Services Stem Drop-down
Based on the Category selected from the dropdown box, the applicable service code statements
become available in the Service Code dropdown box.

25. Select the appropriate Service Code. A statement based on the Category and Code
selected displays in the Medicaid Service textbox.

26. The statement can be edited directly in the textbox, if desired.

Medicaid Service Category Medicaid Service Code

Activities of Daily Living * | |Grooming A

Medicaid Service [&5 &

Harry will receive Aide assistance in the following Activities of Daily Living: Grooming - personal =

hygiende, combing/brushing hair, insertion and removal of contact lenses, glasses, or hearing aids.

Figure 3-124 IEP Screen PLAAFP Tab Medical Services Statement Completed
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Parent Input for Enhancing Child’s Education is imported from the Parent Input document.
Additional data can be entered into this textbox.
1. If changes have been made to the Parent Input document since the IEP has been
opened, click _Refresh from Parent Input | (If there is no Parent Input document created or if this is
an Annual Review IEP the button will not be available.) A confirmation screen displays.

Refresh Parent Input for Enh ing Child's Education from Parent Input (JJ

You are about to refresh data from Parent Input. Field "Refresh Parent
Input for Enhancing Child's Education” will be updated. You will not be
able to undo this action once it is complete. If you are sure you want to

make this refresh, type the word YES in the space provided below, and
then click the Continue button below.

Confirm Refresh Concern

Continue Cancel

Figure 3-125 IEP Screen PLAAFP Tab Refresh Confirmation

2. Enter Yes and click Continue.
Performance in General Education is imported in from the Referral document.

3. If changes have been made to the Referral document since the IEP has been opened,
click _Refresh Current Performance from Peferral |

4. To view the student’s Current Performance click the Show Detail button.

All performance entries will be viewable as read only items. If changes are needed they will have
to be made in the Referral document.

If this is an Annual Review IEP there will be no Referral document so the button will not be
available.

5. An Additional Information textbox is available for summarization, if needed.

Performance in General Education Q)

Refr

Additional Information: B

=l

-]
Figure 3-126 IEP Screen PLAAFP Tab Performance in General Education

6. Enter Progress on IEP Goals in the textbox provided.
7. Select if the student is making appropriate progress on IEP goals from the drop-down list.
8. If No is selected, enter Explanation for Lack of Progress in the textbox provided.

Explanation for Lack of Progress:

The student is making appropriate progress on [EP Goals:
w

N/A B I

No

Yes =l
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PRESCHOOL STUDENTS

Preschool (How disability affects child?s participation in activities(Only For PRESCHOOL REFERRAL

b

Preschool (How disability affects child?s participation in activities(Only For PRESCHOOL REFERRAL) [ @

=

|

Figure 3-128 IEP Screen PLAAFP Tab Preschool

1. Select the appropriate response from the drop-down provided. The statement displays in
the editable textbox.

SPECIAL CONS. TAB

(Special Considerations)

StudentlEP

Student Name: Sabin, Heather R. Student|D: 150478 Gender: Female Birth Date: 02/28/2006 Grade: 01  |EF Status: Draft IEP

Cover | Medical = PLAAFP | Special Cons.l Goals | Services | Supl Aids & ESY | Testing LRE | ParentSt. | Medicaid | Attachments
Assistive Technology O
The team considered the student's need for Assistive Technology devices and sewvices and determined that

v

O Refresh From MET

Behavioral Needs (& ]

In the case of a student whose behavior impedes his or her learning or that of others, consider the use of positive behavioral interventions,
strategies, and supports to address that behavior. The team considered the student's need for positive behavioral interventions, supports
and strategies to address behaviors that impede learning of self or others and determined that

w

Ele

English Language Learner O

It has been determined that this student

w

ELE

Figure 3-129 IEP Screen Special Cons. Tab

1. If changes have been made to the MET document since the IEP has been opened, click

_ Refresh from MET |, (If the MET document has not been created or if this is an Annual Review
IEP the button will not be available.) A confirmation screen displays.
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2. Type Yes and click Continue.

Refresh Assistive Technology Description @

You are about to refresh data from MET. Field "Assistive
Technology"” will be updated. You will not be able to undo this
action once it is complete. If you are sure you want to make this
refresh, type the word YES in the space provided below, and then
click the Continue button below.

Confirm Refresh Assistive Technology Description

Continue Cancel
Figure 3-130 IEP Screen Special Cons. Tab Confirmation Window
3. Select if Assistive Technology is or is not necessary from the drop-down list.

4. If Assistive Technology is necessary, select the Technology options from the drop-down
list. The statement will populate the textbox.

Assistive Technology electronic &
The team considered the § talking dictionary tive Technology and determined that
it is necessary. v tape player

books tape

v

HCR
@ 9 computers Refresh From MET

computer program =

typewriter ;I

Figure 3-131 IEP Screen Special Cons. Tab Assistive Technology

5. Select if school and classroom rules should or should not be applied from the drop-
down list.

Behavioral Needs &)

The team considered the appropriateness of holding the student accountable to classroom, school and district discipline rules and consequences and determined
that

-

these rules and consequences should be applied. d
-]
Figure 3-132 IEP Screen Special Cons. Tab Discipline Rules

these rules and consequences should not be applied.

6. Select if a Behavioral Intervention Plan is or is not necessary. (The BIP is available in
the Ad Hoc Documents).

The team considered the student's need for positive behavioral interventions, supports and strategies to address behaviors that impede learning of self or others and
determined that

-

the attached Behavioral Intervention Plan is necessary. ;l

these are not necessary.

Figure 3-133 IEP Screen Special Cons. Tab Behavioral Intervention Plan Consideration

7. Select if the student is or is not an English Language Learner from the drop-down list.

English Language Learner &

It has been determined that this student

-

is an English Language Leamer. ;l
-]
Figure 3-134 IEP Screen Special Cons. Tab ELL

is not an English Language Leamner.

8. Select if Braille services are or are not needed for the student from the drop-down list.

Blind/Visually Impaired Q

The team considered if the student has a visual impairment that requires Braille services in order to function at a level consistent with expected achievement and
determined that they

v

are needed. =]
are not needed. H

Figure 3-135 IEP Screen Special Cons. Tab Braille

Copyright© 2012 Edupoint Educational Systems, LLC 181



Chapter Three Synergy SE National Documents Guide

9. Select if the communication needs are or are not necessary for the student from the
drop-down list.

Deaf/Hearing Impaired &

The team considered if the student has communication needs that require educational communication in an alternate mode preferred by the student and determined
that this

~

is necessary. d
is not necessary.

[l

Figure 3-136 IEP Screen Special Cons. Tab Deaf and Hearing Impaired

10. Select if other communication services, supports and goals are or are not necessary for
the student.

c

The team considered the student's needs for other communication services, supports and goals and determined that they

v

are necessary. ;l

are not necessary.

El
Figure 3-137 IEP Screen Special Cons. Tab Communication

11. Select if the student is or is not in need of related services from the drop-down list.

Related Service (&
The team considered the need for related services and determined that the student

v

is in need of related semvices. =]

is not in need of related senices.

El
Figure 3-138 IEP Screen Special Cons. Tab Related Service

12. Click |_save |,

GOALS TAB

Goals added to this IEP will be available in the student’s Progress Report once this IEP is
finalized.

1. Addthe Grading Periods dates for Progress Reports. (MMDDYY) or click ¥ and select
date.

2. Click the Add button on the grading Periods bar. A new line displays.

Progress reports on goals will be sent home in accordance with the grading periods | Add ‘ @
% \
[ 1st Grading Period 09/30/2010
I 2nd Grading Period 11/24/2010

Figure 3-139 IEP Screen Goals Tab Progress on Goals

3. Label the Grading Period as desired, (1st Grading Period, 1st Grading Quarter, etc.)
4. Enter the date for the Grading Periods (MMDDYY) or click [ and select date.

=

5. If needed, check -1 on the line of the Grading Periods record to remove. The row is
removed.
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ADDING GOALS
Goals can be added to the IEP in five ways:

¢ New Blank Goal
e Goal Library
e Personal Goal Library

StudentlEP

Student Name: Sabin, Heather R. Student ID: 150478 Gender: Female Birth Date: 03/29/2006 Grsde: 01 |EF Status: Draft IEP

Cover | Medical | PLAAFP | Special Cons. I Goalsl Services | Supl Aids 8ESY | Testing | LRE | ParentSt. | Medicaid Attachments

Progress Report F 0
e
Grading Periods Add Q)
e = 0 = ading Period abe ading Period

Progress Period 4

Progress Period 3

Progress Period 1

Progress Period 2

Category Add New Blank Goal

| Y|

To add a blank goal gnid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.

Goals Add Show Detail | (|

atego Descriptio Pre score date Pre score Applies To Es

Move Category Up Move Category Down

Figure 3-141 IEP Screen Goals Tab
e Goal Builder
e Standard Goal Library

NEwW BLANK GOAL
1. Select the goal Category from the drop-down box.
2. Click Add New Blank Goal. A new row is now added to the Goals section.

Category | AddNewsankGoal |

|

To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.

Goals Add Show Detail | (3

el -
Reading BEE o = ~

Figure 3-140 IEP Screen Goals Tab Add New Blank Goal
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Type the goal in the Description textbox. Use [¥] to spellcheck. Use @ for more space.
Add the Goal Pre score date (MMDDYY) or click ¥ and select date.
Type the Pre score information.

If this goal will apply to ESY place a check in the Applies To ESY column. By placing a
checkmark in this area, the goal will then be imported into appropriate fields the ESY
Progress Report and ESY Addendum — GENAZ 505.

7. Repeat above directions to add additional goals.

o gk w

>
8. If needed, check Il on the line of the Goal record to remove. The row is removed.

9. Click on the line of the goal. The line highlights.

IGoaIs [ Adg | Hide Detail |

| Description [35] G Date
[ Reading .

Pre-score

Short-Term Objectives/Benchmarks ETE
= = s
9
o

Figure 3-142 IEP Screen Goals Tab Detail View

10. Click the Show Detail button. The detail view displays on the right.

11. Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

12. Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [¥] to spellcheck. Use @ for more space.

13. Insert the By Date, (MMDDYY) or click ¥ and select date when the student will meet the
Short-Term Objective/Benchmark.

14. Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

15. Repeat above directions to add additional Short-Terms Objectives.

=
16. If needed, check 1l on the line of the Short-Terms Objective to remove. The row is
removed.

17. Click the Hide Detail button to close the detailed view.

GOAL LIBRARY

&)
Category Add New Blank Goal
v
To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.
Goals Add H Show Detail ‘ (%]
x g S | 8
Fo s
[ Reading @ = r
Move Category Up ‘ Move Category Down |

Figure 3-143 IEP Screen Goals Tab Add Goal

1. Click the Add button on the Goals bar. The Goal Library Search screen opens.
2. Click the Category drop-down and select.

184 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three

3.
4.

10.
11.

12.

13.
14.
15.

Click the Sub Category drop-down and select.
Click the Find button. The goals matching the criteria selected displays.

Find | close |  assion | Status: Ready
Goal Library Search
Goals |
Selection Criteria
Category Sub Category ~Show from Goal Library Personal Only
Reading ¥ || Reading - Grade 1 ¥ ir
I
Goal @

[STUDENT] will demonstrate improved knowledge of literature by identifying four organizational
features of expository text when given (state conditions) scoring (state criteria) as measured
|quarterly (by your method of evaluation) R:01 S3 C1 PO3 Alt 1

[STUDENT] will demonstrate improved knowledge of literature by determining which pictureficon
matches a story, heard or read, when given two picturesficons to select from scoring (state
|criteria) as measured quarterly (by your method of evaluation) R:01 52 C1 PO1 Alt 3
[STUDENT] will demonstrate improved knowledge of literature by following a 1-step direction
when given tactile symbols or pictures scoring (state criteria) as measured quarterly (by your
|method of evaluation) R:01 53 C2 PO1 Alt 2

[STUDENT] will demonstrate improved knowiedge of literature by demonstrating understanding
Reading - |that print materials (objects/partial objects, tactile symbols) are read left to right, with top to
Grade 1 | bottom progression, when given (state conditions) scoring (state criteria) as measured quarterly
(by yvour method of evaluation) B:01 S3 C1 PO3 Alt 3

Figure 3-144 IEP Screen Goals Tab Assign Goal

.. |Reading -
Reamng Grade ig
Reading -
i Reading ;=0 19
Reading -
Reading oot 19

Reading

Click anywhere on the line of the appropriate goal. The line highlights.

Click the Assign button to add the selected goal to the student’s IEP. A pop-up window
displays containing the goal and stating that the goal has been added successfully to the
IEP.

Click OK.

The Goal Library Search screen will remain open, allowing for additional goals to be
added. When all goals have been added, close this window. The selected goals will
populate in the IEP.

The goals are contained in editable textboxes. Edit the criteria as necessary. Use [¥] to
spellcheck. Use @ for more space.

Add Pre score date and Pre score in textboxes provided.

Place a check in the Applies to ESY column checkbox, if this goal should apply to ESY.
The selected goal will be imported into the ESY Progress Report and the ESY Addendum
— GENAZ 505.

Click on the line of the goal. The line highlights.

Goals [ aga | Hide Detail [

g atego Description [ & Date
Reading -
Pre-score
Add to Personal Goal Librar
Short-Term Objectives/Benchmarks Add Q
e[D ptio By Date ew Orde

R 7

Figure 3-145 IEP Screen Goals Tab Detail View

Click the Show Detail button. The detail view displays on the right.
Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use ¥l to spellcheck. Use @ for more space.
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16.

17.

18.

19.

20.

Insert the By Date, (MMDDYY) or click ki and select date when the student will meet the
Short-Term Objective/Benchmark.

Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

Repeat above directions to add additional Short-Terms Objectives.

>
If needed, check [l on the line of the Short-Terms Objective to remove. The row is
removed.

Click the Hide Detail button to close the detailed view.

PERSONAL GOAL LIBRARY

Before adding a goal from your Personal Goal Library you must first add goals to your library.
Goals are added to your Library after you have added commonly used goals to you IEP.

1.

5.

To add goals to your Personal Goal Library, open an IEP you have already completed
with the desired goals:

Click on the line of the goal. The row highlights.

Click the Show Detail button. The detail view displays on the right.

Click M topersen Gosl o | The Goal Personal Library window opens allowing you to

edit the goal selected. State Standards and Benchmarks may be added in this section to
allow for easier Goal adding.

Goals Hide Detail | @

State Standard Number
| speech - Articulation
Description [ & Date
Henry will demonstrate improved intelligibility of speech by producing - |01/22/2012
consonant blends to reduce the occurrence of the phonological process |2 pra cegre
of sound omission when given a stimulus statement from the teacher -
and no model with a score of 80% accuracy as measured by quarterly — ~ 60%
Add to Personal Goal Library
Short-Term Objectives/Benchmarks | Add | (]
X = s
R

i 03/22/2012 1

Figure 3-146 IEP Screen Goals Tab Add to Personal Goal Library

Click _save |,

Once you have added goals to your Personal Goal Library they are available for use.
6. Click the Add button on the Goals bar. The Goal Library Search screen opens.
7. Click the Category drop-down list and select.

Fnd | Close |  ssin Status: Ready (£
Goal Library Search
Goals |
Selection Criteria ]
Category Sub Category Show from Goal Library Personal Only
Speech - Articulatior ¥ v
Goal [«]

[Student] will demonstrate improved intelligibility of speech by producing

M Speech - consonant+vowel+consonant (CVC) combinations in simple sentences when given a stimulus

Articulation statement with no model from the SLP with a score of 80% accuracy as measured by quarterly
teacher created assessment. AZ Academic Standards LS-F 1,2.3.

Figure 3-147 IEP Screen Goals Tab Goal Library Personal Only

8. Click on the Show from Goal Library Personal Only checkbox.
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9. Click Find. The goals matching the criteria selected displays
10. Select the appropriate goal by highlighting the goal statement anywhere in the row.

11. Click ﬂ to add the selected goal to the student’s |IEP.
A pop-up window displays containing the goal stating that the goal has been added successfully
to the IEP.

12. Click OK. The Goal Library Search Window will remain open allowing for additional goals
to be added.

13. When all goals have been added, close this window. The selected goals will populate in
the IEP.

x|

Goal [STUDENT] will demonstrate increased numerical operations when given a combination of coins and bills to determine if there is 7enough money? or ?not enough
! money? to make the purchase when given (state condition) scoring (state criteria) as measured quarterly by (your method of evaluation) M:9-12 S1 C2 PO2 Alt 3 has been

successfully assigned to IEP,
OK
Figure 3-148 IEP Screen Goals Tab Goal Added Successfully
14. The goals are contained in editable textboxes. Edit the criteria as necessary.
15. Add Pre score date and Pre score in textboxes provided.

16. Place a check in the Applies to ESY column if this goal should apply to ESY. The
selected goal will be imported into the ESY Progress Report and the ESY Addendum —
GENAZ 505.

17. Click on the line of the goal. The line highlights.

18. Click the Show Detail button. The detail view displays on the right.

19. Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

20. Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [¥] to spellcheck. Use @ for more space.

21. Insert the By Date, (MMDDYY) or click k5 and select date, of when the student will meet
the Short-Term Objective/Benchmark.

22. Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

23. Repeat above directions to add additional Short-Terms Objectives.

IGoaIs [ Adg | Hide Detail |

| Description [5] G Date
1| Reading .

Pre-score

Short-Term Objectives/Benchmarks | Add ‘ (& ]
ba &l =
@)
o

Figure 3-149 IEP Screen Goals Tab Detailed View

>
24. If needed, check 1 on the line of the Short-Terms Objective to remove. The row is
removed.

25. Click the Hide Detail button to close the detailed view.
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GOAL BUILDER

1. Select the goal Category using the available categories in the drop-down box.
2. Type in the Timeframe for the goal.
3. Type in the Condition for the goal.
4. Type in the Behavior for the goal.
5. Type in the Criterion.
9

Category Add New Goal

Ymenmﬁ@o Conamons. (51O Benavior (51O Creencn [F1Q

By 6 months fom now i ven hime 10 practice thee skils 2] [Crang's s20% well e able 1o wrte 21 |to the satsfaction of Dstnct and =]

measuradie goals DE Standaeds 100 % of the bme
= = -
To 300 2 goal, choose category and I out Qodl parts. then cick the Add New Goal Bution

Figure 3-150 IEP Screen Goals Tab Goal Builder

6. Click the Add New Goal button. The goal builder automatically combines the entered
information into a complete goal in the Goals Section.
— [ s Show et | Q]

] S By & months fom now, ghen time fo practics their skills, Craigs staf =

r,'r" !i*.* will b able b5 wiite mediurabla goali. 5o the satinfaction of Dritnct and E;'
L “FMN ADE Srandaeds 100 % of the bma mo :I =
- < |

Figure 3-151 IEP Screen Goals Tab Goal Builder Completed

7. Add Baseline Date (MMDDYY) or click k5~ and select date.
8. Enter Baseline in the textbox provided.

9. Place a check in the Applies to ESY column if this goal should apply to ESY. The
selected goal will be imported into the ESY Progress Report and the ESY Addendum —
GENAZ 505.

10. If needed, check 1l on the line of the Goal to remove. The row is removed.
11. Click on the line of the goal. The line highlights.

Goals [ Add | HideDeiail [

B atego Description [§7] @ Date
Readng :
Pre-score
Add to Personal Goal Libran ‘
Short-Term Objectives/Benchmarks Add @
e [De ptio By Date ew Orde

9 2

Figure 3-152 IEP Screen Goals Tab Detailed View

12. Click the Show Detail button. The detail view displays on the right.

13. Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

14. Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [¥] to spellcheck. Use @ for more space.

15. Insert the By Date, (MMDDYY) or click ¥ and select date, of when the student will meet
the Short-Term Objective/Benchmark.

16. Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

17. Repeat above directions to add additional Short-Terms Objectives.
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18.

19.

a s wbde

~

9.

If needed, check =1
removed.

Click the Hide Detail button to close the detailed view.

| on the line of the Short-Terms Objective to remove. The row is

STANDARD GOAL LIBRARY

Add a goal from the Standard Goal Library: Select Standard Type, Grade, and Need Area and click the Add Standard Goal Button )
Standard Type Grade  Need Area Add Standard Goal
|Slata Standards Vl ‘03 Vl ‘Readinj vl
Goals Show Detail | ()
e atego ate Standard e Descriptio Pre score date Pre score Applies To
| Move Category Up Move Category Dovm ‘ |

Figure 3-153 IEP Screen Goals Tab Standard Goal Library

From the Standard Type drop-down select the standard area for the goal.
Select the Grade level of the standard to add using the drop-down.

Select the Need Area from the drop-down.

Click the Add Standard Goal button. The Standard window will open.

Click on P next to the desired standard. The performance objectives display below and b
turns to V.

Standard Standard Standard
P[1776 - Swrand 1. Number and O, I - [ 1776 - Strand 1: Number and Operations - (S 1776 - Strand 1: Number and Operations
P 1791-Strand 2 Data Analysis, Probability, an P [1777 -Concept 1: Number Sense] @ 1777 - Concept 1: Number Sense
b 1805 - Strand 3: Patters, Aigebra, and Functio P 1784 - Concept 2: Numerical Operations P [1778 - Compare and order positive fractions. de|
P 1812 - Strand 4: Geomelry and Measurement P 1789 - Concept 3: Estimation P 1779 - Determine equivalence by converting betw
P 1824 - Strand 5: Structure and Logic P 1791-Strand 2: Data Analysis, Probability, an P 1780 - Differentiate between prime and composit
P 1805 - Strand 3 Palterns, Algebra, and Functio P 1781 - Express or interpret positive and negati
P 1812-Strand 4: Geometry and Measurement P 1782- Locate integers on a number line,
b 1824 - Strand 5: Structure and Logic P 1783 - Use ratios and unit rates to model, desc
P 1784 - Concept 2: Numerical Operations

P 1789 - Concept 3: Estimation

Figure 3-154 IEP Screen Goals Tab Standard Goal Library Standards and Performance Objectives [P 17%1-Stsnd2 Data Anabsis, Probabily. an
P 1805 - Strand 3: Patterns, Algebra, and Funclio

P 1812- Strand 4: Geometry and Measurement

P 1824 - Strand 5: Structure and Logic

Click on the desired performance objective.
Check the goals desired in the Add column.
Click Add Goals.

View Order

Code Standard Description [§] @

1778 Compare and order positive fractions, decimals, and percents. +

Goal Q

e|Des on dd

[Student] will demonstrate team work skills, by completing school projects on time, with integrity, while
displaying conduct befitting a citizen of the class, given a teacher directed activity, scoring pass -
marks for school weeks, as measured by teacher observation and a [Student] behavior check sheet,|
daily

kdjfsdkfjsal;dkfj.sidkf] =
[Student] will demonstrate technological literacy, by using organizational features of electronic information
(e.g. microfiche headings and numbering; headings for accessing nested information in hypertext media,
electronic media, library, interlibrary catalog data bases), given a teacher directed activity, scoring ____
pass marks for school weeks, as measured by teacher observation and a [Student] behavior check
sheet. daily

Figure 3-155 IEP Screen Goals Tab Add Goals

A pop-up message displays for each added goal letting you know that the goal(s)
has/have been successfully assigned to the IEP. Click the OK button to close the
message.
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10. Close the Standard screen. The goals have now been added and are ready for editing.

Add a goal from the Standard Goal Library: Select Standard Type, Grade, and Need Area and click the Add Standard Goal Butten Q
Standard Type Grade  Need Area Add
[ ¥ o] g
Goals Show Detail | ()
([ Line[ category =| State Standard Number = |Description Prescoredate = Pre score <[ AppliesToEsy =
Q Adam will demanstrate team work skills, by completing schol projects ~
on time, with integrity, while displaying conduct befiting a citizen of the |Z|
I vt 18 class, given a teacher directed actiity, scoring ___ pass marks for B =
__ school weeks, as measured by teacher observation and a Adam -
@ Adam wil literacy, by using -
features of electronic information (¢.g. microfiche headings and = -,
LI Van i numbering; headings for accessing nested information in hypertext j C
media, electronic media, library, interlibrary catalog data bases), givena -

Figure 3-156 IEP Screen Goals Tab Goals Added
Goals will automatically be sorted by Category. The order of categories can be changed.

11. Click the line number of a goal. The goal highlights.

QHarry will demonstrate increased numerical operations when given a
™ Alternate Academic Stds - Math combination of coins and bills to determine if there is ? enough money?
or ?not enough money? to make the purchase when given (state -
condmon) scoring (state critena) as measured quarterly by (your ¥
.OHany will demonstrate increased data analysm with appropniate |
= graphical representation by using labels, titles, and organized data
g Alternate Academic Stds - Math provided to construct a graph scoring (state criteria) as measured
quarterly (by your method of evaluation) M:9- 12 S2C1PO2AIt 2 ;]
QHatry will demonstrate increased data analyms with appropriate = |
: = graphical representation by using labels, titles, and organized data
[ ITIANS AACAISINC SN - Math provided to construct a graph scoring (state criteria) as measured
quarterly (by your method of evaluation) M:9-12 S2 C1 PO2 Alt 2 _:j
\QHany will demonstrate an improved awareness of vocal quahty by 1=
Speech - Voice generating a list of substitute (nonvocal) behaviors to use in given
situation when given a stimulus question and situational context by the —
teacher with a score of () accuracy as measured bya ;]
¥] @ Harry will demonstrate improved intelligibility of speech by producing 4]
_Art . understandable utterances containing no more than ()%
| Py unintelligible words when given a trained listener and stimulus T
ictures/objects related to a structured classroom activity with a score ¥
Move Category Up I Move Category Down I

Figure 3-157 IEP Screen Goals Tab Sort
12. Click Move Category Up or Move Category Down to move the goal to the top or bottom

of the Goals list.
13. Click _Ssave |,
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SERVICES TAB

Services will display the type, location and duration of special education services provided to the
student. If the service is a Medicaid Billable service it will calculate the service hours.

StudentlEP

Student Name- Sabin, Heather R. Student ID- 150478 Gender Female Birth Date: 03/29/2006 Grade: 01 |EF Status: Draft IEP

Cover | Medical | PLAAFP | Special Cons. | Goals I Senfmesl Supl. Aids &ESY | Testing | LRE | ParentSt. | Medicaid Attachments
Special Education Services Acl 5hcm Detail

|— Amount of Time Date of
Frequency Initiation Dllsr::mol I|ours Per =
Hours — Unit On/About Year

Related Services Add Show Detail | ()
Amo 0 e Da 0 edicald
Related Provid ) tion o
ocatio S tiatio 0
0 Cf 0 0
Senvices Justification [§7] @
Transportation [

There are no Auto-Populate entries for the specified question

e student will receive Special Education transportation for the duration of this IEP due to the disability and to access the
program site. Curb to curb transportation to address needs that are indicated in the IEP will be provided.

e student will receive Special Education transportation for the duration of this |EP due to the disability and to access the
program site. Adult assistance to address needs that are indicated in the |IEP will be provided.

Figure 3-158 IEP Screen Services Tab

Click the Add button to add a new special education service. A new row displays.
Click the Provider Role drop-down box and select the appropriate provider.
Click the Location drop-down box and select the appropriate location.

Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

Select the correct Frequency Unit using the options in the frequency drop-down box.
Enter Date of Initiation On/About (MMDDYY) or click - and select date.

7. Enter Duration of Service (MMDDYY) or click k- and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day).

P wnN PR

o o

Special Education Services

¢ |Line| Yiew - Specially Designed Instruction = | Provider Role = Location [ cwome |
Order ~ Hours = [ Frequency Unit

[m| 1 Advocacy Skills v ||Special Ed Te v |Special Ed Class | 2.50 per week v n7ms;zmz|
Figure 3-159 IEP Screen Services Tab Duration of Service

If the service added is Medicaid billable the Medicaid Hours Per Year will automatically calculate
and be entered into the Medicaid Column.

8. Click line of Specially Designed Instruction. Line highlights.
9. Click again or click Show Detail. The detailed view displays on right.
10. Select the Detail Description Code using the drop-down statement box.

Copyright© 2012 Edupoint Educational Systems, LLC 191



Chapter Three Synergy SE National Documents Guide

11. Type in the Detail Description. Use [ to spelicheck. Use @ for more space.

Special Education Services ‘ Add ” Hide Detail | @
pecially Designed Instructio Provider Role  Location Hours Frequency Unit
Functional Communication (SLI) v |Specia| Ed Te v ‘ |Specia| Ed Classroom Vl 250 per week A
Date of Initiation On/About Duration of Service
07/06/2012 07/06/2013

Detail Description Code

| E

Detail Description [5G

Figure 3-160 IEP Screen Services Tab Specifically Designed Instruction
12. Click Hide Detail to close the detailed view.
Related Services

13. Click the drop-down in the Related Service box and complete the statement.
14. If the student is not in need of Related Services, move on to the Transportation section.

Related Service
The team considered the need for related services and determined that the student

is in need of related servicss.\ V‘

Related Services Add Show Detail | (]
oo z
0 edicawd O Pe

a Date of Initiatio Duratio
- ocatio aque
Orde ervice ole ; On/Abo

Figure 3-161 IEP Screen Services Tab Related Service Statement
15. If the student requires Related Services, click Add on the Related Services bar.
16. Click the Related Service drop-down and select.
17. Click the Provider Role drop-down box and select.

Related Services

View . - -
Order Related Services Provider Role Location

Figure 3-162 IEP Screen Services Tab Related Service
18. Click the Location drop-down and select.

19. Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

20. Select the correct Frequency Unit using the options in the frequency drop-down box.
21. Enter Date of Initiation On/About (MMDDYY) or click [ and select date.

22. Enter Duration of Service (MMDDYY) or click ¥ and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day). Enter the Amount of Time using quarter hour increments in the
Hours textbox. (i.e., 2.25, 5.50, 3.75, etc.)

If the related service is Medicaid billable, the Medicaid Hours Per Year will automatically
populate, based upon the Amount of Time selected and the Duration of Service.

Amount of Time Date of
I iti ﬁun Duration of ” SPEI’ s
Hours Freguency Unit Service Year
0.50 per day | 07/05/2012 07/04/2013 2 128.00

Figure 3-163 IEP Screen Services Tab Medicaid Hours Per Year
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23. Click the Services Justifications drop-down and select. The statement will populate the
textbox below. Custom statements may be added directly to the textbox, also.

g

Services Justification [E5

Figure 3-164 IEP Screen Services Tab Services Justifications

24. After reading the text in the transportation section, answer Yes or No to each statement
using the drop-downs. If No is selected, continue to the Services Tab. If Yes is selected to
either statement, additional fields display.

25. In the second section, select Yes or No from The student requires... drop-down box.

Transportation

Transportation is a team decision. It is based on need not on a specific disability. NOTE: Transportation is a related service, so you must provide the

justification for it in the PLAAFP. What are the student's behavioral needs or needs for specialized equipment that require transportation in a special bus?
Example: 1) Mary requires a harness on the bus since she has been known to unbuckle/squirm out of her seat belt. She stands up and walks around the bus |
motion. 2) John has a history of hitting other students and requires a special bus where he can be closely monitored.

Yes| [The student will receive Special Education transportation for the duration of this IEP due to the disability and to access the program site. Curb
curb transportation to address needs that are indicated in the IEP will be provided.

No + [The student will receive Special Education transportation for the duration of this IEP due to the disability and to access the program site. Adult
assistance to address needs that are indicated in the IEP will be provided.

~ [The student requires medically necessary transportation to and from school and meets at least one of the following criteria:
Student requires transportation in an adapied vehicle.
w

Description [&] Q@

Student has behavioral problems and must be transported separately from non-disabled students.

~

Description 5] Q

Figure 3-165 IEP Screen Services Tab Transportation Section

26. Check if the Student requires transportation in an adapted vehicle. If selected, either
type in a Description of the necessary vehicle adaptations or select the appropriate

statements from drop-down box. As many adaptations may be selected as needed using
the drop-down statements.

27. Check if the Student has behavioral problems and must be transported separately
from non-disabled students. If selected, either type in a Description of the behavioral
concerns or select the appropriate statements from drop-down box. As many behavioral
concerns may be selected as needed using the drop-down statements.

28. Click _save |,

These are Medicaid Billable items that, if selected, will reflect on the Consent to Claim Medicaid
Reimbursement that prints with the IEP.
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SuPL. AIDES AND ESY TAB

(Supplementary Aides and Extended School Year)

StudentlEP

Student Name: Sabin, Heather R. Student|D: 150478 Gender: Female Birth Date: 03/28/2006 Grade: 01 |EP Status: Draft IEP

Cover | Medical PLAAFP = Special Cons. = Goals | Services IS!JI!'-AidS &ES‘II Testing LRE = Parent St Medicaid = Attachments
Aids and Services )
Need for Aids and Senices

Supplementary Aids and Services Add (]
e| Orde e ce Descriptio ocatio eque A 0 0 = Date o tiatio 0 Abo D atio 0 = ce

MNeed for Program Modifications

Program Modifications andlor Supports for School Personnel Add o
e Ord - ce Descriptio ocatio ' - 0 0 b 0 tiatio 0 Abo D atio 0
Accommodations Q
| |
Accommodation Category Accommadation Category Detail
| v]| v]
Accommodation Description 5] G Refresh From MET
Extended School Year (&
The team considered the need for ESYI v

Student has received ESY senvices in the past

Describe the most recent senvices and what year(s) they were provided [$7] @

Figure 3-166 IEP Screen Supl. Aides and ESY Tab

1. Click the Need for Aids and Services drop-down and select if Supplemental Aides and
Services are required.

2. Ifthere is a Need for Aids and Services, click Add. A new line displays on grid.
3. Type in the Order number.

Supplementary Aids and Services

Figure 3-167 IEP Screen Supl. Aides and ESY Tab Supplementary Aides and Services
4. Type in the Service Description.

5. Click the Location drop-down box and select the appropriate location.

6. Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

7. Enter the Frequency/Amount of Time that is needed in the Frequency/Amount of Time
textbox. (ex. 3 hours/per day).
8. Enter Date of Initiation On/About (MMDDYY) or click [ and select date.

9. Enter Duration of Service (MMDDYY) or click - and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day).
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Program Medifications or Supports for School Personnel

e” el i
= b : \ | £

3¢ |Line | order - |ser

<>

Figure 3-168 IEP Screen Supl. Aides and ESY Tab Program Modifications and Supports

10. Click the Need for Program Modifications drop-down and select appropriate statement.
11. If there is a Need for Program Modifications, click Add. A new line displays on grid.
12. Type in the Order number.

13. Type in the Service Description.

14. Click the Location drop-down box and select the appropriate location.

15. Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

16. Enter the Frequency/Amount of Time that is needed in the Frequency/Amount of Time
textbox. (ex. 3 hours/per day).

17. Enter Date of Initiation On/About (MMDDYY) or click k and select date.

18. Enter Duration of Service (MMDDYY) or click [ and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day).
The Accommodations from the MET Report can be imported into this section.
19. Click the Refresh From MET button to import.

20. From the Accommodations drop-down list specify if accommodations are necessary for
the student.

Accommodations

| v

Mo accommodations are necessary. v

The following accommodations are necessary for this student to benefit from instruction in the general education classroom:
= ————————

Figure 3-169 IEP Screen Supl. Aides and ESY Tab Accommodations Necessary

21. If No accommodations are necessary is selected, move down to Program Supports for
School Personnel.

22. If The following accommodations are necessary..... is selected, click the Accommodation
Category drop-down and select.
23. Select the specific accommodation from the Accommodation Category Detail drop-

down list. The accommodations displays in the Accommodation Description textbox. Data
can be edited.

Accommodations

The following accommodations are necessary for this student to benefit from instruction in the general education classroom: b

Accommodation Category Accommodation Category Detail Behavior Managsment
Behavior Management v

g Clearly defined limits
Accommodation Description [2] @ Refresh From MET Frequent reminder of rules
Highlighted / altered materials =l

Re-direction to task
In-school time-out

In-class time-out

Figure 3-170 IEP Screen Supl. Aides and ESY Tab Accommodation Detail
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24. Click The Team considered the need for ESY drop-down and select the appropriate
statement from the drop-down list.

Extended School Year

The team considered the need for ESY| v

Student has received ESY services in fl
i X Student is Eligible for ESY senices
Describe the most recent services and

Available data do not demonstrate the need for ESY senices

Additional data is required to determine need for ESY semices.

-]
Figure 3-171 IEP Screen Supl. Aides and ESY Tab ESY Consideration
25. Click Student has received ESY services in the past drop-down and select No or Yes.

Student has received ESY services in the past w

Describe the most recent services and what y4g provided [%5] G

MNo ;'

Yes

Figure 3-172 IEP Screen Supl. Aides and ESY Tab ESY Statement

26. Enter a description of the most recent services. Use [¥1 to spellcheck. Use @& for more
space.

27. Click _save_|,

TESTING TAB
StudentlEP
Student Name: Sabin, Heather R. Student ID: 150478 Gender Female Birth Date: 03/29/2006 Grade: 01 |EF Status: Draft IEF
Cover | Medical PLAAFP | Special Cons Goals | Services = Supl Aids 8 ESY I TeSﬁlgl LRE | Parent 5t Wedicaid Attachments
Q|
| |
Test Accomm [§] @
Student meets eligibility for alternate or alternative assessment
Complete and attach the Alternate Assessment Eligibility Determination form to the |EP for students being considered for AIMS-A.
Elementary Q)
District Tests Add (]
: biec 0 T
*Note Accommodations used in the student's daily instruction will be considered by the team for use during district and state assessments.

Figure 3-173 IEP Screen Testing Tab
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PRESCHOOL STUDENTS
No testing is required for Preschool students.

Pre School
This student is in Early Childhood Special Education. No testing is required at this age level.
Optional tests may be added below.

Figure 3-174 IEP Screen Testing Tab Pre School Statement

ELEMENTARY AND SECONDARY STUDENTS
The Testing tab opens with the Test Accomm textbox grayed out.

28. Click the first drop-down and select if this student will participate with or without
accommodations.

The student will participate in assessments without accommaodations.

The student will participate in assessments with the following accommodations:

Figure 3-175 IEP Screen Testing Tab Accommodations Statement

29. Click _save |,

If “The student will participate....with the following accommodations” was selected, the textbox
will now be editable.

30. Select the appropriate Test Accommodation from the drop-down list.

« | repeat directions

Test Accomm Q clarify directions

color overlay

hreaks

test time

Figure 3-176 IEP Screen Testing Tab Test Accommodation Drop-down

31. Click Student meets eligibility on Form 1 for alternative assessments drop-down and
select Yes or No.

Note: The Alternate Assessment Eligibility Criteria Form is available as a print-
only document in Ad Hoc Documents.

This section displays the appropriate screen based on the student’s grade level.

ELEMENTARY AND PRESCHOOL STUDENTS
1. Click the Add button. A new row displays.

Elementary (&)
District Tests Ad | Q@
[ Line| \
LIl 2 &

*Note Accommodations used in the student's daily instruction will be considered by the team for use during district and state assessments.

Figure 3-177 IEP Screen Testing Tab District Tests

2. Click the Subject drop-down and select.
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3. Click the On Grade Level drop-down and select Yes or No.

>

If needed, check 1l on the line of the Test record to remove. The row is removed.

SECONDARY STUDENTS

5. Check the appropriate testing statement. A textbox is available for more information to be
added.

Synergy SE National Documents Guide

Secondary

The IEP team considered the effect of this student's identified disability on his/her ability to pass the AIMS test, and determined that:

€ Harry is required to achieve passing scores in all areas of the AIMS test in order to graduate from high school. This requirement is the result of the IEP team's decision that Harry is leaming at a level
appropriate for Harry's grade level in all specific academic areas assessed by the AIMS test and Harry's disability will not prevent him/her from achieving a passing score in any area of the AIMS test

" Harry is required to achieve passing scores in all areas of the AIMS test except those noted below, in order to graduate from high school. This exemption is the result of the IEP team’s decision that Harry is

not learning at a level appropriate for hisiher grade level in the specific academic area(s) exempted and that Harry's disability will prevent himiher from achieving a passing score in the exempted area(s).

Figure 3-178 IEP Screen Testing Tab Secondary Testing Statement

LRE TAB

(Least Restrictive Environment)

StudentlEP

Student Mame: Sabin, Heather R. Student|D: 150478 Gender: Female Birth Date: 03/29/2006 Grade: 01 |EP Status: Draft IEP

Cover | Medical | PLAAFP | Special Cons. | Goals | Services | Supl. Aids & ESY ‘eatingILREI Parent St. | Medicaid  Attachments

Check box of educational options selected for primary placement and write a rationale for selected option. The following options were
selected:

Elementary and Secondary

Rationale for LRE selection:

~

a. Progress in the general curriculum is impacted by the disability? [§] @

Are semvices to be provided at the neighborhood school?

W

w

b. Potential harmful effects of the placement: [§7] @

-

c. Explain to what extent the student will not participate with non-disabled peers in academic and non-academic environments [§] @

Figure 3-179 IEP Screen LRE Tab

PRESCHOOL STUDENTS

If the student is in grade Preschool, the Least Restrictive Environment can be selected for both

preschool services and elementary services.

1. Select the appropriate LRE statement from the Pre School drop-down list.

198
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Pre School

Home at least 360 minutes per week

Inside Reqular Early Childhood Program 40-79% of the time

Inside Reqular Early Childhood Program at least 80% of the time
Ingide Regular Early Childhood Program less than 40% of the time

Dirnsatn Crhanl nloecansart anrallod ke narantic

Figure 3-181 IEP Screen LRE Tab Pre School Statement Pre School Drop-down

2. Select the appropriate LRE statement from the Elementary and Secondary drop-down
Elementary and Secondary
|

Comectional Facilities with code A
Comectional Facilities with code B
Comectional Facilities with code C

Homebased homeboundhosptal program

Insade Boaiilar Class 80% ar more of the dan

Figure 3-180 IEP Screen LRE Tab Elementary and Secondary Statement Drop-down
list.

ELEMENTARY AND SECONDARY STUDENTS

3. Select the appropriate LRE statement from the Elementary and Secondary drop-down
list.

Elementary and Secondary
|

Comectional Facilities with code A
Comectional Facilities with code B
Comectional Facilities with code C

Homebasedhomebound hospatal program

Imaade Banilar Class 0% ar maes of ths dan

Figure 3-182 IEP Screen LRE Tab Pre School Statement Elementary and Secondary Drop-down

4. Select the appropriate statement from the drop-down list under Rationale for LRE
selection:. This will populate the textbox below which can be edited.

TETTCITS T T T PTOOTET T S OTvg

|| Rationale for LRE selectior

deficits in math skills

“ ¥\ deficits in attention
a. Progress in the general § deficits in classroom behavior V7 5] @
deficits in compliance LI

deficits in emotional factors

deficits in following directions =

Figure 3-183 IEP Screen LRE Tab A.

5. Select if the services will be provided at the student home school or not using the drop-

down statement box. If No is selected, an additional box displays asking for an
explanation of why.

6. Select the appropriate effect from the drop-down list. This will populate the textbox below
which can be edited.
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b d

b. Potential harmful effects of the placement: &5

Figure 3-184 IEP Screen LRE Tab B.

7. Select the extent the student will not participate from the drop-down list. This will populate
the textbox below which can be edited.

b

c. Explain to what extent the student will not participate with non-disabled peers in academic and non-academic environments 25 @

-

Figure 3-185 IEP Screen LRE Tab C.
8. Click _s=ve |,

PARENT ST. TAB

(Parent Statement - Optional for Annual Review and Reeval IEP’s)

StudentlEP

Student Name: Sabin, Heather R. Student ID: 150478 Gender: Female Birth Date: 03/29/2006 Grade: 01 |EP Status: Draft IEP

Goals | Services | Supl Aids &ESY | Testing | LRE I Parent St.l Wedicaid Attachments

We understand that placement will be reviewed annually and more frequently, if necessary. We also understand we will be contacted if any
placement changes are contemplated. Placement does not guarantee success; however, mutual cooperation will result in a greater degree of
success in this program. We acknowledge that we have been notified and have received a copy of our due process rights pertaining to

Special Education placement and have a basic understanding of these rights. We acknowledge that we have received a copy of the
completed |EP form.

Cover | Medical = PLAAFP | Special Cons

w

Figure 3-186 IEP Screen Parent St.Tab

9. Select the appropriate statement from the Parent Statement drop-down list.
10. Click _save_|.

Note: By default the Parent Statement tab is available for the Initial and Preschool
IEP’s. Individual districts have the option to make this tab available for the Annual

Review and Reevaluation IEP’s. Check with your System Administrator for more
information.
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MEDICAID TAB

The Medical section provides a list of items pertaining to services provided by Health Assistants.

StudentlEP

Student Name: Aaron, lan  Stdest i 128443 Gander: Male  Bis Dute: B4412003  Geade: 04 1EF Steius: Drarkt IEP

Cover | Medwcal PLAAFP | Specal Cons. | Goals | Services | Supl dids 5 ESY | Testng  LRE m Ampchments.
Medicsid D3C Health Related Services (=]
Complete all areas as needed
{includes all Health Akdes assisting students that have Health Related Meeds stated on the IEF One-on-one andfor extensive indnadualized aide semices must also be thoroughly
described and listed as a Related or Supplemental Senace)

with 2 itiers of Daily Living &
A health aide will assist with Student’'s ADL needs, including those listed below, fod fior the duration of the IEP.

|| EatingFeading

Elo

F12

|| Dressing

ez [*)

| |Usze of Assistive Devices: Reference to the need for assistive devices and type of items MUST be included in Present Level statement andior Goals

Figure 3-187 IEP Screen Medicaid Tab

1. Check the appropriate boxes and enter any pertinent information in the textboxes
provided. Use [¥] to spelicheck. Use @ for more space.

2. Click _save |,

If any Personal Care/ADL Services have been added to the student’s Services Tab they will
reflect in this section.

Amount of Time Initiaf Medicaid
Line | Specially Designed Instruction/Related Services Primary |Location - (] fien Duration of Service HOHISEEE
Hours Frequency Unit On/About Year

’7 " || Aide Svcs - Personal Care/ADL Classroom/Camp v | 3.00 per day v P 540.00

Figure 3-190 IEP Screen Medical Tab Personal ADL Services

Duration/Frequency of Health Aide Assistance - Personal Care!ADL|3_UU hour(s) per day

Figure 3-189 IEP Screen Medical Tab Personal ADL Services Populated.
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ATTACHMENTS TAB

The Attachments tab allows for the attachment of documents to the MET Report (such as
Compuscore printouts of testing, supporting documentation from service providers, etc.)
Documents included here will print at the back of the MET Report as a single document, but will
not have continuous page numbers or headings.

StudentlEP

Student Name: Sabin, Heather R. Student ID: 150478 Gender: Female Birth Date: 03/29/2006 Grade: 01 |EF Status: Draft IEP

Cover | Medical PLAAFP | Special Cons.  Goals | Services = Supl Aids & ESY Testng = LRE = Parent St Medlcsldl I
Document Attachments [ Add |

4| Line] = = g

Figure 3-191 IEP Screen Attachments Tab

1. Click the Add button to add an attachment. A new window opens.
2. Click the Browse button and select the file you wish to upload.

Attach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

| | Browsa

Figure 3-192 Attach Document Screen

3. Click Upload.

The name of the document displays in the Comment column. The type of document, Word or
PDF, displays in the Document column.

Word Document Attachments [ Al ]@
7 [ ine| | | \
u 1 MED CERT )

Figure 3-193 IEP Screen Attachments Tab Attachments List

4. The Print Order is the order the document will be printed following the IEP. This may be
changed by typing in a different order.

Note: Attachments must be in Word or PDF format.
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FINALIZE THE IEP

@ Caution: To guard against documents moving to Historical Docs before their
" time, only the student’s Case Carrier should Finalize the IEP, unless the
\ school district has designated another user to be in charge of finalizing.

When the IEP is finalized, all existing documents, including a copy of the IEP, will be sent to
Historical Docs. The student will be moved to the next appropriate process. The next process is
usually the Annual Review, unless the student’s next Triennial Reevaluation date is due in less
than 6 months, in which case they would be moved to the Reeval process.

1. Click the Finalize button in the Action Bar of the document.

I::;J || unco | oelete ||| vaidateThsep | Printpreview | ||| Finatize ] Status: Ready | (2 ﬁ]u

Figure 3-194 IEP Finalize Button

If the Validation process has not yet been completed, it will be forced to run now. Once the
document has been successfully validated, the Finalize process will begin.

If any active documents for this student HAVE NOT been finalized the Process Move Errors
window displays.

Process Move Errors &
Please resolve all emmors listed below to procéed with the process move
General Errors Q
Document Errors )
ne[DocumentiD  |Document Name  |Error Message | Delete | Finalize
| GENAZ 03 Parent Input All process documents must be finalized or deleted * (&)
| GENAZ 01 Referral All process documents must be finalized or deleled x ®
Refresh Error List

Figure 3-195 IEP Process Move Errors List
Active documents must be either finalized or deleted before advancing through the finalizing
process.

2. Tofinalize, click the yellow icon associated with the document. The document will open
allowing it to be finalized.

3. To delete, click on the “X” in the Delete column. The document will be deleted. The
Delete option is a district security option and some users may not have access to the
delete option.

4. Once all documents have been deleted or finalized, click __Referesh Error List |
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When the list displays no more Document Errors the window can be closed.

Process Move Errors > 3
Please resolve all errors listed below to proceed with the process move.
General Errors ("]
Document Errors ("]
Line | Document ID Document Name Error Message Delete Finalize
Referesh Error List

Figure 3-196 IEP Process Move Errors List Cleared
5. Click Finalize again from the action bar in the IEP.

Prior to the completion of the Finalize process a window prompt displays confirming the
Finalization of the IEP.

6. Type Yes in the textbox provided.

Confirm making IEP Finalized Q|

You are finalizing this IEP. This means that all
participants have signed off on this IEP. You will not be
able to undo this action once it is complete. Any
changes to goals or services will be handied through
the Addendum process. If you are sure you want fo
make this IEP current, type the word YES in the space
provided below, and then click the Continue button
below

Confirm Current

Continue | Cancell

Figure 3-197 IEP Confirm IEP Flnalize Message
7. Click Continue. A printable version of the IEP will display.
8. Close or print the finalized IEP.
The following events will have occurred:

The student will have been moved to the next appropriate process, most likely the Annual Review
process.

The finalized documents are available in Historical Docs with a working copy of the IEP available
(yellow icon).

The Progress Report has been created containing the student’s goals from the finalized IEP.

The Reevaluation Date and Annual Review Date have been updated and appear in the date
columns.
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IEP AMENDMENT

1. Open the Working Copy of the IEP by clicking on the yellow hexagon in the IEP column of
the Portfolio screen.

Portfolio
Good evening, Admin User
Portfalio |
Name b
Initial Evaluation @
Annual Review "]
Proce Do
e jame Grade ea Ad Hoc Do D Do FP Prg A-R Date R Date
-
Ackerman, Brian M. 09 Edit Edit View IEP| | PRE O A & | 0117/2013 | 04/28/2014
Babb. Mark M. 08 Edit Edit View ieF] | prs| | A A A | & | 05/09/2012 | 11/14/2013
Facio. Wayne E. 05 Edit Edit View IEP| | PRS| A A & 02142012 | 04/10/2013
Figure 3-198 Portfolio Screen IEP Icon

Using the SE Student screen go to the Process Docs tab and select the Working Copy of
the IEP by clicking on the green circle in the Doc column.

Current Process:| Annual Review!

Process Documents

] GENAZ 09 - IEP Meeting Request In Progress @

,i ¥ GENAZ 13 - Notice of Placement In Progress o

0 GENAZ 14 - Notice of IEP Skipped A

,i LIIEP In Progress E

Manual Process Move d

Move To v | Move To v| move| exaprocess ||
Figure 3-199 SE Student Screen Process Documents Tab IEP Icon

Confirm Make A A + (]

You are creating an Amended IEP. This means that this IEP will become a copy of the current Finalized IEP. Any changes you
have made to the draft IEP before clicking the Make Amendment button will be lost. If you are sure you want to create an
Amendment, type the word YES in the space provided below, and then click the Continue button below.

(Confirm Make Amendment

Continue Cancel

Figure 3-200 IEP Amendment Confirmation Screen
The Working Copy will open and be available for amending.
2. Click the Make Amendment button.

Caution: Clicking the Make Amendment button prior to making any changes to
the IEP will overwrite data written prior to selecting the Make Amendment
process. Changes made before the Amendment process has begun will not be
saved.

3. A message window displays asking to Confirm Make Amendment. Type Yes in the
Confirm Make Amendment field

4. Click Continue. The Working Copy of the IEP displays.
5. Make the necessary changes and click Finalize.
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The new IEP will have the heading of Amended IEP and display the Amendment Date along with
the unchanged IEP and Reeval dates.

Edupoint School District
Special Education Department
1955 S Val Vista

Individualized Education Program

[lluElm

Mesa, AZ 85204 AMENDMENT o
Phone: 430-833-2900 —
Fax: 480-833-2001
Student Name: Labianca, Douglas S. Home Phone: 480-555-1234 Date: 07/10/2012
Date Of Birth: 05/27/1995 Home Address: 3453 E Decatur St
Student No.: 888763 Tempe, A7 85662

Age Gender Grade Home School Attending School

17 Male 1 Hope High School
Ethnicity Frimary Lanquage - Date Determined [Home Languane - Date Determined

White English
Parent/Guardian

Name. Home Phane Name Home Phane

Steve Labianca 480-555-1234 Amanda Labianca 480-555-1234
Address Work Phone Address Work Phone

3453 E Decatur St 480-555-1234 3453 E Decatur St 480-555-1234

Ememency Phane Emerency Phone

Tempe, AZ 85662 Tempe, AZ 85662 4805551234
IEP Review Due Date : 04/16/2012 Re-evaluation Due Date: 0411872014 Original IEP Date: 04/18/2011

Interpreter Needed: V1Y [IN

Figure 3-201 IEP Amendment Example
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PROGRESS REPORT

The Progress Report is available whenever an IEP containing annual goals has been finalized
and moved to Historical Documents. The goals that are specified in that finalized IEP are made
available in the Progress Report.

1. Click on the Progress Report icon in the student’s row of the Portfolio View.

L Eot| Eot | vew [id i OAAAAAAAAAAAAAAAOG|
Figure 3-202 Portfolio Screen Progress Report Icon

OR

Click on the Progress Report button in the Student Screen Process Docs Tab. The
Progress Report screen will open.

Demographics  Parents = Team Ad Hoc Documents Historical Documents l ProcessDoesl Timeline = Student Contact Log
lLast Name First Name Middle Name  Suffix Student ID Gender  Grade
|Ackerman |Brian I | |120952 |Male v |09 v
Current Settings O|
IEP Review Due Date Re- Due Date Primary Disability Preschool Primary Disability
01/17/2013 04282014 [P |SPECIFIC LEARNING DISABILITY )| v
Current IEP | I Progress Report I Secondary Disabilities Q Preschool Secondary Disabilities &
T | ESY Progress Report ‘ = I =
Exit Date _ EBxit Reason Exit Exp ion
| | o)

Figure 3-203 SE Student Process Docs Tab Progress Report Button

Note: Print Progress Report also means Save! Each time you click on the Print
Progress Report button, the most recent version of the Progress Report displays in
Historical Documents.

The Progress Report screen initially opens with no Progress Periods created. They are added as

needed.

Progress Report s
Student Name: Abbott, Billy C.
|iEP )
|IEP Date Date this |IEP will be Reviewed IEP Status
04/16/2012 [P 04/15/2013 [P [Current IEP
school *]
School of Attendance School Type
Hope High School v[]

Adams Elementary

Prog 3 — Central Enroliment = Imt

Continuation High School
Eisenhower Miwddle School
Grant Elementary

Hope High School
09262012 [ Jefierson Elementary
Kennedy High School
King High School

Lncoln Elementary
Roosevelt Middle School
Truman Middie School
Washangton Elementary

Figure 3-204 IEP Progress Report
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2. Click the Add button.

3. The Progress Date will display today’s date by default. To change, enter a new date
(MMDDYY) or click 7 and select date.

4. Select the student’s school from the School drop-down list.
5. Click _sav |, The Progress Link will now be available.
6. Click the Progress link to open the IEP Progress Period Detail screen.

ogess Period Add ]

1(07/15/2010 B WaShmgtDn Elementary Progress
Figure 3-205 IEP Progress Report Progress Link

7. From this screen, the Progress, Score and Comments can be added to each goal.

IEP Progress Period Detail =
Progress Date: 07/15/2010 o Name: y Progress Date:
Progress Period Detail |
Progress Detail Q
Pre score  |Pre Current Period (7/1512010)
date | score Progress| Score (Comment
Shawn will demonstrate improved social language by -
Lanquage . | maintaining interaction/topic at grade level, given
1 Inlegralgd group/classroom activities with necessary levels of SUpport, | 055000 7/15 EE =
Langua c scoring 12 out of 15 on a district Integrated Language =l
guag Rubric, measured quarterly. (AZ Academic Standard, LS E1-
4)
Shawn will demonstrate improved social language by v
Language - |résponding to verpal communication at grade evel, given
2| Imegratgd group/classroom activities with necessary levels of support, 02/02/2000 815 @ =
Langua - scoring 12 out of 15 on a district Integrated Language =l
guag Rubric, measured quarterly. (AZ Academic Standard, LS E1-
4)
Shawn will demonstrate improved intelligibility of speech by -,,
producing understandable ulterances containing no more
| Speech - than 10% unintelligible words when speaking with an 020212000 30% e =
Articulation untrained listener on 10 designated occasions as measured unintelligible =l
by quarterly teacher created assessment. AZ Academic
Standards LSE 1,234,
Shawn will demonstrate improved comprehension skills by
Alternate locating specific information using the title and page numbers 55) =
| Academic Stds/Tound in expository text when given picture/print cues scoring|02/02/2009 45% El
- Reading 80% as measured quarterly as measured by teacher-made
evaluation. R:06 53 C1 POS5 Alt 2
Shawn will demonstrate improved comprehension skills by v
Alternate answering questions using basic textual and/or graphical
' Academic Stds E31UrES (e.0.. headings, bold print) when given a variely of |, 05000/ 20, o =
" Readin sources (e.g., charts, maps, schedules) scoring 80% as =l
9 measured guarterly on teacher-made assessment R.06 S1

Figure 3-206 IEP Progress Period Detail Screen

8. Select the progress for each goal by clicking the Progress drop-down and selecting from
the list of choices.

1-Your child did not work on this goal during the reporting period (see explanation below).

2-Progress is not sufficient to meet this goal by the time the IEP is reviewed. An [EP review will be held immediately
3-Progress has been made towards the goal, but the goal may not be met. Instructional strategies may need to be changed
4-Progress has been made towards the goal. It appears that the goal will be met by the next IEP review

5-Performance is at or above what is required to meet the goal by the next review.

Figure 3-207 IEP Progress Period Detail Screen Drop-down

9. Enter the current score in the Score column.
10. Add optional Comments for each goal.

Prescore |Pre Current Period (TH512010)
Goal Description
".’7 e el Progress| score [commem

Shawn will demonstrate improved social language by maintaining -
1 ﬁggf;g: interactionitopic at grade level, given group/classroom activities with 02/02/2000 (7115 8715 [ D shawn is making |
Langua e necessary levels of support. scoring 12 out of 15 on a district Integrated excellent progress on a|
guag: Language Rubric, measured guarterly. (AZ Academic Standard, LS E1-4)

Figure 3-208 IEP Progress Period Detail Screen Comments
11. After updating all goals, Click __save |,

208 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three

12. Close the Progress Period Detail screen.

13. To print the progress report, click the Print Progress Report button in the Progress
Report window.

ADDITIONAL PROGRESS PERIOD

1. To add an additional grading period to the Progress Report, click the Add button form the
main Progress Report window.

2. Inthe new row that appears, add a Progress Date and select the student’s school.
3. Click _s=v=_|. A new Progress Period will be available.

Menuw | ;‘)’73 | Save | Undo | Print Progress Report Status Ready‘ & @
I

Progress Report )

Ftudem Name: AKins, Shawn E  StudentD: 952860 Gender: Male Birth Date: 02171998 Grade: 06

IEP ]

|EP Date Date this IEP will be Reviewed IEP Status

02/02/2009 02012010 [P [current IEP

School (6]

[school of Attendance School Type

Washington Elementary b

Progress Period Add @

IFIlorrsz200 [ \Washington Elementary v Progress

| &

Figure 3-209 IEP Progress Report Screen Create New Period

4. Click the Progress link in the appropriate row to open the new Progress Report. The new
Progress Report displays, along with the scores for the previous period.

Progress Period Add &

[0 orr1572010 Vashington Elementary v Progress
[C1E oansiz010 [Washington Elementary | Progress |

Figure 3-210 IEP Progress Report Screen Progress Link

5. Update the new progress period data and click _Save_|.
6. Close the Progress Report screen.
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When the new updated Progress Report is printed the document will show the scores and
comments for all available grading periods. This Progress Report sample shows two grading
periods complete.

Category: SLI - Fluency

Annual Goal: Shawn will demonstrate increased fluency by spontaneously utilizing appropriate repair
strategies in which the stuttered production is changed to more fluent production when
given taped samples of his speech with no model from the teacher with a score of 90%
accuracy as measured by quarterly speech sampling. AZ Academic Standards LS-F1,2,3.

Pre score date: 01/12/2009 Pre score; 75%
Date Progress Code Score Comments
07/15/2010 1 85% Shawn is making excellent progress on this goal.
09/15/2010 1 91% Great work!

Annual Goal: Shawn will demonstrate increased fluency by producing speech which exhibits easy onset
at the phrase/sentence level when given pictures with a score of 80% accuracy as
measured by quarterly criterion referenced assessment. AZ Academic Standards

LS-F1,2,3.
Pre score date: 01/12/2009 Pre score: 10%
Date Progress Code Score Comments
07/15/2010 1 50%
09/15/2010 1 80%

Figure 3-211 IEP Progress Report Example
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ESY PROGRESS REPORT

The ESY Progress Report is available whenever an IEP containing annual goals checked with
Applies To ESY has been finalized and moved to Historical Documents. The goals that are
specified in that finalized IEP are made available in the ESY Progress Report.

1. To access the ESY Progress Report Click on the ESY Progress Report button in the SE
Student Screen Process Docs Tab. The ESY Progress Report screen opens.

Demographics = Parents = Team Ad Hoc Documents Historical Documents |F‘loces[)ocs I Timeline  Student Contact Log

lLast Name First Name Middle Name  Suffix Student ID Gender  Grade
[Ackerman [Brian m [ [120052 Male v 09 v
Current Settings d
IEP Review Due Date Re-evaluation Due Date Primary Disability Preschool Primary Disability
01/17/2013 9 04/28/2014 I? SPECIFIC LEARNING DISABILITY b b

Current IEP ‘ Progress Report ‘ Secondary Disabilities @ Preschool Secondary Disabilities Q

\ | ESY Progress Report I l Bl
Exit Date Exit Reason Exit Explanation
i 2

Figure 3-212 SE Student Screen Process Docs ESY Progress Report Button
The Progress Report initially opens with no Progress Periods created. Add a new grading period
or grading quarter as needed.
2. Click the Add button

3. The Period Date will display today’s date by default. To change the Period Date, enter a
new date (MMDDYY) or click 7 and select date.

4. Select the student’s school from the School drop-down list.

School (&
School of Aftendance School Type

Lincoln Elementary v D

Progress Period Adams Elementary Add | Q|
% =

=

Arizona National High School =

Bev High School

<

Central Enrollment
Continuation High School
Eisenhower Middle School
= 782012 F Grant Elementary
Hope High School
Jefferson Elementary

Kennedy High School

Figure 3-213 ESY Progress Report Screen Progress Period Select School

5. Click _sav_|. The Progress link will now be available.
6. Click the Progress link to open the ESY Progress Detail view.
From this window, student progress, score and comments can be added to each goal.

7. Select the progress for each goal by clicking the Progress drop-down and selecting from
the list of choices.

8. Enter the current score in the Score column.
9. Add optional Comments for each goal.

10. After updating all goals, click _save_|,

11. Close the ESY Progress Period Detail screen.

12. To print the progress report, click the Print Progress Report button in the ESY Progress
Report window.
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Note: Print Progress Report also means Save! Each time you click on the Print
Progress Report button, the most recent version of the Progress Report displays in
Historical Documents.

13.

14.

15.
16.
17.

18.
19.

ADDITIONAL ESY PROGRESS PERIOD

To add an additional grading period to the ESY Progress Report, click the Add button
from the main ESY Progress Report screen.

In the new row that appears, add a Progress Date (MMDDYY) or click E* and select
date.

Select the student’s School.
Click _s2v=_|. A new Progress Period will be available.

Click the Progress link in the appropriate row to open the new Progress Report. The new
Progress Report displays, along with the scores for the previous period.

Progress Period ‘ Add |O
® el gl =
| 07/06/2012 Adams Elementary B Progress
u 07/26/2012 Adams Elementary v Progress

Figure 3-214 ESY Progress Report Screen Progress Period Grid

Update the new progress period data and click _save |,
Close the ESY Progress Report window.

When the new updated ESY Progress Report is printed the document will show the scores and
comments for all available grading periods.

This ESY Progress Report sample shows two grading periods complete.

Category: SLI - Fluency

Annual Goal: Shawn will demonstrate increased fluency by spontaneocusly utilizing appropriate repair
strategies in which the stuttered production is changed to more fluent production when
given taped samples of his speech with no model from the teacher with a score of 90%
accuracy as measured by quarterly speech sampling. AZ Academic Standards LS-F1,2,3.

Pre score date: 01/12/2009 Pre score: 75%
Date Progress Code Score Comments
07/15/2010 1 85% Shawn is making excellent progress on this goal.
09/15/2010 1 91% Great work!

Annual Goal: Shawn will demonstrate increased fluency by producing speech which exhibits easy onset
at the phrase/sentence level when given pictures with a score of 80% accuracy as
measured by quarterly criterion referenced assessment. AZ Academic Standards

LS-F1,2,3.
Pre score date: 01/12/2009 Pre score: 10%
Date Progress Code Score Comments
07/15/2010 1 50%
09/15/2010 1 80%

Figure 3-215 ESY Progress Report Screen Example
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GENAZ 13 — NOTICE OF PLACEMENT (REVIEW)

The Notice of Placement (Review) is located in the Annual Review Process.

Note: The Notice of Placement (Review) has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ as
each school district has the ability to create and edit Prior Written Notices to meet
their individual district needs.

The Notice of Placement contains one tab:

e Prior Written Notice

Prior Written Notice
Student Name: Akins, Shawn E. Bocument GENAZ 43 Description: Notice of Pi

Prior Written Notice |
Document Name Document Date
Notice of Placement | i3
iption of Actions Proposed or Refused Q

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements Q
Explanation of why the district proposes or refuses to take the action

v

o

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

v

PO

Description of other options considered and why those options were rejected:

v

1o

Description of the factors relevant to the actions proposed or refused are

v

Q
of D [
This decision is proposed to be implemented on [z

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards

Procedural Safeguards prowided to parent(s)

(initials)
This document was prepared by
i User]
Case Manager Case Manager Phone

v

Figure 3-216 Notice of Placement Screen
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To create a Notice of Placement document:

1. Enter the Document Date (MMDDYY) or click ~ and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

W

Student requires Special =]
Ed

yy

Figure 3-217 Notice of Placement Screen Statements Section Drop-down
3. Select the desired key-word stem in the drop-down list.
Explanation of why the district proposes or refuses to take the action:
by
@

The IEP team found that Harry requires Special Education services in order to receive an appropriate =
education.

Figure 3-218 Notice of Placement Screen Statements Section Populated
4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [t and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.

Click + next to This document was prepared by:. The Find: Staff screen displays.

8. Enter all or part of staff Last Name, First Name.

~

Find | Close | Selert | Clear Seledtion |
Find: Staff
Find Criteria o
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result o
| |
Smith Christine
|Smith Uk

Figure 3-219 Find: Staff Screen
9. Click ﬂ or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click J Find: Staff screen closes and staff name displays.
12. Click |_save |,

The document can be printed, validated and finalized.
214 Copyright© 2012 Edupoint Educational Systems, LLC




Synergy SE National Documents Guide Chapter Three

GENAZ 14 — NoTicE oF IEP (REVIEW)

The Notice of IEP (Review) is located in the Annual Review Process.

Note: The Notice of IEP (Review) has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of IEP contains one tab:
e Prior Written Notice

Prior Written Notice
Student Name: Akins, Shawn E.  Document GENAZ 14 Desaiption: Notice of IEP

Prior Written Notice |
Document Name Document Date
[Notice of IEP | ¥
Description of Actions Proposed or Refused D

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements *)
Explanation of why the distnict proposes or refuses 1o take the action:

v

o

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action

v

F0o

Description of other options considered and why those options were rejected

v

O

Descnption of the factors refevant to the actions proposed or refused are:

v

¥
tation of D Q)
This decision is proposed to be implemented on 7

Parents of 3 student and the student have protection under procedural safeguards in accordance with Federal Law Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safequards

Procedural Safeguards prowded to parent(s)

(imitials)
This document was prepared by
amn se]
Case Manager Case Manager Phone

v

Figure 3-220 Notice of IEP Screen
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To create a Notice of IEP document:

1. Enter the Document Date (MMDDYY) or click i+ and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

b

Requires Services E =]

-
Figure 3-221 Notice of IEP Screen Statements Section Drop-down

2. Click on the drop-down box located above the textbox.
3. Select the desired key-word stem in the drop-down list.

Explanation of why the district proposes or refuses to take the action:

b
V@
The |EP team has determined that Harry requires the services listed on the attached IEP. ﬂ
[~

Figure 3-222 Notice of IEP Screen Statements Section Populated

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

. Tip: When entering, editing or viewing information in a textbox, grab in the
' bottom right corner, to resize the box. The box can be adjusted larger to view
- more of the information or smaller to provide more room on the screen.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click k5 and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click + next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |
Find: Staff
Find Criteria i
Last Name First Name Middle Name
Smith C

Search Results |

Find Result iy
| |
Smith Christine
ISmith Uk

Figure 3-223 Find: Staff Screen
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8. Enter all or part of staff Last Name, First Name.

9. Click o | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click === | Find: Staff screen closes and staff name displays.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 15 — NOTICE OF REEVALUATION WAIVER

The Notice of Reevaluation Waiver is located in the Reevaluation Process.

A Reevaluation Waiver is conducted when the district and the student’s team agree that the
Triennial Evaluation will be waived. GENAZ 55 — Reevaluation Agreement in Ad Hoc documents
is a companion to this document. Upon the finalization of this document the student will be moved
to the Annual Review Process. The Waiver notice and agreement document will move to
Historical Docs. The working copy of the IEP will move with the student. Changes made to the
IEP will not be lost.

(See: Documents With Unique Functionality)

Note: The Notice of Reevaluation Waiver has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ as
each school district has the ability to create and edit Prior Written Notices to meet
their individual district needs.
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The Notice of Reevaluation Waiver contains one tab:

e Prior Written Notice

Figure 3-224 Notice of Reevaluation Waiver Screen

To create a Notice of Reeval Waiver document:

1. Enter the Document Date (MMDDYY) or click L5 and select date. This should reflect the
date the document was created.
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The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

W

Review Existing Data

Figure 3-226 Notice of Reevaluation SWaiver Screen Statements Section Drop-down

o

Explanation of why the district proposes or refuses to take the action:

@
The |[EP team has determined that reevaluation is not needed in order to establish Bruce's continued ;l
eligibility for special education services.

Figure 3-225 Notice of Reevaluation Waiver Screen Statements Section Populated
3. Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use

to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

Find | Close | Select | Clear Salection |

Find: Staff

Find Criteria &

Last Mame First Name Middle Name

Smith C

Search Results |

Find Result >
| |

I ]Smith Christine
[Smith Uk

Figure 3-227 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

© ® N

10 Click line of staff name. Line highlights.

Enter user (initials) to signify that Procedural Safeguards were provided to parent.
Click + next to This document was prepared by:. The Find: Staff screen displays.

Click _rnd | or press ENTER. Search Results displays a list of matching criteria.

11. Click again or click J Find: Staff screen closes and staff name displays.

12. Click _Ssave |,

The document can be printed, validated and finalized. All finalized documents for this student will
move to Historical Docs and the student will be moved to Annual Review process for completion

of the student’s review.
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GENAZ 16 — NOTICE OF REFERRAL (REEVAL)

The Notice of Referral (Reeval) is located in the Reevaluation Process.

Note: The Notice of Referral (Reeval) has been created from the Prior

Written Notice template in Synergy SE. The wording of the example below

may differ as each school district has the ability to create and edit Prior
Written Notices to meet their individual district needs.

The Notice of Referral contains one tab:

Prior Written Notice

Prior Written Notice

Student Mame: Akins, Shawn E. Document GENAZ 18 Desaiption: Molice of Referral
Prior Written Notice |

Document Name ) Document Date
|Motice of Referral |

Description of Actions Proposed or Refused o

DESCRIFTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referal for a possible comprehensive evaluation of your child.

Statements &

Explanation of why the district proposes or refuses to take the action:

w
Fo

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

L

Fo

Description of other options considered and why those options were rejected

-

o

Description of the factors relevant to the actions proposed or refused are:

b

Fo

Implementation of Decizion

This decision is proposed to be implemented on [

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards

Procedural Safeguards prowded to parent(s)

(wrutials)
This document was prepared by
:drrun User:
Case Manager Case Manager Phone

w

Figure 3-228 Notice of Referral Reevaluation Screen
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To create a Notice of Referral document:

1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

The Statements section contains four description areas, where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

b

Educational Disability Suspected =]

b

Figure 3-229 Notice of Referral Reevaluation Screen Statements Section Drop-down
2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

N

@

suspects that Harry may have an educational disability. ﬂ

Figure 3-230 Notice of Referral Reevaluation Screen Statements Section Populated
3. Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click « next to This document was prepared by:. The Find: Staff screen displays.
8. Enter all or part of staff Last Name, First Name.

Click __rnd | or press ENTER. Search Results displays a list of matching criteria.
10 Click line of staff name. Line highlights.

Find | Clos= | Selert | Clear Selection |
Find: Staff
Find Criteria &
Last Name First Mame Middle Name
Smith C

Search Results |

Find Result i
| |
Smith Christine
ISmith Uk

Figure 3-231 Find.: Staff Screen

11. Click again or click ﬂ Find: Staff screen closes and staff name displays.

The document can be printed, validated and finalized.
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GENAZ 17 — NOTICE OF REEVALUATION DECISION

The Notice of Reevaluation Decision is located in the Reevaluation Process.

Note: The Notice of Reevaluation Decision has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ as
each school district has the ability to create and edit Prior Written Notices to meet

their individual district needs.
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The Notice of Reevaluation Decision contains one tab:
e Prior Written Notice

Figure 3-232 Notice of Reevaluation Decision Screen
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To create a Notice of Reevaluation Decision document;:

1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the
date the document was created.

2. The Notice of Evaluation opens in Evaluate mode. To change the decision click
Change Deson To TetEwakiate” | Cyrrent Decision wil display Not Evaluate.

3. The Current Decision can be changed back to Evaluate by clicking _hangs becsion To "Evaluste” |

Based on the decision made above the document will display the appropriate text in the
Statement fields and drop-down selections.

There are four statement areas for the explanations of action taken. Drop-down key-word stems
may be available, based on individual district decisions. If no stems are available in the drop-
downs, text can be added directly into the textboxes.

4. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

Jim v

Disability not suspected =]

Adequate educational peformance

Figure 3-233 Notice of Reevaluation Decision Screen Sentence Stem Drop-down

5. Select the desired key-word stem in the drop-down list.

6. The statement associated with the key-word stem selected will appear in the textbox. The
statement can then be edited and spell checked if desired.

[Explanation of why the district proposes or refuses to take the action:
oy
@

Information reviewed by district and parent(s) does not suggest that Harry has a suspected educational =
disability.
|-

Figure 3-234 Notice of Reevaluation Decision Screen Inserted Statement

7. Enter the This decision is proposed to be implemented on: date (MMDDYY) or click
and select date.
8. Enter (initials) to signify that the Procedural Safeguards were provided to parent.

9. Click + next to the This document was prepared by: to select the staff name. The Find:
Staff screen displays.
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10. Enter all or part of staff Last Name, First Name.

Find | Close | Selert | Clear Selection |
Find: Staff
Find Criteria I
Last Mame First Mame Middle Mame
Smith C

Search Results |
Find Result

Christine
Jk

Figure 3-235 Find: Staff Screen
11. Click _#¢ | or press ENTER. Search Results displays a list of matching criteria.
12. Click line of staff name. Line highlights.

13. Click again or click == | Find: Staff screen closes and staff name displays.
14. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 18 — NOTICE OF TRIENNIAL

The Notice of Triennial is located in the Reevaluation Process.

Note: The Notice of Triennial has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of Triennial contains one tab:
e Prior Written Notice

Prior Written Notice

Student Name: Akins, Shawn E. Document GENAZ 18 Desaiption: Nolice of Triennial

Prior Written Notice |

Document Name Document Date
|Notice of Triennial |

Description of Actions Proposed or Refused J

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child.

Statements Q
Explanation of why the district proposes or refuses to take the action:

W

cl®

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

W

Fo

Description of other options considered and why those options were rejected

-

o

Description of the factors relevant to the actions proposed or refused are

£

Fo
of D |
This decision is proposed to be implemented on 7

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education ofice if you want a copy of the procedural safeguards

Procedural Safeguards provided to parent(s)

(wnitials)
This document was prepared by
pamin et
Case Manager Case Manager Phone

w

Figure 3-236 Notice of Triennial Screen
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To create a Notice of Triennial document:

1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

W

Requires Semvices E |

=
Figure 3-237 Notice of Triennial Screen Statements Section Drop-down
3. Select the desired key-word stem in the drop-down list.

Explanation of why the district proposes or refuses to take the action:
*

@

The IEP team has determined that Harry requires the services listed on the attached IEP. ﬂ

[~

Figure 3-238 Notice of Triennial Screen Statements Section Populated

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

. Tip: When entering, editing or viewing information in a textbox, grab in the
Y bottom right corner, to resize the box. The box can be adjusted larger to view
- more of the information or smaller to provide more room on the screen.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click k¥ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click + next to This document was prepared by:. The Find: Staff screen displays.

Find | Closs | Selert | Clear Selection |
Find: Staff
Find Criteria &
Last Mame First Mame Middle Name
Smith C

Search Results |

Find Result [
| |
Smith Christine
ISmith Uk

Figure 3-239 Find: Staff Screen
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8. Enter all or part of staff Last Name, First Name.

9. Click o | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click === | Find: Staff screen closes and staff name displays.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 19 — NOTICE OF TEST INTENT

The Notice of Intent to Test is located in the Reevaluation Process.

Note: The Notice of Test Intent has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of Test Intent provides the user with two options:

¢ Notice of Test Intent The student will remain in the process. If this option is selected,
the Notice of Intent to Test will work as other PWN'’s and remain in the student’s
process documents until the IEP is finalized, at which point the document will move to
Historical Docs along with the other created and finalized documents.

e Notice of NO Test Intent The student will remain in the process. If this option is
selected, the Notice of Test Intent will work as other PWN’s and remain in the
student’s process documents until the IEP is finalized or the decides the student is Not
Eligible for services, at which point the document will move to Historical Docs along
with the other created and finalized documents.
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The Notice of Test Intent contains one tab:
e Prior Written Notice

Figure 3-240 Notice of Test Intent Screen

To create a Notice of Test Intent document

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. The Notice of Test Intent opens in Intent to Test mode. To change the decision click
|_Change Decision To "Intent Natto Test” | ¢\ rrent Decision will display Intent Not to Test.

3. The Current Decision can be changed back to Intent to Test by clicking
| Change Decision To "Intent to Test” | )
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The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

4. Click on the drop-down box located above the textbox.
Explanation of why the district proposes or refuses to take the action:

b

Standardized Testing Meeded =]

Figure 3-241 Notice of Test Intent Screen Sentence Stem Drop-down

5. Select the desired key-word stem in the drop-down list.

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

by

1)

Prior evaluation report(s), current |EP, progress reports, input from district staff and parent(s). d

Figure 3-242 Notice of Test Intent Screen Sentence Stem Completed

6. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

7. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

8. Enter (initials) to signify that Procedural Safeguards were provided to parent.
9. Click « next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | seec | Clear selection |

Find: Staff

Find Criteria Y

Last Name First MName Middle Name

Smith C

Search Results |

Find Result &
| |

]S mith Christine
ISmith Uk

Figure 3-243 Find: Staff Screen
10. Enter all or part of staff Last Name, First Name.

11. Click __Find | or press ENTER. Search Results displays a list of matching criteria.
12. Click line of staff name. Line highlights.

13. Click again or click === | Find: Staff screen closes and staff name displays.

14. Click |_save |,

The document can be printed, validated and finalized.
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GENAZ 20 — NOTICE OF TERMINATION

The Notice of Termination is located in the Reevaluation Process.
The Notice of Termination provides two options:

e Terminate the student from PART of special education services. If this option is
selected, the Notice of Termination will work as other PWN’s and remain in the
student’s process documents until the IEP is finalized, at which point the document will
move to Historical Docs along with the other created and finalized documents.

e Terminate the student from ALL special education services. If this option is
selected, upon finalizing the Notice of Termination, the student will be removed from
all active special education processes. Any document created and finalized up to and
including the Notice of Termination will move to the student’s Historical Docs tab.

(See: Documents With Unigque Functionality)

Note: The Notice of Termination has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each
school district has the ability to create and edit Prior Written Notices to meet their
individual district needs.
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The Notice of Termination contains one tab:
e Prior Written Notice

Admin User

Figure 3-244 Notice of Termination Screen
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To create a Notice of Termination document
1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the
date the document was created.

2. The Notice of Termination opens in Terminate Part Services mode. To change the
decision click _Changs ecsion To Teminste a1 services” | Current Decision will display Terminate All
Services.

3. The Current Decision can be changed back to Terminate Part Services by clicking
Change Dedsion To "Terminate Part of Services” |

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

4. Click on the drop-down box located above the textbox.

5. Select the desired key-word stem in the drop-down list.

Explanation of why the district proposes or refuses to take the action:

b

Standardized Testing Meeded =]

Figure 3-245 Notice of Termination Screen Sentence Stem Drop-down

6. The statement associated with the key-word stem selected will appear in the textbox. Use

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

by

5@

Prior evaluation report(s), current |IEP, progress reports, input from district staff and parent(s). =

|

to spellcheck. Use @ for more space.

7. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [E* and select date.

8. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
9. Click « next to This document was prepared by:. The Find: Staff screen displays.

Figure 3-246 Notice of Termination Screen Sentence Stem Completed

Find: Staff

Find Criteria &

Last Name First Name Middle Name
Smith C

Search Results |
Find Result >

| |
Smith Christing

ISmith Uk

Figure 3-247 Find: Staff Screen

10. Enter all or part of staff Last Name, First Name.
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11. Click M or press ENTER. Search Results displays a list of matching criteria.
12. Click line of staff name. Line highlights.

13. Click again or click ﬂ Find: Staff screen closes and staff name displays.

14. Click _save |,
The document can be printed, validated and finalized.
If Terminating a Student from Part of Services, validate and finalize the document.
If Terminating a Student from ALL Special Education Services, continue to the next step:

TERMINATING A STUDENT FROM ALL SPECIAL EDUCATION SERVICES:
1. Click the Finalize button.

If any documents for this student are NOT yet finalized or if the student has a draft IEP, a Process
Move Errors window will appear.

Process Move Errors > &
Flease resolve all errors listed below 10 proceed with the process move
General Errors 0_|
| Line|Error Message

Not allowed 1o have an IEP
Document Errors @
ll'-mn Dunn-t_ Emrw | Delete | Finalize
Fueferesh Eror List

Figure 3-248 Notice of Termination Process Move Error List

2. All documents must be finalized or deleted and the draft IEP must be deleted before
proceeding.

Upon fixing any Process Move Errors and finalizing, an Exit Process screen displays.

Student Exit From Special Ed (&)

You are about to ext the student from Special Ed. If you are sure you want to ext student, type in the
fields below, and click the Exit from Special Ed button. Otherwise click the Cancel button to cancel this
request.

Exit Date Exit Reason Exit Explanation

07052017 [P

Exit from Special Ed

e

Figure 3-249 Student Exit From Special Ed Screen

3. Using the drop-down menu select the appropriate Exit Reason and type in the Exit
Explanation.

4. Click Exit from Special Ed.

After successfully finalizing the Termination notice, the student will be removed from the user’s
Portfolio view. All finalized documents will appear in the student’s Historical Docs tab. (Click on
the student icon to view). If the student is ever referred for special education in the future, they
can be manually moved to the Initial or Reevaluation process.)
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GENAZ 21 — NOTICE OF CONTINUED PLACEMENT

The Notice of Continued Placement is located in the Reevaluation Process.

Note: The Notice of Continued Placement has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ as
each school district has the ability to create and edit Prior Written Notices to meet
their individual district needs.

The Notice of Continued Placement contains one tab:
e Prior Written Notice

Prior Written Notice

Student Name: Akins, Shawn E. Dooument GENAZ 21 Deswiption: Notice of Continued Placement

Prior Written Notice |

Document Name ; ) ) _Document Date
Notice of Continued Placement | e
Description of Actions Proposed or Refused &

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements. >
Explanation of why the district proposes or refuses to take the action

W

F@

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

w

o

Description of other options considered and why those options were rejected:

L

o

Description of the factors relevant to the actions proposed or refused are:

b

]
P of
This decision is propesed to be implemented on 7

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards.

Procedural Safequards provided to parent(s)

(initials)
This document was prepared by
;:dmirl Usel‘_
Case Manager Case Manager Phone

v

Figure 3-250 Notice of Continued Placement Screen
To create a Notice of Continued Placement document:
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1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses fo take the action:

b4

Student requires Special

Ed Ity

gy

ol

FY

=

-

Figure 3-252 Notice of Continued Placement ScreenStatements Section Drop-down
2. Click on the drop-down box located above the textbox.

Select the desired key-word stem in the drop-down list.
4. The statement associated with the key-word stem selected will appear in the textbox. Use

w

Explanation of why the district proposes or refuses to take the action:

by
%] @
The IEP team found that Harry requires Special Education semvices in order to receive an appropriate =]
education.

Figure 3-253 Notice of Continued Placement Screen Statements Section Populated

to spellcheck. Use @ for more space.
5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.
6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click + next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | seec | Clear selection |

Find: Staff

Find Criteria &

Last Name First Name Middle Name

Smith C

Search Results |

Find Result [
| |

]S mith Christine
|Smith Jk

Figure 3-251 Find: Staff Screen
8. Enter all or part of staff Last Name, First Name.

9. Click ﬂ or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click ﬁ Find: Staff screen closes and staff name displays.
12. Click |_save |,
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The document can be printed, validated and finalized.
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GENAZ 22 — NoTicE oF IEP (REEVAL)

The Notice of IEP (Reeval) is located in the Reevaluation Process.

Note: The Notice of IEP has been created from the Prior Written Notice template
in Synergy SE. The wording of the example below may differ as each school
district has the ability to create and edit Prior Written Notices to meet their
individual district needs.

The Notice of IEP contains one tab:
e Prior Written Notice

Prior Written Notice
Student Name: Akins, Shawn E. © GENAZ 22 Dx won Notice of IEP
Prior Written Notice |

Document Name Document Date
[Notice of IEP I G

[Description of Actons Proposed or Refused "
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements )
Explanation of why the district proposes or refuses to take the action

v

#o

Descnption of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

v

#o

Descniption of other options considered and why those options were rejected

v

o

Descnption of the factors relevant to the actions proposed or refused are

v

B9

Implementation of Decision 5
This decision is proposed to be implemented on (>

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law Contact the
school psychologist or call the Special Education ofice f you want a copy of the procedural safeguards

Procedural Safeguards provded to parent(s)

(ntials)
This document was prepared by
-
Aamin Use|
Case Manager Case Manager Phone

To create a Notice of IEP document:
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1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

W

Requires Semices & =]

=
Figure 3-255 Notice of IEP Reevaluation Screen Statements Section Drop-down
3. Select the desired key-word stem in the drop-down list.
Explanation of why the district proposes or refuses to take the action:
W
V] @
The |IEP team has determined that Harry requires the semnvices listed on the attached IEP. =]
[~

Figure 3-256 Notice of IEP Reevaluation Screen Statements Section Populated

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

Tip: When entering, editing or viewing information in a textbox, grab in the
' bottom right corner, to resize the box. The box can be adjusted larger to view
- more of the information or smaller to provide more room on the screen.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click + next to This document was prepared by:. The Find: Staff screen displays.

Find | Clos= | Selert | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Mame Middle Name
Smith C

Search Results |

Find Result [
| |
Smith Christine
ISmith Uk

Figure 3-257 Find: Staff Screen
8. Enter all or part of staff Last Name, First Name.

9. Click Lna | or press ENTER. Search Results displays a list of matching criteria.
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10. Click line of staff name. Line highlights.

11. Click again or click _==% | Find: Staff screen closes and staff name displays.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 23 — NOTICE OF TRANSFER

The Notice of Transfer is located in the Transfer Process. The Notice of Transfer in the Transfer
Process is intended for special education students who have transferred from another district.

Note: The Notice of Transfer has been created from the Prior Written Notice
template in Synergy SE. The wording of the example below may differ as each

school district has the ability to create and edit Prior Written Notices to meet
their individual district needs.

The Notice of Transfer contains one tab:

e Prior Written Notice

Prior Written Notice

|Student Name: Akins, Shawn E.  Document GENAZ 23 Description: Notice of Transfer

Prior Written Notice |

IDocument Name Document Date
[Notice of Transfer | G
Description of Actions Proposed of Refused O
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: identiScation

The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements 9
Explanation of why the district proposes of refuses to take the action

v

2o

Description of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action

v

"o

Descoption of other options considered and why those options were rejected

v

o

Description of the factors relevant to the actions proposed or refused are

v

79

Implementation of Decision W
This decision is proposed to be implemented on >

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law Contact the
school psychologst or call the Special Education ofice f you want a copy of the procedural safeguards

Procedural Safeguards prowded to parent(s)

(mtials)
This document was prepared by
* :
Admin User
Case Manager Case Manager Phone

v

Figure 3-258 Notice of Transfer Screen

To create a Notice of Transfer document:
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1. Enter the Document Date (MMDDYY) or click % and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

| v

Implement current IEP as written{h =]

Information may require modification

Reevaluation is needed

Figure 3-259 Notice of Transfer Screen Statements Section Drop-down
2. Click on the drop-down box located above the textbox.
3. Select the desired key-word stem in the drop-down list.

Explanation of why the district proposes or refuses to take the action:

e

5@

The available IEP is current and can be implemented as written. ;I

=

Fiaure _3-260 Noticg of Transfer Screen Statements Section Completed ) )
4. The statement associated with the key-word stem selected will appear in the textbox. Use

to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click k¥ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click + next to This document was prepared by:. The Find: Staff screen displays.
8. Enter all or part of staff Last Name, First Name.

Click [fna | or press ENTER. Search Results displays a list of matching criteria.
10 Click line of staff name. Line highlights.

11. Click again or click J Find: Staff screen closes and staff name displays.

Find | Close | Select | Clear Salection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Mame

Smith C

Search Results |

Find Result >
! |

]S mith Christine
ISmith Uk

Figure 3-261 Find: Staff Screen

12. Click _save |,

The document can be printed, validated and finalized.

244 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide

Chapter Three

GENAZ 24 — TRANSFER IEP

The Transfer IEP document is located in the Transfer Process.

The Transfer IEP allows the user to determine which process to transfer the student to and

creates an IEP document within Synergy SE. The Annual Review and Reevaluation Dates as well

as the student’s disability are entered into this document. Those fields are populated into the

student’s Synergy SE student record.
The Transfer IEP contains six tabs:

e Cover

o Goals

e Services
e LRE

e Medicaid

e Attachments
e Cover Tab

Transfer IEP

Student Name: Abbatacola, Emily L. sStudentiD: 501001608 Gender: Female Birth Date: 04/29/1999 Grade: 07 |EF Status: Draft Transfer IEP

Cmrl Goals = Services | LRE | Medicaid Attachments

Dates Q
Re-evaluation Due Date IEP Date IEP Review Due Date Process Name Display ‘DRAFT

7 05/25/2012 [ 05/24/2013 [ Transfer
Interpreter Needed
Y]
Eligibility Q
Primary Eligibility
v

Secondary Eligibility

L Autism D Developmental Delay __|Emotional Disability

[ Hearing Impaired [ ILanguage Impairment |__IMD/Severe Sensory Impairment

__IMild Intellectual Disability [“IModerate Intellectual Disability | Multiple Disabilities

|| Orthopedic Impairment ["Jother Health Impai | Preschool Severe Delay

| Severe Intellectual Disability DSper.i‘ﬁc Leaming Disability || Speech Disability

| Speech Language Impairmenl[ |Traumatic Brain Injury __Visual Impairment

Program Q|
Program Recommended

IEP Team Members Q|
Student Consulted/Present

£
Refresh Participants from Team
Parent Participants OI
bbatacola, David Father [Yes Yes &
bbatacola, Jill Mother Yes Yes v
]

Staff Participants Add (%]

Figure 3-262 Transfer IEP Screen Cover Tab

To create a Transfer IEP document:

COVER TAB

1. Insert the Re-evaluation Due Date, the IEP Date, and the IEP Review Date (MMDDYY)

or click and select date.
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2. Checking Display “DRAFT” will display the word DRAFT on all pages of the IEP. Make
sure to uncheck this box prior to finalizing or it will display on the finalized IEP.

3. Click Add to Document effort to schedule the IEP Meeting. A new row displays.

Enter Date (MMDDYY) or click k= and select date.
5. Type the Description of the effort into the textbox provided.
>

6. If needed, check [Cl on the line of the documentation record to remove. The row is
removed.

7. Indicate if Interpreter Needed by selecting Yes or No from the drop-down provided. If yes
is selected, a staff member with the Role of Interpreter must be added.

8. Select the Primary Eligibility indicated on the out of district IEP from drop down box.
Check all applicable Secondary Eligibilities.

9. Enter the Program Recommended for this student.

10. Click Student Consulted/Present drop-down and select the appropriate option. Selecting
either option will place the student in the Participants section of the printable document. If
the field is left blank the student will not be included in the Participants list.

11. On the Parent Participants section, click the Consulted/Present drop-down and select
the appropriate option. The Parent Participants section will display the Parent/Guardians
for the student as they appear in Synergy SIS (or other district SIS). Selecting from the
Consulted/Present dropdown will place the specific parent in the Participants section of
the printable document. If the drop-down is left blank the parent will not be included in the
Participants list.

e

The Staff Participants section displays the staff members who have been added to the student’s
Team List. Names can be added or removed from the staff section of this document without
affecting the student’s Team List. If a Staff name is added to this document, the name will display
on this document only and not on the student’s Team List.

Staff Names displaying will be included as either consulted or present, however changes may be
made including additional staff names added.

12. If the staff members Role is different for this IEP meeting, click the drop-down and make
the appropriate selection.

13. Click the Consulted/Present drop-down and select the appropriate option, for each staff
participant. If the field is left blank, the staff member will not appear in the Participant
Section of the Printable IEP.

Change current staff participant names:

Staff Participants Add | Q|
;5| Line| | g g
_] Green Tog': l Case Carrier v v

l | User Admin Special Ed Teacher v v

Figure 3-263 Transfer IEP Screen Cover Tab Staff Section Change/Add
14. Click + next to the Staff Name to change. The Find: Staff screen displays.
15. Enter all or part of staff Last Name, First Name.

16. Click _#¢ | or press ENTER. Search Results displays a list of matching criteria.
17. Click line of staff name. Line highlights.
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18. Click again or click == | Find: Staff screen closes and staff name displays.
19. Click the Role dropdown and select the staff role.

Add staff names:

Find | Closs | :'ee:'.l Clear Selection |

Find: Staff
Find Criteria >
Last Mame

First Name Middle Mame
Smith C

Search Results |

Find Result

&

| |
Smith Christine
ISmith Uk

Figure 3-264 Find: Staff Screen

20. Click Add on the Staff Participants bar. A new line is added to the grid.
21. Repeat the procedure above.

>

22. If needed, check Il on the line of the Staff Name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

23. Click the Add button on the Other Participants bar. A new row will be added.
24. Enter the Name, Title and Role of the patrticipant.

25. Click the Consulted/Present drop-down and select the appropriate option, for each
participant.

Note: Staff roles of District Representative and Individual to Interpret Results are

required fields. The IEP will display a validation error when finalizing if Staff
Participants have not been added with those roles.

Copyright© 2012 Edupoint Educational Systems, LLC
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GOALS TAB

finalized.

Goals added to this IEP will be available in the student’s Progress Report once this IEP is
Transfer IEP o
Student Name: Abbatacola, Emily L. Student ID: 501001608 Gender. Female Birth Date: 04/29/1999 Grade 07 |EP Ststus: Draft Transfer IEP
Cover IGo‘Is l Services | LRE | Medicakl | Aftachments
ngrmn O
Q
Grading Periods Add
|Progress Period 3 7
:Progress Pe;o; 2 E?
|Progress Period 1 7
:Progress Period 4 &2
*)
Category __Add New Bank Goa
! _ S
To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.
Goals Add Show Detail | Q)
Move Category Up | Move Category Down |

Figure 3-265 Transfer IEP Screen Goals Tab

Add the Grading Periods dates for Progress Reports.

Progress reports on goals will be sent home in accordance with the grading periods Add @

[>¢ [ Line[Grading Period Label Grading Period
IE1 ] 1=t Grading Period 09/30/2010
[T 2nd Grading Period [11r2412010 [ |

Figure 3-266 Transfer IEP Screen Goals Tab Progress on Goals

Click the Add button on the grading Periods bar. A new line displays.
Label the Grading Period as desired, (1st Grading Period, 1st Grading Quarter, etc.)

Enter the date for the Grading Periods (MMDDYY) or click 3+ and select date.

If needed, check =1
removed.

| on the line of the Grading Periods record to remove. The row is

ADDING GOALS

Goals can be added to the IEP in five ways:

e New Blank Goal

e Goal Library

e Personal Goal Library
e Goal Builder

e Standard Goal Library

NEW BLANK GOAL
Select the goal Category from the drop-down box.
Click Add New Blank Goal. A new row is now added to the Goals section.

248
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L

10.
11.
12.

13.

14.

15.

16.

17.

QO

Category Add New Blank Goal

v

To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.

Goals Add [ show Detail |
x g 5 | 4
@ 7

i Reading @ z ~

Move Category Up ‘ Move Category Down |

Figure 3-267 Transfer IEP Screen Goals Tab Goals Tab Add New Blank Goal

Type the goal in the Description textbox. Use [¥] to spellcheck. Use @ for more space.
Add the Goal Pre score date (MMDDYY) or click ¥ and select date.
Type the Pre score information.

If this goal will apply to ESY place a check in the Applies To ESY column. By placing a
checkmark in this area, the goal will then be imported into appropriate fields the ESY
Progress Report and ESY Addendum — GENAZ 505.

Repeat above directions to add additional goals.
>
If needed, check 1 on the line of the Goal record to remove. The row is removed.

Click on the line of the goal. The line highlights.

| seals [ Add | Hide Detail |3

| Description [E] & Date
| Reading .

Pre-score

Short-Term Objectives/Benchmarks T
= =l &
9
o

Figure 3-268 IEP Screen Goals Tab Detail View

Click the Show Detail button. The detail view displays on the right.

Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..
Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use ] to spellcheck. Use @ for more space.

Insert the By Date, (MMDDYY) or click ¥ and select date when the student will meet the
Short-Term Objective/Benchmark.
Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.
Repeat above directions to add additional Short-Terms Objectives.

>
If needed, check [l on the line of the Short-Terms Objective to remove. The row is
removed.

Click the Hide Detail button to close the detailed view.
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GOAL LIBRARY

Category

Add New Blank Goal

To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.

&l

Goals

EilE]

Reading

Add Show Detail [

= 5 r

I Move Category Up Move Category Down ‘

Figure 3-269 IEP Screen Goals Tab Add Goal

Click the Category drop-down and select.
Click the Sub Category drop-down and select.

P wbdE

Click the Add button on the Goals bar. The Goal Library Search screen opens.

Click the Find button. The goals matching the criteria selected displays.

Fnd | Close | assign |

Status: Ready

Goal Library Search

Goals |

Selection Criteria

Category
Reading

Sub Category
~ || Reading - Grade 1 b

Show from Goal Library Personal Only

&

Goal

Reading -
Reading 5 20e7
|Reading -
) Reaalng| phus
Reading -

Reading Grade 1

Reading -

 Reading - e

[STUDENT] will demonstrate improved knowledge of literature by identifying four organizational
features of expository text when given (state conditions) scoring (state criteria) as measured
quarterly (by your method of evaluation) R:01 S3 C1 PO3 Alt 1

[STUDENT] will demonstrate improved knowledge of literature by determining which pictureficon
matches a story, heard or read, when given two pictures/icons to select from scoring (state
criteria) as measured quarterly (by your method of evaluation) R:01 82 C1 PO1 Alt 3
[STUDENT] will demonstrate improved knowledge of literature by following a 1-step direction
when given tactile symbols or pictures scoring (state criteria) as measured quarterly (by your
|method of evaluation) R:01 823 C2 PO1 Alt 2

[STUDENT] will demonstrate improved knowledge of literature by demonstrating understanding
that print materials (objects/partial objects, tactile symbols) are read left to right, with top to
bottom progression, when given (state conditions) scoring (state criteria) as measured quarterly
(by vour method of evaluation) R:01 S3 C1 PO3 Alt 3

)

Figure 3-270 IEP Screen Goals Tab Assign Goal

5. Click anywhere on the line of the appropriate goal. The line highlights.

6. Click the Assign button to add the selected goal to the student’s IEP. A pop-up window
displays containing the goal and stating that the goal has been added successfully to the

IEP.
7. Click OK.

8. The Goal Library Search screen will remain open, allowing for additional goals to be
added. When all goals have been added, close this window. The selected goals will

populate in the IEP.

9. The goals are contained in editable textboxes. Edit the criteria as necessary. Use ¥l to

spellcheck. Use @ for more space.
10.
11.

Add Pre score date and Pre score in textboxes provided.
Place a check in the Applies to ESY column checkbox, if this goal should apply to ESY.

The selected goal will be imported into the ESY Progress Report and the ESY Addendum

— GENAZ 505.
12. Click on the line of the goal. The line highlights.
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13.
14.
15.

16.

17.

18.

19.

20.

| Goals [ Adg | Hide Detail |
|J |Desr.r|pt|on o Date
[ Reading L
Pre-score
Short-Term Objectives/Benchmarks ETE
= = =
9
L

Figure 3-271 IEP Screen Goals Tab Detail View

Click the Show Detail button. The detail view displays on the right.

Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..
Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [¥] to spellcheck. Use @ for more space.

Insert the By Date, (MMDDYY) or click ¥ and select date when the student will meet the
Short-Term Objective/Benchmark.

Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

Repeat above directions to add additional Short-Terms Objectives.

=
If needed, check 1 on the line of the Short-Terms Objective to remove. The row is
removed.

Click the Hide Detail button to close the detailed view.

PERSONAL GOAL LIBRARY

Before adding a goal from your Personal Goal Library you must first add goals to your library.
Goals are added to your Library after you have added commonly used goals to you IEP.

1.

5.

To add goals to your Personal Goal Library, open an IEP you have already completed
with the desired goals:

Click on the line of the goal. The row highlights.
Click the Show Detail button. The detail view displays on the right.

Click N i T The Goal Personal Library window opens allowing you to

edit the goal selected. State Standards and Benchmarks may be added in this section to
allow for easier Goal adding.

Goals Hide Detail |
|state Standard Number

|2 speech - Articulation

Description [§7 @ Date

Henry will demonstrate improved intelligibility of speech by producing = |01/22/2012
consonant blends to reduce the occurrence of the phonological process |=
of sound omission when given a stimulus statement from the teacher o
and no model with a score of 80% accuracy as measured by quarterly = B0%

Pre-score

Add to Personal Goal Library

Short-Term Objectives/Benchmarks [ md @
X gl =
D70%

| 03/22/2012 1

Figure 3-272 IEP Screen Goals Tab Add to Personal Goal Library

Click _save |,
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Once you have added goals to your Personal Goal Library they are available for use.

Category Add New Blank Goal

|

To add a blank goal grid, click the Add New Blank Goal button.
To add a goal from the Goal Library, click the Add button.

Goals Add Show Detail [y

Applie
0

@ P
Reading =& = r

| Move Category Up ‘ Move Category Down |

Figure 3-273 IEP Screen Goals Tab Personal Goal Library

6. Click the Add button on the Goals bar. The Goal Library Search screen opens.
7. Click the Category drop-down list and select.

CFnd | Cose | asson | Status: Ready (£
Goal Library Search

Goals |
Selection Criteria Q|
Category Sub Category Show from Goal Library Personal Only ‘

ZSpeech - Articulatior ¥ || v

[Student] will demonstrate improved intelligibility of speech by producing
1 Speech - consonant+vowel+consonant (CVC) combinations in simple sentences when given a stimulus
Articulation statement with no model from the SLP with a score of 80% accuracy as measured by quarterly
teacher created assessment. AZ Academic Standards LS-F 1,2,3.

Figure 3-274 IEP Screen Goals Tab Goal Library Personal Only

Windows Internet Explorer B x|

Goal [STUDENT] will demonstrate increased numerical operations when given a combination of coins and bills to determine if there is ?enough money? or ?not enough
! money? to make the purchase when given (state condition) scoring (state criteria) as measured quarterly by (your method of evaluation) M:9-12 51 C2 PO2 Ak 3 has been

successfully assigned to IEP,
-
Fiqure 3-275 IEP Screen Goals Tab Goal Added Successfully
8. Click on the Show from Goal Library Personal Only checkbox.
9. Click Find. The goals matching the criteria selected displays
10. Select the appropriate goal by highlighting the goal statement anywhere in the row.

11. Click 49" |t add the selected goal to the student’s IEP.
A pop-up window displays containing the goal stating that the goal has been added successfully
to the IEP.

12. Click OK. The Goal Library Search Window will remain open allowing for additional goals
to be added.

13. When all goals have been added, close this window. The selected goals will populate in
the IEP.

14. The goals are contained in editable textboxes. Edit the criteria as necessary.
15. Add Pre score date and Pre score in textboxes provided.

16. Place a check in the Applies to ESY column if this goal should apply to ESY. The
selected goal will be imported into the ESY Progress Report and the ESY Addendum —
GENAZ 505.

17. Click on the line of the goal. The line highlights.
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18.
19.
20.

21.

22.

23.

24,

25.

a s wbdhe

Goals [ Adg | Hide Detail |
e atego Description [§7] @ Date
Reacing -
Pre-score
Add to Personal Goal Library ‘
Short-Term Objectives/Benchmarks Add ("]
¢ [De ptio By Date ew Orde
B9 -

Figure 3-276 IEP Screen Goals Tab Detailed View

Click the Show Detail button. The detail view displays on the right.
Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [¥] to spellcheck. Use @ for more space.

Insert the By Date, (MMDDYY) or click 5+ and select date, of when the student will meet
the Short-Term Objective/Benchmark.

Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.

Repeat above directions to add additional Short-Terms Objectives.

=
If needed, check on the line of the Short-Terms Objective to remove. The row is
removed.

Click the Hide Detail button to close the detailed view.

GOAL BUILDER

Select the goal Category using the available categories in the drop-down box.
Type in the Timeframe for the goal.

Type in the Condition for the goal.

Type in the Behavior for the goal.

Type in the Criterion.

[
[Category Add Vew Gosl
v
Timetrame mo Congons. @0 Benavior: (51O Creencn [FQ
By 6 months fom now ‘] gven hime 50 practice thee skills 2] [Crang's s20% well e able 1o wrte 21 |to the satsfaction of Dstnct and =]
measuradie goals Standasds 100 % of the bme
= =l =
To 203 a goal, choose category and I out goul parts. then cick the Add New Goal Bution

Figure 3-277 IEP Screen Goals Tab Goal Builder

Click the Add New Goal button. The goal builder automatically combines the entered
information into a complete goal in the Goals Section.

Wy Niew ] 9 By & months fram now, geen bme fo prachce B sills, Crasg's staf =]
o wall b able to wiile messurable goale. to the aatifaction of Ditnct and
H ADE Standasds 100 % of tha ma FEe 3 r
: il

Figure 3-278 IEP Screen Goals Tab Goal Builder Completed

Add Baseline Date (MMDDYY) or click L and select date.
Enter Baseline in the textbox provided.
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9. Place a check in the Applies to ESY column if this goal should apply to ESY. The
selected goal will be imported into the ESY Progress Report and the ESY Addendum —
GENAZ 505.

>
10. If needed, check IZll on the line of the Goal to remove. The row is removed.

11. Click on the line of the goal. The line highlights.

IGoaIs [ Adg | Hide Detail |

| Description [35] G Date
| reading -

Pre-score

Short-Term Objectives/Benchmarks | Add ‘ (& ]
% =] S
9
o

Figure 3-279 IEP Screen Goals Tab Detailed View

12. Click the Show Detail button. The detail view displays on the right.

13. Click the Add button on the Short-term Objectives/Benchmarks bar. A new line is added..

14. Enter the Short-Term Objectives/Benchmarks information in the Description textbox.
Use [l to spellcheck. Use @ for more space.

15. Insert the By Date, (MMDDYY) or click k7 and select date, of when the student will meet
the Short-Term Objective/Benchmark.

16. Type a number to indicate View Order you would like the Short-Term
Objective/Benchmark to appear.
17. Repeat above directions to add additional Short-Terms Obijectives.
>
18. If needed, check 1 on the line of the Short-Terms Objective to remove. The row is
removed.

19. Click the Hide Detail button to close the detailed view.

Add a goal from the Standard Goal Library: Select Standard Type, Grade, and Need Area and click the Add Standard Goal Button ("]
Standard Type Grade  Need Area Add Standard Goal

State Standards ¥[03 ~ | Reading| v

Goals Show Detail |
5 [ Line | = = | =l 2 el

Move Category Up | WMove Category Dovm ‘

Figure 3-280 IEP Screen Goals Tab Standard Goal Library

STANDARD GOAL LIBRARY

From the Standard Type drop-down select the standard area for the goal.
Select the Grade level of the standard to add using the drop-down.

Select the Need Area from the drop-down.

Click the Add Standard Goal button. The Standard window will open.

P wnNPE
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5. Click on& next to the desired standard. The performance objectives display below and P

turns to

Standard

P [1776 - Strand 1: Number and Operations|

P 1791-Strand 2: Data Analysis, Probability, an
b 1805 - Strand 3: Pattemns, Algebra, and Functio
D 1812- Strand 4: Geometry and Measurement
P 1824 - Strand 5: Structure and Logic

—_——

Standard

' 1776 - Strand 1: Number and Operations.
P77 GConcpt Rurmbarsense
P 1784 - Concept 2: Numerical Operations
P 1789 - Concept 3: Estimation
P 1791- Strand 2: Data Analysis, Probability, an
P 1805 - Strand 3: Palters, Algebra, and Functio
P 1812- Strand 4: Geometry and Measurement

[

Standard

= 1776 - Strand 1: Number and Operations.
¥ 1777 - Concept 1: Number Sense
(1778 - Compare and order positive fractions. de|
D 1779 - Determine equivalence by converting betw
’ 1780
P 1781 - Express of interpret positive and negati
P 1782- Locate integers on a number line,

Ddetween prif

b 1783 - Use ratios and unit rates to model, desc
P 1784 - Concept 2: Numerical Operations
D 1789 - Concept 3: Estimation
P 1791 - Strand 2 Data Analysis, Probability, an
P 1805 - Strand 3: Patterns, Algebra, and Functio
P 1812- Strand 4: Geometry and Measurement
P 1824 - Strand 5: Structure and Logic

b 1824 - Strand 5: Structure and Logic

Figure 3-281 IEP Screen Goals Tab Standard Goal Library Standards and Performance
Objectives

6. Click on the desired performance objective.
7. Check the goals desired in the Add column.
8. Click Add Goals.

View Order

ICode Standard Description [%] @

1778 Compare and order positive fractions, decimals, and percents. =

Goal Q

e|Des 0 Add

[Student] will demonstrate team work skills, by completing school projects on time, with integrity, while
displaying conduct befitting a citizen of the class, given a teacher directed activity, scoring pass —-
marks for school weeks, as measured by teacher observation and a [Student] behavior check sheet,|
daily.

kdjfsdkfjsal,dkfj;sidkf) | ™
[Student] will demonstrate technological literacy, by using organizational features of electronic information
(e.g. microfiche headings and numbering; headings for accessing nested information in hypertext media,
electronic media, library, interlibrary catalog data bases), given a teacher directed activity, scoring =
pass marks for school weeks, as measured by teacher observation and a [Student] behavior check
sheet. daily

Figure 3-282 IEP Screen Goals Tab Add Goals

9. A pop-up message displays for each added goal letting you know that the goal(s)
has/have been successfully assigned to the IEP. Click the OK button to close the
message.

10. Close the Standard screen. The goals have now been added and are ready for editing.

Add a goal from the Standard Goal Library: Select Standard Type, Grade, and Need Area and click the Add Standard Goal Button Q
Standard Type Grade  Need Area Add
| ¥l i
Goals Show Detail | )
<[ une[ category | state Standarawumber  [Descrpton | Prescoredate -|  Prescore | AppiesToEsy
| @ Adam wil demanstrate team work skills, by completing school projects  »
s e iy s st oo et e 3 r
_échuo\ weeks, as measured by téachev obsenation and a Adam
] @Adamwﬂl jical literacy, by using 2
u Mﬁ‘" i e e r
media, electronic media, library, interlibrary catalog data bases), givena ~

Figure 3-283 IEP Screen Goals Tab Goals Added

Goals will automatically be sorted by Category. The order of categories can be changed.

11. Click the line number of a goal. The goal highlights.
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(¢] Harry will demonstrate increased numerical operations when given a i
: combination of coins and bills to determine if there is ?enough money?
L ARSI ACAIIRINC. Sis - Mal) or ?not enough money? to make the purchase when given (state -
| condition) scoring (state criteria) as measured quarterly by (your _vJ
‘ @ Harry will demonstrate increased data analysis with appropriate |
= { graphical representation by using labels, titles, and organized data

= ARcinae dcadeuic Sids = Mty provided to construct a graph scoring (state criteria) as measured
|___quatedy (by your method of evaluation) M9-12 S2C1PO2 A2 [
Q@ Harry will demonstrate increased data analysis with appropriate |

¢ 2 graphical representation by using labels, titles, and organized data

L [ AEOS EATTNG SN - Ny provided to construct a graph scoring (state criteria) as measured
quarterly (by your method of evaluation) M:9-12 S2 C1 PO2 Alt 2 L_I
%] @ Harry will demonstrate an improved awareness of vocal quality by A

- Speech - Voice generating a list of substitute (nonvocal) behaviors to use in given
situation when given a stimulus question and situational context by the —
| - teacher with a score of ( ) accuracy as measured by a ¥
@ Harry will demonstrate improved intelligibility of speech by producing -

X > understandable utterances containing no more than ( 1%
L I unintelligible words when given a trained listener and stimulus I
ictures/objects related to a structured classroom activity with a score ¥
Move CategoryUp | Move CategoryDown |

Figure 3-284 IEP Screen Goals Tab Sort

12. Click Move Category Up or Move Category Down to move the goal to the top or bottom
of the Goals list.

13. Click |_save |,

SERVICES TAB

Services will display the type, location and duration of special education services provided to the
student. If the service is a Medicaid Billable service it will calculate the service hours.

| Transfer IEP «

‘Student Name: Abbatacola, Emily L. Student ID: 501001608 Gender. Female Birth Date: 04/29/1999 Grade: 07 |EP Status: Draft Transfer IEP

Cover Goals || Services | LRE = Medicaid | Attachments

Special Add Show Detail

Related Service Q|
The team considered the need for related senices and determined that the student

| -

Related Services Add Show Detail

Senvices Justification 7] @

There are no Auto-Populate entries for the specified question

| v :e student will receive Special Education transportation for the duration of this IEP due to the disability and to access the program site.
rb to curb transportation to address needs that are indicated in the IEP will be provided.

[ v The student will receive Special Education t rtation for the duration of this IEP due to the disability and to access the program site.
Adult assistance to address needs that are indicated in the IEP will be provided.

Figure 3-285 Transfer IEP Screen Services Tab
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Click the Add button to add a new special education service. A new row displays.
Click the Provider Role drop-down box and select the appropriate provider.
Click the Location drop-down box and select the appropriate location.

Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

Select the correct Frequency Unit using the options in the frequency drop-down box.
Enter Date of Initiation On/About (MMDDYY) or click [+ and select date.

7. Enter Duration of Service (MMDDYY) or click E* and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day).

P wdPE

o o

Special Education Services

* a a a a
= = < = >~ -~ =
=z 2

Adwocacy Skills ~ ||Special Ed T¢ | Special Ed Class | 2.50 per week v |07/06/2012|
Figure 3-286 IEP Screen Services Tab Durationof Service

If the service added is Medicaid billable the Medicaid Hours Per Year will automatically calculate
and be entered into the Medicaid Column.

8. Click line of Specially Designed Instruction. Line highlights.

9. Click again or click Show Detail. The detailed view displays on right.

10. Select the Detail Description Code using the drop-down statement box.

11. Type in the Detail Description. Use ¥l to spellcheck. Use @ for more space.

[special Education Services [ Add | Hide Detal |

| |Provider Role  Location Hours Frequency Unit
Functional Communication (SLI) + | Special Ed Te | |Special Ed Classroom % | 2.50 per week he

Date of Initiation On/About Duration of Service

07/06/2012 07/06/2013

Detail Description Code

| v

Detail Description [ Q@

Figure 3-287 IEP Screen Services Tab Specifically Designed Instruction
12. Click Hide Detail to close the detailed view.

Related Services

13. Click the drop-down in the Related Service box and complete the statement.
14. If the student is not in need of Related Services, move on to the Transportation section.

Related Service
The team considered the need for related services and determined that the student

is in need of related senices. \ v

Related Services Add | Show Detail

P

<>

=y Py =y -y o
= = | = | = | = =
= =

Figure 3-288 IEP Screen Services Tab Related Service Statement
15. If the student requires Related Services, click Add on the Related Services bar.
16. Click the Related Service drop-down and select.
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17. Click the Provider Role drop-down box and select.

Related Services

[y View _ . N . N . I
4, |Line Order = Related Services = | Provider Role — Location =
Ii 1 ' '

Figure 3-289 IEP Screen Services Tab Related Service
18. Click the Location drop-down and select.

19. Enter the Amount of Time using quarter hour increments in the Hours textbox. (i.e., 2.25,
5.50, 3.75, etc.)

20. Select the correct Frequency Unit using the options in the frequency drop-down box.
21. Enter Date of Initiation On/About (MMDDYY) or click [ and select date.

22. Enter Duration of Service (MMDDYY) or click k% and select date. If left blank, upon
saving, the Duration of Service automatically populates the date, calculated for the next
IEP (1 year minus 1 day). Enter the Amount of Time using quarter hour increments in the
Hours textbox. (i.e., 2.25, 5.50, 3.75, etc.)

If the related service is Medicaid billable, the Medicaid Hours Per Year will automatically
populate, based upon the Amount of Time selected and the Duration of Service.

Amnunt of Time Date of
IIhahm N Hmrs Per E
Hours Frequency Unit Service Year
0.50 per day v |07/05/2012 07/04/2013  [3]128.00

Figure 3-290 IEP Screen Services Tab Medicaid Hours Per Year

23. Click the Services Justifications drop-down and select. The statement will populate the
textbox below. Custom statements may be added directly to the textbox, also.

| 9

Services Justification [E5]

Figure 3-291 IEP Screen Services Tab Services Justifications

24. After reading the text in the transportation section, answer Yes or No to each statement
using the drop-downs. If No is selected, continue to the Services Tab. If Yes is selected to
either statement, additional fields display.

25. In the second section, select Yes or No from The student requires... drop-down.
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Transportation

Transportation is a team decision. It is based on need not on a specific disability. NOTE: Transportation is a related service, so you must provide the

justification for it in the PLAAFP. What are the student's behavioral needs or needs for specialized equipment that require transportation in a special bus?
Example: 1) Mary requires a harness on the bus since she has been known to unbuckle/squirm out of her seat belt. She stands up and walks around the bus |
motion. 2) John has a history of hitting other students and requires a special bus where he can be closely monitored.

Yes| + [The student will receive Special Education transportation for the duration of this IEP due to the disability and to access the program site. Curb
curb transportation to address needs that are indicated in the IEP will be provided.

No « [The student will receive Special Education transportation for the duration of this IEP due to the disability and fo access the program site. Adult
assistance to address needs that are indicated in the IEP will be provided.

+ The student requires medically necessary transportation to and from school and meets at least one of the following criteria:
[C] Student requires transportation in an adapted venhicle.

v

Description [&](Q

[ Student has behavioral problems and must be transported separately from non-disabled students.

v

Description [&](Q

Figure 3-292 IEP Screen Services Tab Transportation Section

26. Check if the Student requires transportation in an adapted vehicle. If selected, either
type in a Description of the necessary vehicle adaptations or select the appropriate

statements from drop-down box. As many adaptations may be selected as needed using
the drop-down statements.

27. Check if the Student has behavioral problems and must be transported separately
from non-disabled students. If selected, either type in a Description of the behavioral
concerns or select the appropriate statements from drop-down box. As many behavioral
concerns may be selected as needed using the drop-down statements.

These are Medicaid Billable items that, if selected, will reflect on the Consent to Claim Medicaid
Reimbursement that prints with the IEP.
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LRE TAB

(Least Restrictive Environment)

a. Progress in the general curriculum is impacted by the disability? {7 @

Are senices to be provided at the neighborhood school?
v

v

b. Potential harmful effects of the placement: {7 @

v

c. Explain to what extent the student will not participate with non-disabled peers in academic and non-academic emvironments ] &

Transfer IEP &
Student Name: Abbatacola, Emily L. Student ID: 501001608 Gender: Female Birth Date: 04/29/1999 Grade: 07 |EP Status: Draft Transfer IEP
Cover | Goals @ Serv w:esl LRE | I\.'ed-cavd Attachments
Check box of educational options selected for primary placement and write a rationale for selected option. The following options were selected:
Y and [&)
v
for LRE selection: =
v

Figure 3-293 Transfer IEP Screen LRE Tab

PRESCHOOL STUDENTS

If the student is in grade Preschool, the Least Restrictive Environment can be selected for both

preschool services and elementary services.
1. Select the appropriate LRE statement from the Pre School drop-down list.

2. Select the appropriate LRE statement from the Elementary and Secondary drop-down

list.

Pre School

Home at least 360 minutes per week

Inside Reqular Early Childhood Program 40-79% of the time

Inside Reqular Early Childhood Program at least 80% of the time
Inzside Regular Early Childhood Program less than 40% of the time

Dirneata Crbhenl nl t anrallad ke narantic

Figure 3-294 IEP Screen LRE Tab Pre School Statement Pre School Drop-down

Elementary and Secondary

Correctional Facilities with code A
Correctional Facilities with code B
Correctional Facilities with code C

Homebasedhomebound/hospital program

Inaadis Baciilar Class 0% ar moee of the dan

Figure 3-295 IEP Screen LRE Tab Pre School Statement Elementary and Secondary Drop-down

260

Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three
ELEMENTARY AND SECONDARY STUDENTS

£l y and Secondary

Comectional Facilities with code A
Comectional Facilities with code B
Comectional Facilities with cade C

Homebasedhomeboundhospatal program

Insade Beailar Class AN% or moes of the dan

Figure 3-296 IEP Screen LRE Tab Elementary and Secondary Statement Drop-down

3. Select the appropriate LRE statement from the Elementary and Secondary drop-down
list.

4. Select the appropriate statement from the drop-down list under Rationale for LRE
selection:. This will populate the textbox below which can be edited.

TETICTCS 11T T T PTODTETTT SOTeITg

Rationale for LRE selectior

deficits in math skills

| w

deficits in attention
a. Progress in the general § jeficits in classroom behavior 7 [55] &
deficits in compliance [—

deficits in emotional factors

deficits in following directions =

Figure 3-297 IEP Screen LRE Tab A.

5. Select if the services will be provided at the student home school or not using the drop-

down statement box. If No is selected, an additional box displays asking for an
explanation of why.

Potential harmful effects of the placement

6. Select the appropriate effect from the drop-down list. This will populate the textbox below
which can be edited.

b4

b. Potential harmful effects of the placement: 5]

Figure 3-298 IEP Screen LRE Tab B.

7. Select the extent the student will not participate from the drop-down list. This will populate
the textbox below which can be edited.

L

c. Explain to what extent the student will not participate with non-disabled peers in academic and non-academic environments B Q

-

Figure 3-299 IEP Screen LRE Tab C.

8. Click _save |
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MEDICAID TAB
The Medical section provides a list of items pertaining to services provided by Health Assistants.

Figure 3-300 Transfer IEP Screen Medicaid Tab

9. Check the appropriate boxes and enter any pertinent information in the textboxes
provided. Use [¥] to spellcheck. Use @ for more space.

10. Click _save |,
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If any Personal Care/ADL Services have been added to the student’s Services Tab they will
reflect in this section.

FF specially Designed Instruction/Related Services E Location Hﬂ;’;ﬂLﬁ gﬁ;:ﬂnhm Duration of Service ""::ﬂ"mnpg

’i 1| Aide Sves - Personal Care/ADL v| [T |/Classroom/Camp +|3.00 per day b

Figure 3-301 IEP Screen Medical Tab Personal ADL Services

540.00

Duration/Frequency of Health Aide Assistance - Personal Care:’ADLla_UO hour(s) per day

Figure 3-302 IEP Screen Medical Tab Personal ADL Services Populated.

ATTACHMENTS TAB

The Attachments tab allows for the attachment of documents to the MET Report (such as
Compuscore printouts of testing, supporting documentation from service providers, etc.)
Documents included here will print at the back of the MET Report as a single document, but will
not have continuous page numbers or headings.

Transfer IEP hd

Student Name: Abbatacola, Emily L. Student ID: 501001608 Gender: Female Birth Date: 04/29/1999 Grade: 07 |EF Status: Drakt Transfer IEP
Cover | Goals | Services LRE = Medicaid llmlmal!‘t I I

Document Attachments:
2| Line

Comment =

Figure 3-303 Transfer IEP Screen Attachments Tab

1. Click the Add button to add an attachment. A new window opens.
2. Click the Browse button and select the file you wish to upload.

Altach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

| [ Browse_|

Figure 3-304 Attach Document Screen

3. Click Upload.

The name of the document displays in the Comment column. The type of document, Word or
PDF, displays in the Document column.

Word Document Attachments
int Order
1

[m]

MED CERT ]

Figure 3-305 IEP Screen Attachments Tab Attachments List

4. The Print Order is the order the document will be printed following the MET report. This
may be changed by typing in a different order.

Note: Attachments must be in Word or PDF format.
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FINALIZE THE TRANSFER IEP

@{\ Caution: To guard against documents moving to Historical Docs before their
" time, only the student’s Case Carrier should Finalize the IEP, unless the
% school district has designated another user to be in charge of finalizing.

When the IEP is finalized, all existing documents, including a copy of the IEP, will be sent to

Historical Docs. The student will be moved to the next appropriate process. The next process is
usually the Annual Review, unless the student’s next Triennial Reevaluation date is due in less

than 6 months, in which case they would be moved to the Reeval process.
1. Click the Finalize button in the Action Bar of the document.

I;:::' ove | Undo | Delete || | vaidateThisier | printereview | |[L Fnalee |] Status: Ready | (53 E]u

Figure 3-306 IEP Finalize Button

If the Validation process has not yet been completed, it will be forced to run now. Once the
document has been successfully validated, the Finalize process will begin.

If any active documents for this student HAVE NOT been finalized the Process Move Errors
window displays.

Process Move Errors &
Please resolve all errors listed below to proceed with the process move
General Errors Q
Document Errors Q
ine[Document 1D __[Document Name _[Error Message [ Detete [ Finaze
S| GENAZ 03 Parent Input All process documents must be finalized or deleted x (<]
1 GENAZ 01 Referral All process documents must be finalized or deleted x [ =]
Refresh Error List

Figure 3-307 IEP Process Move Errors List

Active documents must be either finalized or deleted before advancing through the finalizing
process.

2. Tofinalize, click the yellow icon associated with the document. The document will open

allowing it to be finalized.

3. To delete, click on the “X” in the Delete column. The document will be deleted. The
Delete option is a district security option and some users may not have access to the
delete option.

4. Once all documents have been deleted or finalized, click __RefereshEror List .
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5. When the list displays no more Document Errors the window can be closed.

Process Move Errors > 3
Please resolve all errors listed below to proceed with the process move.
General Errors ("]
Document Errors ("]
Line | Document ID Document Name Error Message Delete Finalize
Referesh Error List

Figure 3-308 IEP Process Move Errors List Cleared
6. Click Finalize again from the action bar in the IEP.

Prior to the completion of the Finalize process a window prompt displays confirming the
Finalization of the IEP.

7. Type Yes in the textbox provided.

Confirm making IEP Finalized Q|

You are finalizing this IEP. This means that all
participants have signed off on this IEP. You will not be
able to undo this action once it is complete. Any
changes to goals or services will be handied through
the Addendum process. If you are sure you want fo
make this IEP current, type the word YES in the space
provided below, and then click the Continue button
below

Confirm Current

e

Continue | Cancell

Figure 3-309 IEP Confirm IEP Flnalize Message
8. Click Continue. A printable version of the IEP will display.
9. Close or print the finalized IEP.
The following events will have occurred:

The student will have been moved to the next appropriate process, most likely the Annual Review
process.

The finalized documents are available in Historical Docs with a working copy of the IEP available
(yellow icon).

The Progress Report has been created containing the student’s goals from the finalized IEP.

The Reevaluation Date and Annual Review Date have been updated and appear in the date
columns.
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GENAZ 25 — NOTICE OF REFERRAL (PRESCHOOL)

The Notice of Referral (Preschool) is located in the Preschool Process.

Note: The Notice of Referral (Preschool) has been created from the Prior
Written Notice template in Synergy SE. The wording of the example below
may differ as each school district has the ability to create and edit Prior
Written Notices to meet their individual district needs.

The Notice of Referral (Preschool) contains one tab:
o Prior Written Notice

Prior Written Notice

|Student Name: Akins, Shawn E.  Ooccument GENAZ 25 Description: Notice of Referral

Prior Written Notice |

iDocument Name Document Date
|Notice of Referral | )
Description of Actions Proposed or Refused O
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT. identiication

The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements 9
Explanation of why the district proposes of refuses to take the action

v

o

Descrption of each evaluation procedure, assessment. record of report used as 3 basis for the proposed or refused action

v

o

Description of other options considered and why those options were rejected

v

2o

Description of the factors relevant to the actions proposed or refused are.

v

o

Implementation of Decision o
This decision is proposed to be impiemented on (>

Parents of 3 student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist o call the Special Education ofice f you want a copy of the procedural safeguards

Procedural Safeguards prowded to parent(s)

(mtials)
This document was prepared by
-
Admin User,
Case Manager Case Manager Phone

v

Figure 3-310 Notice of Referral (Preschool) Screen

To create a Notice of Referral document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.
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The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

2. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

W

Educational Disability Suspected =]

b

Figure 3-311 Notice of Referral (Preschool) ScreenStatements Section Drop-down
3. Select the desired key-word stem in the drop-down list.

Explanation of why the district proposes or refuses to take the action:

Bl

suspects that Harry may have an educational disability. =]

-

Figure 3-312 Notice of Referral (Preschool) ScreenStatements Section Populated
4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.
5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click 5 and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.
7. Click « next to This document was prepared by:. The Find: Staff screen displays.
8. Enter all or part of staff Last Name, First Name.

Click | rnd | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

Find | Close | oot | Cear Selection |

Find: Staff

Find Criteria >

Last Name First Name Middle Name

Smith C

Search Results |

Find Result >
| |

[ ISmith Christine
[Smith Jk

Figure 3-313 Find: Staff Screen
11. Click again or click _==% | Find: Staff screen closes and staff name displays.
The document can be printed, validated and finalized.
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GENAZ 26 — NOTICE OF EVALUATION DECISION (PRESCHOOL)

The Notice of Evaluation Decision (Preschool) is located in the Preschool Process.
The Notice of Evaluation Decision (Preschool) provides the user with two options:
e Decision to Evaluate: If the option to evaluate the student is selected, the document
will be created and finalized and the student will remain in the Initial process.

o Decision to NOT Evaluate: If the option to NOT evaluate the student is selected, the
document will be created and finalized and the student will be exited from Synergy SE.
The notice and all other previously created documents will move to the student’s
historical documents.

(See: Documents With Unigue Functionality)

Note: The Notice of Evaluation Decision (Preschool) has been created from

the Prior Written Notice template in Synergy SE. The wording of the example
below may differ as each school district has the ability to create and edit Prior
Written Notices to meet their individual district needs.
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The Notice of Evaluation Decision (Preschool) contains one tab:
e Prior Written Notice

Prior Written Notice
Student Name. Sabin, Heather R. Document: GENAZ 26 Desoiption: Hotice of Evaluation Decision

Prior Written Hotice |
Document Mame Document Date
Notice of Evaluation Decision | &
Decision %]
Current Decision: [Evaluate Change Decsion To "Net Evakiate” |

Description of Actions Proposed or Refused
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Evaluation
The Multidisciplinary Evaluation Team (MET) has decided to collect additional data on your child

Statements @
Explanation of why the district proposes or refuses to take the action:

w

o

Descrption of each evaluation procedure, assessment, record or report used as a basis for the proposed or refused action:

"

9

Description of other options considered and why those options were rejected:

o

B

Description of the factors relevant to the actions proposed or refused are:

w

Fo

Implementation of Decision =]
This decision is proposed to be implemented on: [‘;

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education office if you want a copy of the procedural safeguards.

Procedural Safequards provided to parent(s)
(imitials)

This document was prepared by:
-

Admin User

Case Manager Case Manager Phone
User, Admin i

Figure 3-314 Notice of Evaluation (Preschool) Screen

To create Notice of Evaluation Decision (Preschool) document:

1. Enter the Document Date (MMDDYY) or click L5 and select date. This should reflect the
date the document was created.

2. The Notice of Evaluation opens in Evaluate mode. To change the decision click
Crange Desson To NetEvakat=" | cyyrrent Decision will display Not Evaluate.

3. The Current Decision can be changed back to Evaluate by clicking _Shangs Bedsion To "Evaluate”
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Based on the decision made above the document will display the appropriate text in the
Statement fields and drop-down selections.

There are four statement areas for the explanations of action taken. Drop-down key-word stems
may be available, based on individual district decisions. If no stems are available in the drop-
downs, text can be added directly into the textboxes.

4. Click on the drop-down box located above the textbox.

Explanation of why the district proposes or refuses to take the action:

by v

Disability not suspected =]

Adequate educational performance

Figure 3-315 Notice of Evaluation (Preschool) Screen Sentence Stem Drop-down

5. Select the desired key-word stem in the drop-down list.

[Explanation of why the district proposes or refuses to take the action:
o
@

Information reviewed by district and parent(s) does not suggest that Harry has a suspected educational =]
disability.

Figure 3-316 Notice of Evaluation (Preschool) Screen Inserted Statement
6. The statement associated with the key-word stem selected will appear in the textbox. The
statement can then be edited and spell checked if desired.

7. Enter the This decision is proposed to be implemented on: date (MMDDYY) or click
and select date.

8. Enter (initials) to signify that the Procedural Safeguards were provided to parent.

9. Click « next to the This document was prepared by: to select the staff name. The Find:
Staff screen displays.

Find | Close | Select | Clear Selection |
Find: Staff
Find Criteria >
Last Mame First Name Middle Mame
Smith C

Search Results |

Find Result "
| |
[Smith Christine
|Smith Uk

Figure 3-317 Find: Staff Screen
10. Enter all or part of staff Last Name, First Name.
11. Click _# | or press ENTER. Search Results displays a list of matching criteria.
12. Click line of staff name. Line highlights.

If the option selected on this Notice was to NOT Evaluate, all previously created documents for
this student will move to the Historical Documents tab and the student will be removed from your
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Portfolio. If the student is ever referred for another evaluation they can be pulled back into the
Initial Process.

Once finalized, a Student Exit from Special Ed screen will display.

13. The Exit Date will default to the current date and can be changed using the Calendar
Icon.

14. Select the Exit Reason from the statements available in the drop-down box and type in
the Exit Explanation.

15. Click the Exit from Special Ed button. A Cancel button is available if you are not ready to
exit the student, yet. If the cancel option is selected, the document will remain not finalized
and in the In Progress state.

Exit Process o

You have indicated the student is not eligible for special ed for this disability. Is the student continuing in
special ed because they are eligible for another disability? If you are sure you want to exit from special ed,
please type in the fields below.

Exit Date Exit Reason Exil Explanation
07/05/2012) | v
Continue in Spedal Ed | Exit from Special Ed | Cancel |

Figure 3-318 Exit Process Screen Exit from Special Ed
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GENAZ 27 — NOTICE OF PLACEMENT (PRESCHOOL)

The Notice of Placement (Preschool) is located in the Preschool Process.

Note: The Notice of Placement (Preschool) has been created from the Prior
Written Notice template in Synergy SE. The wording of the example below

may differ as each school district has the ability to create and edit Prior Written
Notices to meet their individual district needs.

The Notice of Notice of Placement (Preschool) contains one tab:
e Prior Written Notice

Prior Written Notice

[Student Name: Akins, Shawn E. Cocument GENAZ27 O
Prior Written Notice |

IDocument Name
|Notice of Placement | ¥,

» Notice of PL.

of Actions Proposed or Ref [»
DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT. identification
The evaluation team has received a referral for a possible comprehensive evaluation of your child

Statements [~
Explanation of why the district proposes of refuses to take the action

v

2o

Description of each evaluation procedure, assessment, record of report used as a basis for the proposed or refused action

v

o

Description of other options considered and why those options were rejected

v

o

Description of the factors relevant to the actions proposed or refused are

v

o

Implementation of Decision O
This decision is proposed to be implemented on (>

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education ofice f you want a copy of the procedural safeguards

Procedural Safeguards prowded to parent(s)
(netials)

This document was prepared by

K

Admin User

Case Manager Case Manager Phone

v

Figure 3-319 Notice of Placement (Preschool) Screen

To create a Notice of Placement document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.
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The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:
b
Student requires Special =]
Ed
- [~

Figure 3-320 Notice of Placement (Preschool) Screen Statements Section Drop-down
Explanation of why the district proposes or refuses to take the action:

b
@
The IEP team found that Harry requires Special Education services in order to receive an appropriate ﬂ
education.

[~

Figure 3-321 Notice of Placement (Preschool) Screen Statements Section Populated
2. Click on the drop-down box located above the textbox.
Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [5¥ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent.

Click + next to This document was prepared by:. The Find: Staff screen displays.

8. Enter all or part of staff Last Name, First Name.

w

~

Find | Close | Seizct | Clear Selection |

Find: Staff

Find Criteria >

Last Name First Name Middle Name

Smith C

Search Results |

Find Result >
| |

[ ISmith Christine
|Smith Uk

Figure 3-322 Find: Staff Screen

9. Click [fna | or press ENTER. Search Results displays a list of matching criteria.
10. Click line of staff name. Line highlights.

11. Click again or click J Find: Staff screen closes and staff name displays.
12. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 28 — NoTICE OF IEP (PRESCHOOL)

The Notice of IEP (Preschool) is located in the Preschool Process.

Note: The Notice of IEP (Preschool) has been created from the Prior Written
Notice template in Synergy SE. The wording of the example below may differ

as each school district has the ability to create and edit Prior Written Notices to
meet their individual district needs.

The Notice of Notice of IEP (Preschool) contains one tab:
e Prior Written Notice

Prior Written Notice

|Student Name: Akins, Shawn E.  Document GENAZ 28 Desaription: Notice of IEP
Prior Written Notice |

IDocument Name Document Date
[ Notice of IEP

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: identfication

The evaluation team has recenved a referral for a possible comprehensive evaluation of your child
Statements 1
Explanation of why the district proposes of refuses 10 take the action

v

o

Description of each evaluation procedure, assessment, record of report used as a basis for the proposed or refused action

v

®o

Description of other options considered and why those options were rejected

v

o]

Description of the factors relevant to the actions proposed or refused are

v

o

Implementation of Decision W
This decision is proposed to be impl d on (¥

Parents of a student and the student have protection under procedural safeguards in accordance with Federal Law. Contact the
school psychologist or call the Special Education ofice f you want a copy of the procedural safeguards
Procedural Safeguards provided to parent(s)

(ntials)

This document was prepared by

.-
fxdmin User|
Case Manager Case Manager Phone

v

Figure 3-323 Notice of IEP (Preschool) Screen
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To create a Notice of IEP document:

1. Enter the Document Date (MMDDYY) or click i and select date. This should reflect the
date the document was created.

The Statements section contains four description areas where explanations for actions taken are
entered. Drop-down key-word stems may be available, based on individual district decisions. If no
stems are available in the drop-downs, text can be added directly to the textboxes.

Explanation of why the district proposes or refuses to take the action:

by

Requires Senices p: |=]

[
) Figure 3-324 Notice of IEP (Preschool) Screen Statements Section Drop-down
2. Click on the drop-down box located above the textbox.
Explanation of why the district proposes or refuses to take the action:
by
v]@
The IEP team has determined that Harry requires the services listed on the attached IEP. ;I
[~

Figure 3-325 Notice of IEP (Preschool) Screen Statements Section Populated
3. Select the desired key-word stem in the drop-down list.

4. The statement associated with the key-word stem selected will appear in the textbox. Use
to spellcheck. Use @ for more space.

5. The Implementation of Decision section contains a date field that reflects the
implementation date. Enter the date (MMDDYY) or click [ and select date.

6. Enter user (initials) to signify that Procedural Safeguards were provided to parent Click
next to This document was prepared by:. The Find: Staff screen displays.

Find | Close | Select | Clear Salection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Resulis |

Find Result >
| |

]S mith Christine
ISmith Uk

Figure 3-326 Find: Staff Screen
7. Enter all or part of staff Last Name, First Name.

8. Click [Fnd | or press ENTER. Search Results displays a list of matching criteria.
9. Click line of staff name. Line highlights.

10. Click again or click ﬁ Find: Staff screen closes and staff name displays.
11. Click |_save |,

The document can be printed, validated and finalized.
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ELIGIBILITY DETERMINATION DOCUMENTS

The list of Eligibility Determination documents can be accessed by clicking on the “E” icon in the

Initial, Reevaluation or Preschool Process.

Note: Eligibility Determination documents have been created from the
Eligibility Determination Template in Synergy SE. The wording of the
examples below may differ as each school district has the ability to create and
edit these documents to meet their individual district needs.

GENAZ 56  Eligibility Determination Autism

GENAZ 57  Eligibility Determination Emotional Disability
GENAZ 58  Eligibility Determination Hearing Impairment
GENAZ 59  Eligibility Determination Intellectual Disability
GENAZ 60  Eligibility Determination Multiple Disabilities / SSI
GENAZ 61  Eligibility Determination Other Health Impairment
GENAZ 63  Eligibility Determination Orthopedic Impairment
GENAZ 64A Eligibility Determination Developmental Delay
GENAZ 64  Eligibility Determination Preschool Severe Delay
GENAZ 65  Eligibility Determination Specific Learning Disability
GENAZ 66  Eligibility Determination Speech/Language Impairment
GENAZ 67  Eligibility Determination Traumatic Brain Injury
GENAZ 68  Eligibility Determination Visual Impairment

GENAZ 69  Eligibility Determination Non Eligible Child
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GENAZ 56 — ELIGIBILITY DETERMINATION - AUTISM

The Eligibility Determination — Autism contains one tab:
e Eligibility Determination

Figure 3-327 Eligibility Determination - Autism Screen

To create an Eligibility Determination — Autism document:
1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.
2. Respond to the statements by selecting Yes or No from the drop-downs.
3. If either response is Yes, provide an explanation in the textbox. Use [¥ to spellcheck. Use
@ for more space.
The Eligibility Criteria contain checkboxes that determine if the student meets the criteria for
eligibility.
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4, Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

Eligibility Decision

Decision

This student is eligible for Special Education as a child with a disability. in the category of AUTISM

This student is NOT eligible for Special Education in any of the above categories

Figure 3-328 Eligibility Determination - Autism Screen Drop-down

Check the Sources of Data Used to Make this Decision.
Enter the current IEP (Date) (MMDDYY) or click ¥ and select date.
Add any Other source of data used to make this decision that might apply.

Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

© N O

Figure 3-329 Eligibility Determination - Autism Screen Participants

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

| Green. Tom+= [case carier ¥
d User, Admin 4= Teacher Specialist b
Figure 3-330 Eligibility Determination - Autism Screen Staff Section Change/Add
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Select | Clear Salection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Results |

Find Result >
| |

[ Smith Christine
|Smith Uk

Figure 3-331 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click _== | Find: Staff screen closes and staff name displays.
Staff Orient.Mobility Specialist
% | Other
[ Green. Tom+= Case Carrier \'P{f}sical Therapist
I User. Admin ¢= Teacher Specialist + Peychologist
[ Smith_John 4 - Reader
Srbonl blirea

Figure 3-332 Eligibility Determination - Autism Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed.
The Other Participants section will allow for participant names that are not available in the Staff
directory.
1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.
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The final section contains the DSM-IV Diagnostic Criteria for Autism Spectrum Disorder. Based
on selections checked, the student is given a score that will provide an overview and explanation
of the student’s Autism eligibility.

DSM-IV Di: ic Criteria Q)
DSM-V Diagnostic Criteria for Autism Spectrum Disorder
A A total of SIX (or more) items from (1), (2), and (3), with at least two from (1), and one each from (2) and (3):

DEM-IV Criteria (]

(1) qualitative impairment in social interaction, as manifested by at least TWO of the following:

D(a} marked impairment in the use of multiple non-verbal behaviors such as eye-to-eye gaze, facial expression, body postures, and gestures
to regulate social interaction

D(b} failure to develop peer relationships appropriate to developmental level

D(c) a lack of spontaneous seeking to share enjoyment, interests, or achievements with other people {e.g.. by a lack of showing, bringing, or
pointing out objects of interest)

D(d) lack of social or emotional reciprocity

Total:

0

DEM-IV Criteria (]

(2) qualitative impairments in communication as manifested by at least ONE of the following:

D(a}de\ay in, or total lack of, the development of spoken language (not accompanied by an attempt to compensate through a native modes of
communication such as gesture or mime)

D(b} individuals with adequate speech, marked impairment in the ability to initiate or sustain a conservation with others
D(c) stereotyped and repetitive use of language or idiosyncratic language

D(d} lack of varied, spontaneous make-believe play or social imitative play appropriate to developmental level
Total:

0
DSMV Criteria (]

(3) restricted repetitive and stereotyped patterns of behavior, interests, and activities, as manifested by at least ONE of the following:

D(a) encompassing preoccupation with one or more stereotyped and restricted patterns of interest that is abnormal either in intensity or focus
D(b) apparently inflexible adherence to specific, non-functional routines or rituals
D(c} stereotyped and repetitive motor mannerisms (e.g., hand or finger flapping or twisting, or complex whole-body movements)

D(d) persistent preoccupation with parts of objects
Total:

0
Grand Total:
0

Figure 3-333 Eligibility Determination - Autism Screen DSM-IV Diagnostic Criteria

1. Check the statements that apply. The Total box at the bottom, displays the amount of
items selected.

2. Click _save |,
The document can be printed, validated and finalized.
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GENAZ 57 — ELIGIBILITY DETERMINATION - EMOTIONAL DISABILITY

The Eligibility Determination - Emotional Disability contains one tab:

e Eligibility Determination

Eligibility Determination =
Student Name: Saager, Philip T. o GEMAZ 57 Desaigtion: ENigibaity D PR ——

| Eligibility Determination |
Document Mamea l_Jch:umm Date
|Ei§bl‘l'rty Determination - Emotional Disturbance 7
There has been a lack of mstruction in reading and math -

The student is limited English proficient h
If sither response is “Yes™, provide an explanation: [ @

A student being considered for eligibility for Special Education under the category of EMOTIONAL DISABILITY must show evidence of an
emotional condition/di , wheraby the child exhibits one or mare of the following istics, as indicated by a checkmark:

Eligibility Criteria [®)

[[an inability to leam which cannot be explained by intellectual, sensory or health factors.

[ n inability to build and maintain satisfactory interpersanal relationships with peers and teachers.
[ Inappropriate types of behavior or feelings under normal circumstances

[Cla general pervasive mood of unhappiness or depression

[a tandency to develop physical symptoms associated with personal or schood problams.

|__|Emaotional disorder will include children who are diagnosed with Schizophrenia.
[Engibaity Criteria =
This student must also meet all of the following criteria:

[ |werification of an emotional condition/disorder by a psychiatist, licensed psychologist, or a certified school psychologist.
[ IThe above condition{s) isfare nol caused by social maladjustment.

| |The condition has existed for a lang pericd of time.

[ IThe condition acversely affects the childs educaticnal performance

[ |The adverse effects of the condition on educational nce are not comectable without Special Education.

Eligibility Decision =l
V_

SOURCES OF DATA USED TO MAKE THIS DECISION: [Check those used) IEP (Date) 7

I Grades | Parent Repon | Work Samples

[ schaot Records [ IMedical Reports [ IPsychosducational Evaluations

| |ctassroom Teachens) Report || Group Achievement Test | |indnidual Achievement Tests

| |ctassroom Obsenvations

Other ] @

Figure 3-334 Eligibility Determination - Emotional Disability Screen

To create an Eligibility Determination - Emotional Disability document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [¥ to spellcheck. Use
@ for more space.
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The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria

for eligibility.

4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.

6. Enter the current IEP (Date) (MMDDYY) or click 5+ and select date.

7. Add any Other source of data used to make this decision that might apply.

Figure 3-335 Eligibility Determination - Emotional Disability Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a

participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff Add

| Green, Tom s Case Carrier

’_ 2l User, Admin 4= Teacher Specialist =
Figure 3-336 Eligibility Determination - Emotional DisabilityScreen Staff Role Selection
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Selact | Clear Salection |

Find: Staff

Find Criteria &

Last Name First Name Middle Name

Smith C

Search Results |

Find Result i
| |

]S mith Christine
ISmith Uk

Figure 3-337 Find: Staff Screen
Enter all or part of staff Last Name, First Name.
Click _# |or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a rwDn

Click again or click _== | Find: Staff screen closes and staff name displays.

Orient.Mobility Specialist

Staft
by | Other
o Green. Tom 4= Case Carrier \F'{ﬁsical Therapist
I User. Admin 4= Teacher Specialist « Paychologist
[ Smith. John 4= ., Reader
Sebonl bl inen

Figure 3-338 Eligibility Determination - Emotional Disability Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check [l on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

>
3. If needed, check [Cl on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click |_save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 58 — ELIGIBILITY DETERMINATION - HEARING IMPAIRMENT

The Eligibility Determination — Hearing Impairment contains one tab:

e Eligibility Determination

Eligibility Determination =

Student Name: Abbott, Billy C. Document GENAZ 58 Desaipti igibility D ion - Hearing

| Eligibility Determination |
Document Name Document Date
Eligibility Determination - Hearing Impairment P

There has been a lack of instruction in reading and math v
The student is limited English proficient b

If either response is "Yes", provide an explanation: O

Determination of a HEARING IMPAIRMENT is based upon the student meeting all of the following eligibility criteria, as indicated by a checkmark
Eligibility Criteria >

Current audiological report indicating a loss of hearing acuity (within one year)

The impairment adversely affects the child's educational performance, as determined by an evaluation of communication/language proficiency.

The adverse effects of the impairment, on educational performance, are not correctable without Special Education

Eligibility Decision )
Decision
SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) IEP (Date) [

Grades Parent Report Work Samples

School Records Medical Reports Psychoeducational Evaluations

Classroom Teacher(s) Report || Group Achievement Test |_|Individual Achievement Tests
Classroom Obsemwvations

Other [ O

Participants |
Student |s Participant

Parent Particil (&)
Aaron, Kathleen Mother Yes Yes
Aaron, Phillip Father Yes Yes
Staff Partici add [ Q)
> | g
Admin User ¢ Case Carrier/Special Education
Other Participants add | Q)
2 [ Line] gl s
Contact Q|
Contact Person Phone
User, Admin b

Figure 3-339 Eligibility Determination - Hearing Impairment Screen
To create an Eligibility Determination — Hearing Impairment document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [¥I to spellcheck. Use
@ for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.
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4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.
Enter the current IEP (Date) (MMDDYY) or click * and select date.
7. Add any Other source of data used to make this decision that might apply.

o

Figure 3-340 Eligibility Determination - Hearing Impairment Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as patrticipants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Add

| Green. Tom+= \Case Carier ~ ~|
A User, Admin 4= Teacher Specialist
Figure 3-341 Eligibility Determination - Hearing Impairment Screen Staff Role Selection
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Select | Clear Salection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Results |

Find Result >
| |
[Smith Christine
|Smith Uk

Figure 3-342 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient.Mobility Specialist
% | Other
[ Green. Tom+= Case Carrier \'P{f}sical Therapist
I User. Admin ¢= Teacher Specialist + Peychologist
[ Smith_John 4 - Reader
Srbonl blirea

Figure 3-343 Eligibility Determination - Hearing Impairment Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click _save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 59 — ELIGIBILITY DETERMINATION - INTELLECTUAL DISABILITY

The Eligibility Determination — Intellectual Disability contains one tab:

e Eligibility Determination

Eligibility Determination &
Student Mame: Sabin, Heather R. o GENAZ 59 Descripti igibility D ination - Intellectual Di
Eligibility Determination |
Document Name Document Date
Eligibility Determination - Intellectual Disability |

There has been a lack of instruction in reading and math v
The student is limited English proficient

If either response is "Yes", provide an explanation: (3] @

In determining the presence of a MENTAL DISABILITY, or continued presence of a MENTAL DISABILITY for the above named
student, one of the following eligibility criteria must be met, as indicated by a checkmark:

Eligibility Criteria Q
Disability Classification

v
Eligibility Criteria (o]

[Cl1he significant impairment of general intellectual functioning adversely affects the student's performance in the educational
environment, such that the student requires Special Education, or continues to require Special Education and related senvices.

Eligibility Decisi @
Decision

| C

SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) IEF (Date)
[CGrades [Clparent Report [Cwork Samples

[[Jschool Records [CIMedical Reports DPsychoeducationaI Evaluations

[Cctassroom Teacher(s) Report |:|Group Achievement Test [ Individual Achievement Tests
[ classroom Obsenvations

Other 3] @

Partici o
Student |s Participant

]

Parent Participants [

Sabin, Brian Father Yes Yes |:|
Sabin, Judith Mother Yes Yes |

Staff Participants Add

C|ssy Horn Special Ed Teacher
) Admin User ¢ Case Carrier/Special Education +

Contact Person Phone
|User, Admin v|

Figure 3-344 Eligibility Determination - Intellectual Disability Screen

To create an Eligibility Determination — Intellectual Disability document:
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Enter the Document Date (MMDDYY) or click Ei” and select date. This should reflect the
date the document was created.

1.

2. Respond to the statements by selecting Yes or No from the drop-downs.
3. If either response is Yes, provide an explanation in the textbox. Use [¥] to spellcheck. Use

& for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.

4. Click Disability drop-down and make appropriate selection.
5. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.
6. Check the Sources of Data Used to Make this Decision.
7. Enter the current IEP (Date) (MMDDYY) or click ki and select date.
8. Add any Other source of data used to make this decision that might apply.
Participants. Q|
Student Is Participant
Parent P 1]
Aaron, Kathleen Idcrthe.r ‘l’;s 'I'B.'.s.
Aaron, Phillip Famed fas Yas
Figure 3-345 Eligibility Determination - Intellectual Disability Screen Participants
9. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.
10. On the Parents section, check Participant, to include each parent/guardian name as a

participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Case Carrier

EIE

User, Admin 4= Teacher Specialist

Figure 3-346 Eligibility Determination - Intellectual Disability Screen Staff Role Selection

Change current staff names:
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1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Resulis |

Find Result 3
| |
Smith Christine
|Smith Uk

Figure 3-347 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient.Mobility Specialist
= | Other
[ Green. Tom+s Case Carrier \P{f)sical Therapist
I User. Admin 4 Teacher Specialist « Paychologist
[~ Smith. John 4 « Reader
Srbionl blicsa

Figure 3-348 Eligibility Determination - Intellectual Disability Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check [l on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
[
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.
Click _save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 60 — ELIGIBILITY DETERMINATION - MULTIPLE DISABILITIES / SSI

The Eligibility Determination - Multiple Disabilities / SSI contains one tab:

e Eligibility Determination

Eligibility Determination (5

Student Name: Cooper, Jake D. Document GENAZ 60 Description: Eligibility Determination - Multiple Disabilites / 551

_ Eligibility Determination |

Document Name Document Date
|Eligibilityr Determination - Multiple Disabilites / SSI
There has been a lack of instruction in reading and math v

The student is limited English proficient v

If either response is "Yes", provide an explanation: 5|

A student being considered for eligibility for Special Education under the category of MULTIPLE DISABILITIES must meet
eligibility criteria under two or more of the following conditions, as indicated by a checkmark:

Eligibility Criteria @

™ Hearing Impairment (HI)

™ Moderate Intellectual Disability (MOID)
I~ Orthopedic Impairment (Ol)

™ Visual Impairment (V1)

Eligibility Criteria @
OR: A child with one disability listed above is also a child with at least one concurrently existing condition of:

™ Mild Intellectual Disability (MIID),
I Emotional Disability (ED), or
I~ Specific Learning Disability (SLD).

Eligibility Criteria @
A student being considered for Special Education under the category of MD/SEVERE SENSORY IMPAIRMENT must meet
eligibility criteria under MULTIPLE DISABILITIES and under ONE of the following:

I~ Severe Visual Impairment or Hearing Impairment in combination with another severe disability (MD, MIID, OI, A, SID,
ED requiring private or public intensive therapeutic placement); or

I Severe Visual Impairment and Severe Hearing Impairment.

Eligibility Criteria @
The student must also meet all of the following criteria:

™ Medical verification, as required for VI, HI, TBI, or OI.
I~ The impairment adversely affects the child's educational performance.
I~ The adverse effects of the impairment on educational performance are not correctable without Special Education.

Eligibility Decision @
Decision

SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used)

™ Grades ™ Parent Report ™ Work Samples
™ School Records ™ Medical Reports ™ Psychoeducational Evaluations
I Classroom Teacher(s) Report I~ Group Achievement Test I~ Individual Achievement Tests
I Classroom Observations I Speech/Language Evaluation

IEP (Date)

Other [E5

Figure 3-349 Eligibility Determination - Multiple Disabilities / SSI Screen
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To create an Eligibility Determination - Multiple Disabilities / SSI document:

1. Enter the Document Date (MMDDYY) or click ” and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [¥] to spellcheck. Use

& for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.

4.

5.
6.

Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

Check the Sources of Data Used to Make this Decision.
Enter the current IEP (Date) (MMDDYY) or click 3 and select date.

7. Add any Other source of data used to make this decision that might apply.

Participanis
Student Is Participant

[Parent Partici (&

Mather
Fafhes

Aaron, Kathleen
Aaron, Phillip

Confact Person
Ulser, Adiran i

Figure 3-350 Eligibility Determination - Multiple Disabilities / SSI Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

. | Green. Tom+= |case Camier — ~|
< User Admin+= Teacher Specialist hd

Figure 3-351 Eligibility Determination - Multiple Disabilities / SSI Screen Staff Role Selection

Change current staff names:
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1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Resulis |

Find Result 3
| |
[Smith Christine
|Smith Uk

Figure 3-352 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click ﬁ or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient.Mobility Specialist
= | Other
[ Green. Tom+s Case Carrier \P{f)sical Therapist
I User. Admin 4 Teacher Specialist « Paychologist
I Smith._John 4= ., Reader
Serhanl bsea

Figure 3-353 Eligibility Determination - Multiple Disabilities / SSI Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check Cl on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
[
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click _save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 61 — ELIGIBILITY DETERMINATION - OTHER HEALTH IMPAIRMENT

The Eligibility Determination — Other Health Impairment contains one tab:

e Eligibility Determination

Eligibility Determination s

.

Student Name: Abbott, Billy C. o GEHAZ 61 D - Eligibility - Gther Health lmpairment
ENigibility Determination |

Document Name Dacument Date
Eligibility Determination - Other Health Impairment

There has been a lack of instruction in reading and math hd
The student is imited English proficient W

If gither response is “Yes", provide an explanation: [§] @

A student being considered fior eligibilty for Special Education under the category of OTHER HEALTH IMPAIRMENT must mes all of the
following ebgibility citeria, as indicated by a checkmark:

ERgibility Criteria ol
|| The health impairment is documented by a doctor of medicine ||
Eligibility Criteria ol
el

[ Chronic or acute diagnosis of (enter description above) causes one or mare of the following:

limited strength
[ limited vitality

[ limited alertness
Engibiity Criteria o

|| The impairment adversely affects the child?s educational performance,
| The adverse effects of the impairment on educational performance are not comectable without Special Education.

Elgibility Decision

Decision
-
SD_LHCES OF DATA USED TO MAKE THIS DECISION: {Check those used) IEF (Date) F
Gradas __|Parent Report __Work Samples
| School Records | Medical Reports L :Psyr.hnamnalional Evaluations

| .Uassmorn‘l‘eacheds:ﬂepnrt. .G'wupm:hmmenl Test . |Indradual Achievement Tests
|| Classroom Obsenations
Other [ O

Figure 3-354 Eligibility Determination - Other Health Impairment Screen

To create an Eligibility Determination — Other Health Impairment document:
1. Enter the Document Date (MMDDYY) or click Lz and select date. This should reflect the
date the document was created.
2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use ¥l to spellcheck. Use
@ for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.
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4. Check the box if this health impairment is documented by a doctor of medicine.

5. Enter the description in the textbox of the chronic or acute diagnosis which cause the
following items (on the screen).

6. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

7. Check the Sources of Data Used to Make this Decision.
8. Enter the current IEP (Date) (MMDDYY) or click E# and select date.
9. Add any Other source of data used to make this decision that might apply.

| Partszipanta |
Student Is Participant

Parent Partici (&
L >
Aaron, Kathleen Mother Yos a5
Aaron, Phillip Father Yas Yas

Figure 3-355 Eligibility Determination - Other Health Impairment Screen Participants

10. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

11. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

J | Green. Tom Case Carrier v

1
| )l User Admin 4= Teacher Specialist b

Figure 3-356 Eligibility Determination - Other Health Impairment Screen Staff Role Selection

Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.
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Find | Close | Select | Clear Selection
Find: Staff
Find Criteria o
Last Mame First Name Middle Name
Smith C
Search Results |

1Smith Christine

“4Smith Jk
,_

Figure 3-357 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a b~ w DN

Click again or click == | Find: Staff screen closes and staff name displays.

Orient.Mobility Specialist
Other

Case Carrier \'P{f}mcal Therapist
User_Admin ¢ Teacher Specialist § Pychologist

| =1 Smith. John 4= ., Reader

Sebonl b ipen

Figure 3-358 Eligibility Determination - Other Health Impairment Screen Staff Section Role Selection

6. Click the Role drop-down

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

3. If needed, check Cl on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.
Click _save_|,

7. The document can be printed, validated and finalized.

o
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GENAZ 63 — ELIGIBILITY DETERMINATION - ORTHOPEDIC IMPAIRMENT

The Eligibility Determination — Orthopedic Impairment contains one tab:

e Eligibility Determination

Eligibility Determination &
\Student Name: Sabin, Heather R. GENAZ 63 Desciption: Eligibility D ination - O
[
Document Name Document Date
Eligibility Determination - Orthopedic Impairment |

There has been a lack of instruction in reading and math
The student is limited English proficient

If either response is "Yes", provide an explanation: [$] @

Determination of ORTHOPEDIC IMPAIRMENT is based upon the student meeting all of the following eligibility criteria, as indicated by a checkmark:
Eligibility Criteria @

[“The student has an impairment caused by congenital anomaly, disease, or other causes such as cerebral palsy, amputations, bumns, etc.
["IThe student has an ORTHOPEDIC IMPAIRMENT. The physical disability is documented by a doctor of medicine.
|:|The impairment adversely affects the child?s educational performance.

[ The adverse effects of the impairment on educational performance are not correctable without Special Education.

]
Decision
| |
SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) EP@ate) [
[T arades Clparent Report Clwork Samples
["Ischool Records "I Medical Reports DPsychueducat\onal Evaluations
["lcizssroom Teacher(s) Report DGroup Achievement Test |_|Individual Achievement Tests
|| Classroom Obsenations
Other [§7] @
Particij @
Student |s Participant
Parent Participants Q
Sabin, Brian Father es es D
Sabin, Judith Mother es 8s ]

Case Carrier/Special Education” ¥

Special Ed Teacher v

[Contact Q|
Contact Person Phone
L

Figure 3-359 Eligibility Determination - Orthopedic Impairment Screen

To create an Eligibility Determination - Orthopedic Impairment document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [ to spellcheck. Use
@ for more space.
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The Eligibility Criteria contain checkboxes that determine if the student meets the criteria for
eligibility.

Eligibility Decision
Decision

This student is eligible for Special Education as a child with a disability. in the category of AUTISM

This student is NOT eligible for Special Education in any of the above categories

Figure 3-360 Eligibility Determination - Orthopedic Impairment Screen Eligibility Decision Drop-down

4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.
6. Enter the current IEP (Date) (MMDDYY) or click 5+ and select date.
7. Add any Other source of data used to make this decision that might apply.

| Partizipants Q
Student Is Participant

Parent Partici

L a
Aaron, Kalhleen Mother Yas Yos
Aaron, Fhillip Fafher Yas Yas

Case CamerfSpecial Education |~

Figure 3-361 Eligibility Determination - Orthopedic Impairment Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

| Green., Tom+= |Case Carier ||
2 User. Admin 4= Teacher Specialist b

Figure 3-362 Eligibility Determination - Orthopedic Impairment Screen Staff Section Change/Add

Change current staff names:
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1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Resulis |

Find Result 3
| |
[Smith Christine
|Smith Uk

Figure 3-363 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient./Mobility Specialist
5% | Other
I Green. Tom = Case Carrier \,P{f)sical Therapist
I User. Admin ¢ Teacher Specialist + Paychologist
[ Smith. John 4= ., Reader
Serbiool blyeen

Figure 3-364 Eligibility Determination - Orthopedic Impairment Screen Staff Section Select Role

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.

2. Enter the Name and Job Title of the participant.

=
3. If needed, check Ll on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

6. Click |_save |,

The document can be printed, validated and finalized.
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GENAZ 64A — ELIGIBILITY DETERMINATION - DEVELOPMENTAL DELAY

The Eligibility Determination — Developmental Delay contains one tab:
e Eligibility Determination

Eligibility Determination

&«

Student Name: Cooper, Jake D. Document GENAZ 64A Description: Eligibility Determination - Developmental Delay

_ Eligibility Determination |

Document Name Document Date
‘Eligibility Determination - Developmental Delay
There has been a lack of instruction in reading and math -

The student is limited English proficient v

If either response Is "Yes", provide an explanation” [ G

A child with a DEVELOPMENTAL DELAY meets eligibility for Special Education under one of the following categories, as indicated by a checkmark

Eligibility Criteria

Q

I The child is at least three years of age but less than ten years of age

Eligibility Criteria

Q@

in two or more of the following areas:

Performance on a norm-referenced test measures at least 1.5 but not more than 3.0 standard deviations below the mean for children of the same age

I” Cognitive development

I” Social and emotional development
I” Physical development

™ Adaptive development

I Communication development

Eligibility Criteria

assessments and/or surveys.

I™ The results of the norm-referenced measure(s) are corroborated by information from other sources including parent input, judgment-based

Eligibility Criteria

| ent.

‘ ™ The child was evaluated in all of the areas of development listed above, which, faken together, comprise a comprehensive developmental

Eligibility Criteria

‘ I” Parent has been provided with a written notice (PWN) regarding this decision that meets the requirement under the IDEA

Eligibility Decision

QL EelL_lo||L__|&

Decision

SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used)

™ Grades I~ Parent Report I~ Work Samples

™ School Records I~ Medical Reports I Psychoeducational Evaluations
I” Classroom Teacher(s) Report I~ Group Achievement Test I Individual Achievement Tests
I” Classroom Observations [~ Speech/Language Evaluation

IEP (Date)
Other [ &

Participants

Student Is Participant
]

Parent Participants

Cooper, Dan Father Yes Yes

Cooper, Debra Mother Yes Yes

Staff Participants

5

Admin User & Case Manager b

Other Participants

75 [ Line) £

Contact

Contact Person Phone
User, Admin b

Figure 3-365 Eligibility Determination - Developmental Delay Screen
To create an Eligibility Determination — Developmental Delay document:

1. Enter the Document Date (MMDDYY) or click k= and select date. This should reflect the

date the document was created.
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2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [¥] to spellcheck. Use
@ for more space.

The Eligibility Criteria contain checkboxes that determine if the student meets the criteria for
eligibility.

Eligibility Decision

Decision

This student is eligible for Special Education as a child with a disability, in the category of DEVELOPMENTAL DELAY

This student is NOT eligible for Special Education in any of the above categories

Figure 3-366 Eligibility Determination - Developmental Delay Screen Eligibility Decision Drop-down

4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision
6. Enter the current IEP (Date) (MMDDYY) or click i+ and select date.
7. Add any Other source of data used to make this decision that might apply.

Partscipants =]
5 Is Participant
[Parent Partici [«
" i
Aaron, Kamleen Mither Yo Yas
Aaron, Phillip Faher ez es

Figure 3-367 Eligibility Determination - Developmental Delay Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

. | Green. Tomds Case Carrier

2 User. Admin 4= Teacher Specialist ~
Figure 3-368 Eligibility Determination — Developmental Delay Screen Staff Section Change/Add

Change current staff names:
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1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Find | Close | Selert | Clear Selection |

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith C

Search Resulis |

Find Result 3
| |
Smith Christine
|Smith Uk

Figure 3-369 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Orient./Mobility Specialist
5% | Other
I Green. Tom = Case Carrier \,P{f)sical Therapist
I User. Admin ¢ Teacher Specialist + Paychologist
[ Smith. John 4= ., Reader
Serbiool blyeen

Figure 3-370 Eligibility Determination - Developmental Delay Screen Staff Section Select Role

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check [l on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.

2. Enter the Name and Job Title of the participant.

=
3. If needed, check [Cl on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

6. Click |_save |,

The document can be printed, validated and finalized.
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GENAZ 64 — ELIGIBILITY DETERMINATION - PRESCHOOL SEVERE DELAY

The Eligibility Determination - Preschool Severe Delay contains one tab:

e Eligibility Determination

A

Eligibility Determination

Student Name: Cooper, Jake D. GENAZ 64 D EBgibility - Pri Severe Delay

_ Eligibility Determination |

Document Name Document Date
[Eligibdiity Determination - Preschool Severe Delay P
There has been a fack of instruction in reading and math v

The student Is limited English proficient vl

If efther response is "Yes”, provide an explanation: f§] Q

A SEVERELY DEVELOPMENTALLY DELAYED child means a child who meets eligibiiy for Special Education under one of the
folowing categories, as indicated by a checkmark.

Eligibility Criteria @
™ Preschool Severe Delay (PSD) means performance on a norm-referenced test that measures more than three standard
below the mean for children of the same chr ical In ONE or more area

Eligibility Criteria
Significant delay is demonstrated in the following area(s)

™ The mpairment adversely affects the child's education performance
I~ The adverse effects on educational performance are not correctable without Special Education

The results of the norm-referenced measure must be corroborated by information from comprehensive developmental assessment
and from parental input, if available. If there Is a discrepancy between the measures, the evalualion team shall determine eligibity
based upon a preponderance of the information presented.

Eligibility Decision )

I~ Grades ™ Parent Report ™ Work Samples

™ School Records ™ Medical Reports ™ Psychoeducational Evaluations
™ Classroom Teacher(s) Report I Group Achievement Test ™ Individual Achievement Tests
™ Classroom Observations I~ Speech/Language Evaluation

Figure 3-371 Eligibility Determination - Preschool Severe Delay Screen

To create an Eligibility Determination - Preschool Severe Delay document:

1.

2.
3.

Enter the Document Date (MMDDYY) or click ki and select date. This should reflect the
date the document was created.

Respond to the statements by selecting Yes or No from the drop-downs.

If either response is Yes, provide an explanation in the textbox. Use [ to spelicheck. Use
@ for more space.
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The Eligibility Criteria contain checkboxes that determine if the student meets the criteria for
eligibility.

4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

Eligibility Decision
Decision

~

This student is eligible for Special Education as a child with a disability, in the category of PRESCHOOL SEVERE DELAY
This student is NOT eligible for Special Education in any of the above categories

Figure 3-372 Eligibility Determination - Preschool Severe Delay Screen Eligibility Decision Drop-down
5. Check the Sources of Data Used to Make this Decision.

6. Enter the current IEP (Date) (MMDDYY) or click k5 and select date.
7. Add any Other source of data used to make this decision that might apply. the MET
| Participanta ol
Student Is Participant
Parent P : X
Aaron, Kathleen Hme.r as s
Aaron, Phillip Father ez L

Case CamerfSpecial Education |~

Figure 3-373 Eligibility Determination - Preschool Severe Delay Screen Participants

conference. If the checkbox is left blank the name will not be included as a participant.

8. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

| Green., Tom+= [Case Carier ~ |v|
2 User. Admin 4= Teacher Specialist ~

Figure 3-374 Eligibility Determination - Preschool Severe Delay Screen Staff Section Change/Add

Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.
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Find | Close | Salect | Clear Salection
Find: Staff
Find Criteria o
Last Name First Name Middle Mame
Smith C

Christine
Jk

Figure 3-375 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a > w DN

Click again or click == | Find: Staff screen closes and staff name displays.
Orient./Mobility Specialist
Other

| Green. Tom4= Wpﬁsicalﬁerapist
| 4 User. Admin 4= Teacher Specialist « PyCchologist

| <l Smith. John 4= ., Reader

Cebool blhiren

Figure 3-376 Eligibility Determination - Preschool Severe Delay Screen Staff Section Select Role

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

3. If needed, check ™l on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

=
3. If needed, check on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.
6. Click _save |,

The document can be printed, validated and finalized.
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GENAZ 65 — ELIGIBILITY DETERMINATION - SPECIFIC LEARNING DISABILITY

The Eligibility Determination - Specific Learning Disability contains one tab:

Eligibility Determination

Eligibility Determination

Student Name: Abbott, Billy C. Document: GENAZ 65 Descipti igibility D ination - Specific Learning Disability

| Eligibility Determination |
Document Name Document Date

Eligibility Determination - Specific Learning Disability P

R B U iin i

If either response is "Yes", provide an explanation: 37 @

A student being considered for eligibility for Special Education under the category of SPECIFIC LEARNING DISABILITY must meet all
of the following criteria, as indicated by a checkmark:

Eligibility Criteria @

The student continues to have significant difficulty progressing in the regular curriculum, despite structured interventions over
time

There is a significant discrepancy between intellectual ability and achievement in one or more of the following areas:

Eligibility Criteria (]
Area of Qualification

Basic Reading Skill
Written Expression
Reading Comprehension
Oral Expression
Mathematics Calculation
Listening Comprehension

Mathematics Reasoning

Reading Fluency

Eligibility Criteria @

Characteristics of an information processing disorder are documented on the Information Processing Worksheet & have been
discussed.

Eligibility Criteria (]

The multidisciplinary evaluation team has determined that the discrepancy:

Is not primarily the result of a visual, hearing, or motor disability, mental retardation, emotional disturbance, environmental,
cultural, or economic disadvantage.

Is not primarily the result of limited English proficiency, or

Is not primarily the result of a lack of instruction in reading or math.

Eligibility Criteria @

The impairment adversely affects the child's educational performance.

The adverse effects of the impairment on educational performance are not correctable without Special Education.

Eligibility Decision (]
Decision
w
SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) IEP (Date) [
Grades Parent Report Work Samples
School Records Medical Reports Psychoeducational Evaluations

Classroom Teacher(s) Report || Group Achievement Test || Individual Achievement Tests

Classroom Obsemvations

Other [¥7] @

Figure 3-377 Eligibility Determination - Specific Learning Disability Screen

To create an Eligibility Determination - Specific Learning Disability document:
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1. Enter the Document Date (MMDDYY) or click [ and select date. This should reflect the

date the document was created.
2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use [¥] to spellcheck. Use

& for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria

for eligibility.

4. Based on the criteria selected, indicate the decision of whether the student is or is not

eligible using the drop-down selection.
5. Check the Sources of Data Used to Make this Decision.
6. Enter the current IEP (Date) (MMDDYY) or click % and select date.

Partici Q|
Student Is Participant Student Decision
Parent Partici =
Aaron, Kathleen Mather v Yes Yes
Aaron, Phillip Father b Yes Yes
Staff Partici add | @
X el -
Admin User ¢ Case Carrier/Special Education” v
]
Other Participants add | @
([ tine| gl g =
|
Contact Q|
Contact Person Phone
User, Admin e

Figure 3-378 Eligibility Determination - Specific Learning Disability Screen Participants

7. Add any Other source of data used to make this decision that might apply.

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. Click the Student Decision drop-down and select whether the student Agrees or
Disagrees with this eligibility determination.

10. Repeat this step for each parent participant, using the drop-down under the
Agree/Disagree column.

11. Check Participant, to include each parent/guardian name as a participant. If these are left
blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.
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Find | Close | Selert | Clear Selection

Find: Staff

Find Criteria >

Last Mame First Name Middle Name

Smith

Search Resulis |

Find Result 3
| |
Smith Christine
|Smith Uk

Figure 3-379 Find: Staff Screen

Enter all or part of staff Last Name, First Name.

2

3. Click _#s |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5

Click again or click == | Find: Staff screen closes and staff name displays.

Staff Onent.Mobility Specialist
b | Other
[ Green. Tom+= Case Carrier \.P{ﬁsical Therapist
L User. Admin Teacher Specialist " >vchologist
[ Smith. John 4= ., Reader
Srhonl bhinea

Figure 3-380 Eligibility Determination - Specific Learning Disability Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

7. Click the Agree/Disagree dropdown and select whether the staff participant Agrees or
Disagrees with this eligibility determination.

To add an additional staff participant:

1. Click Add on the Staff bar. A new line is added to the grid.

2. Repeat the procedure above.

>

3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff

directory.

4. Click the Add on the Other Participants bar. A new row will be added.
5. Enter the Name and Job Title of the participant.

6. Click the Agree/Disagree dropdown and select whether the other participant Agrees or
Disagrees with this eligibility determination.

=]

7. If needed, check Cl on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

8. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

9. Enter that person's Phone number.

10. Click |_save |,
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11. The document can be printed, validated and finalized.
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GENAZ 66 — ELIGIBILITY DETERMINATION - SPEECH/LANGUAGE IMPAIRMENT

The Eligibility Determination - Speech/Language Impairment contains one tab:
e Eligibility Determination
Eligibility Determination (<]

Student Name: Cooper, Jake D. Document GENAZ 68 Descripton: Elgibility Deter - Impairment

_ Eligibility Determination |
Document Name

_Dacurnent Date
|Eligibility Determination - Speech/Language Impairment _ 7
There has been a lack of Instruction in reading and matn | v
The student is limited English proficient v

If either response is "Yes", provide an explanation: [ @

-

A LANGUAGE IMPAIRMENT is a communication disorder characterized by difficulty in the comprehension or use of
spoken language, as determined by evaluation, to the extent that it adversely affects the child's educational
performance. The determination is based on the following eligibility requirements.

Eligibility Criteria [F)
™ LANGUAGE: A student must exhibit impairment in one or more of the following: expressive language (e.g. grammar,

syntax, verbal expression, altemative/augmentative communication); receptive language (e.g. understanding, verbal
reasoning. word meaning); pragmatic language (functional use of language in school).

A SPEECH DISABILITY is a communication disorder that interferes with the student’s verbal expression and speech
intelligibility, as determined by evaluation, to the extent that it adversely affects the child's educational performance. The
determination is based on the following eligibility requirements:

Eligibility Criteria &)
SPEECH: (A student must exhibit one or more of the following, as indicated by a checkmark)
™ Impairment in articulation (the production of speech sounds) and intelligibility

I™ Impairment in communication fluency, such as stuttering

™ Impairment in voice

Eligibility Criteria @
A student must exhibit both of the following:

™ The impairment adversely affects the child's educational performance.

™ The adverse effects of the impairment on educational performance ARE NOT cormmectable without Special Education.
Eligibility Decision @
Decision (Language Impaired)

iDetIsion {(Speech Impaired)

[SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used)

[~ Grades ™ Parent Report ™ Work Samples
™ School Records ™ Medical Reports ™ Psychoeducational Evaluations
™ Classroom Teacher(s) Report T Group Achievement Test ™ Individual Achievement Tests
™ Classroom Observations T Speech/Language Evaluation

IEP (Date) 7

OlherQ

Figure 3-381 Eligibility Determination - Speech/Language Impairment Screen

To create an Eligibility Determination - Speech/Language Impairment document:

1. Enter the Document Date (MMDDYY) or click ¥ and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.
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3. If either response is Yes, provide an explanation in the textbox. Use [¥/] to spellcheck. Use
@ for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.
4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.
6. Enter the current IEP (Date) (MMDDYY) or click % and select date.
7. Add any Other source of data used to make this decision that might apply.

| Partscipanta =]
Student Is Participant

Parent Partici i
Aaron, Kathleen Mother Yos as
Aaron, Fhillip Fafher Yoz Yas

Figure 3-382 Eligibility Determination - Speech/Language Impairment Screen Participants Section

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

. | Green. Tomds [Case Camier  ~|

2 User. Admin 4= Teacher Specialist ~
Figure 3-383 Eligibility Determination - Speech/Language Impairment Screen Staff Role Selection
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Clos= | Selert | Clear Selection |

Find: Staff

Find Criteria i

Last Name First Name Middle Name

Smith C

Search Resulis |

Find Result iy
| |
Smith Christine
ISmith Uk

Figure 3-384 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _# | or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a > w D

Click again or click == | Find: Staff screen closes and staff name displays.

Staff Orient.Mobility Specialist
= | Other
[ Green. Tom 4 Case Carrier \,P{ﬁsicalTherapist
| User. Admin ¢ Teacher Specialist « Peychologist
I Smith. John 4= ., Reader
Sehnal hyren

Figure 3-385 Eligibility Determination - Speech/Language Impairment Screen Staff Section

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

=
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.

>
3. If needed, check ICl on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click _save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 67 — ELIGIBILITY DETERMINATION - TRAUMATIC BRAIN INJURY
The Eligibility Determination - Traumatic Brain Injury contains one tab:

e Eligibility Determination

Eligibility Determination &
Student Name- Sabin, Heather R. o GENAZ 67 Descripti ligibility D ination - fic Brain Injury
|
Document Name Document Date
Eligibility Determination - Traumatic Brain Injury | |

There has been a lack of instruction in reading and math he
The student is limited English proficient

If either response is "Yes”, provide an explanation: [37] @

The term TRAUMATIC BRAIN INJURY means an acquired injury to the brain caused by an external physical force, resulting in total or partial
functional disability or psychosocial impairment, or both, that adversely affects a student's educational performance. This term applies to open or
closed head injuries resulting in mild, moderate or severe impairment. A student being considered for eligibility for Special Education under the
category of TRAUMATIC BRAIN INJURY IMPAIRMENT must meet all of the following eligibility criteria, as indicated by a checkmark:

Eligibility Criteria Q|

DThe brain injury caused by an external physical force resulted in total or partial functional disability or psychosocial impairment or both.
I he brain injury does not include congenital (cerebral palsy) or degenerative (multiple sclerosis) or birth injury.
D Medical certification of educational implications of impairment is on file.

e impairment adversely affects the child’s educational performance.

DThe adverse effects of the impairment on educational performance are not correctable without Special Education.

Eligibility Decisi @
Decision

\ v

ISOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) IEP (Date)

[ Grades [ClParent Report [Cwork Samples

I school Recards [ Medical Reports ] Psychoeducational Evaluations

D Classroom Teacher(s) Report DGmup Achievement Test D Individual Achievement Tests
"] Classroom Observations

Other [ @

Partici (%]
Student |s Participant

]

Parent Participants )

Sabin, Brian Father es Yes I:‘
Sabin, Judith Mother s Yes e

Case Carrier/Special Education” ¥

Special Ed Teacher h|

Contact Person Phone
‘User, Admin "|

Figure 3-386 Eligibility Determination - Traumatic Brain Injury Screen

To create an Eligibility Determination - Traumatic Brain Injury document:

1. Enter the Document Date (MMDDYY) or click L5 and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.
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3. If either response is Yes, provide an explanation in the textbox. Use [¥I to spellcheck. Use
@ for more space.
The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.
4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.
6. Enter the current IEP (Date) (MMDDYY) or click % and select date.
7. Add any Other source of data used to make this decision that might apply.

| Partcipants ol
Student Is Participant

M‘l‘-"‘a' [

L P duc
Aaron, Kathleen Maother as Yas
Aaron, Phillip Father fes Yas

‘Case Camerspedal Education [~

Figure 3-387 Eligibility Determination - Traumatic Brain Injury Screen Participants

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian hame as a
participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Staff Add
';:-:.;j: Line | Staff Name
| Green, Tom e Case Carrier

2l User Admin 4= Teacher Specialist >
Figure 3-388 Eligibility Determination - Traumatic Brain Injury Screen Staff Role Selection
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Clos= | Selert | Clear Selection |

Find: Staff

Find Criteria i

Last Name First Name Middle Name

Smith C

Search Resulis |

Find Result iy
| |
Smith Christine
ISmith Uk

Figure 3-389 Find: Staff Screen

2. Enter all or part of staff Last Name, First Name.
3. Click _#¢ |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Onent.Mobility Specialist
5 | Other
| | Green. Tom+= Case Carrier \F'{i)sical Therapist
I User. Admin 4= Teacher Specialist « Peychologist
I Smith. John 4 - Reader
Srkonl blinon

Figure 3-390 Eligibility Determination - Traumatic Brain Injury Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.
1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
>
3. If needed, check ﬁﬁ on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click _save |,

7. The document can be printed, validated and finalized.

o

314 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide Chapter Three

GENAZ 68 — ELIGIBILITY DETERMINATION - VISUAL IMPAIRMENT

The Eligibility Determination - Visual Impairment contains one tab:

e Eligibility Determination

Eligibility Determination

Student Name: Sabin, Heather R. o GENAZ 68 D igibility D ination - Visual

Eligibility ination |

Document Name Document Date
Eligibility Determination - Visual Impairment | |
There has been a lack of instruction in reading and math A

The student is limited English proficient

If either response is "Yes", provide an explanation: @ @

A VISUAL IMPAIRMENT is an impairment in vision that, even with correction, adversely affects a child's educational performance. The term includes
both partial sight and blindness. Partial sight is defined as 20/70 or less in the better eye, with correction. Legal blindness is defined as 20/200 or
less in the better eye, with correction, or a field of vision no greater than 20 degrees. This determination is based upon all the following eligibility
criteria, as indicated by a checkmark:

Eligibility Criteria (]

"I The student has had a current ophthalmologic evaluation to establish that a disorder is present whether it is progressive, and the severity of the
impairment.

DThe impairment adversely affects the child?s educational performance.

DThe adverse effects of the impairment, on educational performance are not correctable without Special Education.

Eligibility Decisi &
Decision
‘]
SOURCES OF DATA USED TO MAKE THIS DECISION: (Check those used) IEP (Date)
| Grades [“Iparent Report [ Iworkc Samples
"I 8chool Recards [~ Iitedical Reports ] Psychoeducational Evaluations

"I classroom Teacher(s) Report DGrﬁup Achievement Test |_|individual Achievement Tests
I ] classroom Obsenvations
Other [§7] @

Partici @
Student |s Participant

=

Parent Participants (%]

Sabin, Brian Father es Yes
Sabin, Judith Mother es Yes

]
[l
Staff Participants ‘Add

Clssy Horn Special Ed Teacher
) Admin User & Cage Carrier/Special Education ¥

Contact Person Phone

Figure 3-391 Eligibility Determination - Visual Impairment Screen
To create an Eligibility Determination - Visual Impairment document:

1. Enter the Document Date (MMDDYY) or click Lz and select date. This should reflect the
date the document was created.

2. Respond to the statements by selecting Yes or No from the drop-downs.

3. If either response is Yes, provide an explanation in the textbox. Use ¥l to spellcheck. Use
@ for more space.
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The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria

for eligibility.

4. Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.

5. Check the Sources of Data Used to Make this Decision.

6. Enter the current IEP (Date) (MMDDYY) or click ¥ and select date.

7. Add any Other source of data used to make this decision that might apply.

Figure 3-392 Eligibility Determination - Visual Impairment Screen Participants Section

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a

participant. If these are left blank, the names will not be included as participants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Add

| Line|Staff Name
’_ | Green, Tom = Case Carrier

2 User. Admin 4 Teacher Specialist hd
Figure 3-393 Eligibility Determination - Visual Impairment Screen Staff Role Selection
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Change current staff names:
1. Click + next to the Staff Name to change. The Find: Staff screen displays.

Find | Clos= | Selert | Clear Selection |

Find: Staff

Find Criteria i

Last Name First Name Middle Name

Smith C

Search Resulis |

Find Result iy
| |
Smith Christine
ISmith Uk

Figure 3-394 Find: Staff Screen
Enter all or part of staff Last Name, First Name.

Click _#< |or press ENTER. Search Results displays a list of matching criteria.
Click line of staff name. Line highlights.

a > w D

Click again or click == | Find: Staff screen closes and staff name displays.

Staff Onent.Mobility Specialist
v | Other
' Green. ToMm 4= Case Carrier \F'{i)sical Therapist
I User. Admin 4= Teacher Specialist « Peychologist
o Smith. John 4= ., Reader
Qrbonl Msos

Figure 3-395 Eligibility Determination - Visual Impairment Screen Staff Section Role Selection

6. Click the Role drop-down and select the staff role.

Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.

>
3. If needed, check Il on the line of the staff name to remove. The row is removed.

The Other Participants section will allow for participant names that are not available in the Staff
directory.

1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
[]
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.

4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.

5. Enter that person's Phone number.

Click _save |,

7. The document can be printed, validated and finalized.

o
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GENAZ 69 — ELIGIBILITY DETERMINATION - NON ELIGIBLE CHILD

Eligibility Determination - Non Eligible Child contains one tab:

e Eligibility Determination

Eligibility Determination - Non-Eligible Child
Student Name: Sabin, Heather R. o GENAZ 69 Descipti ibility D ion - Non-Eligible Child
ity Determination |
Document Name Document Date
|Eligibilityr Determination - Mon-Eligible Child B
Date of eligibility decision:
The determil of eligibility for special iz bazed on an pursuant A.R.S. 15-766 and the following requirements: O

The student was evaluated in all areas related to the suspected disability.

There has been a lack of instruction in reading and math v

The student is limited English proficient v

If the response to one or both of the two items above is "Yes,” provide an explanation: [§7] @

Team decision regarding the presence of a disability: 0
The student does not meet the criteria as a child with a disability under the IDEA.
Mote: A student shall not be determined to be a child with a disability if the determinant factor is a lack of appropriate instruction in
reading, (including the essential components of reading instruction), lack of appropriate instruction in math, or limited English proficiency.
Parent has been provided with a written notice (PWN) regarding this decision that meets the requirement under the IDEA.
Team s who particip: in this ("
Student Is Participant
Parent Partici (%]
Sabin, Brian Father Yes Yes
Sabin, Judith Mother Yes Yes
Staff Participants add | Q
X | =
Cissy Horn 4= Special Ed Teacher v
Admin User4 Case Carrier/Special Education
]
Other Participants Add | @
2 tinel = S

Figure 3-396 Eligibility Determination - Non Eligible Child Screen

To create an Eligibility Determination - Non Eligible Child document:

1.

Enter the Document Date (MMDDYY) or click k- and select date. This should reflect the

date the document was created.

Respond to the statements by selecting Yes or No from the drop-downs.
If either response is Yes, provide an explanation in the textbox. Use [¥] to spellcheck. Use

@ for more space.

The Eligibility Criteria sections contain checkboxes that determine if the student meets the criteria
for eligibility.

4, Based on the criteria selected, indicate the decision of whether the student is or is not
eligible using the drop-down selection.
5. Check the Sources of Data Used to Make this Decision.
6. Enter the current IEP (Date) (MMDDYY) or click [ and select date.
318
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7. Add any Other source of data used to make this decision that might apply.

Figure 3-397 Eligibility Determination - Non Eligible Child Screen Participants Section

8. Check Student to include the student's name as a participant. If the checkbox is left blank
the name will not be included as a participant.

9. On the Parents section, check Participant, to include each parent/guardian name as a
participant. If these are left blank, the names will not be included as patrticipants.

The Staff section displays the staff members who have been added to the student’s Team List.
Names can be added or removed from the staff section of this document without affecting the
student’s Team List. If a Staff name is added to this document, the name will display on this
document only and not on the student’s Team List. Staff Names displaying will be included as
participants, however changes may be made including additional staff names added.

Change current staff names:

Add

| Green. Tom+= |Case Carier ~ ~|
A User, Admin 4= Teacher Specialist
Figure 3-398 Eligibility Determination - Non Eligible Child Screen Staff Role Selection

1. Click « next to the Staff Name to change. The Find: Staff screen displays.

Fnd | Ciose | seec | Clear selection |

Find: Staff
Find Criteria (&
Last Mame First Mame Middle Mame
Smith C

Search Results |
Find Result

mith Christine

“1Smith Jk
I_

Figure 3-399 Find: Staff Screen
2. Enter all or part of staff Last Name, First Name.

3. Click _m |or press ENTER. Search Results displays a list of matching criteria.
4. Click line of staff name. Line highlights.
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5. Click again or click == | Find: Staff screen closes and staff name displays.
Staff Onent./Mobility Specialist
% | Other
o Green. Tom+= Case Carrier \.P{i)sical Therapist
I User. Admin 4= Teacher Specialist « Paychologist
I Smith. John 4= ., Reader
Sebonl blinon
Figure 3-400 Eligibility Determination - Non Eligible Child Screen Staff Section Role Selection
6. Click the Role drop-down and select the staff role.
Add staff names:
1. Click Add on the Staff bar. A new line is added to the grid.
2. Repeat the procedure above.
[
3. If needed, check Kl on the line of the staff name to remove. The row is removed.
The Other Participants section will allow for participant names that are not available in the Staff
directory.
1. Click the Add on the Other Participants bar. A new row will be added.
2. Enter the Name and Job Title of the participant.
>
3. If needed, check Il on the line of the staff name to remove. The row is removed. Use
to spellcheck. Use @ for more space.
4. The Contact Person drop-down displays staff member names from the Staff Participants
list. Select the appropriate staff participant's name to display as the Contact Person.
5. Enter that person's Phone number.
6. Click _save |,

The document can be printed, validated and finalized

320
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Chapter Four:
DOCUMENTS WITH UNIQUE
FUNCTIONALITY

In this chapter, the following topics are covered:
» What SE Documents have unique features

» What is the impact on the student's special education status
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SE DOCUMENTS WITH SPECIAL FEATURES

All documents within Synergy SE have similar functionality; however there are certain documents
that contain unique features which affect the student’s special education status as well as
process movement within the application. The following list briefly explains those documents.

INITIAL

e GENAZ 04 — Notice of Evaluation Decision

If the Team determines that the student WILL NOT be evaluated, the decision to NOT
evaluation option is selected. Finalizing the Notice of Evaluation Decision will exit the
student from Synergy SE. All previously created documents including this notice are
sent to Historical Documents.

INITIAL, RE-EVAL

e GENAZ 08 — Notice of Eligibility

If the Team determines that the student is NOT ELIGIBLE FOR PLACEMENT, the
NOT eligible for placement option is selected. Finalizing the Notice of Eligibility will exit
the student from Synergy SE. All previously created documents including this notice
are sent to Historical Documents.

INITIAL, REVIEW, RE-EVAL

e GENAZ12-IEP

The IEP is located at the end of each of the processes (except for Transfer). The IEP
is the “trigger” document that will close out the current process and move the student
to the next appropriate process. A copy of the draft IEP always moves with the student
to the next process. All created and finalized documents (including the IEP) will be
sent to Historical Documents.

RE-EVAL

e GENAZ 15 — Notice of Reevaluation Waiver

A Reevaluation Waiver is conducted when the district and the student’s team agree
that the Triennial Evaluation will be waived. When the Notice of Re-Evaluation Waiver
has been finalized, the student will automatically move to the Annual Review process.
A copy of the draft IEP (yellow icon) will move with the student.

e GENAZ 20 — Notice of Termination

A Notice of Termination is created when a student is terminated from a specific
service or all services. If terminating from ALL services is selected, Finalizing the
Notice to Terminate will exit the student from Synergy SE. All previously created
documents including this notice are sent to Historical Documents.

PRESCHOOL

e GENAZ 26 — Notice of Evaluation Decision

The Notice of Evaluation Decision works similarly to GENAZ 04 but is specific to
Preschool students. If the Team determines that the student WILL NOT be evaluated,
the decision to NOT evaluation option is selected. Finalizing the Notice of Evaluation
Decision will exit the student from Synergy SE. All previously created documents
including this notice are sent to Historical Documents.
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AD Hoc

e GENAZ 100 — Notice of Graduation

The Notice of Graduation is created when the student graduates from high school.
Finalizing the Notice of Graduation will exit the student from Synergy SE. All
previously created documents including the graduation notice will be saved in

Historical Documents. The draft IEP (yellow icon) must be deleted prior to finalizing
the notice.

Copyright© 2012 Edupoint Educational Systems, LLC 323



Chapter Four Synergy SE National Documents Guide

»

324 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide

Action Bar, 13, 15, 128, 202, 262

Ad Hoc, 7, 8, 16, 17, 18, 19, 20, 21, 23, 24,
45, 54, 180, 196, 217, 321

Case Carrier, 202, 262

Caution, vi, 8, 12, 15, 16, 19, 20, 21, 37, 57,
60, 76, 78, 103, 109, 114, 118, 121, 127,
128, 131, 132, 133, 142, 146, 152, 165,
170, 172, 199, 201, 206, 211, 215, 227,
239, 245, 261, 266

Deleting a Document, 12

Finalize, 15, 81, 155, 156, 202, 203, 235,
262, 263

Historical, 7, 8, 10, 14, 16, 21, 78, 81, 124,
156, 202, 203, 206, 210, 211, 217, 219,
229, 232, 235, 262, 263, 268, 320, 321

Historical Documents tab, 124, 156, 268

IEP, 8, 14, 15, 24, 40, 41, 51, 53, 63, 64, 73,
81, 83, 99, 101, 103, 106, 107, 111, 118,
119, 143, 145, 157, 160, 164, 165, 167,
168, 169, 170, 171, 172, 173, 174, 175,
176, 177,178, 179, 181, 182, 184, 185,
186, 188, 190, 191, 192, 193, 194, 199,
200, 201,202, 203, 204, 205, 206, 207,
208, 210, 214, 215, 217, 229, 232, 235,
238, 243, 244, 245, 246, 248, 249, 250,
253, 255, 256, 257, 261, 262, 263, 272
273, 276, 280, 283, 286, 289, 292, 295,

INDEX

298, 301, 304, 307, 310, 313, 315, 320,
321

Multiple Documents, 15
Multiple Users, 11

Navigation, 9

Navigation Tree, 9

Note, vi

Portfolio, 81, 124, 206, 235, 269
Portfolio View, 206

Print Only Document, 20

Process, 7, 8, 10, 14, 16, 21, 81, 84, 86,
105, 106, 108, 114, 116, 121, 124, 125,
128, 147, 152, 156, 157, 162, 164, 167,
168, 169, 202, 204, 206, 210, 212, 214,
217, 220, 222, 226, 229, 232, 235, 236,
238, 241, 243, 262, 264, 266, 269, 270,
272,274

Reference, vi

Team List, 29, 37, 42, 46, 49, 74, 87, 90, 96,
100, 130, 148, 158, 169, 244, 276, 280,
283, 286, 289, 292, 295, 298, 301, 304,
307, 310, 313, 316

Tip, vi
Validation, 13, 14, 15, 202, 262

325

Copyright© 2012 Edupoint Educational Systems, LL



Synergy SE National Documents Guide

»

326 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National Documents Guide

INDEX OF SCREENS

Figure 1-1 SYynerqgy NQVIGALION TIEE ..........eeeeeeemeeeiiieeeee e ettt a e e e ettt e e e e e e esseasbt e e e e e ssssssbtaeaaseessssssssaeeneeas 9
Figure 1-2 EXpand SYNEIgy SE FOIQI.........cc..eeeeeeeeeieeeeiie et eette ettt e sttt e e stee e e st s e s sstaaessssaaesassenenas 9
Figure 1-3 EXPANA StUAENT FOIAE ......c..uueeeeeeieeeeeieie ettt eete ettt s ettt e et a e ettt a e s st s e s assaaessssaaasassenanas 9
Figure 1-4 SYnerqy NQVIGALION TIEE ..........eeueeeeeeeeuiiieeeeeeeeeeittte e e e e ettt e e e e e e sssasbt e e e e e ssssssstaesaseesssssassaeeneens 9
Figure 1-5 EXpand SYNEIGy SE FOIUEN ...............ueeeeeeeeeeeeeeeeeeee ettt e ettt e ettt e e et e e e e sta e e e baaaeesranaeenrees 10
Figure 1-6 EXPANA StUAENT FOIAEK ............oeveeeeeeeeeeeeeeeeee et ee e et ctte e e et ta e e et a e e e ssta e e e baaaeesranaeesasenas 10
Figure 1-7 Process DOCS 1CON COIOr LEGENT .............uueveeeeeeieeeeeeeeeeee et e e ettt e et ta e e e tta e e e taaaeesreaaeesareeas 10
Figure 1-8 SE DOCUMENT PrOPEITIES .......uuuuueuiee s ssssssssassssassssasasanes 11
Figure 1-9 MUILiplE USEIS MESSAGE ..........ueeeeeeeeeeeeieeeeesiteeeeetteeeestaeaeesttsaaaeasasasaesssesasassssaaeasssssaeasssnaeessenes 11
FigUIe 1-10 DEIETE BULLON .......eeeeeeeeeeeeeeeeeeeaeeteee e ettt e e et aa e ettt e e e st e e e e ase s e e e ssesasasssaaeassesaeesssesaeassrenas 12
Figure 1-11 Data Deletion WAINING ..........c.cccueeeeeeieeeeesiieeeescieeeeeiaeeeestaeaeesstesaeassesaessssaaeesssesaesssssaeessens 12
Figure 1-12 Print PreVIE@W BUTTON ..........uuuuueeis s sssassnssnsnsnsnnnnes 12
Figure 1-13 Print ProgresSs STATUS ........uuuuuuuuuuuisie s ssasasssssssssssssssnsnsnnnnnnes 13
o TV =20 B Vo] [To [0 A= =1V o) ISP 13
Figure 1-15 Revelation DOCUMENT EITOIS SCrEEN ........ccccveeieeeiiieeeeiiieeeeiieeeesittaessiteaessisseaesssseaassssesessssseees 13
FigUure 1-16 DOCUMEGNT EFTOF .....covveeeeeiiiiieieeeeeesiiiteee e e et te e e e e e et e e e e e s sssssbtaeeassesssssstaeaesesnssssstsaneeeens 13
Figure 1-17 ClOSE WINOOW ........cccecueeeeeeiiiieesiiteeeeitee e st ee e sttt e e ettt e e s aattaaeeaattaaesaasseaasansseaasassseassasssesanasseees 13
Figure 1-18 No Valid@tion Errors FOUNG .............uuueuuireeeiuiiieesiiieeessiteeestteeesstte e essttaeessstaaessseaaesssseaasssasenas 14
o Y= K a1 1o 7L 1V o SRR 15
o TV =IO o 1 1o [ 7d= 1V o o OSSR 15
Figure 1-21 Finalized DOCUMENT ICOM ........cccccuveereeeiiieeeeiiee e ettt e esite e et tta e et taa e e sstte e e s sstaaeessseaaeesssenasesasens 15
Figure 1-22 Meeting Request DOCUMENT VIEW LiSt .......ccccccuvvvveeieeeiseiiiiiieeeeeesisiiiieiesseessssisiseseessessssissiseseseees 16
Figure 1-23 Student SE Screen Ad HOC DOCUMENTS TAD .....ccc..vveveeeiiiieesiiieeesiieeesieeaeesteeeeseaaeesiaaeesveeas 17
Figure 1-24 Student SE Screen Ad Hoc Documents Tab Document Creation ............ccceccvvveeeeveveeesievaessinenn. 17
Figure 1-25 Consultation Request SCreen SAVE BULTON .............cceeccueeeeeiieeeeeiiieeeeiiieeeeesiteaeeescteraeesianaeessenas 17
Figure 1-26 Student SE Screen Ad Hoc Documents Tab EXisting DOCUMENTS .............cccccveeeeeccereeeciiraeeerenn 18
Figure 1-27 Student SE Screen Ad Hoc Documents Tab Create LinK...............ccceeeecveveeesveneeeiiireeeciinaeesnenn 18
Figure 1-28 Student SE Screen Ad Hoc Documents Tab SQve BULTON .............cccueeeeccueeeeeciieeeeicireeecieeaeeeven 18
Figure 1-29 Student SE Screen Ad Hoc Documents Tab Multiple Ad Hoc Documents.............ccccccvuveennee.. 19
Figure 1-30 Cannot Create MUultiple DOCS MESSAGE ..........oceeceeeeeeeieeeeeiiieeeeesieeeeeiiesaeesitsaaeesirssaeesirsnaesssens 19
Figure 1-31 Create Print Only DOCUMENT............ccccueeeeeeieeeeeicieeeeeceeeesteeeesttaseeasteaaessssaaeassesaeessenaeesasenas 20
Figure 1-32 Print Only DOC iN EXiStiNG DOCS............uuuuieeeeeeieceiieeieeeeeetscitteeaaeeeesstitttaaaaaeesssstsasaaaesssssssssnesaes 20
Figure 1-33 Delete Column in AQ HOC DOCUMENTS.......ccccocueueeeeeieaeeeeesicieteeea e e eeesccttteaaaaeeessstsaaaaaeessssssssnenaaas 21
Figure 2-1 ClasSroom OBSEIVALION .............cccccuuereeeiiiseesiieseesiieeeesiteaeesiseseesssesaesssesasesssssaeessssasessseassssenes 26
FiQUIe 2-2 DIOPOAOWN ACCESS ....eveeeeeieeeeeeeiieeeeiseeeeettttaeattttaesastaasaasseaseasssesasasssesasassseaasasssssasasssesasasssesasasseses 27
Figure 2-3 CONFEIreNCE SUMMIGIY .......ccecuveeeeeeieieeeeiteeeesteaaesttee e et tteeaessaaeesssasaesssasasassssaasasssssasesasanaeesrenes 28
FigUIe 2-4 DIOPAOWN ACCESS ....eveeeeieeeeeeeiieeeseieeeeetteeaeattteassassaasassseessasssasasasssssasasssssasasssssssassesasasssesasssseses 28
Figure 2-5 Parent(s)GUaArdian(s) CRECK PAIENT ............c..cccueeeeeeeeieeiieeeeeeeeiseeeiteeeeesesisesessssessssesssesseesses 28
Figure 2-6 Staff SECtion CAANGE/AUG ..........coeeeueeeeeeeeeeeeeeeeeeeeeeeeiteettseitsestaesvesasesssessseesseassesssssassesssenseen 29
o TV =3 R A o [ To B e Yol =21 ¢ PSS 29
Figure 2-8 Staff SECtiON SEIECE ROIE ..........ooveeeeeeeeeeeeeeeeee ettt e ettt e e e e e st e e e e st e e e e s beaaeesranaeesarens 29
Figure 2-9 Conference SUMMQAry Other SPECIALISTS. .......c..vuieecueeeeeciiieeeecieeeectteeeeetteeessea e e st seeestresaesssseees 30
Figure 2-10 Conference SUmMmary ReCOMMENAGLIONS .........cccuveveeecuvereeiiiiieeeiiieeeseieeeeesittaeeesireaaeesiranaeesrens 30
Figure 2-11 Conference SUMMQAryY FOIOW-UP..........oouueeeeeeeeiiieeeeeeeeeteeee ettt a e e e e e e stttaaa e e e e e s ssssssnanaaas 30
Figure 2-12 CoNSUItAtioN REQUEST SCIEEN.......c.....eeeeeeeee ettt e e e e ettt aa e e e e e ettt e e e e e e e essttsaaaaaeeessssssssanaeas 31
Figure 2-13 Consultation Request Screen Consultation OBSEIrVAtiONS ............cccccveveeeeeeeeesiiiivieeseeeeiicisvvenann 32

Copyright© 2012 Edupoint Educational Systems, LLC 327


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349654
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349655
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349656
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349657
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349658
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349659
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349660
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349665
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349668
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349679
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349680
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349681
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349682
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349688
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349690
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349691
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349692
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349693
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349694
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349695
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349696
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349697

Synergy SE National Documents Guide

o V=3 A o 1 Vo B Y ) A Yol £ =T=1 ¢ KO SRR 33
Figure 2-15 Consultation Request Screen Assessments/MethOdS ............ccc.veeceeeevereeciereiieeiieeecieeeeieeeiieeens 33
Figure 2-16 Consultation Request Screen Concerns and Special Handling ...............ccccceecvvuveeeccvvveeeciveeennnne, 33
Figure 2-17 Consultation Request PreSCROOI SCrEEN .............cocccueeeeeeeieeeecieeeescieeeeeciee e esctea e setea e e s seaa e e 34
Figure 2-18 Consultation Request Preschool Screen Overall SKills...............cooceeevevenceiesiiieniieeeeesiee e 35
Figure 2-19 Consultation Request Preschool Screen Background Tab Attendance History.............c........... 35
Figure 2-20 Consultation Request Preschool Screen Background Tab New Attendance History.................. 35
Figure 2-21 Consultation Request Preschool Screen Background Tab Cultural Factors.............cccccevuvveenn.. 36
Figure 2-22 Consultation Request Preschool Screen Background Tab Medical...............ccouveevcvveeeecvvnnnnnn, 36
Figure 2-23 Consultation Request Preschool Screen Background Tab Health ISSuU€s............cccccovvevvcvuveeennnn. 36
Figure 2-24 Functional Behavior ASSESSMENt PIAN............c.c..eueeecueieeeeiiiieesciee e eseieeeesiteaeesiteaeesvtaaessseae e s 37
Figure 2-25 Functional Behavior Assessment Plan Staff Section Change/Add .............ccccceeveeevvevivesvesrennne. 38
Figure 2-26 FiNd: StOff SCrEEN.......ccocuveeeeeeeee ettt ettt e ettt e ettt e e ettt e e ettt e e e s tta e e e sstaeeesastaesesstaeeennses 38
Figure 2-27 Functional Behavior Assessment Plan Staff Section Select Role ..............cccceevvuveeeecvveeeciieaannne, 38
Figure 2-28 Functional Behavior Assessment Plan Other SPecialiSts...........c..ccovueeeevveeeesiiereeesiieeeeeiieeeean, 38
Figure 2-29 Functional Behavior Assessment Plan SPeCifiCS TAD ..........ccoccueeeeccveeeeeiiieeeeiieeeescieeeeecieea e 39
Figure 2-30 Functional Behavior Assessment PIGNRESUILS Of FBA.........oooccueeeeecieeeeeeciieeeecieeeescieeeeecieeaeeians 40
Figure 2-31 Manifestation Determination ANd REVIEW ................eeeeecuueeeeeiieeeesiieeeescieaaesiteaeesitaaeessrenaeeeanes 41
Figure 2-32 Manifestation Determination and Review Suspension Criteria .............cocceeeevvveeescvvveeeeivneeennne, 41
Figure 2-33 Manifestation Determination and Review Staff Section Change/Add...............cccoeevveeevvenne... 42
Figure 2-34 FiNd: StOff SCrOEON.......cc..ueeeeeeeee ettt e ettt e ettt e e e ettt e e ettt e e e e s tae e e e sttt aaeesstaaeesssnaeenanes 42
Figure 2-35 Manifestation Determination and Review Staff Section Select ROle .............ceeeeecvveeeecvieeeeanns 42
Figure 2-36 Manifestation Determination and Review Other SPecCiQliSts ............cccccvvueeecvveeeescireeesiireeennne, 43
Figure 2-37 Manifestation Determination and Review Nature of Offense .........ccccccvvveeecvvveeescieeeeecivreeenne, 43
Figure 2-38 Manifestation Determination And ReVIEW PAIt 3 .........ccuueeeecueeieeiiieeesiieeeesiieeeesiiieeaessieeaenanns 43
Figure 2-39 Manifestation Determination ANd ReVIEW PAIt 4 ..........c.c.ueeeeecveeeeeiiiieeeiiieeesiiieeesciieeaessinaaeninns 44
Figure 2-40 Ad HOC MEELING REQUEST ..........ooeeeeeeeeeeeiieeeeeieeeesstea e e stttea e s sttt e e e s estaeeesestaeasssstaaassssseesesasssaasnanes 45
o V=3 A o [ 1o Y ] N Yo £ =T=1 ¢ KO PSSP 45
Figure 2-42 Meeting ReqUESt CRECK PUIDOSE. .........cccuueeeeeieeaeeeiieeeeeiieaeeettea e esetteaeesttaaeesistaaeesstaasssseneessases 46
Figure 2-43 Meeting Request Parent(s)Guardian(s) Check PAreNnt ..............cccccueeevuveeceresiveesiieeeiesesiseesisenans 46
Figure 2-44 Meeting Request Staff Section CRANGE/AAU...........cc.oecvecveceeieeeireieeieesiresieeiveesieesssesreesseeaans 46
o V=3 R O o [ To B | A Yol £ =T=1 ¢ KO PSPPSR 46
Figure 2-46 Meeting Request Staff Section SEIECt ROIE..............c..eeeeeveeieeeiiieeesiieeeeeciee e esctea e esciea e siae e 47
Figure 2-47 Meeting Request Other SPECIALISS ...........cceeecueeeeeeiiieeeeiit et esetee e stea e sttt e e srtea e e sraae e e 47
Figure 2-48 Meeting ReQUEST INfOrMALION ............cccccuveeeeecieee e eeeeee et e ee et e e e et eaessttaeaessssaaessrsssaenians 47
Figure 2-49 PArents RIGALS TAD VIBW ...........eeeeeeeeeeeeeeeeeteeee ettt e e e e e ettt e e e e e e e sttt aaaaeeesssssssssnaaaaenanas 48
Figure 2-50 Parents Rights Printable VIEW...........cooeeeeeeeeiiiiieeeeeeieteee e eeetcttte e e e e e es sttt aaaaaeeesssassnanaaaeenanas 48
Figure 2-51 More Restrictive PIGCemMENt REfEITAI ...............ooeeeeceeeeeeiieeeeeieeeeeeeeeeeeeteeeestttaa e staa e s ereaa e 49
Figure 2-52 More Restrictive Placement Referral Staff PArtiCipants............c.coccveeeeecvveeesiereeescireeeecrieeeennes 49
Figure 2-53 More Restrictive Placement Referral Parent PartiCipants.............ccceeeccvueeeeciveeeeesiereeesieneeenne, 49
Figure 2-54 FiNd: STOff SCrOEON.......cc..ueeeeeeeeeeeeee et ettt e ettt e e e ettt e e ettt e e e e atta e e e sttt e e e e ssasaeesssnaennases 50
Figure 2-55 More Restrictive PlacementReferral Staff Participation Select Role..............cccoeeeeevuveeeecvivnaenn, 50
Figure 2-56 More Restrictive Placement Referral Background TQD ...............ccccvueeeeeceeeeeciieeeescieeeeccieeeen, 51
Figure 2-57 More Restrictive Placement Referral BeRQVIOr TQAD ...........cccccueeeeeceeeeeecieeeeeiiieeescieeeeecivaaeeans 52
Figure 2-58 More Restrictive Placement Referral AttachmentSTab..........ccceeeeecveeeeeiieeeesiiieeesiieeeeesiiea e 53
Figure 2-59 Ad HOC Prior WIitt@n NOLICE..........cc.ueeeeecieeeeeciieeeecieeeeeeteeeesteaeeestte e e e e etaeaessttaeaesssseeasssssnsaasanes 54
Figure 2-60 Prior Written NOLICe LiDIGry StEM .........c..ueeeeeueeeeeeieeeeeeee et estee e ettt e e stta e e e srtaa e e sraaaeeeanes 54
Figure 2-61 Prior Written NOLICE LiDIQrY SEM ........ccuueeeeeeeeeeeeiee et eetee e estee e e st a e s ttaa e e srtaa e esreaaeeeanes 55
Figure 2-62 Prior Written Notice Implementation Of DECISiON..............cccccvueeeeeiiueeeeeiiiieeeeiieeeesciieeeesiieeaeeinns 55
Figure 2-63 FiNd: StOff SCrEEON......ccc.uveeeeeeeee ettt e ettt e e ettt e e e ettt e e ettt e e e e e tte e e e sstaaeessteaeessseaeenanes 56

328 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349700
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349702
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349707
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349708
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349709
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349711
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349712
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349713
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349714
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349715
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349716
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349719
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349720
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349721
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349722
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349723
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349724
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349725
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349727
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349728
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349729
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349730
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349731
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349732
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349733
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349734
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349738
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349739
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349740
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349741
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349742
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349743
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349746
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349747
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349748
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349749

Synergy SE National Documents Guide

Figure 2-64 Prior Written Notice Refusal Of EVAIUGLION ............coeeeueeeeeeciiieeeiiieeeceieeeecteeeesteaaeeecava e s 57
Figure 2-65 Prior Written Notice Refusal of Evaluation StAtemMeENts............cccueeeecvveeeeciivereeeiieeeecivesessieveens 57
Figure 2-66 Library Stem DIOP-DOWNN .............c..uuueeeieereesieeseescteeeeesieeeestteeeesstasassssasaeessssasassesaeessssnaesssenes 58
Figure 2-67 Library Stem AUtO-POPUIGLEA ................oeveeeeeeeeeeeeeeeeee ettt e et e e et ta e e ettt e e e staaa e e sreaaeesrees 58
Figure 2-68 Prior Written Notice Implementation Of DeCiSiON ............ccccuveeeeciieeesiiiireeeiiieeeeiiieeessiieaessvenns 58
o TN = R X o 1 1o B o] N Yol £ =T=1 ¢ O S 59
Figure 2-70 NotiCe Of REfUSQI Of FAPE SCIEEN......c...ueeeeeeiiieeesiieeeeieeeseiieeessteaessttaesssaaaesassesssasstesssssseees 60
Figure 2-71 Notice of Refusal of FAPE SCreen Statements ..........ccccuueeeeecveeeesiiieeesiiieeessieeeeesieaeessvinaessvenas 60
Figure 2-72 Notice of Refusal of FAPE Screen Library Stem Auto-Populated.............cccccvveeeeccvveeeciinnennnenn. 61
Figure 2-73 Notice of Refusal of FAPE Screen Library Stem Drop-DOWN............cccccueeeeecuveeseiienersirieressisnnnns 61
Figure 2-74 Notice of Refusal of FAPE Screen Implementation of DeCiSion ............cccceeecvveeeeecenseesiinnennnenn, 61
o V=3 Ry AN o [ 1o B ] A Yol 4 =T=1 ¢ O TSR 62
Figure 2-76 Request for Bilingual Transcription SCrEEN ............ueeeecuueeeeeiieieeeiiieaeseiieeeesiteeessteaaeesviaaeessenas 63
Figure 2-77 SUMMQrY Of PerfOrmMQANCe SCrEEN ...........uueecuveeeeeiiieeeeciiieeesiieeeesitteeesttaessisseaesssseasssssesasssseees 64
Figure 2-78 Summary of Performance Screen ReCOMMENAALIONS .............cccccueeeeeceveeeeiieereeiirereesivesessissenns 64
Figure 2-79 Summary of Performance Screen DetQiled VIEW...............cccuueeeecueeeeeciiiaeeiiieeeeccieaeeciisaeeeveens 65
Figure 2-80 Transportation Request Screen Transportation INfo TAD..............cceeeecveeeeeccveeeeccieeeecciea e 66
Figure 2-81 Transportation Request Screen Special Conditions TAD..............ccueeeecveeeeeciieeeeeiiireeeciireeeeven 68
Figure 2-82 Transportation Request Screen Agreements TAD.............ccccueeeeecieeeeeciireeesieeeeesceeeeecieraeeeirenas 69
Figure 2-83 Transportation Request Screen Bus PIans TAD PArt 1 ............oeeecueeeeeccueeeeeiiieeeeciieeeesiveeeessevenns 70
Figure 2-84 Transportation Request Screen Bus PIaNS TAD PArt 2 ............oeeeceeeeeeceeeeeeiiiieeeiireeeesivesesssesenns 71
Figure 2-85 BUS PIANS EXAMPIC..........ooecueeeeeeeeeeeeeeeeeeeeeteeeettea e et ttee e et tae e e sttt s e e e aaaaeestssaaeesssssaeessrsnaesaarenas 72
Figure 2-86 Behavior INtervention PIAN SCIEEN .............c..eeeeecceeeeeeieeeeeceee e et eeetea e e e stta e e e steaaeesrenaeesrenas 74
Figure 2-87 Behavior Intervention Plan Screen Staff Section Change/Add................ccoeeeevveeecveeeevveecenennne. 75
Figure 2-88 FiNd: StOff SCIrEON.........ueeeeeeeieeeeeeee et eetee ettt e e e ettt e e ettt ea e e st aasssstaesassseaasasssesasasseees 75
Figure 2-89 Behavior Intervention Plan Screen Staff Section Select ROle.............cccuueeeecvveeeeciiiiaeeciieaeesnenn, 75
Figure 2-90 Behavior Intervention PIan SCre@n PAIt 2..............uuueeecueeeesiiieeeeiiieeessieeaeesitaaessieaaeesvteaeessens 76
Figure 2-91 Behavior Intervention PIan SCre@n PAIt 3..........c..eeeeeecuveeeeiiieeeeiiieeecciteaessiteaeesteaaeesvteaeesrens 76
Figure 2-92 Behavior Intervention Plan Screen Parts 4 and 5 ...........oooecuvveeeeiiieeeeiiiieeeiiieeeecceeeeesiea e e 76
Figure 2-93 Behavior Intervention PIan SCrEEN POIT 7........cccueeeeecieeeeiiiieeeeiiieeessieeaessitaeeesteaaeessieaesssens 76
Figure 2-94 Behavior INtervention PIAN POIt 6 ............cccueeeeeccuieeeeciiieeesiieeeesitteeessteaessesaeaesssssesaesssesassssseses 76
Figure 2-95 Behavior Intervention Plan Screen Parts 8 ANA 9...........coeeecuveeeeecvieeeeiiieeecieeeeceeaeescieaeesveeas 77
e TV =I R L ol 1 1o B e ) AR Yol =T=1 ¢ OSSR 77
Figure 2-97 Notice Of GradUGLiON SCIEEN ..........cceeeueeieeeiiieeeecieeeeesteeescte e e s stte e e e stee e e s sstaesssbeaaeessseeasessees 79
Figure 2-98 Notice of Graduation Screen Change DecCiSion BULLON.............ccccceeeeeccuereeeiiieeeeiiireeecireraeesrenns 79
Figure 2-99 Notice of Graduation Screen Statements Section With Keyword Drop-down ........................... 80
Figure 2-101 Notice of Graduation Screen Statements Section Without Keyword Drop-down................... 80
Figure 2-100 Notice of Graduation Screen Implementation Of DECiSiON.............ccccoueeeevveeeeeciirereecirereeaiaennn 80
Figure 2-102 FiNd: SEASf SCIEENM..........oeeeeeeeeeeeeeeeeeee e tee et ttee e ettt e e ettt e e e st a e e et aaeesssaaeeasssaeesassnaeesassnas 80
FigUIe 2-103 PrOCESS IMOVE EITOIS .......uuuuueeci s ssssssssnsssssssssnssnnsnsnnnnnsnnnnnnnnen 81
L[ V1 =R K07 30 S G =3 1 =T o Yo (== o 82
Figure 2-105 FiNd: STOff SCIEEN........ooeeeeeeeeeeeeeeeeeee ettt ttee e et ttee e ettt e e e et a e e et a e e e sssaaeeasssaeeassnaeesassnas 83
FiQUIE 2-106 TAP LELLEI SCIEEN ... sssssssssssnnnnnnnnnnsnnnnnnnnes 84
Figure 2-107 FiNd: STOff SCIEEN........ooeeneeeeeeeeee et ee ettt e et ttee e ettt e e e et e e e et aaeesssaaeestssaeeasssaeeaasenas 84
Figure 2-108 TAP PQrent NOTICE SCrEEN.........uuuuuuueeeeiiiiiiiiissss s ssssssssasssssssssssssssases 86
Figure 2-109 TAP Parent Notice Screen Parent NOtiCe PArtiCiDaNTS .......ccceeeeeeeieeeeeeeieieeeeeieeeieeeesesesssesesesennns 86
Figure 2-110 FiNd: StOff SCIEEN.......uuveeeeeeeeeeeeeeeee ettt e ettt e ettt e e et ae e e et e e e e sea e s e sssaaeassteaeesasanaeesasens 87
Figure 2-111 TAP Parent Notice Screen Staff Section Select ROIE .............coeeecueeeeecieeeeiiiiaeeciieeeecciea e 87
Figure 2-112 TAP Parent Notice Screen OtRer SPECIALISTS ..........ueeccueeeeeciiieeeiiieeeecieeeeceeeeeeieea e e aea e e e 87
Figure 2-113 TAP Parent Notice Screen Basis for PropoSed ACtiON ............cccccueeeeecvereeiiiiireeiiiereeiivesessiasenns 88

Copyright© 2012 Edupoint Educational Systems, LLC 329


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349750
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349751
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349752
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349753
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349754
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349755
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349758
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349759
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349760
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349761
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349764
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349765
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349767
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349768
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349769
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349770
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349771
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349773
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349774
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349775
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349776
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349777
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349778
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349779
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349780
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349781
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349782
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349785
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349787
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349788
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349790
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349791
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349792
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349793
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349794
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349795
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349796
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349797
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349798
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349799

Synergy SE National Documents Guide

Figure 2-114 TAP Parent Notice Basis for PropoSed ACLION .............ccueeeeeeiueeeesiieeeeeciieeeesiieeeesiiieeaesiiseaeninns 88
Figure 2-115 TAP Parent Notice Screen Based 0n ReVIEW ACLIVILIES ............ccceccvueeeeeciveeesiiieeesiieeeeeieeaeeens 88
Figure 2-116 ESY Eligibility Profile SCIEEN ............cueeecueeeeeciieeeeceeeeeeeee e e st ees et e e e staaaessaaeaessaseaessrsneaesanes 89
Figure 2-117 ESY Eligibility Profile Screen Recommendation.................cccccueeeeecueeeeeiiieeeesiiieeeesciieeaesiiseeaenanns 90
Figure 2-118 ESY Eligibility Profile Screen Staff Section ChANge/Add .............cceeveevvesivesieeiieeeiireiiresieesinen, 90
Figure 2-119 FiNd: StOff SCIEEN.....cccuveie e ettt ettt e ettt e e ettt e e e st e e e ssta e e s sstaeessstaeessseaeessases 90
Figure 2-120 ESY Eligibility Profile Screen Staff Section Select ROIe.............cccooeveeeeeeciveeesiiiieescieeeeeiee e 91
Figure 2-121 AZ504Eligibility Screen Evaluation Information TAD..............ccceevuveeeeviveessiiieeesiineeeeiieeeennes 92
Figure 2-122 AZ504Eligibility Screen Evaluation Information Tab Part 1 and 2 .............cccveeeevevuveeeecvivnnenns 93
Figure 2-123 AZ504Eligibility Screen Information Tab Part 3 QNG 4 ..........eeeeeeeeveeeeeeiiieeesiieeeesieeeeeiee e 94
Figure 2-124 AZ504Eligibility Screen Information Tab POrt 5 ..........cceeeeevieeeeeiiieeeesiieeeessiieeescieeeessieeaenanes 95
Figure 2-125 AZ504Eligibility Screen Eligibility Determingtion TQD .............ccccovueeeeceveevsiiieeesiieeeesiieeeenne 96
Figure 2-126 AZ504Eligibility Screen Staff Section CAANGE/ATd............ccveeeeeveeeireiiesiresieeeieeieeieeseesseeas 97
Figure 2-127 FiNd: StOff SCIEEN.....ccuueeeeeeee ettt e ettt e et e e ettt e e e st a e e stta e e e sstaaeesstaeeesseneeesnses 97
Figure 2-128 AZ504Eligibility Screen Staff Section SEIECt ROIE..............cceccueeeeecieeeeeiiiee e et eecieea e 97
Figure 2-129 AZ504Eligibility Screen AttACAMENTS TAD .........ccccuveeeeeeeveeeeccieee e eecteeeeecteeeeseaeeaeesaaeaeenns 98
Figure 2-130 UPIOQQ Fil@ SCIrEEN..........oocceeeeeeeeeeee ettt ettt e e ettt e e ettt e e e e taa e e e sataaeesstaaeesssnaeenanes 98
Figure 2-131 AZ504Eligibility Screen Word Document AttACAMENTS...........cccccceeeeeccieeeeciieeeescieeeeeivea e, 98
Figure 2-132 ESY AAAeNdUM SCrEEIN SCrEEN .........cccccueeeeeeceeeeeeeceeeeecteeeesctteeeesttaeaessttaeaessstsaaesssssaaessssesaenines 99
Figure 2-133 ESY Addendum Screen Staff Section ChANGE/AAd .............oeeeeeeeeeeeiieeeeeeeeeieeeieeeeceeeenn 100
Figure 2-134 FiNd: StOff SCIEEN..........uveeeeeeeeeeeeeeee ettt ee e e e ettt e e e ettt e e e s tttae e e e tasaaesesssaaesasssaaesssseaaanas 100
Figure 2-135 ESY Addendum Screen Staff Section Select ROIE ..............coccueeeeeceeeeeiiieieeiiieeeecsveeeesiveaen, 100
Figure 2-136 ESY Addendum Screen Prior Writt@n NOTICE .............ceccueeeeeciuveeeeiiieeeeiiveseesiseseessvesessssnnaens 101
Figure 2-137 ESY Addendum Screen PArent CONSENT ............occccueeeeecueeeeecieeeeeiieeeeseieaeesiseeaesissaaesisesaenas 101
Figure 2-138 Health Aide Prepayment ReVieW FOIM SCrEEN...........ccccueeeecvveeeeiiiiieeesiiesessiseseeaisesessisnneens 102
Figure 3-1 Referral Screen Reason for Referral TAD .............ceeeecueeeeeiieieeeciiieeecieeeeeeieeeessteeaessteaaessseea e 108
Figure 3-2 Referral Screen INterventions TAD............c..eeeeecueeeeeeieieeecieeeeecieeeeesieaeeesteaeessteaesssseaeesssseeaeeas 109
Figure 3-3 Referral Screen Attendance HiStOry TAD .............ooeeecueeieeiiieeeeciiieeecieeeeseieeeeseieaaesssteaaessseea e 110
Figure 3-4 Referral Screen Cultural FOCEOrS TOD...........uuieecuueeeeeiiiieesciieeeecieeeestieeeessteaeessteaaeseteaaesssseaaeaas 110
Figure 3-5 Referral Screen Standardixed TeStiNg TAD ..........ceeeeeuveeeeeiieieeecieeeeecieeeeeetee e e ssteeeeseteaeessaeea e 111
Figure 3-6 Referral Screen Student Performance TAN .............cccueeeeecueeeeeiieeeesiieeeessiieeeesiieaaesessessesssesasaas 111
FIigure 3-7 FINA: SEASf SCrEEN.......ooooeeeeeeeeeeee ettt ettt e ettt e e e ettt e e e st a e s s teaessesteaassasssaaesssseeesaas 112
Figure 3-8 Referral SCre@n HEAItN TAD ..........cooceveeeeeeiiieeeeeee ettt e e et ea e e st a e s s tseaesssseaeeas 113
Figure 3-9 NOLICE Of REfEITAI SCIEEN......ccc..ueeeieeiieeeeee ettt e ettt e ettt e e ettt a e e st e e e sttaaesasseaasasssnnanas 114
Figure 3-10 Notice of Referral Screen Statements Section Drop-dOWN.............cccceecceeeeeccivereeciirereesivenenn, 115
Figure 3-11 Notice of Referral Screen Statements Section Populated ................ccoccveeeeecveeeeecvieeeeeiienaenns 115
Figure 3-12 FiNd: SEOff SCrEEON.......cc...ueeeeeeeeeeeeeee ettt e ettt e e ettt e e e ettt a e e sttt e e e eatasaaesssssaaesssssaaesssseaaeaas 115
Figure 3-13 Parent Input Screen Family INfOrmMation TAD ..............cocceeeeeecueeeeeiiieeeeiiiieeecieeeeecsveeeesivenaens 116
Figure 3-14 Parent Input Screen Educational INformationTab...............ccccueeeecveeeeeiiieeeeeiiieieeecivereesivenenn, 117
Figure 3-15 Parent Input Screen Medical/Developmental/Heath Information Tab...............cccecevuveeervnn... 118
Figure 3-16 Parent Input Screen Medical/Developmental/Heath Information Tab Dev. History............... 119
Figure 3-17 Parent Input Screen Medical/Developmental/Heath Information Tab Parent Input .............. 119
Figure 3-18 Parent Input Screen Functional INformation TAD ...............oceecvueeeeecieeeeeiiiieeeiiieeeeciveeeesivenan, 120
Figure 3-19 NOtiCe Of EVAIUGLION SCrEEON .......ccc..uveeeeeeeieeeeeeeeeeeeeeeteeeeettea e et tttaaeeaitsaaessasasesasssasesassanaeas 122
Figure 3-20 Notice of Evaluation Screen Sentence Stem Drop-dOoWN..............ccccueeeeecvueeeeecieeeesiiieaeesiiienannns 123
Figure 3-21 Notice of Evaluation Screen Inserted StAtement ..............oceecvvveeeeciveeeesiiiieeeiiieieeeciieeessiveeaen, 123
Figure 3-22 FiNd: StOff SCrEEN.......ccccvveeeeeeeee ettt e ettt e e sttt e e e ettt e e e s etta e e s seteaeesesteaassestsaaessssesanaas 123
Figure 3-23 Parent Permission Screen Parent PermissSion TQD...............cccccueeeeciueeeeiivereeiiireseesivesessisenanns 125
Figure 3-24 Parent Permission Screen EVAlUGEioNn TQD............cccueeieecueeieeiieieeeciieeeescieeeeecieeeescieaaessseeaeeas 126
Figure 3-25 Finalized PArent PermiSSiOn ICON...............cueecueeeeecieeeeeeieeeeecieeeeectaeeeseaeaeessssssaesssesaesssseaaanas 127

330 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349800
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349801
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349802
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349803
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349804
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349805
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349806
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349807
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349808
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349809
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349810
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349811
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349812
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349813
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349814
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349815
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349816
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349817
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349818
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349819
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349820
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349821
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349822
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349823
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349824
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349825
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349828
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349829
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349831
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349833
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349834
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349835
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349836
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349837
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349839
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349840
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349842
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349843
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349844
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349845
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349846
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349848
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349849

Synergy SE National Documents Guide

Figure 3-26 MET REPOIT ACLION BAK .......uuueueieii s assassasases 128
Figure 3-27 MET Screen PartiCipants REFIESA ..........ueeeeceeeeeeeeeeeeeeee et eeete e e te e e e ta e e e sea e e eraaa e e 128
Figure 3-28 MET CoNfirm REfreSh MESSAUQGE ........cc..uveeeecieeeeeeiereeecieeeeteeeesceaaeessaaaeestaaaeessesaseesenaeenanes 128
Figure 3-29 MET Report SCreen COVEl TAD .........cccuueeeeeeeeeeeeeee et eeetea e ettea e e tttaa e e stteaeessaaaeesssaaeenareeas 129
Figure 3-30 MET Report Screen Cover Tab Staff Section Change/Add..............cccuevvevveiivesivesivesieesireesrnannes 130
Figure 3-31 FiNd: StOff SCrEON.....c..uuveeeeeieieeeee ettt e sttt e sttt e ettt e e s st a e e st e e s s btaeessaseaeenssenessnases 130
Figure 3-32 MET Report Screen Cover Tab Staff Section Select ROIe ...........cccueeeeecuvveeeciiieeeciireesciieeennne, 131
Figure 3-33 MET Report SCreen Referral TAD ............oueeecuueeeeeiiieeecieeeesstee et e e stte e esteeessseaeesseea e s 131
Figure 3-34 MET Report Screen Referral Tab Stem Drop-doWn .............c.ceueeeceeeeeeciieseesiiieesscieeeesiieeesssenns 132
Figure 3-35 MET Report Screen EXiSting DAt TOD........c.c.uueeeecuuereeeiiiieesiiiteeeciieeesctteeeseeeessieaesssseea e s 133
Figure 3-36 MET Report Screen Existing Data Tab Summary of Previous Assessments.............cccccccuveeeunne. 134
Figure 3-37 MET Report Screen Existing Data Tab Summary of Previous Assessments Statement............ 134
Figure 3-38 MET Report Screen Existing Data Tab State and District Testing .........cccccvveeeevveveevevrvveenenenn. 134
Figure 3-39 MET Report Screen Existing Data Tab Report TeSt SCOIesS ........cccvuemecvureeeciiieeeeeiireesiisenaensnns 135
Figure 3-40 MET Report Screen Existing DAt TAD PAIt 2 .........ccccueeeeeeeeeeeecieeeeecieeeeeceeaeeeciaaeessveaa e e 136
Figure 3-41 MET Report Screen Existing Data Tab Background Information................cccceeeevvuveeeecvveeecnnen. 136
Figure 3-42 MET Report Screen Existing Data Tab Assessment and Performance .............ccoceeeevvveeennen. 137
Figure 3-43 MET Report English Language ASSeSSMENt RESUILS ...........ccueeeeeceeeeecciiaeeeiieeeeecieeeesceea e 137
Figure 3-44 MET Report Screen Existing Data Tab Determinant Factor Selection..............ccocueeeecvveeenneen. 137
Figure 3-45 MET Report Screen AdditionQl DAQLQ..............cceecueeeeeeceieeeeiiee et eeieeeescteaeesceaaeessaeaaeesreeas 137
Figure 3-46 MET Report Screen Additional Data Were Needed..............c.ccccueeeeeceeieeecinaeeciiieeeesiieaeeenenn 138
Figure 3-47 MET Report Screen No Additional DAta TAD ............ccueeeeeeceeeeeccieeeeeiiee et eeeciee e seiaa e 138
Figure 3-48 MET Report Screen Additional DAta TQD..............eeeeeecuereeeeiiieeeccieeeeecieeeeeceeaeeeciaaaeestaa e e e 138
Figure 3-49 MET Report Screen Additional Data MET Report Screen Additional Data Description............ 138
Figure 3-50 MET Report Screen Existing Data Tab Preschool SCreen............ccuueeeccuveeeecieeeeeiiiraescieneenennns 139
Figure 3-51 MET Report Screen Existing Data Tab Preschool Screen Opportunities for Interaction........... 139
Figure 3-52 MET Report Screen Existing Data Tab Preschool Screen Library Statement............................ 139
Figure 3-53 MET Report Screen Existing Data Tab Preschool ScreenPart 2 .............coccceveeeeceeeeesiivaeeanenn, 140
Figure 3-54 MET Report Screen Existing Data Tab Preschool Screen Determinant Factors........................ 140
Figure 3-55 MET Report Screen Additional DAta TAD..........ccuueeeeeieieeeeiiee et eeiteeesteaeesiea e e ssiiaaeesseeas 142
Figure 3-56 MET Report Screen Additional Data Tab Evaluation Procedures.............ccocueeecvveeeeceveeeesnenn. 143
Figure 3-57 MET Report Screen Additional Data Tab Evaluation Procedure Summary.............cccccuuveeun... 143
Figure 3-58 MET Report Screen Additional Data Tab Evaluation Procedure Summary Textbox ................ 143
Figure 3-59 MET Report Screen ElIGibility TAD ..........oueeeuvereeeieieeeieeesceteeste e sste e e ete e e ssieaaeseseea e e 144
Figure 3-60 MET Report Screen Eligibility Tab Accommodation CAtegory.............coeuevvvveeeevvveeeeiirreaeeren 145
Figure 3-61 MET Report Screen Eligibility Tab Accommodation Description ..............ccceeeeevvuveeeeeeeeeeciiinnns 145
Figure 3-62 MET Report Screen Additional INformation TAD ...............ccueeeeceeeeeecciieeeeiieeeeecieeeeeciea e 146
Figure 3-63 MET Report Screen AttACAMENTS TAD ........ccoceeeeeeeeeeee ettt e e e e e e sesteaa e e e e e s ssareees 147
Figure 3-64 AttACH DOCUIMENT .........c..eeeeeeeeee ettt e e e ettt e e e e e ettt e e e e e e e s st sasaaaaaeeassssssssesaaaeeessassssnes 147
Figure 3-65 MET Report Screen Attachments Tab Attached Document ................ccceeeeeeeeecvveveeeeeeeesccnnn, 147
Figure 3-66 MET MEEting REQUESTE SCIEEN ..........uuuuueueeiss i nssssssssssnnssnsssnnnnnsnnnnes 148
Figure 3-67 FiNd: StOff SCIOON.........eeeeeeeeeeeeeeeeeee ettt tee et tee e ettt e e e ettt e e e et aaeettaaaeessssaeesasssaeenases 149
Figure 3-68 MET Meeting Request SCreen CRECK PUIPOSE ..........ccceeeeeceeeieeaeeeeeesiciieeeaaeeeeesicssenaaaaeeesssienes 149
Figure 3-69 MET Meeting Request Screen Parent(s)Guardian(s) Check Parent................cccceoueeecvvveeennenn. 149
Figure 3-70 MET Meeting Request Screen Staff Section CRANGE/Add .............ocoueevvevvecveivesveeeeeireeireenne. 149
Figure 3-71 FiNd: StOff SCrEEN.........uveeeeeeeieeeeeeeeeee ettt ettt e et te e ettt e e e et e e e st a e e et e e e esseaaeensseaaeennses 150
Figure 3-72 MET Meeting Request Screen Staff Section Select ROIe..............cueeeecveveeeciieeeeeciireeeciieaeene 150
Figure 3-73 MET Meeting Request Screen Other SPECIQlIStS............uuueevueieeciieeeeeeiiieeeecieeeeecieaeeseea e e 150
Figure 3-74 MET Meeting Request SCreen INfOrmation ...............ccueeeeeveeeeeccieeeeciiieeeciieeeesceeaeessieaeeeneeas 151
Figure 3-75 MET Meeting Request Screen Parents Rights TAD VIEW ...........cccoueeeecvveeeecieeeeeiiiraeeciiraeeennes 151

Copyright© 2012 Edupoint Educational Systems, LLC 331


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349854
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349855
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349856
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349858
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349859
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349868
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349873
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349874
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349876
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349877
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349879
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349881
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349883
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349886
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349887
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349888
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349889
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349890
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349891
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349892
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349893
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349894
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349895
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349896
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349897
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349898

Synergy SE National Documents Guide

Figure 3-76 Parents RiGItS PrintabIE VIEW............cccccueeieeceeeeeeiieieeecciieeeeeteeeeeiteaessisesesassseaesssssesesssssasanas 151
Figure 3-77 Finalized PArent PermiSSiOn ICON...............oceecueeeeecieeeeeecieeeeeeieeeeseieeeeseseaeesissaaeseseasessssesaenas 152
Figure 3-78 NOtIiCe Of EliGIDility SCIrEEN.........ueeeeeeeeeeeeeeeeeeeee et e et teee e ettt e e e s e e s eaessssseaaeasssesessssesanas 154
Figure 3-79 Notice of EligibilityScreen Disability Drop-dOWN................ceeeevuveeeeciiereeiiiieeeiiieesescivesessisenanas 155
Figure 3-80 Notice of Eligibility Screen Section DrOp-AOWN ............ccccueeeeeciueeeesciiieeesiiisessiiesessiiesessisenenns 155
Figure 3-81 Notice of Eligibility Screen Section POPUIGLed...............ccceueeeevueeeeeciiiieseiiiiessiiesessiieeessssneenns 155
Figure 3-82 FiNd: StOff SCIrEON......ccoecveeeeeeiee ettt tte e e ettt e e e sttt e e e sttt e e s ssteaessssteassssteaesssssnaesans 156
Figure 3-83 NOtICE Of ElIGIDIlIty ICON.......ccccuueeeeeeiiiseeeiiie ettt ettt et e e st e e st e e s ssteassassaaesssseeenas 156
Figure 3-84 Exit Process Screen Continue in SPeCiQl Ed............ccueveveeueeieeiiiieesiiieseesiieeesiiieeessieaeessieeaeaas 157
Figure 3-85 Exit Process Screen EXit from SPeCiOl Ed ............ooeeouveeeeeiiieeeeiiiieeesiieeeesieeeessieeeessieaeessieaa e 157
Figure 3-86 [EP ME€ting REQUEST SCIEEN. .........ceeeeeeeeeeeiiieeee ettt e ettt e e e ettt a e e e sssssstaeaaaee e e 158
Figure 3-87 FiNd: StOff SCrEON......ccoocuveeeeeeiee ettt e ettt e ettt e e e sttt e e s ssteaessastaesssasteaessssseaasaas 159
Figure 3-88 IEP Meeting Request SCreen CRECK PUIPOSE .........cc.eeeeecueieeesiiiiseeiiiiseesisiesessiisesesssssessssssnsenns 159
Figure 3-89 IEP Meeting Request Screen Parent(s)Guardian(s) Check Parent...........cccccceevveesvuveesvnennne. 159
Figure 3-90 IEP Meeting Request Screen Meeting Request Staff Section Change/Add.............................. 159
Figure 3-91 FiNd: StOff SCrEEON.......cc..eeeeeeeeeeeeeeeee ettt ettt e e ettt e e e e ttaa e e s tttaa e e e ttsaaesesssaaesasssaaessrseaaaaas 160
Figure 3-92 IEP Meeting Request Screen Meeting Request Staff Section Select Role.................cceeeecuunen.. 160
Figure 3-93 IEP Meeting Request Screen Meeting Request Other Specialists.............ccceeevvureeeviereeiivnnnn. 160
Figure 3-94 IEP Meeting Request SCreen INfOrMQALiON .............cccueeeeeeueeeeecieeeeeiiieeeecieeeeecieaeeecvteaaessseeaeaas 161
Figure 3-95 IEP Meeting Request Screen Parents RigRts TAD ...........c.eeeeecueeeeecieeeeeiiieeeesieeeeecsveeeessaene 161
Figure 3-96 Parents RiGhtS PrintabBIE VIEW............cccccuueeieecueeeeeieieeeeieeeeetteeeetaeaeestaeaesssaseaesssssesesssssnnanas 161
Figure 3-97 Finalized PArent PermiSSiOn ICON................cceccueeieeeeeeeeecieeeeecieeeeesteaeeeeasaaessseaaesessaaessssneaenas 162
Figure 3-98 NOtIiCE Of PIGCEMENT SCIEEN .......ccc.eeeeeeeeeeeeeee et e eeeee e ettt e e et s e s e itaasessssesessssesasassnnanas 163
Figure 3-99 Notice of Placement Screen Statements Section Drop-dOWn ..............cccveeeeecveeeeecviveeesiiieeaenns 164
Figure 3-100 Notice of Placement Screen Statements Section Populated..............ccoceeeevevuveeevcvveeesiiienannns 164
Figure 3-101 FiNd: StOff SCIEEN.....ccc.uveeeeeeeee ettt ettt e e ettt e e s s ettt a e e sttt aessastsaessasseaassasseaessssseaasaas 164
Figure 3-102 NOLICE Of IEP SCIEEN .......eeeeeeeeeeeeieee et e eetea e s sttt e e e sttt e e e ssstaaessestaaessesseaassasseaaessssesanaas 165
Figure 3-103 Notice of IEP Screen Statements Section Drop-dOWN ..............ceeeeueeeeecvieeeesiiiieeesiiieaeesiiienaenas 166
Figure 3-104 Notice of IEP Screen Statements Section Populated..............cccceeevuveeeecvveeesiiiiiesiiieeeesiiienaans 166
Figure 3-105 FiNd: SEASf SCIEENM ....cco.eeeeeeeeeee ettt et e e ettt e e e ettt a e e sttt e e s e ste e e e sesteaassssssaeesssseeasaas 166
FiQUIE 3-106 IEP SCIEEN ....ccceveeeeeiiiiiieeeeeeesiieetee et e eeseiiitaea e e e ssssstta e e e e e sssssassttesaaesssssssstaasesesssssssssnsssssnnsnns 168
Figure 3-107 1EP SCre@N COVEI TAD.......cccccueeeeeeieee e eeteee et e e st a e e sttt e e e st e e saastaaaesasteaassasssaeesssseeanaas 169
Figure 3-108 IEP Screen Cover Tab Staff Section CRANGE/AU.............c.eeeueecvveieeseeeireeieeieeieeseesveseivsessens 170
Figure 3-109 FiNd: StOff SCIEEN.....ccc..vveieeeeeee ettt ee e e ettt e e e sttt e e e sttt e e s sasteeeesesteaassssseasssssseeaeaas 170
Figure 3-110 IEP SCre@n MEQICAI TQAD ...........ooeeeeeeeeeeeieeeeeee ettt ettt e et tea e e taea e e e e e s sasaaessstseaasassnnanas 172
Figure 3-111 IEP Screen Medical Tab Refresh Confirmation ...................ccceueeeeciueeeesiieeeeeiiieeeeesivesessisenaen, 172
Figure 3-112 IEP Screen Medical Tab HEAIt ISSUES ..........ccceeeeeueeeieieee ettt e e et cctteaa e e e e st casaaaaaeeeeians 173
Figure 3-113 IEP Screen PLAAFP TAD EICMENTAIY ..........ueeeeeeeeeiiieeeeeeeeeciteeeae e eetecttteaaaeeessssssaaaaaaeenians 174
Figure 3-114 IEP Screen PLAAFP Tab Projected Course of Study School Year .............cccccccvueeeeevveeeccienanns 175
Figure 3-115 IEP Screen PLAAFP Tab Projected Course of Study Detailed View ..............cccouveecvvereeccnen.n. 175
Figure 3-116 IEP Screen PLAAFP Tab Refresh CoNfirmation.................ueeecvueeeeecieeeeeiiieeeeiiieesesiisesessisenaens 176
Figure 3-117 IEP Screen PLAAFP Tab Standard Test Print SEIeCtion .............cccceeeeeeeeeivveeeeeeesicciiiveeaaeeeaans 176
Figure 3-118 IEP Screen PLAAFP Tab Standard Test Detail VIeW .............c...uuueeeeeeeeeieciiiiiaseeeeicciiieeeaaeeeeans 176
Figure 3-119 IEP Screen PLAAFP Tab Present Levels Stem Drop-dOWN ............ceueeeeeecevvveeeeeeesiccivieeeaaeeeaans 177
Figure 3-120 IEP Screen PLAAFP Tab Present Levels Statement Populated.............cccceeevcvuvveeecvveeesiirnnannns 177
Figure 3-121 IEP Screen PLAAFP Tab Present Levels Alternate VIEW .............coccveeeeecvveeeeiiieeeesiiieeeesiiienanns 177
Figure 3-122 |IEP Screen PLAAFP Tab Refresh Confirmation..............cc..ueveevueeeeciveeeesiieseesiivesessisesessiisnnenns 178
Figure 3-123 IEP Screen PLAAFP Tab Medical Services Stem Drop-doWn .............cceccvueeeeecvuveeeeciiveeesiienanns 178
Figure 3-124 IEP Screen PLAAFP Tab Medical Services Statement Completed.............ccccovueveeevivveeeccvennnn. 178
Figure 3-125 |EP Screen PLAAFP Tab Refresh CONfirmMatioNn............cccuueeecvueeeecieireeiiiiseesiivesescivesessiisnnanns 179

332 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349901
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349902
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349904
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349905
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349906
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349907
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349908
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349909
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349910
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349911
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349912
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349913
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349914
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349915
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349916
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349917
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349918
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349921
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349922
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349923
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349924
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349925
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349926
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349927
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349928
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349929
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349932
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349933
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349934
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349935
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349936
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349937
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349938
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349939
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349940
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349941
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349942
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349943
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349944
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349945
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349946
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349947
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349948
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349949

Synergy SE National Documents Guide

Figure 3-126 IEP Screen PLAAFP Tab Performance in General EQUCAtiON..............ccccceevvveeecceveeesiiraaeannnn, 179
Figure 3-127 IEP Screen PLAAFP TAD LACK Of PrOGIeSS .......cccuueiieeceieeeeiieeeeecieeeeeteaeesetieaeesirenaaesivsnaaesnenas 180
Figure 3-128 IEP Screen PLAAFP TABD PreSCROOI ..........cc..uveeeeeeeeeeeieeeette et etee e et e e esea e e e eaaaa e e 180
Figure 3-129 IEP Screen SPECiQl CONS. TAD ........ccccueeeeeeeieeeeeee et ctee e etttae e e tta e e e stte e e e sraaaeesssaaeesaneeas 180
Figure 3-130 IEP Screen Special Cons. Tab Confirmation WindoW...............ccccceeeecvvveeesiveeeeiiineescieneenennes 181
Figure 3-131 IEP Screen Special Cons. Tab Assistive TeChNolOgy ..........ccccveeecveeeeeciiirieeiiiieessiieeeseiiraesens 181
Figure 3-132 |IEP Screen Special Cons. Tab DiSCipling RUIES...............ccoeeveeieeeciieeeeiieaeeeiieaeescieeeesiiaaeessenns 181
Figure 3-133 |IEP Screen Special Cons. Tab Behavioral Intervention Plan Consideration ............................ 181
Figure 3-134 |EP Screen SPecial CONS. TAD ELL..........ooeeeveeeeeiiieeeesiieeeesiieeescteeesita e setaeessseaeessenaessanes 181
Figure 3-135 |EP Screen Special CoNS. TAD Braille .............oooecuueieeeiuiiieesiiiieeeciieeesciteeeeeeeesseaeeseaa e 181
Figure 3-136 IEP Screen Special Cons. Tab Deaf and Hearing Impaired..............ccccooueveevvvveeecveneeneirenaennne, 182
Figure 3-137 IEP Screen Special Cons. Tab COMMUNICALION ........cccuuveeeecrieeeeeiiiieeeeiiiieeeeiieeessiiaeessiiaeeesvenas 182
Figure 3-138 IEP Screen Special Cons. Tab Related ServiCe...........cuuvevueieeecieeeeiiiiaeesiieeeescieaeessiiaaeessenas 182
Figure 3-139 IEP Screen Goals Tab Progress 0N GOQIS ..........c...eueeeceeeeeecieeeesiieseesiiieaeesiiisaeesisinasesisiaassssenas 182
Figure 3-140 IEP Screen Goals Tab Add New BIGNK GOQI ...........ccueeeeecceeeeecieeeeeciee e eeeceea e eaa e 183
Figure 3-141 [EP SCIEEN GOQIS TAD .........uveeeeeeeeeeeeee ettt ee ettt e ettt e e ettt e e e tta e e e etaaa e e staaaeesrsnaeesreeas 183
Figure 3-142 |EP Screen Goals TAD DetQil VIEW ...........cccuueeeeeeeeeeeiee e eeceeeestteaaeetteaaeesteaaeesaena e e e 184
Figure 3-143 |EP Screen Goals TAD AAG GOGI ...........ooeeeceeeeeeeeeeeeeeee ettt e e e sea e e e taaa e e 184
Figure 3-144 IEP Screen Goals Tab ASSiGN GOQI ...............oueeeeueeeeeeieieeeeceeeeeceeeeecteeeeetea e e e saeaaeeerenaeeeanes 185
Figure 3-145 |EP Screen Goals TAD DetQil VIEW ..........ccccuueeeeeeeeeecieeeeceeeeeieeeeetteaaeettaaaeesteaa e e tenaeenanes 185
Figure 3-146 IEP Screen Goals Tab Add to Personal GOal LiBrary ................ccccoeeeecveeeeeciieeeeeiiereeecienaeaenns 186
Figure 3-147 IEP Screen Goals Tab Goal Library Personal ONly .............ccoeccvueeeeeveeeeeeiiieeeeecieeeescveaeeenens 186
Figure 3-148 IEP Screen Goals Tab Goal Added SUCCESSSUILY ..........ouueeeeeeeeeeeeeceeeeecee e 187
Figure 3-149 IEP Screen Goals TAb Detiled VIEW ............ccccceeeeeeeceeeeeeeiee et eeetiee et eseaa e e ssvaaa e e 187
Figure 3-150 IEP Screen Goals Tab GOGI BUIIAET ............c..ueeeeeeeieeeiiieescieeesctee ettt e et e sseaaeeeieaa e 188
Figure 3-151 IEP Screen Goals Tab Goal Builder Completed ..............ooceeieeeceeeeeeiiiieeeiiieeeeiiaeesiva e 188
Figure 3-152 IEP Screen Goals Tab Detailed VIEW .............ccoecuueieeeiieieesiiiieesciieeeecieeeecteaessieaaessieaa e e 188
Figure 3-153 IEP Screen Goals Tab Standard GOQI LiDrary ............eueeeceeeeciieeeeciiieeeeiieeeesiieaeesiviaaeessenas 189
Figure 3-154 |EP Screen Goals Tab Standard Goal Library Standards and Performance Objectives.......... 189
Figure 3-155 |EP Screen Goals TAb AAA GOGIS...........oeeecuveieeeiiieescieeescee e escte e sstaaeeste e e eseaaesereaa e s 189
Figure 3-156 IEP Screen Goals Tab GOaIS AQEd................oeeeeeeieeeiiieeeiieeeeciee et e e e e sta e eeeaa e e s 190
Figure 3-157 IEP SCree€n GOQIS TAD SONt......c..viccueeeeiieeiieesieeeceeesteeesteeesteesteeetteaestaasesasesseeesssasasssesssenens 190
Figure 3-158 |EP SCre€n SEIVICES TAD .......ccoecveeeeeeiieeeeiee e eetee e eetta ettt a e e tta e e et e e e e ssteaesssaaasesseaaeensees 191
Figure 3-159 IEP Screen Services Tab DUration Of SEIVICE..........ccccuuieeeiueeeeiiieeeesiiieeeeiieaeesiieaeessieaaeessenas 191
Figure 3-160 IEP Screen Services Tab Specifically Designed INStruCtioN...............ccccueeeeveveeecceeeeesieeeeecnnenn. 192
Figure 3-161 IEP Screen Services Tab Related Service Statement .............cceeeeeeeeecveeeeeeeeeieciiieeeeeeeeesccvenns 192
Figure 3-162 IEP Screen Services Tab RelOted SEIVICE.............uuueueeeeeeeeeceieeee e eeescciieea e e e e ee s ctsteaaaaaeessssanes 192
Figure 3-163 IEP Screen Services Tab Medicaid HOUIs PEr YEQr.............uuueeeieeeeesiciiieeeaeeeeesciivieaaaeeesssiinnnns 192
Figure 3-164 IEP Screen Services Tab Services JUSEIfICAIONS............oceecceeeeeceeeeeeeiieeeeeiieeeeecire e seaa e e 193
Figure 3-165 IEP Screen Services Tab Transportation SECLION................uuueeeeeeeeeescciiieeeeeeeeesccievieaaaaeesesiiinns 193
Figure 3-166 IEP Screen Supl. Aides QNA ESY TAD ......cooeeeeeeeeeeeeeee ettt e e e et stvaa e e e e e e sseseees 194
Figure 3-167 IEP Screen Supl. Aides and ESY Tab Supplementary Aides and Services ..............cccccceeeuuune... 194
Figure 3-168 IEP Screen Supl. Aides and ESY Tab Program Modifications and Supports............................ 195
Figure 3-169 IEP Screen Supl. Aides and ESY Tab Accommodations Necessary ..........ccccueeeeevvueeeeeeeeeeciiinns 195
Figure 3-170 IEP Screen Supl. Aides and ESY Tab Accommodation Detail ..............ccccccevuveeeeceveeesciraaeaneen. 195
Figure 3-171 IEP Screen Supl. Aides and ESY Tab ESY Consideration ..............ccccueecveeeeecveeeeesiereeecirveaeeennes 196
Figure 3-172 IEP Screen Supl. Aides and ESY Tab ESY Statement............cceeeecveeeeecreveeeiiieeeeciresaeecieeaeeenns 196
Figure 3-173 [EP SCre€n TESEING TAD .......oeeeeeeeeeeeeiee et ee e e ettt e ettt e e ettt ae e e ttaaeessaaaaesasanasesssnasesarenas 196
Figure 3-174 IEP Screen Testing Tab Pre SChoo! StAtemMENt .............ccoecceeeeecieeeeeeiiieeeeiieeeeecieeeesseea e 197
Figure 3-175 IEP Screen Testing Tab Accommodations StAtement..............cccceeeeecvvveeeeciieeeeeciireeeeiieaeeennes 197

Copyright© 2012 Edupoint Educational Systems, LLC 333


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349950
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349951
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349952
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349953
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349954
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349955
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349956
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349957
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349958
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349959
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349960
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349961
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349962
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349964
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349965
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349966
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349967
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349968
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349969
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349970
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349971
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349972
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349973
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349974
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349975
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349976
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349977
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349978
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349979
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349980
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349981
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349982
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349984
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349985
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349986
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349987
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349988
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349989
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349990
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349991
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349992
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349993
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349994
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349995
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349996
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349997
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349998
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348349999

Synergy SE National Documents Guide

Figure 3-176 IEP Screen Testing Tab Test Accommodation Drop-doOWnN ..............eeeeecvuveeeecveeeesciieeeesiiienaeas 197
Figure 3-177 IEP Screen Testing TAD DiStriCt TESLS........cceccueeeeecieeeeecieeeeecieeeeectteeesetraeesisseaeseseaaessssesaeaas 197
Figure 3-178 IEP Screen Testing Tab Secondary Testing StAtEMENT ............coeeeevuveeeeciveeesiiieeeeciieeeeeciieeaeas 198
Figure 3-179 IEP SCIEEN LRE TQD .........veeeeeeeeeeeeeee et ee e ettt e e ettt e e e s tttaa e e e eataaaesstsaaesasssaaesasssaasssssnsanaas 198
Figure 3-180 IEP Screen LRE Tab Elementary and Secondary Statement Drop-down ..............cccceeecuvenenns 199
Figure 3-181 IEP Screen LRE Tab Pre School Statement Pre School Drop-down ..............cccceeeeevvveevecnennn. 199
Figure 3-182 IEP Screen LRE Tab Pre School Statement Elementary and Secondary Drop-down............... 199
Figure 3-183 [EP SCrEEN LRE TOD A. ....oeeeeeeeeeeeeee ettt e et a e s ettt e e s et e e e sstaaasasteaessasteaassstsaessssseassaas 199
Figure 3-184 |EP SCreen LRE TOD B. ......coooveeeeeeieee ettt eette ettt a e s et e e s s sataa e s sstaaessssteaasssteaessassnaesaas 200
Figure 3-185 |EP SCre€n LRE TOD C. .....eeveeeieeeeeeieee ettt eetea e ettt e e st e e e s ataa e sastaaessstaaassstnasssassnaasans 200
Figure 3-186 IEP SCreen PArent SE.TAD .........coeeeceeieeeciieeeeeieeeestte e sttt e sttte e st e s ssttaaesasteassassesessssenenas 200
Figure 3-187 IEP Screen MediCait TAD ...........coccuuieeeeiiieeesieeeeeeiteeectte ettt e e s tea e ssteaessstesessssesessssenenas 201
Figure 3-188 IEP SCre€n MEQiCOl TQD ...........cooeecueeeieeeiiiieeeiieeeeeeeeete e ettt e e tea e es e e ssateaessssesessssseaenas 201
Figure 3-189 IEP Screen Medical Tab Personal ADL Services PopulGted. .............cccoeevuveeevciuveeeecvnieesiinnanns 201
Figure 3-190 IEP Screen Medical Tab Personal ADL SEIVICES ..........cccuueeeeieereeciieeeeiieieeeiieesessivesessisnnanns 201
Figure 3-191 IEP SCreen AttACAMENTES TOD ......c...eeeeeeeieeeeeeeeeeeeeeeeeee e ettt e e et e e ettt aa e s aasaaessstsesasasssnaanas 202
Figure 3-192 AttACH DOCUMENT SCIEEM.........coeeeeeeeeeeiieeeeeeeeeeeeeeeetteeeeesttae s e s tsesasasssasesassesassssesasassnnanas 202
Figure 3-193 IEP Screen Attachments Tab AttACAMENTS LiSt ..........cccveeeeeceeeeeecieeeeicieeeesieeeeeccveeesscvene e 202
Figure 3-194 1EP FiNQIiZE BUTTON..........ccccccueeeeeeieeeeeceeeeeecteeeeeetee e e sttt e e e s ttteaaessttaaaesasssaaesssssaaesessssaensssenannas 203
Figure 3-195 IEP Process MOVE EFrOrs LiSt .......uuuuueeeeeeeeeieeeieeeeeeee ettt ettt ettt e eeeeaeee e e aeaeaaaaaeaees 203
Figure 3-196 IEP Process Move Errors LiSt CIEAIEd ..............uueeccueeieeeieeeeecieeeeecieeeeeeieeaeecieeaesevteaaessseea e 204
Figure 3-197 IEP Confirm IEP FINQIIZE MESSAGE ..........oeeeeeueeeeeeeieeeeecieeeeecieeeeeiiaeaeseaeaaessseaaesesaaaessrsnnaenas 204
Figure 3-198 POItfolio SCrEEN IEP ICON .........ooeeeeeeeeeeeeeeeeeeeeeteeeeetttea e ettt e e s aaa e s s tsasessssasesassesasassnnanas 205
Figure 3-199 SE Student Screen Process Documents TAD IEP ICON .........cc..uueeeeeceeeeeecieeeeecieeeeecvieeeescieeaeas 205
Figure 3-200 IEP Amendment CONfirmMation SCIEEN ............ueueeeeueeeesiiieeeeiiieeesciteeeseieeeessteaeesesaeaeessseeaeeas 205
Figure 3-201 IEP AMENAMENt EXAMPIC .........ccoceeeeeeeeiiieeeeeie et e eettteeetttaesstteaeestteaassssaaesassaaessssnnanas 206
Figure 3-202 Portfolio Screen Progress REPOIT ICON..............ceeeecueeeeeiiieeeeciiieesciieeeseieeaessieaeesevteaaessseeaenas 207
Figure 3-203 SE Student Process Docs Tab Progress Report BULtON .............cceccueeeeecieeeesiiiiesesciieeeesiienaens 207
Figure 3-204 IEP Progress REPOIT ........ccueeeecuuiiiieeeeeeeseiiiteeeseeesssitiesesseessssisstsesesessssssssstsesssssssssssssessssssssssins 207
Figure 3-205 IEP Progress REPOIt Progress LiNK........c...eeeecueeeeeeiieseeciieeeeciieeeseieeeeseteaaessteaaessteaasssssnsasans 208
Figure 3-206 IEP Progress Period DetQil SCIEEN ............ccoecuueeeeeeiiieeeiiiieeeeiieeescieeeeseteaaessteaesseteaaessssesaeaas 208
Figure 3-207 IEP Progress Period Detail SCreen Drop-AOWN ...........cccuuueeeciuveeeeiiiiieeeeiiiseesiiesessiivesessiseneens 208
Figure 3-208 IEP Progress Period Detail SCreen COMMENES ..........cceecuveeeeciuvieeeiiiiseeiiiesessiseseesisesessisenenns 208
Figure 3-209 IEP Progress Report Screen Create NeW Period ...............uceeccuueeeeciveeeesiiisesiiivesesiivesessiisnnenns 209
Figure 3-210 IEP Progress Report SCreen Progress LiNK ...............ueeecueeeeeeieeeeeiiieeeesiieseeiisesessisesessssnnenas 209
Figure 3-211 IEP Progress REPOIt EXAMPIE ........ccoeeeeeeeeeeeeeeeeeeeseeteeee e e ettt e e e e essttataaaaaesesssssanaaaeeeaas 210
Figure 3-212 SE Student Screen Process Docs ESY Progress Report BUttON .............cccuveeeeeeeeeccciivivenaaeeeanns 211
Figure 3-213 ESY Progress Report Screen Progress Period Select SChOOL..............cccccuvvveeeeeeesscciiiiinaaeeenn, 211
Figure 3-214 ESY Progress Report Screen Progress Period Grid............ccccccuueeeeeeeeeeiiiiiieisaeeeeeciiivenanaaennan, 212
Figure 3-215 ESY Progress Report SCre€n EXAMPIE ..........oeeeeeeeeeeeeeeeeeeeeeeeieeeeaa e eetsctteaaaaeesssssssaanaaaeesians 212
Figure 3-216 NOtIiCE Of PIACEMENT SCIEEN ...........eeeeeeeeeeeeeeeeeeeeeeesteeeeettea e et ittaaeeaitsaaesaasaaesasssesesasssaneeas 213
Figure 3-217 Notice of Placement Screen Statements Section Drop-dOWN ............cccoeeeeecvueeeeeciiveeesiienaenns 214
Figure 3-218 Notice of Placement Screen Statements Section PoOpulated................coceeeecvuveeeecviveeesiienaenns 214
Figure 3-219 FiNd: SEASf SCIEEN .....c....eeeeeeeeeeeeeeee ettt e e et e e e ettt a e e sttt e e e eattaaaessassaaesasssaaenssseaaeaas 214
Figure 3-220 NOLICE Of IEP SCIEEN ........eeeeeeeeeeeeeee et e eettee e e ettt e e e sttt e e e s etteeassestsaaesessesassasteaasasssesasans 215
Figure 3-221 Notice of IEP Screen Statements Section Drop-dOWN ..............cceeeueeeeecviveeesiieeeesciieeeesiiienaeans 216
Figure 3-222 Notice of IEP Screen Statements Section Populated...............cccoeeuveeeeevuveeesiieeaeeciieeeesiiienanns 216
Figure 3-223 FiNd: SEASf SCIEENM .....cc..uveeeeeeeee ettt e e et e e e ettt e e e ettt e e e st aaesestsaaesasssaaesssseaanaas 216
Figure 3-224 Notice of Reevaluation WQiIVEr SCrEEN..............ccccueeieeeieeeeecieeeeeciieeescieaeeseiteaeesessesaessseeaenas 219
Figure 3-225 Notice of Reevaluation Waiver Screen Statements Section Populated ................ccceeeeeuuveen.. 220

334 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350000
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350001
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350002
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350003
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350004
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350005
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350006
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350007
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350008
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350009
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350010
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350011
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350012
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350013
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350015
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350016
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350017
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350020
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350022
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350023
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350024
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350025
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350027
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350028
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350029
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350030
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350031
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350032
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350034
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350035
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350036
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350037
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350038
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350039
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350040
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350041
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350042
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350043
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350044
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350045
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350046
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350047
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350048
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350049

Synergy SE National Documents Guide

Figure 3-226 Notice of Reevaluation SWaiver Screen Statements Section Drop-down..................c..cec....... 220
Figure 3-227 FiNd: SEASf SCrEEN........uoooeeeeeeeeeeee ettt ettt e e ettt e e et tte e e e e tta e e e staa e e e staaaaesssnaeesrenas 220
Figure 3-228 Notice of Referral ReeValuQtion SCrEeN...............ueeecceeeeeeiieeeeecieeeeeiieeeescieaeesceeaaeesieaaeereeas 221
Figure 3-229 Notice of Referral Reevaluation Screen Statements Section Drop-down................cccceeenn... 222
Figure 3-230 Notice of Referral Reevaluation Screen Statements Section Populated ................ccccueven..... 222
Figure 3-231 FiNd: StOff SCIEEN.......uuueeeeeeeeeeeee ettt e et e et e e et e e et e e e e ssea e e s sbeaesesstaeeesaseeas 222
Figure 3-232 Notice of Reevaluation DeCiSiON SCrEEN ..........cc.uueevecuireeeesiiieeesiieeeeeiieeesssiteaessiiaasesisinaesssenas 224
Figure 3-233 Notice of Reevaluation Decision Screen Sentence Stem Drop-down .............cccoceeeeecvveenannnn. 225
Figure 3-234 Notice of Reevaluation Decision Screen Inserted Statement .............cccoeevvvveeveceveevsieveennnenn. 225
Figure 3-235 FiNd: StOff SCIEEN.......uuvieeeeeeeeeie ettt e ettt e et e e e et e e et e e e s steaa e s sbtaasssstaaeenaseeas 226
Figure 3-236 NOLICe Of TrHENNIGQI SCrEEN ..........eeveeeeieeeeeiie ettt estt e et e e stte e s sbta e s s sseaeessseeas 227
Figure 3-237 Notice of Triennial Screen Statements Section Drop-down ............ccccceeeeveveeveceeeeesiiesennnen. 228
Figure 3-238 Notice of Triennial Screen Statements Section Populated .............cccooveeecvrveeeecceneeseirenaannne, 228
Figure 3-239 FiNd: SEASf SCrEENM........ueeeeeeeeeeeeee ettt ettt e ettt e e ettt e e et e e e e stta e e s sstaasesstaaeenaseeas 228
Figure 3-240 NOtIiCe Of TS INTENT SCIEEI ........ccccceeeeeeeceeeeeeeeee ettt e e es e e e e e ette e e e e ttte e e e staaaeesssaaeesasens 231
Figure 3-241 Notice of Test Intent Screen Sentence Stem Drop-dOWN..............ccccceeeeeeciereeeciveneeesiereeesnenns 232
Figure 3-242 Notice of Test Intent Screen Sentence Stem Completed ..............cccoveeeeccveeeeciineeesieraeeennnn 232
Figure 3-243 FiNd: SEASf SCrEEN........ooooeeeeeeeeeeee ettt ettt ettt e e ettt e e e e te e e e et e e e e e taa e e s stsnaaeassnaensreeas 232
Figure 3-244 Notice Of TermiNGtion SCrEEN.............oueeeccveeeeeeeeeeeeecieeeeeciee e e stteeeesetaaeestaea e e siraaeeesissaaeesasenas 234
Figure 3-245 Notice of Termination Screen Sentence Stem Drop-doWn ..............cceeeeevceeeeeccveeeesiieeeeennnn 235
Figure 3-246 Notice of Termination Screen Sentence Stem Completed..............ccoouueeevvveeecvineeesieraeeannnn. 235
Figure 3-247 FiNd: SEASf SCrEEN.........ooooeeeeeeeeeee ettt ettt e ettt e e ettt e e e e te e e e et e e e e ataa e e e stsnaaeasssaeesarsnas 235
Figure 3-248 Notice of Termination Process MOV Error LiSt..............cccceeeeccvueeeeeciieeeeiieeeesiireeesiesaeesisenns 236
Figure 3-249 Student Exit From SPeciQl EQA SCIEEN ..........oueeeeeeeeeeieeeeeeiee ettt ee e e saaa e e ssreaa e e 236
Figure 3-250 Notice of Continued PlACEMENT SCrEEN ..........cc.vveeeeciiieeeciee et eeetee e estea e ese e e siaa e esveeas 237
Figure 3-251 FiNd: SEASf SCrEEM........ueeeeeeeeeeeeee ettt ettt e et e ettt e e ettt e e et a e e stta e e e sstaasesstaaeesrees 238
Figure 3-252 Notice of Continued Placement ScreenStatements Section Drop-down ...............cccccveveenn... 238
Figure 3-253 Notice of Continued Placement Screen Statements Section Populated................cccueeeeunn.... 238
Figure 3-254 Notice of IEP ReeValUGltion SCIEEN ..........cccueeeeecuvereeeiiieeeeiieeaesciteaessitaeeestteaessseaaessseaaessases 240
Figure 3-255 Notice of IEP Reevaluation Screen Statements Section Drop-down..............ccceceeeeevvveeeenneen. 241
Figure 3-256 Notice of IEP Reevaluation Screen Statements Section Populated .............cccccvvevevvvveeennnnn. 241
Figure 3-257 FiNd: SEASf SCrEENM........ueee ettt ettt ettt e ettt e e e st e e ettt e e e stta e e e sstaasesstaaeesrees 241
Figure 3-258 NOLICE Of TIANSFOI SCIEEIM .....cc...veeeeeeiiiee et eette ettt e e e et e e et e e e stte e e s staaasesseaaeessees 243
Figure 3-259 Notice of Transfer Screen Statements Section Drop-doWN ............ccccceeeeevvveeeeciveeesiivaeesirenn 244
Figure 3-260 Notice of Transfer Screen Statements Section Completed..............cccueeevvveeecvineeesiieraeecnenn. 244
Figure 3-261 FiNd: SEASf SCrEEN.........occ.eeeeeeeeee ettt e ettt e ettt e e e st e e e et e e e e ataa e e e stsaaeesssaaeenaseeas 244
Figure 3-262 Transfer IEP SCre@n COVEI TOD........c.c.uueeecceeeeeeiieeeeecieeeeeiteeeesiteaaeesteaaeestaaaeessssaesssssaeesanes 245
Figure 3-263 Transfer IEP Screen Cover Tab Staff Section Change/Add.............c.occeeeeeeeeeveeeeveeeieeeeeeenne. 246
Figure 3-264 FiNd: STOff SCIEEN........occceeeeeeeeeee ettt tee e ettt e ettt e e e et e e e et e e e e st s e e e stsaaeeassaaeesasenas 247
Figure 3-265 Transfer IEP SCreen GOGIS TAD..............oeeecceereeeieeeeeeieeeeetieeeeecteeeeetteeaeesteaaeessesaeessenaeeeanes 248
Figure 3-266 Transfer IEP Screen Goals Tab Progress 0N GOQIS.............ccccccevueeeeccueeeesiieeeeecieeeesiieeeeevenns 248
Figure 3-267 Transfer IEP Screen Goals Tab Goals Tab Add New Blank Goal................ccccccevveeeccvveeennenn. 249
Figure 3-268 IEP Screen Goals TAD DEtQil VIEW...........ccceeeeeeeeeeeiiieeeeeeeccieeeeee e eeeecttea e e e e eesssttvaaaaaeessssseees 249
Figure 3-269 IEP Screen Goals Tab Add GOQ ............ueeeee oottt e ettt e e e e e et st aa e e e e e e sssaneees 250
Figure 3-270 IEP Screen Goals TAb ASSiGN GOQI ...........ccuueeeeecuuereeiiiieeesiieeeeeiieeeescteeaeesteeeesreaaeesaeaaeesanes 250
Figure 3-271 IEP Screen Goals TADb Detail VIEW ..........ccccuuereeecuieieeeiiieeescteeeectteeesstteaeeseeaeessesaeesseaaeeeanes 251
Figure 3-272 IEP Screen Goals Tab Add to Personal GOal LiBrary ...............cecccueeeecveveeeciieeeeiiereeecieeaseenns 251
Figure 3-273 IEP Screen Goals Tab Personal GOl Library............ceueeeceeieeceiieeeeiiieeesiieeeeecivaaesieeaeeevenas 252
Figure 3-274 IEP Screen Goals Tab Goal Library Personal ONly .............cceeecveeeeecieeeeciieeeeeiiraeesiieeeesvenns 252
Figure 3-275 IEP Screen Goals Tab Goal Added SUCCESSUIlY ..........ouveeeceeieeeiieeeieeeeee e 252

Copyright© 2012 Edupoint Educational Systems, LLC 335


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350050
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350051
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350052
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350053
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350054
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350055
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350056
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350057
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350058
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350059
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350060
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350061
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350062
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350063
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350064
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350065
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350066
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350067
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350068
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350069
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350070
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350071
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350073
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350074
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350075
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350076
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350077
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350078
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350079
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350080
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350081
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350082
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350083
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350084
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350085
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350086
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350087
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350088
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350089
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350090
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350091
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350092
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350093
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350094
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350095
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350096
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350097
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350098
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350099

Synergy SE National Documents Guide

Figure 3-276 IEP Screen Goals Tab Detiled VIEW................oueeeceeeeeecieeeeecieeeeecieeeeecieeeescieeeeseteaaessseeaeeas 253
Figure 3-277 IEP Screen Goals TAb GOQI BUIIAEK ...........ccccueeeeeeeeeeieeeieee e eecitee et eseteaaeserteaaessaeea e 253
Figure 3-278 IEP Screen Goals Tab Goal Builder Completed.................oooeeueeeeeeiveieeiiiiieeiiieieeeciveeeseciaenan, 253
Figure 3-279 IEP Screen Goals Tab Detiled VIEW................oueeeceeeeeecieieeecieeeeecieeeeecieeaeseieeaeseiteaaesssneaeeas 254
Figure 3-280 IEP Screen Goals Tab Standard GOGI LiBIrary..............ucccueeeeeciuesessiiieessiiisessciiesessiiiesessisenenns 254
Figure 3-281 IEP Screen Goals Tab Standard Goal Library Standards and Performance Objectives .......... 255
Figure 3-282 IEP Screen Goals TAD AAA GOGIS.........cccuueeeeecuiieeeesiiee et eeseee st e esetta e s ssttaesssieaesssrseaasaas 255
Figure 3-283 IEP Screen Goals Tab GOGIS AQUEA.............ccuueeeeeeieeieeciiie et essitee et e ssiee e s ssieaeessieae e 255
Figure 3-284 IEP SCree€n GOQIS TAD SONt.......cccueeeceeeeeiieeieeeie ettt e st s e e stea e ste e et e e sseeesaaearssesseaenases 256
Figure 3-285 Transfer IEP SCre€n SEIVICES TAD.........ccuuuieecueeeeeesiieeeeciieeeesieeeessieeeessieaesssstsaesssinaeesssseeasaas 256
Figure 3-286 IEP Screen Services Tab DUrationOf S@IVICE ........ccc.uueeecuieeeeiiiiieessiiiiseseiiesessieesessisiesessisenenns 257
Figure 3-287 IEP Screen Services Tab Specifically Designed INStruction ..............ccceeevuveeeecuveeeecvvneesiienanns 257
Figure 3-288 IEP Screen Services Tab Related Service Statement.............ccceeevvuveeeeciiveeesiiieeeesciiiaeesiieeeens 257
Figure 3-289 IEP Screen Services Tab Related ServViCe...........uuuuuuuuieecueeieeiiiieesiiieeeeciieeessieeeeseieaeesiienaeaas 258
Figure 3-290 IEP Screen Services Tab Medicaid HOUIS Per YEQr ............cccccoueeeeciueeeeiiiieeesiiieeseeiiivesessisnnenns 258
Figure 3-291 IEP Screen Services Tab Services JUSEIfICAtiONS...........ccccuueeeeciveeeeciieeeeiieeeeeicieeseessvesesssvenaea 258
Figure 3-292 IEP Screen Services Tab Transportation SECtION .............eeeecceeeeecieeeeeiirireeiiieereesivesessiisenanns 259
Figure 3-293 Transfer IEP SCIEEN LRE TQD .............oeeecueeeeeeeeeeeeeeeeeeeeeeeettea e st tttaaeesitsaaessasaaessasasesssssnnanas 260
Figure 3-294 IEP Screen LRE Tab Pre School Statement Pre School Drop-down ..............cccceeeevcvveeeecnennn. 260
Figure 3-295 IEP Screen LRE Tab Pre School Statement Elementary and Secondary Drop-down............... 260
Figure 3-296 IEP Screen LRE Tab Elementary and Secondary Statement Drop-down ................cccccecuveennn. 261
Figure 3-297 [EP SCre@N LRE TAD A. ......oooeeeeeeeeeeeee et ettt e e ettt e ettt e e ettt a e et a e s s tsaaasasseaesassenassssnnanas 261
Figure 3-298 |EP SCre@n LRE TAD B. .......cc..ueeeeeeeee et ettt e e tttea e ettt e e ettt e e e tsaaasassaaasassesassssnnanas 261
Figure 3-299 IEP SCre@n LRE TAD C. ......ooeeeeeeeeeeeeee et eeeeeee sttt e e ettt e e et s e et aesassaaassassesesasssesassssnnanas 261
Figure 3-300 Transfer IEP Screen MediCOid TAD..............cccueeeeeeueeiesiiiieeeciiieeecieeeeseieaeessteaaeseiteaeessseea e 262
Figure 3-301 IEP Screen Medical Tab Personal ADL SEIVICES ..........ccccuuueeecvuueeeeiiiireeiiiisessivesessisesessisnnenns 263
Figure 3-302 IEP Screen Medical Tab Personal ADL Services Populated. .............cccoccvueeeevevveeeecvnnaesiiinnanns 263
Figure 3-303 Transfer IEP Screen AttACAMENTS TAD ........ccvveeeeeciieeeeieee et et esetea e ssaea e e s teaeessseaa e 263
Figure 3-304 AttACHh DOCUMENTE SCIEEM.........oeeeeeieieeeeiiieeeeiieeeeeitteeetttteeestteeesstaeassasbeaessssesesassesessssneanas 263
Figure 3-305 IEP Screen Attachments Tab AttaCAMENTES LiSt .........ccccveeeeecueeeeeciiiiieeiiiieeeccieeeeciveseesianaeea 263
Figure 3-306 1EP FINQLZE BULLON ..c....vveeeeeieeee ettt e e et e e e et a e e et e e s sastaaessasteaassasseasssssseeasaas 264
Figure 3-307 IEP ProCess MOVE ETTOrS LiSt........cccueieeeeeuiiiiieseeesisiiiiiieeeeesssiiiieeeessssssssisisssssssssssssssssesssssssnnas 264
Figure 3-308 IEP Process Move Errors List CIEAred ...............ooucueeeeecueeeeeiiiieesiiieeeeciieeeessieeaeseiseaeesisesaenas 265
Figure 3-309 1EP Confirm IEP FINQIIZE MESSAGE..........ccceecuueeeeeiiiieesiiieeeesieeaesiieeaesiteaeesisssssssisesaesssesasans 265
Figure 3-310 Notice of Referral (PreSCROOI) SCrEEN.........c..eveveieieeesesieseseeeetet et 266
Figure 3-311 Notice of Referral (Preschool) ScreenStatements Section Drop-down................cccueeeeueen.... 267
Figure 3-312 Notice of Referral (Preschool) ScreenStatements Section Populated ................cccccuvveeeuneee... 267
Figure 3-313 FiNd: STOff SCIEEN..........ueeeeeeeeeeeeeee ettt e et e e ettt e e e ettt e e e sttt e e eeetasasesssssaaesssssaaesssseaaenas 267
Figure 3-314 Notice of Evaluation (PreSCROO0I) SCrEeN ...............eeeeeeceeeeeeeieeeeeeeee et eeeteeeeeetteaaescieaa e 269
Figure 3-315 Notice of Evaluation (Preschool) Screen Sentence Stem Drop-down...............ccccevveeeecueenn.. 270
Figure 3-316 Notice of Evaluation (Preschool) Screen Inserted Statement...............ccceeeeeveveeeecveveeescienaenns 270
Figure 3-317 FiNd: STOff SCIEEN..........ueeeeeeeeeeeeeeeee ettt ee et e e ettt e e e ettt a e e sttt e e e eettaaaesssssaaesssssaaesssseaaeaas 270
Figure 3-318 Exit Process Screen EXit from SPeCiQl Ed ............c.uueeeeeeeeeeeeiiee e eecteee e e teaeeeeveaa e 271
Figure 3-319 Notice of Placement (PreSChOOI) SCrEEN ..........occueeeeeeceeeeeeeeee et eeeieee e et eeseteaaeeeseaa e 272
Figure 3-320 Notice of Placement (Preschool) Screen Statements Section Drop-down ..................cue..... 273
Figure 3-321 Notice of Placement (Preschool) Screen Statements Section Populated...................ccuue....... 273
Figure 3-322 FiNd: StOff SCIEEN.....cc..vveeeeeeeee ettt ee e e e ettt e e e ettt e e e sttt e e s e tteaeesesteaassasssaaesssseaanaas 273
Figure 3-323 Notice Of IEP (PreSCROOI) SCrEEM ............ueeieeeeeeeeeeeee et eectee e ettt eeetta e e e eaea e e s teaaessseaaenas 274
Figure 3-324 Notice of IEP (Preschool) Screen Statements Section Drop-down ...............cccceveeevcvveeeecvnnnnn. 275
Figure 3-325 Notice of IEP (Preschool) Screen Statements Section Populated .............cccccouveeevvveeeecrnennnn. 275

336 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350100
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350101
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350102
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350103
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350104
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350105
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350106
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350107
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350108
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350109
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350111
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350112
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350113
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350114
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350115
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350116
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350117
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350118
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350119
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350120
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350121
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350122
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350123
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350124
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350126
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350127
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350128
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350129
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350132
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350134
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350135
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350136
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350137
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350138
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350139
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350140
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350141
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350142
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350143
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350144
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350145
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350146
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350147
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350148
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350149

Synergy SE National Documents Guide

Figure 3-326 FiNd: StOff SCIEEN.......oooeceeeeeeeeee ettt ettt e ettt e ettt e e e e te e e e et e e e e e taa e e e ssesaaesssseaaesrees 275
Figure 3-327 Eligibility Determination = AULISIN SCIEENM............eceeeceeeeeeiieeeeeiieeeeecieaeescteeeeseeaaeessseaaeerenas 277
Figure 3-328 Eligibility Determination - Autism Screen Drop-dOWnN.............cccceeeeeccuveeeecieeeeeiiireeeciieeaeeennes 278
Figure 3-329 Eligibility Determination - Autism Screen PartiCipants ............cccoceeeecveeeeeciiveeeesiereeeciieraeeennes 278
Figure 3-330 Eligibility Determination - Autism Screen Staff Section Change/Add.................ccecvvevvevuense. 278
Figure 3-331 FiNd: StOff SCIEEN.......uuvieeeeeeeeeeee ettt e et e et e e e st e e et e e e s stta e e s sbtaasesstaaeesaseeas 279
Figure 3-332 Eligibility Determination - Autism Screen Staff Section Role Selection .................ccccuvveeunn.... 279
Figure 3-333 Eligibility Determination - Autism Screen DSM-IV Diagnostic Criteria...........cccccvvvevvveenaunnn. 280
Figure 3-334 Eligibility Determination - Emotional Disability SCreen.............cccceeeevuvveeeciiveeeeciireesciieneenennes 281
Figure 3-335 Eligibility Determination - Emotional Disability Screen Participants.............cccocveevevvvveenennnn. 282
Figure 3-336 Eligibility Determination - Emotional DisabilityScreen Staff Role Selection........................... 282
Figure 3-337 FiNd: StOff SCIEEN.......uoeeeeeeeeeeeeie ettt ettt e et e e e st e e et e e e s stta e e ssbtaesesstaasesareeas 283
Figure 3-338 Eligibility Determination - Emotional Disability Screen Staff Section Role Selection ............. 283
Figure 3-339 Eligibility Determination - Hearing Impairment SCreen .............ccceeecuveeeecceveeesiereeseiienaenennes 284
Figure 3-340 Eligibility Determination - Hearing Impairment Screen PartiCipants.............ccoceeeevvveeeennen. 285
Figure 3-341 Eligibility Determination - Hearing Impairment Screen Staff Role Selection ......................... 285
Figure 3-342 FiNd: StOff SCIEEN........ococeeeeeeeeeee et e ettt e ettt e e ettt e e et te e e e e taa e e e atsaaesssaaaaesssnaeenrseas 286
Figure 3-343 Eligibility Determination - Hearing Impairment Screen Staff Section Role Selection............. 286
Figure 3-344 Eligibility Determination - Intellectual Disability SCreen ..............ccccvueeeevvveeeecvreeesieraeeennnn 287
Figure 3-345 Eligibility Determination - Intellectual Disability Screen Participants.............ccceeeevvveeenneen. 288
Figure 3-346 Eligibility Determination - Intellectual Disability Screen Staff Role Selection......................... 288
Figure 3-347 FiNd: StOff SCIEEN........oooceeeeeeeeee et e et e ettt e e ettt e e e tte e e e ettt e e e e e taa e e e stsnaaeassnaensreeas 289
Figure 3-348 Eligibility Determination - Intellectual Disability Screen Staff Section Role Selection............ 289
Figure 3-349 Eligibility Determination - Multiple Disabilities / SSI SCreen .............coueeeveeeveeeiieeecvereeienenns 290
Figure 3-350 Eligibility Determination - Multiple Disabilities / SSI Screen Participants...............ccocveevenne.. 291
Figure 3-351 Eligibility Determination - Multiple Disabilities / SSI Screen Staff Role Selection .................. 291
Figure 3-352 FiNd: StOff SCIEEN.......uoueeeeeeeieeeeee ettt ettt e et e ettt e e ettt e e et e e e e stteaessbeaasesstaaeesreeas 292
Figure 3-353 Eligibility Determination - Multiple Disabilities / SSI Screen Staff Section Role Selection...... 292
Figure 3-354 Eligibility Determination - Other Health Impairment SCreen ..............cccoeevevevcvvencuveesevensienene 293
Figure 3-355 Eligibility Determination - Other Health Impairment Screen Participants..............c.c.cuc...... 294
Figure 3-356 Eligibility Determination - Other Health Impairment Screen Staff Role Selection ................. 294
Figure 3-357 FiNd: StOff SCIEEN.......uoueeeeeeeeeeiee ettt e et e ettt e e e et e e et e e e e stta e e s sseaasesstaaeesreeas 295
Figure 3-358 Eligibility Determination - Other Health Impairment Screen Staff Section Role Selection..... 295
Figure 3-359 Eligibility Determination - Orthopedic Impairment SCreen ...........cccocueeeeveveeeeceeeeesiivaeeeinenn 296
Figure 3-360 Eligibility Determination - Orthopedic Impairment Screen Eligibility Decision Drop-down ... 297
Figure 3-361 Eligibility Determination - Orthopedic Impairment Screen Participants..............ccccccccccuvunee.. 297
Figure 3-362 Eligibility Determination - Orthopedic Impairment Screen Staff Section Change/Add.......... 297
Figure 3-363 FiNd: STOff SCIEEN........occceeeeeeeeee ettt e ettt e ettt e e e ettt e e e ettt a e e et s e e e stsaaeeassaaeesasenas 298
Figure 3-364 Eligibility Determination - Orthopedic Impairment Screen Staff Section Select Role............. 298
Figure 3-365 Eligibility Determination - Developmental Delay SCreen.............ccueeeeeeeeeececiiieeeaaeeeeiccnnenns 299
Figure 3-366 Eligibility Determination - Developmental Delay Screen Eligibility Decision Drop-down....... 300
Figure 3-367 Eligibility Determination - Developmental Delay Screen Participants .............ccccceueeeeeeeccnnnns 300
Figure 3-368 Eligibility Determination — Developmental Delay Screen Staff Section Change/Add............. 300
Figure 3-369 FiNd: STAff SCIEEN........oocceeeeeeeeee ettt ettt e e ettt e e ettt e e e et e e e e st s e e e staaaaeassaaeesareeas 301
Figure 3-370 Eligibility Determination - Developmental Delay Screen Staff Section Select Role................. 301
Figure 3-371 Eligibility Determination - Preschool Severe Delay SCreen...........cccoccvuveeecvvveeeciiereeecirenaeaennes 302
Figure 3-372 Eligibility Determination - Preschool Severe Delay Screen Eligibility Decision Drop-down.... 303
Figure 3-373 Eligibility Determination - Preschool Severe Delay Screen Participants.............cccccccevveeennenn. 303
Figure 3-374 Eligibility Determination - Preschool Severe Delay Screen Staff Section Change/Add........... 303
Figure 3-375 FiNd: StOff SCIEEN.......ooooeeeeeeeeeee ettt ettt e ettt e e ettt e ettt e e e e e tte e e e sttaaeestaaaaesstaaeenareeas 304

Copyright© 2012 Edupoint Educational Systems, LLC 337


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350150
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350151
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350152
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350153
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350154
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350155
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350156
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350157
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350158
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350159
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350160
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350161
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350162
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350163
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350164
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350165
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350166
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350167
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350168
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350169
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350170
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350171
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350172
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350173
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350174
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350175
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350176
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350177
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350178
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350179
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350180
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350181
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350182
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350183
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350184
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350185
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350186
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350187
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350188
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350189
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350190
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350191
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350192
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350193
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350194
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350195
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350196
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350197
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350198
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350199

Synergy SE National Documents Guide

Figure 3-376 Eligibility Determination - Preschool Severe Delay Screen Staff Section Select Role.............. 304
Figure 3-377 Eligibility Determination - Specific Learning Disability SCreen..............cccceecvveeeeeevveeescvnnannns 305
Figure 3-378 Eligibility Determination - Specific Learning Disability Screen Participants...............c..c........ 306
Figure 3-379 FiNd: StOff SCIEEN.....cc...ueeeeeeeeee ettt e e ettt e e ettt e e e ettt e e e sttt e e e setseaeesasssaaesesssaaessrsneanaas 307
Figure 3-380 Eligibility Determination - Specific Learning Disability Screen Staff Section Role Selection .. 307
Figure 3-381 Eligibility Determination - Speech/Language Impairment SCreen .............ccocecvvevvveeverevvvenen. 309
Figure 3-382 Eligibility Determination - Speech/Language Impairment Screen Participants Section ........ 310
Figure 3-383 Eligibility Determination - Speech/Language Impairment Screen Staff Role Selection.......... 310
Figure 3-384 FiNd: StOff SCIEEN.....cccuueeeeeeeee ettt ettt e ettt e e e ettt e e e st e e s st e e s ssstaaesssseaesssssnaasaas 311
Figure 3-385 Eligibility Determination - Speech/Language Impairment Screen Staff Section.................... 311
Figure 3-386 Eligibility Determination - Traumatic Brain INjury SCreeN............cccueveevveeeeivuveeesirivaeesiienannas 312
Figure 3-387 Eligibility Determination - Traumatic Brain Injury Screen Participants............ccccccovvevecuvennn. 313
Figure 3-388 Eligibility Determination - Traumatic Brain Injury Screen Staff Role Selection...................... 313
Figure 3-389 FiNd: StOff SCIEEN.....cc.uueeeeeeeeee ettt e e ettt e e e ettt e e e st e e s saste e e e sasteaassastsaessasseaasaas 314
Figure 3-390 Eligibility Determination - Traumatic Brain Injury Screen Staff Section Role Selection.......... 314
Figure 3-391 Eligibility Determination - Visual IMPpGirment SCreen .............ccoccvueeeecvveeeecieeeeeciieeeescisneaenas 315
Figure 3-392 Eligibility Determination - Visual Impairment Screen Participants Section ...............c.c......... 316
Figure 3-393 Eligibility Determination - Visual Impairment Screen Staff Role Selection ............................ 316
Figure 3-394 FiNd: STOff SCIEEN..........uveeeeeeeeeeeee ettt e e e ettt e e e ettt e e e e tttaaaeestaaaesesssaaesasssasessrsnnaenas 317
Figure 3-395 Eligibility Determination - Visual Impairment Screen Staff Section Role Selection................ 317
Figure 3-396 Eligibility Determination - Non Eligible CRild SCreen...............cccoccvueeeeecvveeesiiieeeeciiieeescieeaeas 318
Figure 3-397 Eligibility Determination - Non Eligible Child Screen Participants Section..................c......... 319
Figure 3-398 Eligibility Determination - Non Eligible Child Screen Staff Role Selection............................ 319
Figure 3-399 FiNd: STOff SCIEEN..........uveeeeeeeeeeeee ettt e e ettt e e e ettt a e e sttt e e e eetasaaesssssaaesassssaessrseaaeaas 319
Figure 3-400 Eligibility Determination - Non Eligible Child Screen Staff Section Role Selection.................. 320

338 Copyright© 2012 Edupoint Educational Systems, LL


file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350200
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350201
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350202
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350203
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350204
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350205
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350206
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350207
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350208
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350209
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350210
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350211
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350212
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350213
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350214
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350215
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350216
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350217
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350218
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350219
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350220
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350221
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350222
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350223
file:///C:/Users/Maura/Desktop/mymanuals/Synergy%20SE%20National%20Documents%20Guide/Synergy%20SE%20National%20Documents%20Guide.docx%23_Toc348350224

Synergy SE National Documents Guide

»

Copyright© 2012 Edupoint Educational Systems, LLC 339



	Chapter One:  Managing Synergy SE Documents
	SE Document Overview
	Navigation
	Navigate to the SE Student screen:
	Navigate to the Portfolio screen:

	Editing Documents
	Understanding SE Document Properties
	Multiple Users in a Document
	Deleting a Document
	Printing a Document
	Validating a Document
	Finalizing a Document
	Creating Multiple Documents
	Ad Hoc Documents
	Creating Multiple Ad Hoc Documents
	Print Only Ad Hoc Documents
	Deleting Ad Hoc Documents
	Moving Ad Hoc Documents to Historical Documents


	Chapter Two:   Ad Hoc Documents
	Ad Hoc Documents
	GENAZ 30 – Classroom Observation
	GENAZ 31 – Conference Summary
	Recommendations Tab

	GENAZ 32 – Consultation Request
	Parent Permission Tab

	GENAZ 33 – Consultation Request – Preschool
	Background Tab

	GENAZ 34 – Functional Behavior Assessment Plan
	Specifics Tab

	GENAZ 37 – Manifestation Determination and Review
	GENAZ 38 – Meeting Request
	Meeting Participants Tab
	Parent Rights Tab

	GENAZ 39 – More Restrictive Placement Referral
	Demographics Tab
	Background Tab
	Behavior Tab
	Attachments Tab

	GENAZ 40 – Prior Written Notice
	GENAZ 41E – Notice of Refusal of Evaluation
	GENAZ 41F – Notice of Refusal of FAPE
	GENAZ 42 – Request for Bilingual Transcription
	GENAZ 43 – Summary of Performance
	GENAZ 44 – Transportation Request
	Transportation Info Tab
	Special Conditions Tab
	Agreements Tab
	Bus Plans Tab

	Print Only Documents
	GENAZ 99 – Behavior Intervention Plan
	Team Members Tab
	Method Tab

	GENAZ 100 – Notice of Graduation
	GENAZ 500 – ESY Letter
	GENAZ 501 – TAP Letter
	GENAZ 502 – TAP Parent Notice
	GENAZ 503 – ESY Eligibility Profile
	GENAZ 504 – AZ504Eligibility
	Evaluation Information Tab
	Eligibility Analysis Tab
	Eligibility Determination Tab
	Attachments Tab

	GENAZ 505 – ESY Addendum
	GENAZ 700 – Health Aide Prepayment Review Form


	Chapter Three:  Process Documents
	Process Documents
	GENAZ 01 – Referral
	Reason for Referral Tab
	Interventions Tab
	Attendance History Tab
	Cultural Factors Tab
	Standardized Testing Tab
	Student Performance Tab
	Health Tab

	GENAZ 02 – Notice of Referral
	GENAZ 03 – Parent Input
	Family Information Tab
	Educational Information Tab
	Medical/Developmental/Heath Information Tab
	Functional Information Tab

	GENAZ 04 – Notice of Evaluation Decision
	GENAZ 05 – Parent Permission
	Parent Permission Tab
	The Evaluation Tab
	Creating Additional Parent Permission documents

	GENAZ 06 – The MET Report
	Refresh Buttons
	Cover Tab
	Referral Tab
	Existing Data Tab
	Existing Data Tab (continued)
	Existing Data Tab Preschool
	Existing Data Tab Preschool (continued)
	Additional Data Tab
	Eligibility Tab
	Additional Information Tab
	Attachments Tab

	GENAZ 07 – MET Meeting Request
	Meeting Participants Tab
	Parent Rights Tab
	Creating Additional MET Meeting Request documents

	GENAZ 08 – Notice of Eligibility
	Notice of Eligibility and Ineligibility

	GENAZ 09 – IEP Meeting Request
	Meeting Participants Tab
	Parent Rights Tab
	Creating Additional Meeting Request documents

	GENAZ 10 – Notice of Placement (Initial)
	GENAZ 11 – Notice of IEP (Initial)
	GENAZ 12 – IEP
	Cover Tab
	Medical Tab
	PLAAFP Tab
	Special Cons. Tab
	Goals Tab
	New Blank Goal
	Goal Library
	Personal Goal Library
	Goal Builder
	Standard Goal Library
	Services Tab
	Supl. Aides and ESY Tab
	Testing Tab
	LRE Tab
	Parent St. Tab
	Medicaid Tab
	Attachments Tab

	Finalize the IEP
	IEP Amendment
	Progress Report
	Additional Progress Period
	ESY Progress Report
	Additional ESY Progress Period

	GENAZ 13 – Notice of Placement (Review)
	GENAZ 14 – Notice of IEP (Review)
	GENAZ 15 – Notice of Reevaluation Waiver
	GENAZ 16 – Notice of Referral (Reeval)
	GENAZ 17 – Notice of Reevaluation Decision
	GENAZ 18 – Notice of Triennial
	GENAZ 19 – Notice of Test Intent
	GENAZ 20 – Notice of Termination
	Terminating a Student From All Special Education Services:

	GENAZ 21 – Notice of Continued Placement
	GENAZ 22 – Notice of IEP (Reeval)
	GENAZ 23 – Notice of Transfer
	GENAZ 24 – Transfer IEP
	Cover Tab
	Goals Tab
	New Blank Goal
	Goal Library
	Personal Goal Library
	Goal Builder
	Standard Goal Library
	Services Tab
	LRE Tab
	Medicaid Tab
	Attachments Tab

	Finalize the Transfer IEP
	GENAZ 25 – Notice of Referral (Preschool)
	GENAZ 26 – Notice of Evaluation Decision (Preschool)
	GENAZ 27 – Notice of Placement (Preschool)
	GENAZ 28 – Notice of IEP (Preschool)

	Eligibility Determination Documents
	GENAZ 56 – Eligibility Determination - Autism
	GENAZ 57 – Eligibility Determination - Emotional Disability
	GENAZ 58 – Eligibility Determination - Hearing Impairment
	GENAZ 59 – Eligibility Determination - Intellectual Disability
	GENAZ 60 – Eligibility Determination - Multiple Disabilities / SSI
	GENAZ 61 –  Eligibility Determination - Other Health Impairment
	GENAZ 63 – Eligibility Determination - Orthopedic Impairment
	GENAZ 64A – Eligibility Determination - Developmental Delay
	GENAZ 64 – Eligibility Determination - Preschool Severe Delay
	GENAZ 65 – Eligibility Determination - Specific Learning Disability
	GENAZ 66 – Eligibility Determination - Speech/Language Impairment
	GENAZ 67 – Eligibility Determination - Traumatic Brain Injury
	GENAZ 68 – Eligibility Determination - Visual Impairment
	GENAZ 69 – Eligibility Determination - Non Eligible Child


	Chapter Four:  Documents with Unique Functionality
	SE Documents with Special Features

	Index
	Index of Screens

