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When you complete a tab, you can “checkmark” it
Revised 7/14/16

General Spedtrack Information
You will see text boxes available throughout the IEP and Evaluation process, which will assist you in your wording and provide you with necessary information.  They have been aligned with DESE’s standards; therefore, you must use the template, text boxes, and test library provided.  
Rich Text Formatting (all text boxes will have these capabilities):
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Always “SAVE” after typing in a text box, by clicking on this symbol at the top of each page [image: image8.png]i Save




Example of Text Box Usage
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Example of Test Library Usage
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Release Notes Feature  -  When Spedtrack modifies the system, they will put out an explanation [image: image11.png]% My Profie | Help ||RelesseNotes | Sign Out (astroder)
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Save Reminder –  if you forget to save on a page, a pop up reminder will appear
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Adding a New Student

(Generally the Process Coordinators and/or Speech Language Pathologists complete this section)
Determine if the child is already in the system
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Adding A New Student  - Step 1 (of 4)
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Adding A New Student  - Step 2 
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*Make sure to include MOSIS# and Social Security # 

Adding A New Student  - Step 3
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* Make sure to include Area Codes

Adding A New Student  - Step 4
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Student Record
Spedtrack Tab Features
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You Won’t Be Using Some of the Tabs…
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Dashboard Tab    

Brings you back to home screen and shows the current IEP/eval
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Address Book Tab
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                                                                    *Give each parent their own entry
Notes Tab

This can be used for any contact/meeting that isn’t an official IEP/eval meeting.
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Creating a New Note
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Attachments Tab    
This can be used for attaching Manifestation Determination Paperwork, old copies of 504s and also houses transfer documents from other school districts.
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Attaching a File
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Meetings Tab

You might use this tab to record general meetings with parents (but don’t use this tab for 504 meetings)
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Assigned Staff Tab   
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Re-Evaluation

When beginning a re-evaluation…email any therapists involved in the process 
Finding the Correct Record 
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Editing the Student Record                       *Make sure to include the MoSIS and SS# if possible
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Creating the 504 Evaluation
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Complete the Reevaluation Screen

[image: image31.png]m My Profiie | Heip | Release Notes | Sign Out (astroder)

WillardP picSchoos

New 504 Plan - Amy Leigh Select "Reevaluation Requested By District from this drop down menu

@ Cancel_fl sove =

S04 Type () Reevaluation Requested ||~ |
Case Manager () oo Ay . |_ This should be the date the 504 is due
—— 103172015 &




This window appears and it’s time to start working through the tabs…
Student Info Tab
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Meeting Tab
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New Meeting
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(After you click save, you will be given the option to add contacts at the bottom of the page)

Adding/Editing Meeting Contacts
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 (Must Include:  the parents and the 504 Case Manager.  It is recommended that you include at least one regular educator, study skills teacher if applicable, the process coordinator, and when appropriate the child)  

**Make sure you put each parent’s name on a separate line
**Make sure you put teacher’s first & last name, title (spell out title)
**Title Examples:      
Jane Doe, Regular Educator – 1st grade






Jane Doe, Regular Educator – 3rd grade Math






John Doe, Special Services Teacher


**List yourself like this - John Doe, 504 Case Manager
Print Notifications of Meeting
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Selecting the items to be printed   
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A .pdf will open and you can print all of the notices at once
Referral Tab

This tab is only for initials, so PCs will complete it if necessary
Existing Data/Eval/Eligibility Tab
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Existing Data Section
Choose the appropriate sections that apply to your student on this tab.  You will only complete the sections that apply to your student and their diagnoses.  

· Caring for Oneself



-   Sleeping

· Hearing




-   Speaking, Communicating

· Walking, Bending, Standing, Lifting

-   Seeing

· Learning, Reading



-   Breathing

· Thinking, Concentrating


-   Major Bodily Functions

· Performing Manual Tasks


-   Other (use for psychological issues)

· Eating

Here is a snapshot of what each section you complete should look like. 
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Conclusions/Decisions Section
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4= Student Search: teigh’ (page
Amy Leigh - Draft Reevaluation Requested By District (10/31/2015) - Case Manager: Amy Stroder
(2] Student Record ) Forms | & Activate 504 & Edit @ Delete [ Audit History
@ Studentinfo | @ Mectings | @ Referal | @ Eisting Data / Eval/ iigibiity | @ FAPEPlan | @ OtherForms | @ Attachments =)
b Seve % Spell Check @ Clear Form [ History

Existing Data / Evaluation Plan  Eligil

ity

information Last Saved (Wednesday 09/23/15 1

TAM) This is the date of the 504 meeting

isting Data [ Conclusions/Decisions Dy Elgibilty

[Conclusion/Decision

Preplacementinitial Evaluation

Existing data is sufficient to determine that student is not  person with a disabiliy as defined by Section 504/Tite I (Provide ParentGuardian with Notice of Action Form and complete Eligibilty
Determination Form to document the basis for the Evaluation Tean's decision and attach hereto).

Existing data is suffiient to determine that studentis  person with a disabilty as defined by Section 504/Tite Il but the student s, as  result of mitigating measures, not in need of special education or
elated services for the provision of FAPE. (Complete Eligibilty Determination Form to documentthe basis for the Evaluation Team's decision regarding eligibilty and no need for sevices and attach
hereto). As a result the Evaluation Team will not convene to develop a Section 504/Tite Il FAPE/Non-Discrimination Plan but the student will otherwiss receive the protections of Section 504 and Title I
ofthe ADA.In addition, the District will monitor the studentto determine if services may be needed in the future. (Provide Parent(Guardian with Notice of Action Form).

Existing data is sufficient to determine that the student s a person with a disability as defined by Section 504/Tite Il and to determine the special education or related services that the student requires to
receive FAPE. (Complete Eligibilty Determination Form to documentthe basis forthe Evaluation Team's decision regarding eligibilty and services and aftach hereto and provide the ParenyGuardian
with Notice of Action Form).In addition, the students Evaluation Team should convene within a reasonable fime and within the timelines referenced in the District's Procedures o develop an
individualized Section 504/Title Il FAPE Plan.

Existing data shows that there is reason to suspect that the student may have a disability under the Individuals with Disabilites Education Act and the Evaluation Team s, therefore, referring the student
for evaluation under that law and, atthis time, willtake no further action regarding Section 504/Tite l.(Provide ParentiGuardian with Notice of Action Form).

Other (Specify):

Choose this one if the child no longer qualifies for 504 plan

[Additional Data s Needed
Preplacementinit

EsistmTTEE 1S sUficient to determine that the student no longer s a person with a disability s defined by Section 504/Title Il (Provide Parent(Guardian with Notice of Action Form and complete
Eligibility Determination Form to document the basis for the Evaluation Team's decision and attach hereto).
Existing data is sufficient to determine that he student continues to be a person with a disability as defined by Section 504/Title but s no longer in need of special education andior related services for
the provision of FAPE due to the ameliorative impact of mitigating measures. (Provide Parent/Guardian with Notice of Action Form and Comlete Eligibility Determination Form to document the basis for
the Evaluation Team's decision and atach hereto)

@ Existing data is suficient to determine that the student continues to be a person with a disabilty as defined by Section 504/Title Il and to determine the special education and/or related services deemed

Evaluation Team for the provision of FAPE. (Provide ParentGuardian with Notice of Action Form and Complete Eligibiity Determination Form to document the basis for the Evaluation

‘Team's decision ant valuation Team also should convene, within a reasonable time, to conduct a periodic feview of the student's existing 504/Title FAPE Pian to determine if
changes are needed
Other (Specify):

Evaluation

Jor the student's need for special education or related services as defined by Section 504/Tile ll and an evaluation is
necessary. (PP, You'l only fill out this section if you are doing | 504/Tie Il nital Evaluation). Informed parental consent is necessary before the District can proceed with an

initialpreplace additional assessment ardian refuses to provide such consent, the District may — but is not required 1o - initate due process. i the
parenvguardi] Insider whether existing data is sufficient to determine disabillty and possible needed services. If the Evaluation
Team s unab sesTUProvide consent, the Student remains a regular education stdent.

Other (Specify):

Periodic Reevaluation

Existing data is not suffcientto determine that the student continues to be a person with a disability andor s need of continued special education or related services as defined by Section 504Tite I
and a resvaluation i, therefore, necessary. (Provide Parentwith Notice of Action — Form D). Informed parental consent is not necessary for a periodic reevaluation but the parent must be provided
notice of intent to evaluate.

Existing data is sufficient to determine that the student continues to be a person with a disability as defined by Section 504/Title Il buta reevaluation s necessary to determine what special education or
related services, ifany, may be necessary for the provision of FAPE. (Provide Parent with Notice of Action Form). Informed parental consent is not necessary for a periodic reevaluation but the.
‘parent must be provided notice of intent 10 evaluate.

Other (Specify):





On the rare occasion that you might need to do additional assessment, you will need to create a notice of action (found under “Other Forms” tab) to get consent to test from parents.  

If you aren’t doing additional assessment, skip to page 13 “Eligibility Section”. [image: image41.png]]
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504 Discipline/Manifestation Determinatiom

504 Parent Consent
504 Transfer Student (Expanded)
504 Transitory and Minor Documentation Form

{~ Click on "Add Form" and then
| select "504 Notice of Action"





Completing the Notice of Action for Consent to Test                    
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504 Notice of Action (Expanded) - Amy Leigh
@ Cancel [ Save ¥ Spell Check | History

Date of Notice I .@/

Method of Provision Mailed -First Class Mail
Mailed - Certied Mail Select how it was sent to parents
Emailed as Atiachment
Hand delivered to ParentGuardiar

Description of Action o Pmpnseu\
Refused
e Select Proposed

Type of Action Inial Evaluaton
Initial Eligibility
Reevaluation
Significant Change of Pracement Select "Other" and type this in the box
Removal of Eiigibl

This wil be the same as the day of your RED.

) Other| Tansent for Additional Assessment.
Explanation of Action o

essment be conducted to determine continued eligibilty for accommodations under Section 504,
m sessment: rejected due to review of information indicating  need for current assessment

Proposed a formal evalla
Considered re-evaluation without 3
information. Assessments to be given:

Use the text library to autofill these boxes,
then complete the blanks

Basis for the Action
|58

‘Outside medical reports, parent report, teacher report, file review, IDEA evaluation dated _

Contact Name - ]
ContactTitle ] Add your contact info

Contact Phone [





Now go to the forms tab and print the notice of action and the Existing Data Pages
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[E] John Doe - Reguiar Educator - 8th Grade Math

T
| Selectthese three items and mail them home to the
[E] Janet Tumer - Process Coordinator parents to sign and retum

5] Notficston Attampts

5] ik Notficston Atiempts Page
Section 504 Eisting Data/EvalEgibilty (Expandec)
Section 504 Notice of Action (Expanded)





Once you have the signed consent form back, you can begin testing the student.  Make sure you get a copy of each assessment summary because a summary of each of the assessments will be attached to the eligibility report (directions on Pg. 17)
Eligibility Section
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[ Save % Spell Check @ Clearform ] History

Existing Data  Evaluation Plan / Eligibility
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ot Team Moo /J, Date you gave parents the procedural safeguards

Existing Data | Conclusions/Decisions |~ Eiigibiity

Date Provided to Parents | 10 oo >0 &

Wethod of Provision
Mailed

e ‘A e~ Type in how it was sent to parents and who sent it (examples provided)
my Stoder

il out 1 adional Gata was needed.
Summary ‘Summarize the existing data, assessmens, observtions,or ther additonal information oblained through evaluaton.
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You will only complete this section if you did additional assessments
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Date Provided to Parents %

Method of Provision
Who Presented

Date you gave parents the procedural safeguards _7
[ Mated, Sent home with Student, Handd to Parent i >‘. Type in how it was sent to parents and who sent it (examples provided)

‘Only fillout f additional data was needed.

‘Summary.

‘Summarize the existng data, assessments, observations, o other additonal information abtained through evaluation.
[a] | B 2 U abefrorchiame <|re. <] &7 =3 T2y |
An outside me from Dr. . dated ____ indicated [STUDENT] was diagnosed with ___ and has been prescribed the
following medications™™w._[STUDENT] received an IDEA evaluation, completed by Willard Public Schools on __: however.
[HE/SHE] did not qualify for orical disability under IDEA because a significant discrepancy did not exist between

[HISHER] full scale IQ (full scale IQ obtained) and [HIS/HER] academic achievement scores (WIAT-II scores: __),
t indicated concerns with __. The nurse's records indicated __. A file

The teachers indicated concerns with __. The
review completed by __ indicated concerns with

Select this parapraph from the text box and complete the
blanks. Delete info that doesn't apply to your RED.

or Physical Impairment

Any Impairments Episodic

orIn Remission

Note: A formal diagnosis is not required for consideration of or for 504Title Il eligibilty.
Does Student have Mental s Yes

Type in diagnosis, doctor's name, and date of report here,
Choose Yes inciude all known diagnoses
IfYes, st each identiied or sus

Tand_rfomal dagnosed_ e physician Tt or ol proessagaiho made e diagnosis
o Diagnosed By

il [ [
il [ [
il [ [

Yes
® No #=—1
If Yes, state which impaiment(s) are episodic or in remission and, it known, describe the frequency and nature of the symptoms or characteristics:

No

| Typically, we answer no here

Would the student's identfied or suspected impairment(s) limit any of the following major lfe activiies fthe student does not or did not have mitigating measures in place?

oY
o ¥ Choose Yes

[ |caring for Onesert \

Leaming Follow these instructions

[ Jeano

| |performing Manual Tasks
[ Heang

[ |minkng

[ sweaking

[ umng

[ waning

[ concentatng

[ |swening

[ meaning

[ |senung

[ |Readng

[ communicatng

[ |sunang

[ |seems

[ ot ]

Major lfe activiies also include the operation of a major bodily function. Please, enter the impairment number (ffom above) for each of the areas affected (example: Brain 1,3)

[ [ mmune system
[ Nomal Cell Growtn

[ |pigestve

[ |cisuatory

[ |sowel

[ |mader

[ |Neurological

[ |Endocrine

[ |san

[ |Respiratory

[ |Reproductie

[ ot ]

Impairment(s) Lessened  Are the impairments lessened by the use of the mitigating measures?

Yes

No Answer these questions about medications or

other mitigating measures

If Yes, describe what mitigating measures are in place?

IfYes, was the Evaluatig “able to determine the impact of the impairment(s) without the mitigating measure(s) during the evaluation process?

If Yes, describe the impactof the mitigating measure(s) on the identifisd major Ifs activities and the difference, if any of the impact with and without mitigating measures, f known?

Substantial Limitation On A Major Life Activity

To be disabled under Section 504/Title I, the student's mental or physical

\pairment must substantially imit the identified major lfe activities indicated above. An impairment that substantially limits one.

‘majorlife activity does not need to limit others to be considered a disability. An impairment that s episodic or in remissionis a disability if it substantially limits a major lfe activity when active. The-
determination of whether an impairment substantially limits a major life activity must be made without regard to the ameliorative effects of mitigating measures such as medication, low-vision devices.
(which do not include ordinary eye-glasses or contacts), prosthetics, hearing aids or cochlear implants, mobility devices, the use of assistive technology, reasonable accommodations, or learned
behavioral or adaptive neurological modifications.

Mse ‘on review of data indicate the degree of impairment

Cultural, Economic, or
Environmental

No limitation

Mild-Moderate Limitation + It has to be a "substantial limitation" for the child to qualify for a 504 plan
@ Substantial Limitation ="

Caring for Oneself
Learning

Eating

Performing Manual Tasks
Hearing

Thinking

Speaking

Lifing

Walking

Concentrating

Sleeping

Breathing

Bending

Reading

Communicating

Standing

Seeing

Other;

Is the substantial limitation primarily the resultof cultural, economic, or environmental factors rather than the student's impairment(s)?

v
o et Ciick No

Follow these instructions, not all diagnoses listed above have to be
accounted for here if it doesn't have a substantial limitation

Evaluation Team
Determination

Date Copy of
Determination Given To

Method Of Delivery.
Delivered By

‘Studentis protected by Section 504/Tite Il because of a previously identfied IDEA disabilty of| and students individualized educational

needs resulting from that disabilty are addressed in student's [EP.
(Provide parentiguardian with Notice of Action Form).

‘Student s suspected of having an IDEA disability and student will be referred for evaluation under IDEA. Resuls of this evaluation will be forwarded to relevant IDEA personnel for
consideration. The Evaluation Team will take no further action, at this time, under Section 504Tite Il (Provide parentiguardian with Notice of Action Form).

‘Studentis not disabled under Section 504/Tite Il (Provide parentguardian with Notice of Action Form).

Studentis disabled as defined by Section 504/Title Il because of a non-IDEA disability based on an impairment(s) of but,due to the
‘ameliorative effects of mitigating measures, currently is not n need of special education of related services and a 504/Titl Il FAPE Plan will not be developed atthis time. The
Student remains protected by Section 504/Tite Il however, and the Distrct will monitor the student to determine if sevices may be needed ata future date.

(Provide parentiguardian with Notice of Action Form).

tudent s disabled as defined by Section 504/Tite Il because of a non-IDEA disability based on an impairment(s) of and isin need of special
jces. An Evaluation Team will convene within a reasonable time to develop an Individualized 504#f1e Il Pan.

(Provide parentguardian

—

f= We typically choose this option
and type in the impairments here

This is the date you sent the report home to
parents and how you sent it
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Date Provided to Parents %

Method of Provision
Who Presented

Date you gave parents the procedural safeguards _7
[ Mated, Sent home with Student, Handd to Parent i >‘. Type in how it was sent to parents and who sent it (examples provided)

‘Only fillout f additional data was needed.

‘Summary.

‘Summarize the existng data, assessments, observations, o other additonal information abtained through evaluation.
[a] | B 2 U abefrorchiame <|re. <] &7 =3 T2y |
An outside me from Dr. . dated ____ indicated [STUDENT] was diagnosed with ___ and has been prescribed the
following medications™™w._[STUDENT] received an IDEA evaluation, completed by Willard Public Schools on __: however.
[HE/SHE] did not qualify for orical disability under IDEA because a significant discrepancy did not exist between

[HISHER] full scale IQ (full scale IQ obtained) and [HIS/HER] academic achievement scores (WIAT-II scores: __),
t indicated concerns with __. The nurse's records indicated __. A file

The teachers indicated concerns with __. The
review completed by __ indicated concerns with

Select this parapraph from the text box and complete the
blanks. Delete info that doesn't apply to your RED.

or Physical Impairment

Any Impairments Episodic

orIn Remission

Note: A formal diagnosis is not required for consideration of or for 504Title Il eligibilty.
Does Student have Mental s Yes

Type in diagnosis, doctor's name, and date of report here,
Choose Yes inciude all known diagnoses
IfYes, st each identiied or sus

Tand_rfomal dagnosed_ e physician Tt or ol proessagaiho made e diagnosis
o Diagnosed By

il [ [
il [ [
il [ [

Yes
® No #=—1
If Yes, state which impaiment(s) are episodic or in remission and, it known, describe the frequency and nature of the symptoms or characteristics:

No

| Typically, we answer no here

Would the student's identfied or suspected impairment(s) limit any of the following major lfe activiies fthe student does not or did not have mitigating measures in place?

oY
o ¥ Choose Yes

[ |caring for Onesert \

Leaming Follow these instructions

[ Jeano

| |performing Manual Tasks
[ Heang

[ |minkng

[ sweaking

[ umng

[ waning

[ concentatng

[ |swening

[ meaning

[ |senung

[ |Readng

[ communicatng

[ |sunang

[ |seems

[ ot ]

Major lfe activiies also include the operation of a major bodily function. Please, enter the impairment number (ffom above) for each of the areas affected (example: Brain 1,3)

[ [ mmune system
[ Nomal Cell Growtn

[ |pigestve

[ |cisuatory

[ |sowel

[ |mader

[ |Neurological

[ |Endocrine

[ |san

[ |Respiratory

[ |Reproductie

[ ot ]

Impairment(s) Lessened  Are the impairments lessened by the use of the mitigating measures?

Yes

No Answer these questions about medications or

other mitigating measures

If Yes, describe what mitigating measures are in place?

IfYes, was the Evaluatig “able to determine the impact of the impairment(s) without the mitigating measure(s) during the evaluation process?

If Yes, describe the impactof the mitigating measure(s) on the identifisd major Ifs activities and the difference, if any of the impact with and without mitigating measures, f known?

Substantial Limitation On A Major Life Activity

To be disabled under Section 504/Title I, the student's mental or physical

\pairment must substantially imit the identified major lfe activities indicated above. An impairment that substantially limits one.

‘majorlife activity does not need to limit others to be considered a disability. An impairment that s episodic or in remissionis a disability if it substantially limits a major lfe activity when active. The-
determination of whether an impairment substantially limits a major life activity must be made without regard to the ameliorative effects of mitigating measures such as medication, low-vision devices.
(which do not include ordinary eye-glasses or contacts), prosthetics, hearing aids or cochlear implants, mobility devices, the use of assistive technology, reasonable accommodations, or learned
behavioral or adaptive neurological modifications.

Mse ‘on review of data indicate the degree of impairment

Cultural, Economic, or
Environmental

No limitation

Mild-Moderate Limitation + It has to be a "substantial limitation" for the child to qualify for a 504 plan
@ Substantial Limitation ="

Caring for Oneself
Learning

Eating

Performing Manual Tasks
Hearing

Thinking

Speaking

Lifing

Walking

Concentrating

Sleeping

Breathing

Bending

Reading

Communicating

Standing

Seeing

Other;

Is the substantial limitation primarily the resultof cultural, economic, or environmental factors rather than the student's impairment(s)?

v
o et Ciick No

Follow these instructions, not all diagnoses listed above have to be
accounted for here if it doesn't have a substantial limitation

Evaluation Team
Determination

Date Copy of
Determination Given To

Method Of Delivery.
Delivered By

‘Studentis protected by Section 504/Tite Il because of a previously identfied IDEA disabilty of| and students individualized educational

needs resulting from that disabilty are addressed in student's [EP.
(Provide parentiguardian with Notice of Action Form).

‘Student s suspected of having an IDEA disability and student will be referred for evaluation under IDEA. Resuls of this evaluation will be forwarded to relevant IDEA personnel for
consideration. The Evaluation Team will take no further action, at this time, under Section 504Tite Il (Provide parentiguardian with Notice of Action Form).

‘Studentis not disabled under Section 504/Tite Il (Provide parentguardian with Notice of Action Form).

Studentis disabled as defined by Section 504/Title Il because of a non-IDEA disability based on an impairment(s) of but,due to the
‘ameliorative effects of mitigating measures, currently is not n need of special education of related services and a 504/Titl Il FAPE Plan will not be developed atthis time. The
Student remains protected by Section 504/Tite Il however, and the Distrct will monitor the student to determine if sevices may be needed ata future date.

(Provide parentiguardian with Notice of Action Form).

tudent s disabled as defined by Section 504/Tite Il because of a non-IDEA disability based on an impairment(s) of and isin need of special
jces. An Evaluation Team will convene within a reasonable time to develop an Individualized 504#f1e Il Pan.

(Provide parentguardian

—

f= We typically choose this option
and type in the impairments here

This is the date you sent the report home to
parents and how you sent it
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Other Forms Tab
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Create Notice of Action once reevaluation is complete for eligibility
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¥ Spell Check @ Delete ] Histary

Information Saved (3:3:
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Type of Action

Explanation of Action
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Contact Name
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® Proposed [
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) Reevaluaton e |
Significant Change of Placement

Removal of Eligibilty

Other;

Select Proposed
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‘Outside medical reports, parent report, teacher report, file review, IDEA evaluation dated _
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FAPE Plan (504 Plan) Tab
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Points of Emphasis on the 504 Accommodations Section above:
1) If the diagnosis you are describing isn’t on the “Specific Need” list, email Amy Stroder the name of the diagnosis and she will add it to the list for you to access

2) If you have several diagnoses to list, select the “All Diagnoses listed on the eligibility report” option on the “Specific Needs” list

3) Make sure that you put each accommodation on a separate line, don’t group all accommodations into one box.
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Attaching Summary of Each Additional Assessment (if assessments were given)
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Finding the document to attach
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Ensuring that the document is attached
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Printing Documents for the 504 Meeting
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PCs will review paperwork prior to a meeting.   Give them 5 school days to review your paperwork.
Conducting the 504 meeting
· You will review the existing data, eligibility report and FAPE plan 

· You will have the parent sign the eligibility report.
After the meeting
· Email teachers, nurse, counselors, and administrator (if appropriate) a copy of the plan or hand it out in person
Ask the PC to do a final edit and when given the ok from the PC, activate your 504.
Activating the 504

[image: image56.png]m My Profiie | Heip | Release Notes | Sign Out (astroder)

WillardP picSchoos

A system update will occur at approximately 9pm CST. Brief periods of interruption are possible:

Please save often to avoid losing any information
‘Sugent Sesren teig (psce 1

Amy Leigh - Draft Reevaluation Requested By District (10/31/2015) - Case Manager: Amy Stroder

m@mm@m © Delete [ Audit History

@ StudentInfo | @ Meetings | @ Referal | @ Eisting Data / Eval / Eligibily | @ FAPEPlan | @ OtherForms [ @ Attachments )

(23] Student Record.





Complete the Popup Box


[image: image57.png]Fillin dates and then click
“Activate”

nt record

1212014

12/1/204
102672018 10/28/2016
Last 504 Review (')

10312014 [Los1/200 |





· Mail a copy of all of the paperwork and send it home to the parent (if changes were made at the meeting)
· Paperclip the paperwork together in this order and put it in the top of the file


- Section 504/FAPE Plan


- Existing Data


- Eligibility Determination


- Notice of Action


- Meeting Notification
Revising an Annual FAPE (504 Plan)
Finding the Correct Record to Revise
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Editing the Student Record (if necessary)        *Make sure to include the MoSIS and SS# if possible
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*Make sure this info matches info in SISK12 – if it doesn’t, contact building secretary with new info
Choosing the 504 to revise
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Copying the Old 504
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Completing the PopUp Box
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This window appears and it’s time to start working through the tabs…
Student Info Tab
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Meeting Tab
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New Meeting
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(After you click save, you will be given the option to add contacts at the bottom of the page)

Adding/Editing Meeting Contacts
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 (Must Include:  the parents and the 504 Case Manager.  It is recommended that you include at least one regular educator, study skills teacher if applicable, the process coordinator, and when appropriate the child)  





**Make sure you put each parent’s name on a separate line
**Make sure you put teacher’s first & last name, title (spell out title)
**Title Examples:      
Jane Doe, Regular Educator – 1st grade






Jane Doe, Regular Educator – 3rd grade Math






John Doe, Special Services Teacher


**List yourself like this - John Doe, 504 Case Manager
Print Notifications of Meeting
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Selecting the items to be printed   
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A .pdf will open and you can print all of the notices at once
Referral Tab


This tab is only for initials, so PCs will complete it if necessary
Existing Data/Eval/Eligibility Tab


This tab is only for reevaluations, so you won’t use it for an annual review
FAPE Plan (504 Plan) Tab
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Participation FAPE to this student but are lsted for the sole purpose of allowing the student the required equal opportunity.
Wil the student have the opportunity to participate in nonacademic/extracurricular activiies with hismer nondisabled peers?
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Points of Emphasis on the 504 Accommodations Section above:
1) If the diagnosis you are describing isn’t on the “Specific Need” list, email Amy Stroder the name of the diagnosis and she will add it to the list for you to access

2) If you have several diagnoses to list, select the “All Diagnoses listed on the eligibility report” option on the “Specific Needs” list

3) Make sure that you put each accommodation on a separate line, don’t group all accommodations into one box.
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Other Forms Tab


You don’t need a Notice of Action for an annual 504 review
Printing Documents for the 504 Meeting

[image: image71.png]My Profiie | Heip | Release Notes | Sign Out (astroder)

]

WillardP picSchoos

A system update will occur at approximately 9pm CST. Brief periods of interruption are possible:

Please save often to avoid losing any information

504 Forms (PDF - Adobe Acrobat) - Amy Leigh - Draft Annual Review

4= Retun (5§ View or Print Selected Forms.

SpedTrack Forms PrintOnly Forms
@ Section 504 Conference (Date: 10/13/15) ] Section 504 Consent For 504 Preplacement/Initial Evaluation (Expanded)

IFJ Section 504 Parent/Student Rights

e Leigh - Parent
5] Amy Stroder - 504 Case Manager

[E Amy Leigh - Student

[E] Notifcation Attempts

[E] Blank Noifcation Attempts Page
[E] Section 504 Existing Data/Eval/Egiblty (Expandec)

Click here to print the notice of meeting
and 504 plan for your meeting
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PCs will review paperwork prior to a meeting.   Give them 5 school days to review your paperwork.
Conducting the 504 meeting

· You will review the FAPE plan with the 504 team 
(Typically on an annual FAPE review, there is no signature required)
After the meeting
· Email teachers, nurse, counselors, and administrator (if appropriate) a copy of the plan or hand it out in person

Ask the PC to do a final edit and when given the ok from the PC, activate your 504.
Activating the 504
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Complete the Popup Box
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· Mail a copy of all of the paperwork and send it home to the parent (if changes were made at the meeting)

· Paperclip the paperwork together in this order and put it in the top of the file


- Section 504/FAPE Plan


- Meeting Notification
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You will only complete this section if you did additional assessment                 (use the text box provided)
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