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PREFACE 
 
As educators, we have an obligation to educate students with disabilities to the best of our ability.  Our 

students deserve the opportunity to reach their maximum potential and it is our responsibility to help 

them get there.  We must provide students with experiences that will translate into student success. 
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The purpose of this implementation manual is to provide guidance to service providers in the Savannah-

Chatham Public School System related to the implementation of special education programs as required 

by the Individuals with Disability Education Improvement Act 2004 (IDEIA) and its regulations.  It is 

designed to guide special education administrators, building level administrators, special educators, and 

assessment personnel through the appropriate procedures for the identification and evaluation of 

students with disabilities and subsequent IEP development for students eligible to receive special 

education services.   

Consequently, it is the expectation of the District that all procedures set forth in this manual are adhered 

to by all District personnel.   Each staff member is accountable for reading the manual and training will be 

provided to ensure a thorough understanding of its contents.   Annual performance evaluations will take 

into account the effective implementation of the procedures outlined in the manual.   

While the primary focus of this manual is compliance, the primary objective is to promote excellence in 

teaching and to provide guidance in developing plans for students that will create paths that lead to 

preferred post-secondary outcomes.  Our students deserve the best that educators can give them.  This 

manual will assist in providing our students with quality services that will result in social, emotional, and 

academic growth. 

 

 

Mikki Garcia, Ed.D 
Executive Director, 
Middle, K-8 Schools, & Exceptional Children 
208 Bull Street 
Savannah, Georgia 31401 
Phone: (912) 395-5877 Fax: (912) 201-7692  
mikki.garcia@sccpss.com 
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INTRODUCTION 
 

 
 
Savannah-Chatham County is pleased to offer this Implementation and Compliance Manual as a 
district supplement to the Georgia Department of Education’s Special Education Rules and 
Implementation Manuals.  It is meant to serve as a practical guide for implementing the 
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Individuals with Disabilities Education Improvement Act of 2004 (IDEIA) and its regulations. It is 
not intended to state new law or supplant any federal or state laws, regulations, or requirements. 
Nothing in this manual should be seen as having the force of law. This manual should not be cited 
as law or as imposing any additional requirements or obligations outside the requirements of 
existing law.  
 
It is strongly suggested that the State Special Education Rules and Implementation Manuals be 
consulted first when questions arise regarding laws and policies and then the Savannah-
Chatham Implementation Manual regarding specific practices and procedures. This manual does 
not cover every aspect of each of the Rules for Special Education however it does cover many of 
the topics about which questions are frequently asked. 
 
The purpose of this manual is to provide county-specific information regarding practices and 
procedures for implementation of the Georgia Rules for Special Education and to ensure 
compliance.    
 
The intended audience of this manual includes all the parties involved in the delivery of special 
education. This includes administrators, principals, program managers, school psychologists, 
district staffing specialists (DSS), regular education teachers, special education teachers, related 
service providers, therapists, and specialists..  
 
As with the state manual, sections will be undergoing updates regularly.  Please check the state 
and district manuals online for the most current updates.  The cover page will indicate the date 
of the revision.  Announcements will appear on the TieNet Home page whenever revisions are 
made.  The Savannah-Chatham Public School System utilizes TieNet for special education records 
management. 
 
Confidentiality of educational records is a basic right shared by all children in public schools and 
their parents. These fundamental rights are described in the Family Educational Rights and 
Privacy Act (FERPA) of 1974, which applies to all students, not just those with disabilities.  
All district personnel (including contracted employees) are governed by confidentiality 
requirements.   
 
More information about FERPA can be found at: 
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html . 
 

Student Records Management System 
 

 

TieNet is a web-based special education case management system which contains sophisticated 
technology tools that enable special educators to track and monitor the entire special education 
due process from the initial referral to the eligibility, IEP, and student placement as well as 
enhancing state and federal reporting. Guided actions help educators navigate the process and 

http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
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promote compliance. TieNet provides case management features including calendaring, 
messaging, document and event chronology, and reference materials.  The Help Menu contains 
additional forms and reference materials to support placement and services.   TieNet has been in 
use by SCCPSS since August of 2009.   

1. Access TieNet records management system for student records from 2009-present for: 
 Exceptional Students 
 Students in the referral process to special education  
 Gifted Students 
 Students served on a 504 Plan 
 Students served through Hospital Homebound 

2. New teachers and other certified special education staff will be trained to use TieNet in 
order to receive security access. 

 The Exceptional Child Support Teacher (ECST) will contact the DSS to schedule 
training with the new certified staff. 

 The trainee will fill out the Security Access Request form following training.   
 The DSS will submit the Security Access form to the Data Analyst to provide the 

appropriate access. 
3. Log-in to TieNet on the Acorn Webpage under Administrative Applications on the left 

hand side of the page. 
 The school/district ID is:  SCCPS 
 The User ID and password is the same as the district user ID and password. 
 Log-in to:  Instructional 

4. Follow directions in the TieNet Manual and other TieNet support documents and videos 
for creating and finalizing documents, scanning pages, accessing records, and reviewing 
standard reports and alerts.   

 Manual Link to the TieNet Training Manual:  
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet
%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bFE
D3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d 

 Manual Link to the TieNet Training Videos: 
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet
%2fShared%20Documents%2fTraining%20Videos&FolderCTID=&View=%7bFED
3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d 
 
 
 

 Manual Link to TieNet Questions and Answers (control +click to follow link): 
http://acorn/staff/tr/TieNet/Shared%20Documents/Forms/AllItems.aspx?RootF
older=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manu
als&FolderCTID=&View=%7bECCF6391%2d9996%2d4B08%2dBC33%2d6243E9
F244B7%7d 

5. Records prior to the 2009-10 school year are filed in Student Records Management 
(SRM).  Contact the school ECST for access.   

 

http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Videos&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Videos&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/default.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Videos&FolderCTID=&View=%7bFED3E1F3%2d5162%2d4517%2d84DB%2dD71F5B2390FE%7d
http://acorn/staff/tr/TieNet/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bECCF6391%2d9996%2d4B08%2dBC33%2d6243E9F244B7%7d
http://acorn/staff/tr/TieNet/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bECCF6391%2d9996%2d4B08%2dBC33%2d6243E9F244B7%7d
http://acorn/staff/tr/TieNet/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bECCF6391%2d9996%2d4B08%2dBC33%2d6243E9F244B7%7d
http://acorn/staff/tr/TieNet/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fstaff%2ftr%2fTieNet%2fShared%20Documents%2fTraining%20Manuals&FolderCTID=&View=%7bECCF6391%2d9996%2d4B08%2dBC33%2d6243E9F244B7%7d
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Student Registration Procedures in PowerSchool and TieNet  

PowerSchool is a web-based student information system housing all student data such as 

demographics, contact info, grades, schedules, test scores, and more.  PowerSchool also provides 

a full range of features needed by administrators at the district and school level in addition to 

portals for teachers, parents, and students.  All students must be registered at the area or service 

school to receive services.  District registration procedures should be followed and are available 

on Acorn. 

Procedure for Students Transferring from within SCCPSS 

Any student with disabilities that transfers from within the district will have automatic transfer 

of special education records in TieNet once the Information Specialist (IS) at the sending school 

enters the withdrawal information and the IS at the receiving school enters the student 

registration in PowerSchool. 

Procedure for Students Transferring into SCCPSS 

IMPORTANT:   The school counselor must check the registration form of all entering transfer 
students to see if the parent indicates the student has an Individualized Education 
Program (IEP).  This is critical for providing Free and Appropriate Public Education (FAPE) to 
all students.  If services are missed for students, compensatory services may have to be provided 
by the school. 

 
A student that enters school with a copy of a current IEP from another school system 
(instate or out of state) is eligible for placement and must be provided services.    
 

 Verbal verification of placement from an appropriate school official is permissible as long 
as the information is properly documented (who, when, and phone number).  In such 
situations, an immediate request for records from the last school should be made. 

 When the IEP and/or eligibility are received, the local school must review the out of state 
documentation to determine whether to accept the documents per Georgia requirements 
or to amend the IEP. 

 If the school does not receive or chooses not to accept the eligibility determination, the 
reason must be documented and the student should be referred for a comprehensive 
evaluation to determine eligibility under Georgia Special Education Rules.   

 
Procedure: 
 

1. Obtain Release of Records if needed. 
2. Obtain/scan current IEP, psychological report and eligibility from former school system. 
3. After scanning documents into TIENET, inform the DSS that a new student with a 

disability has entered.  DSS will enter student information into the TIENET profile. 
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4. Hold an amendment meeting to review current IEP to address school system guidelines 
including special transportation.  If a comprehensive evaluation is needed, obtain forms 
for a referral packet. 

5. Obtain an SCCPSS consent for placement for special education services. 
6. Scan subsequent signature documents from IEP amendment meeting. 
7. Complete a Full-time Equivalency (FTE) Data Entry Form, obtain appropriate signatures, 

and give to the IS to enter into PowerSchool. 
 

Procedure for Pre-school Intervention (PSI) Students  
Use the following procedure for registering and providing services for PSI community-based 

students. 

1. Complete evaluations and meet with the parents to address eligibility and subsequent IEP 

if the child is found eligible. 

 Eligible students must be registered at their area school.       

o If at all possible, attempt to hold the meeting at the child’s area school 

so that the parent will already be at the site and can complete 

registration prior to leaving.    

 Complete the FTE form for 3 to 5 year olds and submit to the IS at the site. 

2. At the meeting, complete and review the Parent’s PSI Registration Letter, and provide a 

copy of the registration form.  The letter explains the registration process. 

3. Provide contact information to the parent to be able to contact you once the child is 

registered.  

4. Contact the DSS at the child’s area school to activate the child in TieNet. 

 
 
 

CHAPTER 1 

PARENTS 
 

 

 Family and Community Liaisons  

The Department for Exceptional Children employs two part-time Family and Community 

Liaisons who are available to work with individual parents or to provide training to groups of 
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parents, administrators and/or teachers on topics of interest and concern.  Parents may request 

contact information or schools may refer parents to the Liaisons, but always with the parent’s 

knowledge and consent.   

Purpose 

The purpose of the Family and Community Support Program is to nurture communication and 

collaboration among parents and educators, ultimately leading to greater success for students 

with disabilities. The Savannah-Chatham County Public School System participates in this parent 

driven initiative, headed by the Georgia Department of Education. Through this program, the 

Department for Exceptional Children employs parents of children receiving special education 

services to advise, educate and support other families navigating through the special education 

process. They are skilled at working with and developing collaborative partnerships among 

parents, school staff, agencies, and the community.  Liaisons are professional staff members of 

the school system who know first-hand the triumphs and disappointments of raising a child with 

learning, emotional and /or physical challenges. 

Role of a Family and Community Liaison                                                                                                 

 Provide training and information to parents regarding  
o The special education process of referral, evaluation, and placement. 
o Parent  rights and responsibilities under the IDEIA  
o Individualized Education Program (IEP) meetings  
o Resources available within and outside the school system 

 Services provided through 
o Parent Training Workshops (individual ,schools, or community) 
o One-on-one meetings 
o Informational parent publications (newsletter, brochures, resource guide) 
o Community forums and events 
o Network of supportive parents 

 

 

Contact Information for Family and Community Liaisons 

Jane Newman      Tameka Tribble 
(Jane.newman@sccpss.com)   (tameka.tribble@sccpss.com ) 
912-395-1329     912-395-1331 

Parent Consent 
 

1. Written consent is required for the following actions 
 To conduct an initial evaluation 

mailto:Jane.newman@sccpss.com
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 To conduct a reevaluation 
 For the initial provision of special education and related services on the IEP 
 To make a substantial change in special education and related services; and before 

disclosure of personally identifiable information that is subject to confidentiality 
2. System specific procedures regarding Consent to Place 

 For students entering from other systems with an IEP 
 Whenever guardianship changes 

 
 

Revocation of Consent Procedures 
Authority 
 

 IDEIA gives parents the right to determine their child’s education. 
 IDEIA states parents should participate in all components of their child’s education and be 

the primary protector of the rights of the child. 
 Parents have the right to revoke consent for special education and related services. 

 
Revocation of Consent  
 

1. A parent must provide written intent to withdraw consent.  
2. If a parent cannot provide the request in writing, the system should assist the parent to 

put the request in writing. 
3. Once the Revocation of Consent is received by the school, the school will provide prior 

written notice (PWN) to the parent about the revocation of consent. 
4. The system may not challenge the revocation through mediation or a due process hearing. 
5. The system may not delay the revocation of services, even for the purpose of holding an 

IEP meeting. 
6. Other considerations regarding services that may discontinue may also include the need 

for schedule changes, transportation changes, and possibly even school changes when the 
student is not attending the school in his/her attendance zone. 

7. When a parent/student revokes consent for special education and related services, the 
student should be reported with the withdrawal code of 10 in the Final Student Record 
Submission. The date of Event Code 10 indicates the date at which the student no longer 
receives special education services. 

 
Revocation of Consent and Prior Written Notice Forms are in the Help Menu in TieNet. 
 
Revocation of consent and prior written notice when the parent has presented written notice to 

discontinue special education services 

 Revocation of Consent revokes all services.  Consent for services is consent for special 

education.  If the parent revokes consent, all services discontinue.   

 Once the system receives the written Revocation of Consent from the parent, the school must 

provide Prior Written Notice (PWN) before services can be discontinued and this must occur in 

a timely manner.   
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 Complete each section of the PWN form. 

 The principal or designee (Assistant Principal or ECST) and the Program Manager must be 

informed, and either the principal or designee must review and sign the PWN prior to providing 

the PWN to parent 

 The PWN must be reviewed with the parent and each element explained 

o An IEP meeting is NOT required 

 A student who has reached the age of majority may not hold the LEA responsible for lack of 

provision of FAPE if the parent has previously revoked consent 

 A student who has reached the age of majority (age 18 years) may revoke consent for 

placement.  In this case, PWN should be provided both to the child and to the parent 

 Discipline issues:  Protections about out of school suspension and manifestation do not apply.  

The rules and timelines applying to general education students will apply once consent is 

revoked 

 504 eligibility and ADA – the new regulations are silent 

 Child Find responsibility does not change.  System continues to have the obligation to follow 

the process for identification of any child even if the parent has refused the service in the past.  

In these circumstances, the referral must be considered an “initial referral” and the 60-day 

timeline applies.  However, current testing or relevant educational testing and data may be used 

for eligibility determination or revision. 

 Keep the best interest of the child in mind especially if a parent wants to reenter special 

education.  Although 60 days are allowed, if the information is available and current, it may be 

reasonable to do the eligibility determination and IEP development prior to the 60 days and get 

the student back into services that were recommended and determined to be needed. 

 File a copy of the following documents in the student’s electronic file: 

o Written notice from the parent 

o Signed copy of the Revocation of Consent form 

o Completed and signed copy of the Prior Written Notice 

 

 

 

 

 

 

 

 

 
 

Prior Written Notice:  Examples of Statements 
 

These are examples of information that might be included a prior written notice when 

parent has requested that services be revoked.    We are providing these examples only to 

exemplify the type of information that might be in each section of the prior written notice.  

They should only be used as a guide or reference. 
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Purpose of this notice: 

 An action is being proposed 
 An action is being refused 
 Parent/adult student has notified system of revocation of consent to receive special 

education and related services 
 

1. A description of the action proposed or refused 
 The school district will cease (stop) providing special education services to the 

student on (date) because the parent has revoked consent.  The student will no longer 
receive any special education services, including testing accommodations 
and transition services.   

2. An explanation of why the system proposes or refuses to take the action: 
 The parent notified the district on (date) that she has revoked consent for the district 

to provide special education services to her child.  
3. A description of any other options the system considered and the reasons why 

those options were rejected: 
 Even though the parent has requested in writing that special education services for 

(student) be discontinued, it is recommended that special education services be 
continued due to (student’s name) need for specially designed instruction throughout 
the school day to address difficulties in the following areas: 
_______________________________________. 

4. A description of each evaluation procedure, test, record, or report the system used 
as a basis for the proposed or refused action: 
 Describe any reports or evaluations the system use as a basis for the proposed or 

refused action. 
5. A description of any other factors relevant to the system’s proposal or refusal: 

 Because the parent has revoked consent for special education services, the student 
will not be protected by the federal and State discipline procedures for students with 
disabilities in the event the student violates the code of conduct.   

 Other protections and services that will be discontinued as a result of the request to 
revoke services must be thoroughly explained to the parent. 

 

Surrogate Parent Procedures 

Schools requiring a surrogate parent for a student with a disability should contact the 

Department for Exceptional Children.  The Department will have a list of trained 

surrogate parents; however, if a school has someone to recommend for training who 

meets the qualifications, training will be provided by the Department. 

Students in Need of a Surrogate Parent 
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1. IDEA defines the conditions under which students need representation by a surrogate 

parent as being "when no parent can be identified or located or the child is a ward of the 

state or the child is an unaccompanied homeless youth as defined by the McKinney-Vento 

Homeless Assistance Act.” 

2. IDEA defines the term "parent" as a natural or adoptive parent, a legal guardian, a person 

acting as a parent, or a surrogate parent who has been appointed to represent the child in 

educational issues or a foster parent if the foster parent was trained and appointed the 

surrogate parent of a child with a disability 

 “Person acting in the place of a parent” means a person such as a 

grandparent, a stepparent or other relative with whom the child lives, or a 

person other than a parent who is legally responsible for the welfare of the 

child. 

 “Surrogate Parent” means an individual appointed by the district to make 

educational decisions regarding the free appropriate education (FAPE) of a 

child with a disability 

 “Guardian” means a person authorized to act as the child’s parent and/or to 

make educational decisions, but it does not mean the State if the child is a 

ward of the State. 

3. The surrogate parent cannot be an employee of the agency providing services to the child, 

including the Savannah Chatham County Public School System and the Department of 

Family and Children Services. 

 
 

Georgia Special Needs Scholarship (Senate Bill 10) 

    The Georgia Special Needs Scholarship (GSNS), which was signed into law in May 2007, 
provides parents of students with disabilities who are enrolled in Georgia public schools and 
have an active IEP, the opportunity to transfer their children to another public school or to a 
state approved participating private school in Georgia.   

Georgia special Needs Student Scholarship Eligibility Criteria 

In order to qualify for the GSNS Program a child must meet the following requirements: 
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 The student’s parent currently resides within Georgia and has been a Georgia resident for 
at least one calendar year.  

 The student has spent the entire immediate prior school year in attendance at a Georgia 
public school in grades K-12.  

 The student was enrolled and reported by a public school district(s) for funding purposes 
during the preceding October AND March full-time equivalent (FTE) program counts.  

 The student was served at some point during the immediate prior school year under an 
IEP and was reported by a school district in either the October OR March FTE program 
counts OR in student record as a student receiving special education services. 

There are no exceptions to these eligibility criteria.   

Private School Choice 
     The scholarship provides funding to offset tuition costs at state approved participating private 
schools in Georgia.  If the private school choice option is used, the student must meet the 
eligibility criteria and apply and be enrolled in a state approved private school in Georgia.  A list 
of participating schools will be posted on the Georgia Department of Education’s website 
beginning May and will be updated regularly through July.  For more information and to apply 
for the scholarship (private school choice) online, visit the state DOE website at 
http://www.doe.k12.ga.us/External-Affairs-and-Policy/Policy/Pages/Special-Needs-
Scholarship-Program.aspx.  If this option is chosen, the parent is responsible for providing 
transportation. 

Public School Choice 
     Parents can request their child to transfer to another public school within the school district 
as long as there is available space at that school and the school has a program with the services 
in the student’s existing IEP.  In addition, the specific program within the school must also have 
available space.  Parents who select this option must submit a request to the Department for 
Exceptional Children.  If this option is chosen, the parent is responsible for providing 
transportation. 
 

To request a public school to public school transfer form,  Click Here and either mail, fax or 
deliver the completed form to the Department for Exceptional Children, 208 Bull St., Room 204;   
Phone: 912-395-5877    Facsimile: 912-201-7692  

 
Other Public School Districts Option 
    Parents may request a transfer to a school in another school district if there is available space 
and the system/school has the program with the services in the student’s existing IEP. However, 
the school district must agree to accept the student. If the parent chooses this option and the 
school district accepts the child, then the parent is responsible for transportation to a school 
in that district. If you are interested in your child attending a school in another system, please 
contact that system directly.  

State Schools Option 
    A parent may also request a transfer to one of the state schools for the deaf and/or blind 

http://www.doe.k12.ga.us/External-Affairs-and-Policy/Policy/Pages/Special-Needs-Scholarship-Program.aspx
http://www.doe.k12.ga.us/External-Affairs-and-Policy/Policy/Pages/Special-Needs-Scholarship-Program.aspx
http://internet.savannah.chatham.k12.ga.us/district/AcademicAffairs/D4EC/Documents/SB%2010%20SCCPSS%20Public%20school%20transfer%20request%202012-2013.pdf
http://internet.savannah.chatham.k12.ga.us/district/AcademicAffairs/D4EC/Documents/SB 10 SCCPSS Public school transfer request 2012-2013.p
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operated by the State Board of Education. Acceptance into a state school will depend on whether 
the setting is appropriate for the student’s needs. If the parent chooses this option, then the 
parent shall be responsible for transportation to the state school. Please contact the Georgia 
Department of Education for more information about transferring to a State School. 

For more information, contact the Department for Exceptional Children at 912-395-5877 or 
912-395-5583. 

  

 
 
 
 
 
 
 
 
 
 

CHAPTER 2 
Free Appropriate Public Education (FAPE) 

 
 

All students with an IEP are entitled to a free appropriate public education.  This includes 
children that are eligible for special education from the ages of three (3) through twenty-one 
(21).  Entitlement to FAPE ends upon reaching age 22 or graduating with a regular diploma, 
whichever comes first.    
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SCCPSS board policy provides the following clarification:  if a student with an IEP reaches his or 
her 22nd birthday while attending a school in the Savannah-Chatham County School System, 
services will continue until the conclusion of the semester in which the student turns 22.  

The goal is to transition students to a desired activity in collaboration with other agencies or 
supports so that transition has occurred and the student can continue in appropriate adult 
activities.  
 
The education provided to the student with an IEP must be appropriate and must address what 
the individual student needs in order to make educational progress, but this is neither a 
guarantee of achievement of each goal on the IEP nor a guarantee of promotion, passing grades, 
or graduation.  Likewise, passing from grade-to-grade or receiving all passing grades does not 
mean that a student is receiving FAPE.  Each student is an individual and his or her appropriate 
education is determined on a case-by-case basis.  In addition, the term “appropriate” is not the 
same as “best”; “appropriate” is a minimal standard that assures the student has the opportunity 
to make educational progress. 

 
Extended school year (ESY) services are provided to students that need such services to receive 
FAPE.  Procedures for consideration are outlined in Chapter 7 on IEP’s.  Assistive technology is 
considered by each IEP team in the development, review, and revision of student IEPs.  When the 
IEP team determines that a student requires assistive technology devices or services, this should 
be clearly documented in the IEP, and the assistive technology should be provided to the student 
in a timely manner.  The provided assistive technology should be integrated into instructional 
activities, and data should be collected on the use of the technology.   
 
FAPE can also include nonacademic and extracurricular services.  Supplementary aids and 
services necessary to provide students with disabilities the equal opportunity to participate in 
nonacademic and extracurricular activities must be considered in the IEP.  Educational 
opportunity entitles all children to have access to the same education and services that all other 
children have within the district.  



18 
 

CHAPTER 3 
CHILD FIND 

 
 

Child Find Procedures 

The department regularly consults and meets with representatives of Babies Can’t Wait program 

so that evaluations, eligibility and IEPs are developed for those children transitioning from BCW 

by or before the child’s third birthday 

For students ages 3-5, the department conducts regular screenings to identify students who may 

require special education referrals/services 

The District and the department meet annually with private school representatives to inform 

them of the District’s Child Find Procedures 

The department will present annual training/informational sessions for private school/home 

school representatives on the RTI process 

In addition, as part of our Child Find responsibilities, we are required to assess students to 

determine if they are eligible for special education services.   

The process for private school/home-schooled students is the same as for public school students 

in that there should be an RTI/SST process and progress monitoring documentation that show 

attempts have been made to provide appropriate interventions and accommodations.   

Parents or guardians of students with suspected disabilities who attend private schools can 

access the response to intervention (RTI) process at their home school or school closest to the 

private school if the student resides in a county outside of Chatham.   

The parent or guardian and private school teachers are members of the RTI team and are 

directly involved in this decision.  Additionally, the school system will request help from the 

private school in collecting information regarding strategies and interventions that have been 

implemented at the private school.  If the RTI team recommends an evaluation, the public school 

system will complete the evaluation and eligibility according to the State of Georgia guidelines.   
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Resources: 
 
Questions and Answers On Serving Children With Disabilities Placed by Their Parents at Private 

Schools (April 2011) Georgia Implementation Manual, Part I, pp 159-163 

http://idea.ed.gov/explore/view/p/,root,dynamic,TopicalBrief,5,

http://idea.ed.gov/explore/view/p/,root,dynamic,TopicalBrief,5
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CHAPTER 4 
EVALUATION 

 
 

 

Response to Intervention (RTI) Components 
 

 Best practice education (research- and evidence-based instruction) 
 Differentiated and collaborative instruction 
 Early Intervention 
 Direct, explicit, systematic instruction 
 Problem-solving model 

 Data driven decision-making 
 

RTI Intervention Library 
 

Intervention Library    http://sccps-acorn/aa/rti/default.aspx 

 
 

Tier 1-Process and Procedures 
 
1. Complete universal screening or benchmarking at the school level.  
2. Use research- and evidence-based instructional strategies to teach students. 
3. Use Standards-based instruction to teach students (Common Core Georgia Performance 

Standards). 
4. Provide core reading instruction addressing the five elements of reading (Phonemic 

Awareness, Phonics, Fluency, Vocabulary, and Comprehension). 
5. Complete benchmark assessments in the Fall, Winter, and Spring. 
6. Change or differentiate instruction, as needed (to include flexible, small groups). 
7. Identify groups of students at-risk of failing academically or exhibiting chronic, persistent 

behavior difficulties that may need to participate in more intensive interventions. 
8. If the majority of students at the grade level are not acquiring a skill then the skill should 

be re-taught. 
 

 
 
 

http://acorn2/RtI/default.aspx
http://sccps-acorn/aa/rti/default.aspx
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Tier 2-Process and Procedures 
 
1.   Continue to provide Tier 1 instruction. 
2.   Complete Parental Consent for Screening form (hearing, vision, etc.). 

 a. If a student fails the hearing screening, a letter should be provided to the parents to 
notify them of the need for further evaluation and a referral should be made to the district 
audiologist.  Functional hearing screenings are acceptable. 
b. If a student fails the vision screening, a letter should be provided to the parents to 
notify them of the need for further evaluation.  Parents must have the student’s vision 
examined by a doctor; results of the examination should be returned to the school. 
Functional vision screenings are acceptable. 

3.   The speech and language screening completed by the Speech-Language 
Pathologist/Speech Language Therapist, if necessary. 

4.    The motor screening completed by the Occupational or Physical Therapist, if necessary. 
5.   Complete the RTI Tier 2 Parent Notification Letter to inform parents/guardians that their 

child will be receiving small group instruction in the specific areas of need. 
6.   If student exhibits chronic, persistent behaviors, a RTI FBA/BIP must be completed at this 

time. 
7.   Provide small group interventions for at least four weeks; use the  RTI Tier 2/3 

Intervention & Progress Monitoring Documentation Form to record progress. 
8.   Administer progress monitoring probes at least every week to measure student progress 

toward goal attainment (one baseline measure and at least four weekly data points per 
intervention). 

9.   Complete the RTI Tier 3/SST Referral Form if inadequate performance is documented at 
Tier 2. All areas must be addressed concerning student strengths and weaknesses! 

10.  Continue Tier 2 interventions if they are moving the student toward grade level 
performance. 

11. Return the student to Tier 1 if they have met their goal. 

 
Tier 3-Process and Procedures 

1.  Continue to provide Tier 1 instruction. 
2.  Send parent/guardian the Tier 3 Parent Invitation Letter, allowing sufficient time for 

parents to respond/attend. 
3.  Continue using the five step problem solving model to develop appropriate interventions. 
4.  Complete medical documentation form(s), if necessary (OHI, OI, VI, OT/PT, etc.-see Acorn) 
5.  Complete the RTI Tier 2/3 Interventions & Progress Monitoring Documentation Form at the 

meeting to plan interventions and document progress.  
6.  Give the Student Background Information Form to the parents/guardians to complete 

whenever the team considers referral for a comprehensive assessment. 
7.  Implement interventions for at least eight weeks; keep progress monitoring data on at 

least a weekly basis; and meet every four weeks to discuss student performance. 
8.  Move student to lower intervention tiers if the student meets their identified goal(s). 
9. Make a determination of suspected disability and refer for a comprehensive evaluation if 

adequate progress is not demonstrated 
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10. Invite the school psychologist or DSS to the Tier 3 Referral meeting; the school 
psychologist should be invited to those initial referrals requiring a psychological 
evaluation; whereas, the DSS should be invited to all other initial referrals. The 
psychologist or DSS will review all RTI documentation and offer recommendations, as 
needed. 

11. If a referral for a comprehensive evaluation is determined necessary, the school 
psychologist or DSS will explain Parental Rights and obtain signatures for the Consent for 
Evaluation. 

12. After reviewing documents for compliance, the school psychologist or DSS will be 
responsible for uploading all RTI documents into TieNet. 

13. Tier 3 interventions must continue until eligibility determination is complete. 

 
Tier 4-Process and Procedures 
 
1. Complete a comprehensive evaluation (Psychological and/or other evaluation as deemed 

appropriate and RTI data). 
2. Follow specific guidelines listed in the initial referral procedures in Chapter 4 and 

eligibility procedures listed in Chapter 5. 
3. Determine eligibility. 
4. Develop the initial IEP, if needed. 
5. Place and provide special education services with all entitled IDEIA benefits and 

protections. 
6. Sign Consent for Placement. 

 

Reasons to Fast-track an Evaluation 
 

 The student is demonstrating moderate to severe difficulties cognitively; academically, 
communicatively, and/or behaviorally. 

 The student demonstrates sensory or physical impairments such as vision impairments, 
hearing impairments, or orthopedic impairments. 

 The student demonstrates significant medical impairments such as a neurological 
problems, seizure disorder, etc. 

 The parents, although encouraged to use the RTI process, still request a comprehensive 
psychological evaluation (please contact your principal and program manager regarding 
these requests prior to referral). 

 

Fast-track Process and Procedures 
 

1.  The RTI Coordinator will schedule a Tier 3/SST meeting; and notifies parent using the 
appropriate parent invitation letter. 

2.  Request that the parents bring in any independent assessments or medical information 
from physician/psychologist/psychiatrist, if available. 

3.  Request that staff bring all relevant data to the meeting (grades, tests, work samples, etc.). 
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4.  Complete the RTI Tier 3/SST Referral Form, check “Fast track” box. 
5.  Develop RTI Tier 2/3 Intervention & Progress Monitoring  Documentation Form and set up 

a meeting every four weeks.  
6.  Acquire a parent/guardian signature on the Parental Consent for Screening form (hearing, 

vision, etc.). 
7.  The psychologist or DSS will give the appropriate medical or sensory documentation 

forms to the parents (e.g. OHI Medical Form, etc.), if necessary, so that they can acquire a 
signature from their physician. 

8.  Implement the interventions and collect progress monitoring data on a weekly basis. 
9.  Acquire signatures on the Consent to Evaluation form once the Parental Consent for 

Screening form  has been completed successfully and all medical forms have been 
received. 

10. Invite the school psychologist to initial referrals requiring a psychological evaluation and 
the DSS to all other initial referrals; this step takes place at Tier 3 of the RTI process. The 
psychologist or DSS will review all RTI documentation and offer recommendations, as 
needed. 

11. If a referral for a comprehensive evaluation is determined necessary, the school 
psychologist or DSS will explain Parental Rights and obtain signatures for the Consent for 
Evaluation. 

12. Give the referral packet to your school psychologist so that they can assess the student 
13. Continue to develop, implement, and progress monitor the Tier 2/3 interventions until 

the evaluation has been completed and eligibility determined. 

 

RTI Process and Procedures 
for  

Speech Language Pathologists/Speech Language Therapists 

Tier 1: 

1. Classroom teacher identifies students with communication needs. 

2. Classroom teacher informs parents and speech language pathologists (SLP)/speech 

language therapists (SLT) of concerns. 

3. If necessary, teacher and SLP/SLT complete a communication checklist to target specific 

communication needs.  Communication checklists are located in the Speech Eligibility 

Manual. 
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Tier 2: 

1. RTI team member sends parent consent for screening home and checks the following 

boxes:  hearing, vision, and communication. 

a. If a student fails the hearing screening, a letter should be provided to the parents to 
notify them of the need for further evaluation and a referral should be made to the district 
audiologist.  Functional hearing screenings are acceptable. 
b. If a student fails the vision screening, a letter should be provided to the parents to 
notify them of the need for further evaluation.  Parents must have the student’s vision 
examined by a doctor; results of the examination should be returned to the school. 
Functional vision screenings are acceptable. 
 

2. Classroom teacher provides the completed consent for screening to the speech language 

pathologist or speech therapist. 

3. SLP/SLT completes a communication screening. 

4. Results are shared at a Tier 2 RTI meeting.  If the student fails the screening, they are 

referred to Tier 3/SST.  If the student passes the screening, a brief narrative of the results 

are shared with the Tier 2 team and parent. At this point, the RTI team should engage in 

the problem solving process in an effort to define the student’s educational needs.    The 

committee may discuss continuing with Tier 2 or returning the student to Tier 1.  

5. If the student fails, the RTI team completes the Referral to Tier 3 form as part of the SST 

process and a Tier 3 notification is sent home to the parents/guardians. 

Tier 3: 

1. RTI team member schedules the Tier 3/SST RTI meeting convenient to the team’s 

schedule; at which point, the RTI committee completes the SST referral. 

2. The RTI team meets and puts interventions into place.  If the student is demonstrating 

speech difficulties (sound production and/or fluency concerns), interventions are put into 

place for, minimally, four weeks.  If the student is demonstrating language difficulties, 

interventions are put into place for, minimally, 12 weeks.  Often language difficulties lead 

to academic or behavioral difficulties so the team should complete interventions in these 

areas as well as communication.  On the RTI Tier 3/SST Referral Form all areas must be 

addressed concerning student strengths and weaknesses (academics, 

social/emotional/behavior, communication, sensory, and adaptive behavior.)   

3. Speech Language Pathologist or Speech Therapist conducts a mandatory observation for 

each area of suspected deficit, develops and implements appropriate individualized 

interventions for and progress monitors interventions a minimum of once per week for 

30 minutes per session.  

4. The RI team meets every four weeks until there is enough data to make a referral 

assessment.   
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5. If a referral is made for speech primary, the District Staffing Specialist (DSS) creates  the 

consent for evaluation form.  If a referral is made for a comprehensive evaluation and 

requires a psychological, then the School Psychologist creates the consent for evaluation 

form.  Parents should complete the background information form once the referral is 

made. 

Tier 4: 

1. An eligibility meeting is held with the committee.   

2. If determined eligible for special education services, an IEP must be drafted within 30 

days of the eligibility decision. 

RTI Procedures for English Language Learners 

1.  Include interventions for social language skills 
2. Include interventions for vocabulary-concrete and abstract 
3. Include interventions for writing-grammatical conventions, spelling, and content 
4. Include a social/background interview with the parents during Tier 2 rather than Tier 3 
5. Integrate language acquisition activities within academic instruction 
6. Promote proficiency in English 
7. Choose meaningful and comprehensible interventions 
8. Examine the intervention choices and data for any hidden biases 
9. Use informal and formal assessment to inform intervention selection and delivery 
10. Consult with ELL staff, if available, when planning interventions and assessments 
11. Consult with the school’s SLP when planning interventions and assessments 

 

Effective Assessment Guidelines for English Language Learners 

1. Use RTI data 
2. A “rule of thumb” referral policy should not exist since each student’s difficulties are 

different  
3. Use informal and formal assessment models 
4. Train translators about the administration/standardization rules of the assessments 

performed 
5. Use  a team approach to determine which formal measures should be used i.e. teacher, 

ELL teacher, psychologist, and parent 
6. Complete observations of the student in multiple settings while completing various tasks 
7. Keep all of the data in one place 
8. Assess in both languages, if possible 
9. Assess oral language and written language skills 
10. Use formal assessments i.e. Muñoz, orally translated, and non-verbal measures 
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Characteristics of SLD with English Language Learners 

1.  Language-based Characteristics:  Dysfluent speech/writing flow, Disorganized 
speech/writing, and Associative/abstract language learning difficulties 

2. Nonverbal Characteristics:  Ability to focus, Processing lags, Memory Issues, Sustained  
Concentration levels, Abstract nonverbal reasoning, Organization problems, Work & 
study habits, and Classroom behavior 

3. Visual/auditory Processing Characteristics:  Directionality of letter/number formation, 
Phonemic/phonological processing difficulties, and Speed of discerning visual differences 
 

Barriers to Effective Assessment of English Language Learners 
 

1.  Assessing only in the student’s native language 
2. Using questions from formal assessments which cannot be translated effectively into the 

native language 
3. Failing to address the discrepancies between informal and formal assessments, if they 

exist 
4. Failing to consider the influence of speech and language acquisition when interpreting 

assessment results 
5. Failing to consider the reliability and validity of the formal assessments 
6. Failing to consider performance variability based upon culture, family, linguistic, and 

psychological issues 
 

Suggestions for Improving Future Practices 
 

1.  Complete action research on the guidelines; study the phenomenon while the guidelines 
are being enacted 

2. Form partnerships with research institutions and Local Education Agencies to continue to 
explore the most effective means for assessing ELLs 

3. Form partnerships with LEAs and State Departments of Education 
 

Federal Law-IDEIA 2004 

P.L. 108-446 § 614 (b)(3)(A)(i) and (ii)   
 
‘‘(3) ADDITIONAL REQUIREMENTS—Each local educational agency shall ensure that— 
‘‘(A) assessments and other evaluation materials used to assess a child under this section— 
‘‘(i) are selected and administered so as not to be discriminatory on a racial or cultural basis; 
‘‘(ii) are provided and administered in the language and form most likely to yield accurate   
         information on what the child knows and can do academically, developmentally, 
        and functionally, unless it is not feasible to so provide or administer.” 
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Initial Referral Procedure 
 

A full and individual initial evaluation is conducted prior to the provision of special education 
and related services.  The Georgia Department of Education requires 100% compliance for 
completion of all initial referral timelines.  
 
After completing the Tier1 and Tier 2 process: 

1. RTI coordinator schedules Tier 3 RTI meeting and invites the school psychologist or DSS 
along with other appropriate team members. 

2. RTI team makes determination of suspected disability and refers for a comprehensive 
evaluation if progress is not demonstrated.  Refer to RTI Tier 3 Process and Procedures 
previously noted in this chapter.    

3. School psychologist generates Parental Consent for Evaluation when a psychological 
evaluation is required.  Parental rights are provided and explained in the native language. 
The RTI coordinator obtains parent signature on the Parental Consent for Evaluation, 
records the received date on the form, scans and attaches the parent signature to the 
original draft in TieNet.  This begins the 60 day initial timeline. 

4. DSS generates Parental Consent for Evaluation for all other initial referrals to programs 
not requiring a psychological (SI, PSI, OI, Blind/VI, D/HOH). 

5. All initial evaluations and eligibility meetings are completed by the psychologist, therapist, 
itinerant, and/or preschool teacher within 60 calendar days of the school receiving signed 
Parental Consent for Evaluation. 

6. A meeting is held to determine eligibility.  This meeting should include the parent, general 
education teacher, LEA representative, special education teacher, therapist, psychologist 
and other appropriate team members.  An eligibility report is created regardless of 
whether the student is eligible or ineligible. 

7. All participants sign the signature page of the eligibility.  The signature page and all other 
appropriate documents (RTI, work samples, observation, medical forms, and/or social 
history) are scanned and attached to the eligibility. 

8. Eligibility is finalized in TieNet. 
 If ineligible: The DSS finalizes the consent to evaluate and ends the timeline. 
 If eligible: An initial IEP is completed. 

9. The school special education teacher that will serve the student completes the initial IEP 
for all referrals requiring a psychological evaluation within 90 days of receiving the 
signed parental consent for evaluation. 

 BEST PRACTICE IS TO COMPLETE THE IEP AT THE TIME OF THE INITIAL 
ELIGIBILITY MEETING. 

10. Initial IEPs not requiring a psychological are completed by the appropriate therapist, 
preschool, or itinerant teacher depending upon the eligibility area or age of the student 
within 90 days of receiving the signed consent for evaluation. 

 BEST PRACTICE IS TO COMPLETE THE IEP AT THE TIME OF THE INITIAL 
ELIGIBILITY MEETING. 

11. All appropriate documents are scanned and attached before finalizing the IEP. Refer to 
IEP Procedures in Chapter 7. 
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12. Parent signs and dates the Parental Consent for Placement. The signed Parental Consent 
for Placement is scanned into TieNet and attached to the original draft. 

13. Finalize the documents in the following order:  
a. Eligibility 
b. Initial IEP 
c. Parental Consent for Placement 

14. Notify the DSS to finalize the Parental Consent for Evaluation once all other current 
documents have been finalized.  

15. The teacher of record completes the FTE form, obtains signatures and submits it to the IS. 

 

Redetermination Procedure 
 

Federal and state regulations require that the reevaluation of a student with a disability is to be 
conducted at least once every 3 years unless the parent and the district agree that a reevaluation 
is unnecessary.   

1. Teacher of Record must consider redetermination at least every 2 years, but this may be a 
consideration at any IEP or amendment meeting by adding the 
Reevaluation/Redetermination page to the draft IEP or amendment. 

2. Check both “Reevaluation” and “Annual Review” on the cover page. 
3. Complete of the Reevaluation/Redetermination page. Re-determine all of the student’s 

eligibility areas at the same time so that due dates are consistent.   
4. For SDD students, consider the redetermination one school year prior to the school year in 

which the student turns 9. 
5. Refer to the TieNet Q & A for appropriate procedures, if a student is being dismissed from 

an eligibility area or all special education services.  
http://10.101.0.77/ClientHelpDocs/Tienet%20Q%20and%20A_current.pdf 

6. Obtain necessary documents for reevaluation, if recommended. 
 Consent to Screen indicating passed vision and hearing results 
 Medical Recommendation Form or other appropriate documents for the eligibility 

being considered (Consult with DSS as needed) 
 Contact DSS for Parental Consent for Evaluation 

7. Attach the signed Reevaluation/Redetermination page to the IEP, along with the signed 
cover page and meeting notice 

8. Email the DSS that the signed Parental Consent for Evaluation has been received and 
attached to the draft Parental Consent for Evaluation. 

9. Contact school psychologist and/or the appropriate evaluators to inform them that the 
referral packet is scanned. 

Referral to New Program (RNP) Procedure 
 
A Referral to a New Program is made when an IEP team determines the need to consider a 
new/additional eligibility.  The consideration process will include the need for 2 amendment 
meetings. 
 

http://10.101.0.77/ClientHelpDocs/Tienet%20Q%20and%20A_current.pdf
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Before the first meeting: 

1. Garner Parental Consent for Screening and check the appropriate boxes 

2. Get the school nurse to complete the hearing and vision screening 

a. If a student fails the hearing screening, a letter should be provided to the parents to 
notify them of the need for further evaluation and a referral should be made to the district 
audiologist.  Functional hearing screenings are acceptable. 
b. If a student fails the vision screening, a letter should be provided to the parents to 
notify them of the need for further evaluation.  Parents must have the student’s vision 
examined by a doctor; results of the examination should be returned to the school. 
Functional vision screenings are acceptable. 
 

3. Garner the RTI Tier 2/3 Interventions & Progress Monitoring Documentation Form 

4. Set up an IEP amendment document in Tie Net 

5. Send home the IEP notification form to the parents; scheduling a meeting 

6. Invite all necessary staff members; including DSS 

At the meeting: 

1. Complete the RTI Tier 2/3 Interventions & Progress Monitoring Documentation Form 

2. Identify the interventions, provider, and assessor information 

3. Give the parent any necessary forms (e.g.) OHI Medical Recommendation form (etc.) 

4. Schedule the next meeting 

After the meeting: 

1. Complete the interventions with fidelity 

2. Scan the RTI paperwork into TieNet as part of the IEP amendment 

3. Continue interventions until improvement or refer the student for further testing 

Referral Meeting: 
 

1. Special Education Teacher of Record may initiate Referral to New Program when the 
following  documents have been scanned and uploaded to TieNet 

 Current (within one year)  passed vision and hearing screening results 
 Necessary medical and other required forms depending upon the disability 

area of concern (consult with DSS) 
 Interventions and progress monitoring documentation related to the new 

disability area being considered (RTI Tier 2/3 Interventions & Progress 
Monitoring Documentation Form)  

o  4 weeks for speech (sound production and/or fluency concerns) and 12 
weeks for language and SLD of progress monitoring data 

2. Special Education Teacher of Record will 
 Schedule Amendment meeting 
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 Invite school psychologists and other appropriate IEP team members 
 Notify DSS to create Parental Consent for Evaluation 

3. Special Education Teacher of Record chairs Amendment Meeting. 
 Review Parental Rights 
 Analyze progress monitoring data  
 Complete Redetermination page indicating Referral to New Program 
 Obtain Parent Consent for Evaluation signature.  Scan and upload signed 

consent to draft document 
 Notify school psychologists, therapist,  and/or other appropriate staff such as 

OI, VI, or HI of the signed consent for evaluation 
 

NOTE:  If the referral comes from the Speech Language Pathologist or Speech Therapist; she/he 

is responsible for setting up the meetings, but not providing or assessing the academic/behavior 

interventions.  If the referral is for Speech Impairment services from another program, the SLP 

or Speech Therapist provides and assesses the communication interventions. 

 

Referral Procedures for Students Planning to Attend  

Post-secondary Educational Institutions 

 

1. The assessment decision for students who may attend post-secondary education 

institutions MUST be made between 10th and 12th grade at a special considerations annual 

review or IEP amendment meeting. 

2. The students referred must be on track to graduate (appropriate credits, grades, and 

passing results on EOCT). 

3. The referral must be submitted no later than the end of the 1st quarter of the student’s 

senior year so that the assessment can be completed during the 1st semester. 

4. Eligibility must be re-determined by the IEP committee based on the new data.  

 

The referral packet should include: 

1. Passing hearing and vision 

2. Consent for evaluation 

3. Current transcript 

4. Grades and EOCT results 

5. Projected graduation date 

6. Effective student accommodations 
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Referral to a Related Service Procedure 
 

Procedures for Occupational Therapy (OT) and Physical Therapy (PT)  referrals: 
 

1. If a need for related service evaluation is considered, document the need for referral in 
IEP or IEP Amendment. 

2. Have parent sign Consent to Screen.  Check motor skills, vision, and hearing. 

3. Give Consent to Screen to nurse to complete. 

4. Scan and upload passed vision and hearing. 

5. Notify related service provider to proceed with screening. 

6. If results indicate need for evaluation, complete Related Services Referral form (OT/ PT will 
communicate results to the special education service provider). 

7. Obtain Physician’s Initial Referral Form to be completed by student’s physician for OT and 

PT. 

8. Scan and upload Related Services form and Physician’s Initial Referral to TieNet. 

9. Notify DSS to create Parental Consent for Evaluation. 

10. Obtain parent signature, scan and upload as attachment to original Parental Consent for 

Evaluate. 

11. Notify Related Service provider. 

12. Related Service provider notifies Special Education Teacher of Record when evaluation is 

completed. 

13. Special Education Teacher of Record schedules IEP or Amendment meeting. 

 Address results 

 Document services on Related Services page if needed. 

14. Special Education Teacher of Record notifies DSS after IEP or Amendment meeting is 

finalized. 

15. DSS finalizes Parental Consent for Evaluation. 

Procedures for Adapted PE (APE) referrals:  
 

1.   If a need for Adapted Physical Education evaluation is considered, document the need 
for referral in IEP or IEP  
Amendment. 
2.  Have parent sign Consent to Screen.  Check motor skills, vision, and hearing. 

3.  Give Consent to Screen to nurse to complete. 

4.   Scan and upload passed vision and hearing. 

5.   Notify appropriate Adapted PE Teacher to proceed with screening 

6. If results indicate need for evaluation, Notify DSS to create Parental Consent for 

Evaluation 
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7. Obtain parent signature, scan and upload as attachment to original Parental Consent for 

Evaluate 

9. Complete Adaptive Physical Education Referral Form 

8.  Notify APE teacher 

9. APE will notify Special Education Teacher of Record when evaluation is completed 

10. Special Education Teacher of Record Schedules IEP or Amendment meeting 

                               *Address results 

                               *Document services on Related Services page if needed 

11. Special Education Teacher of Record notifies DSS after IEP or Amendment meeting is 

finalized 

12. DSS finalizes Parental Consent for Evaluation 

 

 
Referral Procedure for  

Orientation and Mobility (O & M) Services 
 

Orientation and mobility services are provided to blind or visually impaired students by 
qualified personnel to enable those students to attain systematic orientation to and safe 
movement within their environments in school, home, and community. 
 

 Includes teaching students spatial and environmental concepts and use of 
information received by the senses, such as sound, temperature and vibrations, to 
establish, maintain, or regain orientation and line of travel, i.e., using sound at a traffic 
light to cross the street. 

 Includes teaching students to use the long cane to supplement visual travel skills or 
as a tool for safely negotiating the environment for students with no available travel 
 vision. 

 Includes teaching students to understand and use remaining vision and distance low 
 vision aids, and other concepts, techniques, and tools. 

  Improving the student’s mobility and functional travel training within the educational 
environment which will include the school and community as directed by the IEP. 

 

Referral Procedure 

1. Consult with VI Teacher. 

2. Complete and submit O & M Referral form to the VI Program Manager. 

3. Provide a copy of the most recent vision report. 

4. Scan O&M Referral Form. 

5. O&M Instructor will complete an O&M assessment. 

6. O&M Instructor will notify VI Teacher when assessment has been completed. 
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7. Hold IEP amendment to discuss results and document services. After meeting, scan 

documents. 

http://10.101.0.77/ClientHelpDocs/lamReferralforOMServices040212.pdf 
 

Referral for  
Georgia Network for Educational and Therapeutic Support (GNETS) 

Coastal Georgia Comprehensive Academy (CGCA) Procedure 

 
Referrals to CGCA are for students that may need intensive, therapeutic, educational support.  

Referral documentation must include evidence that appropriate research based interventions 

were provided for a significant length of time.  Documentation should also indicate less 

restrictive services have been provided with supporting data that indicates such services have 

not enabled the child to benefit educationally as needed.  Data should reflect the severity, 

duration, frequency and intensity of one or more of the characteristics of the disability, primarily 

Emotional Behavior Disorders (EBD).  Any referrals or resulting placements at CGCA are through 

collaboration between home school and CGCA staff.

 

 

Procedure 

1. Collect appropriate data to indicate  
 Severity, duration, frequency, and intensity of behavior. 
 Appropriate research based interventions have been provided. 
 Appropriate services have been provided through the least restrictive 

environment (LRE).  
 Progress monitoring data of goals/objectives that illustrate the need for more 

restrictive educational support. 
2.  Develop or update an appropriate FBA and BIP 

 Request assistance for collecting behavior logs and developing plans if needed 
from the ECST, Behavior Specialists, Behavior Analysts, DSS, psychologist, other 
department staff, and/or CGCA staff. 

 Progress monitor using the BIP to collect data toward progress. 
3.   Prepare for an amendment meeting to address concerns if data indicates the need 

 Review data with the ECST and DSS to determine if any additional information is 
needed. 

 Obtain a consent for vision/hearing screening and passing results for screening.  
 Schedule an amendment meeting and invite parent, CGCA staff, Program Manager, 

DSS and any other appropriate team member. 
4.   Conduct the amendment meeting and determine whether a referral is needed 

http://10.101.0.77/ClientHelpDocs/lamReferralforOMServices040212.pdf
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 Obtain the consent for evaluation if the team determines an evaluation is needed.  
 Mark psychiatric on the consent for evaluation.    
 Scan appropriate signatures and supporting documentation into TieNet. 

5.   CGCA will schedule and complete evaluation, eligibility and IEP or amendment meeting  
 Appropriate team members from the referring school will be invited. 
 Determination will be made at the meeting whether or not placement is 

appropriate at this time.          
 Home school staff collaborates with CGCA staff to complete eligibility and IEP.  

 
 
 
 
 
 

CHAPTER 5 
ELIGIBILITY 

 
 

Eligibility Report Procedures 
 

An eligibility report must be completed anytime Parental Consent for Evaluation has been signed and an 

evaluation has been completed.  This includes initials, reevaluations and referrals to a new program. 

Lead persons responsible are as follows based upon the student’s suspected disability area:                                                                                                                             

Initials will be developed by the eligibility team led by either the: 

 School Psychologist 
 Preschool Intervention (PSI) teacher of record  
 Orthopedically Impaired (OI) teacher  
 Blind/Visually Impaired teacher 
 Deaf/Hard of Hearing teacher 
 Speech Language Pathologist/Speech Language Therapist 
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Reevaluations and referrals to new programs will be completed by the special education teacher 

of record.   

The statement of special education program eligibility summarizes the comprehensive evaluation data, 

including classroom performance, and relates these data to specific eligibility criteria as defined in the 

Georgia Implementation Manual Part 2.   

The July 2007, state regulation revisions were adopted to align with the 2005 Federal reauthorization of 

IDEIA.   A new format for documenting eligibility was introduced.  The singular eligibility form must 

document the following information prior to determining eligibility for a student: 

 Student information 
 A documented case history 
 A summary of interventions and data prior to referral  
 A summary of progress monitoring towards achieving standards 
 Results of relevant district, state and benchmark assessments 
 Individual student data, as applicable 
 Consideration of exclusionary factors 
 Decision making of education impact 
 A summary of considerations 
 Eligibility Determination 

 
Each special education area of disability has specific eligibility requirements.  To qualify for special 

education placement, each student must meet eligibility requirements for at least one area.  Designated 

personnel will review assessment data and other information to determine the student’s program 

eligibility.  Although the local school system has the responsibility of determining the student’s program 

eligibility, the IEP team will determine placement based upon IEP programming requirements. 

Eligibility must be demonstrated prior to initial placement in a program and must be demonstrated at the 

time of reevaluation consideration. 

Eligibility or non-eligibility must be documented for all students referred and evaluated for special 

education placement.  An appropriate eligibility report must be done as part of the due process procedure 

for all referred students.  The parents must be invited to participate in the process.   

 

Georgia Eligibility Categories 

 Autism  (AU) 

 Deaf/Blind  

 Deaf/Hard of Hearing  (D/HH)  

 Emotional & Behavioral Disorder  (EBD) 

http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Autism.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Deaf-Blind.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Deaf-and-Hard-of-Hearing.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Emotional-and-Behavioral-Disorder.aspx
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 Intellectual Disabilities  

o Mild Intellectual Disability  (MID) 

o Moderate Intellectual Disability  (MOID) 

o Severe Intellectual Disability  (SID) 

o Profound Intellectual Disability  (PID) 

 Orthopedic Impairment  (OI) 

 Other Health Impairment  (OHI) 

 Significant Developmental Delay  (SDD) 

 Specific Learning Disability   (SLD) 

 Speech-Language Impairment   (SI) 

 Traumatic Brain Injury  (TBI) 

 Visual Impairment & Blindness  (VI) 

 
 
 
 
 

Eligibility Report 
 
Section I – Student Information 

1. Data automatically flows from Power School to TieNet. 
 
Section 2 – Case History 

1. Document the reasons why the student is being referred. 
2. Obtain supporting information from the school, RTI, and/or parent conference records in 

regards to preschool, retention, vision and hearing, health concerns, medications, medical 
needs, mobility, and coordination concerns. 

 
Section 3 – Summary of Interventions & Data Prior to Referral (Lead Person) 

1. For initial eligibility – list the interventions provided. 
2. For re-evaluation and additional areas of concern – List specially designed specialized 

instruction, which includes adapting of content, methodology (specialized program), or 
instructional delivery provided. 

3. Contact the program manager if the student with severe needs requires immediate 
consideration for special education. 

 
Section 4 – Summary of Progress Monitoring Towards Achieving Standards (Lead Person) 

1. Summarize progress monitoring data toward achieving standards that has been obtained 
through RTI. 

http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Intellectual-Disabilities.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Orthopedic-Impairment.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Other-Health-Impairment.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Significant-Developmental-Delay.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Specific-Learning-Disability.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Speech-Language-Impairment.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Traumatic-Brain-Injury.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Special-Education-Services/Pages/Visual-Impairment-and-Blindness.aspx
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2. Must include: 
 Areas of difficulty 
 Interventions used 
 Baseline performance 
 Progress monitoring data 

 
Section 5 – Results of Relevant District, State &  Benchmark Assessments 

1. Provide results of the most recent and/or relevant statewide, local, and benchmark 
assessments. 

2. Include the name and date of the assessments. 
3. Provide a brief statement that summarizes the student’s performance on each 

assessment.  
 

Section 6 – Individual Student Data 
1. Provide information in each category to determine if the student is eligible for special 

education. Include a brief explanation in areas where there are no deficits noted. 
2. Document: 

 Source of the information 
 Date of the information 
 The students strengths 
 The students weaknesses 

3. Where applicable include - analyzed work samples (SLD), adaptive behavior scores (ID), 
behavior rating scales and social history (EBD), observations (SLD and ID) and medical 
forms (OHI, VI, HI, OI). 

4. Areas that must be completed: 
 Sensory – hearing and vision – Lead person 
 Medical – Lead person 
 Motor – School Psychologist or Lead person if no psychological is warranted 
 Sensory processing – School Psychologist or Lead person if no psychological 

warranted 
 Communication – SLP or Lead person must document why referral to SI was not 

necessary 
 Social - Include social history and documenting services and interventions that 

have been considered or provided from outside the school – Lead person 
 Emotional/Behavioral - Include information from behavioral rating scales, analysis 

of behavioral data documenting frequency, intensity and duration -School 
Psychologist or Lead person if no psychological is warranted 

 Adaptive behavior rating scales – School Psychologist or Lead person if no 
psychological is warranted 

 Psychological functioning – School Psychologist or Lead person if no psychological 
is warranted 

 Intellectual functioning – School Psychologist or Lead person if no psychological is 
warranted 

 Academic achievement – School Psychologist or Lead person if no psychological is 
warranted 
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 Developmental history – Lead person completes this section as reported by the 
parent 

 Classroom/Structured observation – Member of eligibility team 
 Parent information and input – Lead person completes this section as reported by 

the parent 
 Other – Lead person 

 
Section 7 – Exclusionary Factors (Lead Person) 

1. Answer questions concerning exclusionary factors. 
2. Provide an explanation if “YES” is an answer. 
3. Eligibility should discontinue if the exclusionary factor is related to the disability being 

considered. 
 
Section 8 – Decision making on Educational Impact (Lead Person) 

1. Document if interventions have been implemented and monitored by checking; 
 If you check yes, then answer the question concerning sufficient progress 

o If you say yes to this, proceed to Section 9 
o If you say no to this, the student does not meet eligibility requirements, so 

complete the committee rationale and proceed to the signature section. 
 If you check no, the student does not meet eligibility requirements - complete the 

committee rationale and proceed to the signature section. 
 
Section 9 – Summary of Considerations (Lead Person) 

1. Indicate the areas where deficits impact learning and education. Refer to the Eligibility 
Quick Reference Guide for disability guidance and to the Implementation Manual 2 for 
eligibility categories and requirements. 
http://www.tiecorp.com/GA/Quick%20Reference%20Guide%20to%20the%20Eligibility
%20Form.pdf 
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Special-Education-
Services/Documents/Imp_Man_%20Part_2-Eligibility_7-30-12.pdf 

2. Consult with DSS/School Psychologist as needed to confirm eligibility criteria have been 
met. 

3. Based on the summary in this section, list eligibility areas considered. 
 

Section 10 – Eligibility Determination 
1. Make the final determination of eligibility. List the primary eligibility first.  Eligibility 

decisions are made by the eligibility team and should be based upon all relevant data.   
2. Under Insert Statements, choose the area(s) of eligibility and the appropriate 

characteristics. 
3. Sign and indicate if you agree or disagree.   
4. Obtain a written statement from any dissenting team member. 
5. Attach all additional sources of information needed for the eligibility to the report (i.e., 

social history for EBD, medical recommendation form for OHI, work samples and 
observations, etc.). 

http://www.tiecorp.com/GA/Quick%20Reference%20Guide%20to%20the%20Eligibility%20Form.pdf
http://www.tiecorp.com/GA/Quick%20Reference%20Guide%20to%20the%20Eligibility%20Form.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Special-Education-Services/Documents/Imp_Man_%20Part_2-Eligibility_7-30-12.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Special-Education-Services/Documents/Imp_Man_%20Part_2-Eligibility_7-30-12.pdf
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6. Initials that qualify require an IEP within 30 days of eligibility determination and will be 
completed by the DSS or appropriate special education teacher of record or therapist 
(SLP, OI, B/VI, D/HOH, PSI). 

7. Initials that do not qualify do not need an IEP created. 
8. Hold an IEP or IEP amendment meeting for any re-evaluation or referral to new program 

that does qualify to update appropriate services and eligibility areas. 
9. Hold an IEP or IEP amendment for reevaluations or referrals to new programs that DO 

NOT qualify, and include the redetermination page for dismissal from services.   The 
dismissal process for entering the data in TieNet is on page 12 of the TieNet Q & A 
Manual, question 2 under redetermination page.    
 
TieNet Q & A Manual Link: 
 
http://acorn1/staff/tr/TieNet/Shared%20Documents/Training%20Manuals/TieNet%20
Q%20and%20A_current.pdf 
 

 

 
 

 
 
 

CHAPTER 6 
YOUNG CHILDREN 3-5 

 
 

Guidelines for Pre-School Intervention (PSI) Program 

 

General Procedures: 

Contact special education office prior to receiving new students onto your caseload. 

Community Based Teachers and Therapists: 

1. Email weekly schedules to Sped office by Monday afternoon. 

2. Submit signed service logs to Sped office each Monday for the previous week’s services. 

The log must be completed in its entirety. 

3. IEP meetings are to be scheduled with parents and held at school sites. Attempts must be 

made to involve all appropriate members of an IEP team in accordance to IDEIA. If 

considering a facility based placement, the meeting should be held at the school where the 

http://acorn1/staff/tr/TieNet/Shared%20Documents/Training%20Manuals/Tienet%20Q%20and%20A_current.pdf
http://acorn1/staff/tr/TieNet/Shared%20Documents/Training%20Manuals/Tienet%20Q%20and%20A_current.pdf
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child would attend (get that from the Program Manager prior to the meeting) and the PSI 

facility based teacher should be in attendance. 

Procedure for Serving Students in the Home when feeling unsafe: 

1. Contact Program Manager to discuss the situation. Document in writing the situation 

that’s causing you to feel unsafe. 

2. If the site is a public housing facility, work with the facility manager to possibly serve the 

child in the site’s activity room if available. 

3. If this is not an option, work with your program manager to plan a more appropriate way 

to provide services to the child. It may be necessary to locate a site near the home that the 

child and parent can walk to if transportation is a concern. 

Reminders: 

1. If a child is absent from the community facility due to illness, the special education service 
provider should not go to the home to provide services. 

2. Parental Rights are available in Spanish and Vietnamese on the TieNet menu. If you need 
any other languages that are not on TieNet, you can find them by going to the link below. 
http://www.gadoe.org/ciexceptional.aspx?PageReq=CIESCParentsRights  

 

Providing Services for PSI Students: 

1. Utilize the PSI Best Practices Classroom Checklist as a guide in setting up your classroom. 

2. Utilize the Ga. Pre-K Program Content Standards to teach your students. This will ensure 

that our children (3-5 yrs. of age) are receiving “standard-based” instruction. These 

standards can be accessed at www.decal.state.ga.us. 

 

 

http://www.gadoe.org/ciexceptional.aspx?PageReq=CIESCParentsRights
http://www.decal.state.ga.us/
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CHAPTER 7 
IEP & TRANSITION 

 
 

Individualized Educational Program (IEP) Procedures  
 

Before the meeting: 

 
1. Determine the meeting date and location.   This should be a minimum of 4 weeks prior to 

the IEP date.   Green alert in TieNet reports indicates start paperwork. 
2. Send/Mail the IEP Meeting notification at least two weeks prior to the meeting date.  

Include a copy of Parent Rights.  
3. Give a copy of the notification to all meeting participants.  
4. If parent waives notice, write this on the notification form.  
5. Enter the notification dates under “Documentation Notice of IEP Meeting” in IEP.  
6. Gather the information needed to write the IEP.  

 achievement, standardized test scores, grade level curriculum scores, regular 
education reports to include current difficulties in the classroom and current 
strengths, parent information, work samples, progress monitoring of 
goals/objectives, discipline records, FBA/BIP, attendance record, transition plan.  

7. Draft the Present Levels of Performance for all areas, goals and objectives, classroom and 
testing accommodations and FBA and BIP if appropriate. 

8. Provide draft IEP goals and PLOP to parent if requested.   

 
At the meeting: 

 
1. Sign in.  
2. Introductions.  
3. Obtain excusal letters from parent, if needed.  
4. State purpose of meeting.  
5. Give parent rights and review.  
6. Review current personal information: address, phone number, etc. 
7. Review and supplement Present Levels of Performance with info from the regular ed 

teachers and parents.  
8. Document parent concerns.  

 Information should be a result of ongoing communication between parent and 
teachers.  It should not be blank nor say “Parent did not attend”.  

9. Address all special factors including statement for assistive technology. 
10.  Document transition will be addressed at age 16 or the IEP prior to going to high school. 
11.  Review mastery of last IEP’s goals/objectives and propose new drafted goals/objectives.   

Revise drafted goals/objectives, if needed.  
12.  Complete redetermination if applicable.  
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 Refer to Redetermination procedure  
13.  If a Behavior Intervention Plan is needed, review drafted FBA or previous FBA.    Revise if 

needed.  Review drafted BIP.  Revise if needed.   
 Refer to FBA/BIP procedures 

14.  Review drafted accommodations/modifications/assessments.  Revise if needed.   
 When making these decisions, always use the current Georgia Accommodations 

Manual at the following link:  
http://www.gadoe.org/Curriculum-Instruction-and-
Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-
%202013%20Final%208.2.12.pdf   
Address Extended School Year.  

 Refer to ESY procedure.  
15.   Consider service options.  
16.   Consider special transportation services.  
17.   Finish and attach minutes.  
18.   Give copy of documents to parent after meeting if parent attended.  If parent did not   

attend, send copy home within one school day and document the date sent. 

 
After the meeting: 
 
1. Scan and attached signature pages to the IEP and finalize prior to the end date of the 

previous IEP.   
2. Make and distribute copies of the goals/objectives, accommodations/modifications and 

BIP if applicable for general education teachers and other classroom teachers involved in 
the student’s education.  Have the teachers sign the Record of Access and/or Receipt of 
Modifications.  

3. Provide testing coordinator or designee a copy of the assessment accommodations. 
 

 

Procedures for Reporting Progress toward  
Goals and Objectives 

 
Federal Law requires that progress towards annual goals and objectives be reported to parents 
of disabled students at least as often as that of non-disabled students.   
 

Documentation of IEP Goals and Objectives 
 
Teachers and special education service providers must document a student’s progress on goals 
and objectives by a means consistent with what is indicated in the IEP.   Appropriate data must 
be collected and analyzed on an ongoing basis to make decisions regarding a student’s needs, 
instructional strategies, accommodations, and/or services and placement.  If a teacher or service 
provider believes the student is making better or less than expected progress which requires 
revisions to the IEP, an amendment meeting must be held to discuss this information to make 
more appropriate decisions.  Until an IEP team makes revisions to the IEP and parent consent is 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
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received, services and accommodations consistent with the current IEP must continue to be 
implemented. 
 

 
 
The appropriate teacher or service provider/s will: 
 

1. Print off goals and objectives for each student on your caseload. 
2. Develop a format to determine how progress toward each objective will be measured. 
3. Establish a baseline for each goal and objective 
4. Collect data regarding the goals and objectives utilizing the determined format 
5. At each progress report or report card date: 

 analyze the collected data to determine mastery toward the goal and objectives 
 update the mastery toward objectives in TieNet 
 print the goals and objectives to send home with supporting documentation 

6. Review previous goals and objectives at the annual IEP review meeting and indicate if the 
goal was mastered. 

 Scan supporting documentation into TieNet.   
 
 

Special Transportation Procedures 

Qualifications for Special Transportation 

Transportation services must be considered for all students with disabilities on an 

individual basis.  The majority of students with special needs can be transported on a regular 

routed bus if bus services are needed.  Students with a 504 Plan or an Individual Education 

Program (IEP) may qualify for special transportation as a related service.  The need for this 

service must be discussed during an IEP or 504 meeting at least annually.  If determined 

necessary by the team, the rationale must be clearly established and specified on the special 

transportation form in TieNet.   

Students that are approved for a Senate Bill 10 transfer to a school other than the area school are 

not eligible for special transportation to the selected school.   

 

Special Transportation Procedure 

The teacher of record will: 

1. Include the Special Transportation Page in all IEP’s. 

2. Include the Special Transportation Page in any amendment where transportation is to be 

added, changed, or removed. 
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3. For a student with disabilities that moves in from Out of District or State and needs Special 

Transportation: 

 Scan IEP from previous district and upload into TieNet. 

 Notify DSS to activate the special education profile. 

 Conduct an amendment meeting to address special transportation. 

4. Review current needs to determine if special transportation is needed.   

5. If it is determined that special transportation is not needed: 

 In section A:   Check Special Transportation not needed and enter the reason why. 

 
 Remove Special Transportation services and hours from the Instructional/Related 

Services page if the student had previously received special transportation. 

6. If special transportation is needed, select appropriate reason/s related to the disability. 

7. Select appropriate equipment needs if required.  Only select “other” if needed equipment is 

not already in the list.  Specify any other medical/equipment need in the open box. 

 
8. Attendant:   

 Decide what service the attendant would provide that could not already be 

provided by the driver and medical or behavior plan.   

 Select “yes” only if there is a specified need for the attendant that clearly relates to 

the disability and needs of the student that could not be met otherwise. 

 Select or write in an explanation of what the attendant will be expected to do 

related to the specified medical or behavior need. 
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9. Specify any medical, emergency, and/or behavioral information that the bus driver may 

need to provide safe, appropriate transportation.   

 Specify any medical/emergency situation that might occur during transport by 

either selecting from the drop down menu or writing in appropriate explanation. 

 If student’s special transportation request is due to behavioral needs only, then a 

Functional Behavior Assessment and Behavior Intervention Plan must be in the 

student’s TieNet documents addressing the bus behavior.  Specify behavioral 

information by selecting from the drop down menu or writing in appropriate 

explanation. 

10. Select Special Transportation as a related service on the Recommended 

Instructional/Related Services page 1 and include 5 hours for service.  

11. Scan signature page. 

12. Finalize IEP or amendment for information to be pulled in for routing by First Student. 

13. Allow 4-5 school days for routing purposes. 

 If a student’s address changes but the student will remain at the same school, the 

new address will automatically pull in for First Student once the IS receives 

verification of the new address from the parent and enters it in PowerSchool. 

 If the student is transferring from one SCCPSS school to another, routing will 

automatically occur when the student is withdrawn from the sending school and is 

registered at the receiving school in PowerSchool.   

 Check with the IS to review the daily list from First Student showing students that 

have been routed and their routing information. 

 Email the DSS and copy Heather DiTommaso and Linda Morgan if services are 

delayed after 5 days to resolve the transportation issue. 

 

Extended School Year Services (ESY) 
 

 
ESY is an individualized instructional program for eligible students with disabilities that are 
provided beyond the regular school year. The need for ESY services must be determined 
annually on an individualized basis. 
 
Some students with disabilities have difficulty retaining skills during holidays and/or summer. If 
a student requires a significant amount of time to recoup mastered skills, then the committee 
should discuss whether the student needs extended school year services. All decisions related to 
extended school year must identify the need of the services for the provision of FAPE and 
determine if significant concerns exist regarding skill maintenance during a break in 
services.  
 
 In determining the need for and in providing ESY services, the district cannot 

1. Limit ESY services to particular categories of disability 
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2. Unilaterally limit the type, amount, or duration of ESY services. (A framework is 
developed to meet the needs of the majority. Anything outside of the framework must be 
discussed with the program manager for the site.) 
 

ESY guidance 
 

1. The need for ESY services must be documented with data collection. The data collection 
shall demonstrate that in one or more critical areas addressed in the current 
individualized education program (IEP) objectives, the student has exhibited, or 
reasonably may be expected to exhibit, severe or substantial regression that cannot be 
recouped within a reasonable period of time.  

2. Severe or substantial regression means that the student has been, or will be, unable to 
maintain one or more acquired critical skills in the absence of ESY services. 

3. The reasonable period of time for recoupment is generally eight weeks. 
4. A skill is critical when the loss of that skill results, or is reasonably expected to result, in 

any of the following occurrences during the first eight weeks of the next regular 
school year: 

 
 placement in a more restrictive instructional arrangement 
 significant loss of acquired skills necessary for the student to appropriately 

progress in the general curriculum 
 significant loss of self-sufficiency in self-help skill areas as evidenced by an 

increase in the number of direct service staff and/or amount of time required to 
provide special education or related services 

 loss of access to community-based independent living skills instruction  
 loss of access to on-the-job training as a result of regression of skills   

   
5. For students enrolling in the district during the school year, information obtained from 

the prior school district as well as information collected during the current year may be 
used to determine the need for ESY services. 
 

Procedures for ESY Services  

Submit a complete packet for each student receiving ESY.  Include the 

following:  

 ESY Referral Worksheet   

o There must be one for each goal the student is to receive services for 

 ESY Service Page 

 Copy of Transportation Page from IEP if student is to receive transportation for ESY 

services 
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 All supporting documentation and data for identified ESY goals  

 Student Information/Medical Emergency Form 

 Specialized Equipment Form 

 Confirmation of Receipt Form (for students receiving Learning Packets) 

Services will be offered utilizing 3 models:     

1. Learning Packets    2.  Home/Community Services    3.  School Based Services. 

 Learning Packets - For students receiving Learning Packets, a copy of the Referral 

Worksheet and ESY service page must be submitted. The packet should be given directly 

to the parent by the teacher and a confirmation of receipt signed by the parent must be 

submitted to the Department for Exceptional Children. Parents of students with Learning 

Packets will be contacted by ESY staff during the summer to monitor student progress. 

 Home/Community Services – This model is for students needing no more than 60 

minutes of services per week during the ESY timeframe. 

 School Based Services – This model is for students requiring services for maintenance of 

skills during school breaks as evidenced by data collection on critical goals.  Services are 

scheduled for two 3 hour days per week for 6 weeks. 

Note:  This is a framework that can accommodate the majority of students requiring 

services. For other students needing different services than what has been designed, 

contact the program manager for your site. 

 

Transition Procedures 

Transition Planning 
 
What is it? 
The purpose of transition is to assist students with disabilities to build the skills and supports they need 

to make a successful transition to their post-secondary goals. 

Transition planning is focused on improving the academic and functional achievement of the child. 

The IDEIA requires the IEP team to include "appropriate measurable postsecondary goals based upon 

age-appropriate transition assessments related to training, education, employment, and, where 

appropriate, independent living."  
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The transition service plan serves as a guide for the student, family, school, and community service 

agencies to formulate a plan that will assist with transition from school to adult life. 

 
Why do we do it? 

 To meet state rules for special education that require transition plans be in place prior to the 

student entering ninth grade or by age sixteen, whichever comes first 
 To increase the probability that students with disabilities will complete high school 
 To enhance the student’s educational experiences, which directly relate to anticipated 

post-school goals and preferences 
 
When do we do it? 

 At the middle school level, identify and plan for the courses of study and educational 
experiences 

 At the high school level, design and implement a coordinated plan for post-school adult 
life based on the student’s preferences and interests.  Identify, arrange for, and coordinate 
any anticipated post-school services, programs and supports. 

 
Who must we invite to the meeting? 

 The student must be invited and the IEP meeting notification must indicate that the 
student was invited to attend (Age 14 and older) 

 Parent (Includes guardians, surrogate parents) 
 At least one regular education teacher 
 At least one special education teacher 
 Principal or principal designee 
 Individuals who have special knowledge or expertise regarding the student (employer, 

DRS, CCDS, caseworker) 
 Transition Specialist (always at the high school level) 

 
What is a Transition Specialist? 
An individual who assists students, families and teachers to identify and coordinate post-school 
services, support or programs before the student exits the school system. 
 
When should teachers consult with a Transition Specialist? 
Consult a Transition Specialist when there are specific questions or concerns regarding a 
student’s transition plan related to the following: community resources, employment, vocational 
training/programming/assessment, or continuing education. 
 
What areas are addressed in the transition plan? 

 Employment preparation 
 Postsecondary education or vocational training 
 Transportation needs 
 Living arrangements 
 Independent living skills 
 Community and Leisure participation 
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 Social behaviors 
 Medical and health needs 
 Several other areas may be addressed (financial/income needs, legal needs) 

 
What are some examples of resources that are available in the community? 

 Georgia Department of Labor Rehabilitation Services (DRS) 
 Goodwill Industries 
 Coastal Center for Developmental Services (CCDS) 
 L.i.f.e., Inc. 
 Leisure Services (City of Savannah) 
 Savannah Association for the Blind 

 
How do we develop an effective transition plan? 
To be effective, transition planning should be an intrinsic component of the student’s IEP; a 
partnership involving students with disabilities, their families, school and post-school service 
personnel, local community representatives, employers, and neighbors. 
 
In summary, transition planning: 

 Is mandated by law 
 Is outcome oriented 
 Is driven by student needs, interests and preferences 
 Includes appropriate courses of study 
 Identifies instruction, community experiences, related services, employment and adult 

living objectives; and, if appropriate, daily living skills and functional vocational 
evaluation 

 Identifies other agencies that may be responsible for providing or paying for needed 
services 

 Identifies, coordinates, and links students and families to needed post-school services, 
supports or programs 

 

Procedure for Developing Effective Transition Plans 
 
Elementary School (5th Grade) 

1. Complete an interest survey to help students begin focusing on preferences, needs and 
interests. 
 

2. At annual review prior to entering the 6th grade, document the results of the interest 
survey in the Present Levels of Performance 
 

3. Summarize the student’s survey results in the first section of the IEP Transition Services 
page. 
 

4. Develop goals/objectives appropriate for the student to being acquiring necessary skills. 
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Middle and High School 
Suggested IEP Meeting Steps and Sequence: 

1. Describe the student’s present levels of performance. 
 Document strengths as well as relevant deficits and weaknesses 
 Describe skills the student has or requires in order to achieve his or her post-

school goals or vision 
 

2. Identify the student’s post-school desires, goals or vision (IEP page 5 – IEP Transition 
Services) 

 What does the student want to do beyond school? (further education or training, 
employment, military service) 

 Where and how does the student want to live? (dorm, apartment, family home, 
supported or independent living) 

 How does the student want to take part in the community? (transportation, 
recreation, community services) 
 

3. Determine the required course of study/graduation options necessary to achieve the 
desired goals. 

 Reconsider annually the student’s desired post-school goals and align the courses 
of study with those desired goals 

 Decisions regarding the courses of study should relate directly to how the student 
is functioning and what he or she wants to do post-school. 
 

4. Design a statement of needed transition services (at age 16 and younger, if appropriate). 
 Instruction 
 Community Experience 
 Related Services 
 Employment 
 Other Adult Living Objectives 
 Daily Living Skills 
 Functional Vocations Assessment (if appropriate) 

 

5. Determine annual goals, short-term objectives and benchmarks related to transition 
needs. 

 
Additional information to assist in the development of the ITP 
 
Student Preference, Needs, Interests: 
What is the student interest in at this time?  What does he/she like to do? What preferences does 
the student have for work, recreation and independent living for the future? The IEP team must 
gather and document information from the student regarding his or her preferences and 
interests.  The student’s needs, preferences and interests guide the IEP process.  They should be 
the starting point to determine the post-school goals, courses of study, transition service needs, 
needed transition services, annual goals and short term objectives/benchmarks.  If the student 
does not attend the IEP meeting, the IEP team must take steps to ensure that the student’s 
interests are considered. 
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Needed Transition Services: 
IEP teams need to include in the IEP of all students with disabilities who are age 16 above (or 
younger if appropriate) a statement of needed transition services that includes activities and 
strategies that will assist the student to prepare for postsecondary activities such as 
postsecondary education, vocational training, integrated employment (including supported 
employment), continuing and adult education, adult services, independent living, community 
participation, or whatever the student desires to do. 
 
To determine the coordinated set of activities and strategies necessary, an educator should ask 
the following questions: What activities and strategies can be identified in the IEP to help the 
student move toward the realization of post secondary outcomes? What services, supports or 
programs will this student need in order to achieve his or her desired post-school goals and 
ensure success as he or she enters the adult world?  How can the student be linked to the needed 
post-school services, supports, or programs before he or she leaves the school setting. 
 
The discussion, planning and decision making should result in activities and strategies in the 
“statement of needed transition services” that: 
*Reflect and lead toward achieving the student’s desired post-school goals 
*Are based on the student’s needs, interests and preferences 
*Identify in broad terms, those long range activities in each of the transition planning areas that 
will be necessary to help the student achieve his or her post-school goals 
*Ensure that students and parents are aware of, and linked to, needed post-school services, 
programs and supports before the student exits the school system. 
 
Instruction: What activities/strategies are necessary for the student to complete needed 

courses, succeed in the general curriculum and gain needed skills?  These activities include 

secondary coursework, skills training, higher education opportunities, continuing education, etc.  

This should include not only academic types of learning, but functional competencies that will 

help the student benefit from a range of educational and learning opportunities. 

 
Examples: 

 Participation in self-advocacy/self-awareness classes 
 Take study skills or other specific course to increase learning strategies 
 Learn about time management 
 Learn about the American with Disabilities Act (ADA) 
 Investigate enrollment in a tech-prep program 
 Visit college campuses on interest 
 Meet with the disabilities coordinator at the college/university of choice 
 Write a letter to disabilities support person at university/college of choice 
 Obtain, complete and submit applications for colleges of choice 
 Obtain, complete and submit applications for tuition assistance 
 Complete a learning styles test to identify preferences and strength modes 
 Enroll in parenting classes 
 Take the ACT/SAT Test 
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 Take a computer class 
 Take as CPR/First Aid/Childcare/Babysitting Course 
 Study or practice for a driver’s test 

 
Community Experience: What experiences and activities outside the school building will 
prepare the student for participation in community life? These activities can include government, 
social activities, recreation and leisure, routine appointments, shopping, banking, transportation, 
and other opportunities. 
 
Examples: 

 Secure a driver’s license 
 Apply for a state identification card 
 Investigate opportunities for socialization (e.g. bowling, skating) 
 Join a community sports team (bowling league, baseball team) 
 Investigate participation in a location church youth group 
 Participate in community and civic organizations 
 Register with Selective Services 
 Register to vote and learn about the election process 
 Participate in age-appropriate social activities (dances, skating, concerts, sporting events) 
 Participate in Special Olympics 
 Identify and visit community medical and health services 
 Identify transportation options within the community (bus, carpool, taxi) 

 
Related Services: What related serviced will be needed beyond school? If the student will need 
such things as counseling, orientation and mobility services, physical therapy, assistive 
technology, etc, the IEP team should identify and link the student with the appropriate adult 
agencies or providers before the student leaves school. 
 
Examples: 

 Identify adult providers for related services 
 Explore the transportation options 
 Update school assessments in senior year per selected post-secondary institution’s 

requirement 
 Research option for augmentative communication device 
 Complete an assistive technology evaluation 
 Get new equipment (wheelchair, braces, assistive technology, etc) 

 
Employment: What activities and strategies will the student need to help him/her acquire a 
desired job or career?  Activities/strategies in this area can focus on the development of work-
related behaviors, the seeking of employment, career exploration, skill training, apprenticeship 
training and actual employment.  Some students may need to focus on basic employee behaviors 
to succeed in the workplace such as staying on task, responding appropriately to instructions 
and working under pressure.  Workplace readiness skills may be gained through part-time 
(supported or non-supported) employment, apprenticeship programs, involvement in work 
study or CBVI. 
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Examples: 

 Participate in job shadowing opportunities 
 Visit the Department of Labor 
 Explore possible summer employment 
 Participate in career exploration 
 Attend community job fair 
 Complete an aptitude or interest survey 
 Memorize social security number 
 Practice completing job applications 
 Practice interviewing skills 
 Prepare a personal resume 
 Obtain a part time paid job in an area of interest 
 Meet with an armed forces recruiter 
 Take the ASVAB 
 Schedule visit with Vocational Rehabilitation counselor to determine eligibility for 

services. 
 
Other Adult Living Objectives:  What activities and strategies will prepare the student for adult 
living? These are activities that are done occasionally such as voting, paying taxes, renting or 
buying a home, accessing medical services, obtaining insurance, accessing Social Security, etc. 
 
Examples: 

 Apply for Supplement Security Income (SSI) from the Social Security Administration 
 Contact Social Security case manager to determine continued eligibility for benefits 
 Meet with the Disability Services Coordinator of selected college to determine eligibility 

and identify services and available resources 
 Obtain assistance to complete a tax return 
 Identify insurance companies for automobile, rental, homeowner insurance 
 Apply for housing assistance through Housing and Urban Development (HUD) 
 Open a bank account and set up personal budget 
 Visit adult services agencies (Brain Injury Association, Independent Living Services, 

Mental Health Centers, Department of Labor Rehabilitation Services) 
 Use the newspaper to locate an apartment or vehicles for sale 
 Visit with a realtor or rental agency 
 Meet with a potential landlord 
 Learn how to contact utility companies to establish an account (gas and electric, 

telephone, cable, water, etc) 
 Learn skills for buying a car 
 Visit a bank to discuss how to obtain personal/auto loan 

 
Daily Living Skills: Daily living skills are those activities that adults do every day.  These 
activities can include personal care, preparing meals, budgeting, maintaining a home, paying 
bills, caring for clothes, self-help, relationships, and consumerism. 
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Examples: 
 Identify agencies that provide daily living skill training to adults 
 Identify network of potential supports (i.e. friends, neighbors, etc) 
 Identify who to call/what to do in emergencies 
 Learn to operate household appliances 
 Learn to manage daily time schedule 
 Learn how to read a bus schedule 
 Learn how to schedule and keep medical appointments 
 Open/obtain: Checking and savings accounts, ATM card 
 Learn how to pay bills 
 Explore recreation/leisure options 

 
Functional Vocational Assessment: Does the IEP team need information about student 

aptitudes, interests and skills in relation to employment? A functional vocational assessment is 

information gathered through situational assessments, preferably in the setting where the job is 

performed.  It can include observations, surveys, interviews, and formal or informal measures.  It 

focuses on practical skills related to job/career aptitudes and skills.  Information can be collected 

about personal/social interactions, ability to manage money, mobility, personal hygiene, 

following directions, ability to complete a task, etc.  The information that is collected can be used 

to refine the transition activities in the IEP. 

Examples: 
 Participate in a Vocational Evaluation provided by the Division of Rehabilitation Services 
 Develop a vocational profile based on information gained from employment, home and 

school opportunities 
 Identify agencies that provide functional vocational evaluations for an assessment 
 Collect functional information regarding the student’s vocational interests and abilities 
 Gather information from a designated situational vocational assessment site in the 

community 
 Complete an aptitude or interest survey 
 Complete a learning styles test to identify preferences and strength modes 

 
 

 
 
 



55 
 

CHAPTER 8 
SERVICE DELIVERY & LRE 

 
 

Least Restrictive Environment (LRE) Policy and Procedures 
 
This procedure is used when determining LRE and documented on the Recommended 
Instruction/Related Services page of a student’s IEP.  
LRE Policy 

 The Individuals with Disabilities Education Improvement Act (IDEIA) guarantees students 
with disabilities the right to be educated with their peers in the Least Restrictive 
Environment (LRE) to the maximum extent appropriate. 

  IDEIA guarantees students with disabilities access to a full continuum of services and it is 
up to the IEP team to determine the Least Restrictive Environment for an individual 
student.  

 The IEP team determines the supports and accommodations necessary for successful 
participation in the LRE and other special education services as needed.  

 

LRE Decision Practices and Procedures 
The IEP team will: 

1. Review and document student’s present levels of academic achievement and functional 
performance. 

2. Develop IEP goals (and objectives or transition plan, if needed) based on present levels. 
3. Determine whether the goal or objective can be taught in the general education classroom 

and what level of technical assistance will be needed for appropriate instructional 
practices (i.e., accommodations and modifications, personnel supports, general education 
settings).  Determine appropriate continuum of services or setting based on data. 

4. Determine the alternative placement or community setting where those goals and 
objectives that cannot be taught in a general education classroom can be taught. 

5. Determine how the student will be monitored.  
6. Evaluate the student’s performance on goals and objectives and determine if mastered 

based on data. 
 
Continuum of Services 
 

General 
Education 

Consultation 
 

Supportive 
Instruction 

Collaboration Co-Teaching 
Special 

Education 
Classroom 
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 Least Restrictive        Most Restrictive 

CHAPTER 9 
ACCOMMODATIONS & ASSESSMENTS 

 
 

Accommodation Guidelines for Students with Disabilities 
 

 In determining appropriate accommodations to provide the student with a disability the 
opportunity to participate in the assessment in the most standard way possible, there 
should be a direct link between classroom accommodations and assessment 
accommodations; must be specified in the student’s IEP or 504 Plan. 

 No accommodation(s) for a student should be considered for the first time during a state 
or local assessment. 

 Just because a student needs an accommodation does not mean he/she will know how to 
use it. Students need training and practice in using accommodations. 

 Informed decision making regarding accommodations is critical in assuring successful 
and meaningful participation of students with disabilities. IEP teams (which should 
include the student by age 14) should analyze an assessment for what it requires the 
student to do in order to take the test.  

 
Additional information and guidance on the appropriate use of accommodations for students 
with disabilities is provided in the GaDOE Accommodations Manual.  Access the manual through 
the link below: 
   GaDOE Accommodations Manual 2012-2013  
http://www.gadoe.org/Curriculum-Instruction-and-
Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-
%202013%20Final%208.2.12.pdf 
 
It is imperative that teachers bring a copy of the approved accommodations to every IEP 
and amendment meeting to ensure that only approved accommodations are being 
utilized.  These are located on pages 142-145 of the 2012-2013 manual.  
 
In addition, you may also refer to the FAQ section of the GaDOE website, for answers to 
Frequently Asked Questions regarding Accommodations. 

Accommodations Frequently Asked Questions 
http://archives.gadoe.org/DMGetDocument.aspx/Accommodations%20FAQ.pdf?p=6CC6799F8
C1371F6D6B8C8A23AAB1D48F279FD6B17A4945B98F376DF0737B57C&Type=D 

 
 
 
 
 

http://archives.gadoe.org/DMGetDocument.aspx/Student%20Assessment%20Handbook%202011-2012%20FINAL.pdf?p=6CC6799F8C1371F6F91F58A8FBE1DAEC11B26846013D6DF3880CF025183929ED&Type=D
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Documents/Student%20Assessment%20Handbook%202012%20-%202013%20Final%208.2.12.pdf
http://archives.gadoe.org/DMGetDocument.aspx/Accommodations%20FAQ.pdf?p=6CC6799F8C1371F6D6B8C8A23AAB1D48F279FD6B17A4945B98F376DF0737B57C&Type=D
http://archives.gadoe.org/DMGetDocument.aspx/Accommodations%20FAQ.pdf?p=6CC6799F8C1371F6D6B8C8A23AAB1D48F279FD6B17A4945B98F376DF0737B57C&Type=D
http://archives.gadoe.org/DMGetDocument.aspx/Accommodations%20FAQ.pdf?p=6CC6799F8C1371F6D6B8C8A23AAB1D48F279FD6B17A4945B98F376DF0737B57C&Type=D
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Refer to the link below for information on the GaDOE Primary Assessment Guidelines for all state 
administered tests. 

GaDOE Primary Assessment Guidelines (CRCT, CRCT-M, EOCT, GHSGT, 
GAA, Writing Assessment) 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/CRCT.aspx 
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/CRCT-
M.aspx 
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/EOCT.aspx 
http://www.gadoe.org/Curriculum-Instruction-and-ssessment/Assessment/Pages/GHSGT.aspx 
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/GAA.aspx 
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/Writing-
Assessments.aspx 
Additional information and guidance on all district administered tests is available on ACORN 
under the Accountability, Assessment and Reporting tab; you may access that page through the 
link below: 

 ACORN - District Administered Tests   
http://sccps-acorn/ddi/aar/default.aspx 

 

 

 

 

 

 

 

 

 

 

 

http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Assessment/Pages/default.aspx
http://www.doe.k12.ga.us/Curriculum-Instruction-and-Assessment/Assessment/Pages/default.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/CRCT.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/CRCT-M.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/CRCT-M.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/EOCT.aspx
http://www.gadoe.org/Curriculum-Instruction-and-ssessment/Assessment/Pages/GHSGT.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/GAA.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/Writing-Assessments.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Assessment/Pages/Writing-Assessments.aspx
http://acorn/ddi/area/default.aspx
http://sccps-acorn/ddi/aar/default.aspx
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CHAPTER 10 

FEEDING & SWALLOWING FOR SWDs 
 

 
The Individuals with Disabilities Education Act (IDEIA) requires school districts to locate, 
evaluate, and identify children with disabilities from birth through 21 years of age and to provide 
the special education and related services and/or accommodations necessary to address their 
disabilities. Many students with intricate medical and developmental needs are being served in 
the public schools. Some of these students may require an evaluation and/or intervention in the 
areas of feeding and swallowing in order to access, participate, and progress in their curricula.  
 
These children represent a variety of conditions such as cerebral palsy, traumatic brain injury or 
other neurologic or neuromuscular impairments, craniofacial anomalies, developmental 
disabilities, or autism. Some of these children present with obvious or already identified 
concerns; others may have frequent absences or hospitalizations due to respiratory-pulmonary 
conditions that may be caused by unidentified aspiration of liquids or food. While many of these 
students can take nutrition orally, others need to be fed by tube. Some children may be 
transitioning from tube to oral feeding, and still others need to supplement their oral input with 
tube feedings temporarily or permanently to meet their nutrition needs.  
 
Students who are undernourished or dehydrated due to swallowing and feeding problems 
cannot attend adequately to the learning environment; consequently, their performance at 
school may suffer, and/or they may miss school more frequently than other students due to 
related health issues. 
 
 

Special Diets Procedure 
 
The United States Department of Agriculture (USDA) requires that the child’s healthcare 
provider submit documentation specifying the dietary modification and to specify what changes 
need to be made. The Department for Exceptional Children will follow the standard procedures 
for Special Diets established by the Savannah Chatham County School Nutrition Program. 
 

1. Obtain Diet Order Form 
2. Parents or Guardian must complete the Diet Order Form. 
3. Part II of the Diet Order Form must be completed by the child’s physician 
4. Return the completed form to the child’s school nutrition manager 
5. The site nutrition manager and district coordinator will discuss and design a plan of 

action to accommodate 
6. The site nutrition manager will meet with key people involved in the student’s welcare, 

which might include the Parent, Coordinator, Principal, Teacher, Nurse, Case Worker, and 
Related Service Providers 
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7. The site nutrition manager will prepare a file specifically for the student and file the 
physician’s statement and the plan of action information 

8. The manager will meet with the Assistants to discuss: 
 The diet modifications or restrictions necessary and why these modifications are 

important to the child’s health or life 
 Menus and substitutions that can be made 
 Emergency Plan 
 Liabilities of the School Nutrition Program 

 

 
 
Special Diets Policies 
 
POLICY TITLE 

SPECIAL DIETS    Date Adopted________   Number 0810 

The Savannah Chatham County School Nutrition Program will make accommodations for 

children with special diet needs based on a prescription written by the child’s healthcare 

provider. 

USDA regulation (7CFR – 15B) requires substitutions to the standard meal pattern for children 

who are considered disabled* and whose disability restricts their diet; and permits  

substitutions for other children who are not disabled but are unable to consume the regular meal 

because of medical or other special dietary needs, when that need is certified by the child’s 

healthcare provider. 

Parents may print the Diet Order form on the web site or obtain a copy from the School 

Nutrition Manager at the child’s school.  

*Disability is defined in: 

Section 504 of the Rehabilitation Act of 1973 

Americans with Disabilities Act of 1990 

Part B of the Individuals with Disabilities Education Act (IDEIA) 

IEP 
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SAVANNAH CHATHAM COUNTY PUBLIC SCHOOLS 

SCHOOL NUTRITION PROGRAM 

 

Date______________ 

 

Dear Parent or Guardian: 

Thank you for entrusting the School Nutrition Program to provide meals for your child.  

The United States Department of Agriculture (USDA) requires that the child’s healthcare provider must submit 

documentation specifying the dietary modification and to specify what changes need to be made 

Follow the instructions on page 2 of the Diet Order Form to ensure the information is accurate and complete. 

Part II must be completed by the child’s physician. 

Return the form to your child’s Nutrition Manager at the school. The manager will work with the program’s 

Dietitian to make the necessary menu modifications. Menu adjustments are made only for diagnosed medical 

conditions. The program is unable to honor food preferences. A variety of menu choices and a la carte items 

are offered to accommodate individual likes and dislikes. 

Sincerely, 

 

Lydia Martin, Director 

School Nutrition Program  

(912) 395-1130 
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Send completed form to:  

School Nutrition Manager at your child’s school 

 
Part I (to be filled out completely by parent or guardian)  

Name of Student (Last) _________________________ (First) _________________________ (MI) ______ 

Date of Birth ______/______/______ Age ________ Student ID #_____________________ 

School Attended by Student _________________________ Grade: _____ School Year: 20____ to 20____ 

Will student eat Breakfast at School?  (   ) Yes, (   ) No; Lunch at School? (   ) Yes, (   ) No 

Is student in Before School Program? (   ) Yes, (   ) No; After School Program? (   ) Yes, (   ) No 

Parent/Guardian’s 

Phone Number (s) (      ) ______ ______ (H), (      ) ______ ______ (W), (      ) _____ ______ (Cell) 

Name of 

Parent/Guardian________________________________Signature______________________________ 

Mailing Address___________________________City State _____________________________ Zip 

_________ 

Part II (to be filled out only by a Licensed Medical Doctor (MD) or Registered Dietitian (RD) treating the 

student)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PLEASE ATTACH DIET AND ALLOWABLE SUBSTITUTIONS. 
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Part III School Nutrition to complete: 
School Nutrition Program Notes: 

 
 
 
SNP Coordinator’s Signature _____________________________ Date_________ 

 
Information provided on this form will be used by School Nutrition personnel to prepare and serve the student’s 
special diet. Information will not be released except to those responsible for the student’s meals.  

PURPOSE:  To record the student’s condition requiring dietary modifications of school  

 meals and the changes needed. This form must be completed at the start of  

 each school year and whenever diagnosis or change is indicated. Annual  

 completion of this form by the child’s Medical Doctor (MD) or Registered  

 Dietitian (RD) ensures that current nutritional needs are being met.  

PREPARATION:  The parent or guardian of the child is responsible for obtaining the form, filling  

 out Part I, requesting completion by the student’s physician or dietitian, and  

 delivering the form to the Manager at the child’s school. A licensed  

 physician or registered dietitian is required to complete Part II of the document  

 based on the child’s medical condition and attach the diet and list of allowed 

substitutions.  

 

INSTRUCTIONS:    Part I (to be filled out by parent or guardian): 

Name of Student: Enter the student’s last name, first name and middle initial. 
Date of Birth: Enter the student’s six digit date of birth, e.g. May 1, 1988 = 050188. 
Age: Enter the student’s current age and Student ID #. 
School Attended by Student: Enter the name of the school, which the student regularly attends,grade, school 
year and indicate if child eats Breakfast and or lunch in school cafeteria. 
Parent/Guardian’s Phone Number(s): If available, enter one or two telephone numbers 
with the area codes where a parent/guardian can be reached during the daytime: home, work and cell number. 
Name of Parent/Guardian(s): Print the full name of the student’s parent(s) or legal guardian(s). Signature of 
Parent/Guardian: Enter the signature of one parent or legal guardian’s name. A printed name on the previous 
line should correspond to the signature. 
Mailing Address: Print address and include zip code.  

Part II (to be filled out by Physician (MD) or Registered Dietitian (RD) treating the student):  

Student’s Diagnosis: Insert the patient’s clinical diagnosis for the condition, which requires dietary 

modification.  

Indicate which dietary modification the patient needs and specify what changes need to be made:  

Check the type(s) of modification the patient’s condition requires and fill in the corresponding specifics next to 

the type of modification. A dietitian can assist in completing this section.  

Registered Dietitian’s (RD) Name / Signature: Provide a local dietitian’s name and phone number if available.  

Physician Name, Phone Number and Signature: Enter the signature of the local physician filling out the form 

and the date signed. Please include Medical Office Stamp.  
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Part III (to be filled out by School Nutrition Program):  

POLICY TITLE 

SPECIAL DIETS                                                                               Date Adopted _________ Number 0810 

PROCEDURE STATEMENT 

The following standard departmental procedures will be followed after the Diet Order form 

has been submitted to the Manager by the parent: 

1. The Manager and Coordinator will discuss and design a plan of action to accommodate. 
2. The Manager will meet with key people involved in the student’s welfare, which might 

include the Parent, Coordinator, Principal, Teacher, Nurse, Case Worker,  
3. The Manager and Coordinator will meet with the Parent, Nurse and Teacher to develop 

an emergency plan of action. 
4. The Manager will prepare a file specifically for the student and file the Physician’s 

statement and the plan of action information 
5. The Manager will meet with the Assistants to discuss: 

 The diet modifications or restrictions necessary and why these modifications are 
important to the child’s health or life 

 Menus and substitutions that can be made 
 Emergency plan 
 Liabilities of the School Nutrition Program  

 
 

Safe Feeding Protocol   
 
 A Safe Feeding Protocol Flowchart, sample observation form and parent checklist are located in 
the TieNet Help Menu and the Department for Exceptional Children’s website located on ACORN.  
Refer to the protocol for additional assistance and to use as a guide.        
 

Feeding and Swallowing Disorders Interdisciplinary Team Suggested Roles 
 
Parent – The parent of the student is a very integral member of the interdisciplinary team. 
Parental signed consent is required for the district and school staff to share and receive medical 
information with the student’s medical staff. 
 
Teacher – The teacher will help evaluate students and implement their intervention plans. 
 
Paraprofessional – Support personnel may play a role in evaluating students and implementing 
their intervention plans. 
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Occupational Therapist (OT) – The Occupational Therapist can address pre-feeding, oral phase 
of eating, selection of appropriate utensils in the school environment, limited use of upper 
extremities, sensory (e.g., tactile defensiveness), and the training and evaluation of others who 
carry out eating/feeding interventions during school day. 
 
Physical Therapist (PT) - The Physical Therapist will provide input to the school team that 
includes positioning (tonal issues, head/trunk control), seating options (e.g., wheelchair, adapted 
chair), and assistance with assistive technology needs. 
 
Speech and Language Pathologist (SLP) – The SLP can assist with identifying students at risk 
for feeding and swallowing disorders, addressing any oral motor issues, swallowing, lip closure 
and sucking concerns. 
 
Speech Language Therapist/Speech Therapist (SLT) - The SLT collaborates with the Speech 
Language Pathologist mentor to identify students at risk for feeding and swallowing disorders; 
the SLP mentor addresses any oral motor issues, lip closure and sucking concerns 
 
Dietitian or Nutritionist – A registered dietitian is a food and nutrition expert. The dietitian or 
nutritionist is qualified to address four areas of nutrition practice: assessment, diagnosis, 
intervention, and monitoring/evaluation. 
 
Nurse – The school nurse can address any nursing interventions for students with swallowing 
disabilities, including precautions to prevent aspiration, oral feeding and non-oral methods (tube 
feeding, IV feeding), emergency care, positioning (in collaboration with OT and PT), safety and 
surveillance, referral and ongoing communication with medical teams, and nourishment 
preparation. 
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CHAPTER 11 
DISCIPLINE 

 
 

Discipline Process for Students with Disabilities 
 

Students with disabilities, defined as any student who is receiving special education services or 

has been identified as a student with a disability under the Individuals with Disabilities Act 

(IDEIA) or Section 504, are expected to follow the Code of Conduct, but with these limitations:  

 

Suspension for students with disabilities must follow these specified procedures: 
immediate notification to parents; an IEP review with the development or review of a 
behavior intervention plan; and a Manifestation Determination Review. Parents must be 
informed of their due process rights at each meeting. 
 
Students with disabilities must continue to have access to the general education 
curriculum even during suspensions. 
 
Students with disabilities may not be excluded from school for disciplinary reasons for 
more than ten (10) days in a school year without the approval of the Superintendent. 
Every effort must be made to use school-based interventions to serve the student.  
Alternatives to suspension may include alternative placement. 
 
Behavioral expectations should be taught, enforced, and monitored with all students so 
that students are aware of acceptable behaviors at school.  If a student with disabilities is 
having behavioral problems at school, parents or school personnel may request a 
Functional Behavioral Assessment (FBA) to determine the function of the student’s 
behavior and appropriate strategies to teach and support replacement behaviors.  
Following the FBA, an IEP team meeting is held to discuss appropriate behavior supports 
to assist in improving the student’s behavior.  Findings from the FBA are used to develop 
or modify a Behavior Intervention Plan (BIP).   
 
After the fifth (5th) day of suspension, a Manifestation Review meeting held by the IEP 
team at the school is required to develop or review the Behavior Intervention Plan (BIP).  
The IEP team reconvenes on each subsequent disciplinary event.   
 

 If the Manifestation Team determines that the student’s conduct at issue was not 

caused by or was not directly and substantially related to the student's disability 

and the IEP Team finds the conduct in question was not the direct result of failure 

by the schools to implement the IEP, then the student will be subjected to the 

same consequences as a non-disabled student, except that he may not be excluded 
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from school for more than ten (10) days in a school year. 

 
 If the Manifestation Team determines that the student's conduct at issue was 

caused by or was directly and substantially related to the student's disability or if 

the IEP Team finds that the conduct in question was the direct result of a failure 

by the school to implement the IEP, the disciplinary process will continue; 

however, the student may not be subjected to the same discipline as non-disabled 

students. An IEP meeting must be held to review the current placement and 

discuss program changes or modifications, if needed. 

 
If a Manifestation Team determines that the student's conduct at issue was caused by; or 
was directly and substantially related to the student's disability; or, if the IEP Team finds 
that the conduct in question was the direct result of a failure by the school to implement 
the IEP, the student may be placed in a temporary alternative educational setting for up to 
45 school days if: 

 
The student receiving special education services: 

 brings a weapon to school, on school premises, or at a school function; 

 possesses, uses or sells controlled substances or drugs at school, on 

school premises, or at a school function; or 

 has caused serious bodily injury on school premises, or at a school 

function. 

 The school system obtains an order from an administrative Hearing 

Officer or District Court Judge that provides for appropriate interim 

placement of the student due to a finding that maintaining the student's 

current educational placement is substantially likely to result in an injury 

to the child or to others. 

 

A student may not be excluded from school during the period of transition to an 

alternative placement if the total number of days the student has been excluded from 

school for the year exceeds ten (10) days without the approval of the Superintendent. 

All appeals in the case of disagreement by the parent/legal guardian must comply with 

due process requirements of IDEIA. 

Students subject to a Section 504 plan will be processed according to system guidelines.  
All complaints under Section 504 must be directed, in writing, to the school system's 504 
Coordinator. 
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Students Not Yet Eligible for Special Education 

 
Under state and federal laws and regulations, a student who has not been determined to be 

eligible for special education and related services, and who has engaged in behavior that violated 

any rule or code of conduct, may assert any of the protections provided to students with 

disabilities if the school had knowledge that the student was a student with a disability before 

the behavior that precipitated the disciplinary action occurred. 

 

The school is deemed to have knowledge the student is a student with a disability if prior to the 

incident: 

 

 The parent of the student expressed concern in writing to school staff that the 

student is in need of special education services; 

 The parent has requested an evaluation of the student; or 

 The teacher of the child or other school personnel has expressed specific concerns 

about the pattern of behavior of the child to the Director of Exceptional Children or 

other supervisory special education personnel. 

 

If there is no prior knowledge of disability, the student may be subject to the same 

disciplinary measures as those applied to students without disabilities with the following 

limitations: 

 

 If a request is made for an evaluation during the time period in which the student 

is subjected to disciplinary measures, the evaluation should be conducted in an 

expedited manner; and 

 Until the evaluation is completed, the student remains in the educational 

placement determined by school authorities. 

 

Individuals With Disabilities Education Act (IDEA) 

The Individuals with Disabilities Education Act (IDEA) requires that a free appropriate public education 

(FAPE) must be made available to all students with disabilities between the ages of 3 and 21, inclusive, 

including students who have been suspended or expelled from school.  Therefore, students with 

disabilities removed from their current placements through suspension or expulsion must continue to 

receive educational services, maintaining their participation in the general education curriculum, 

although in another setting, and to progress toward meeting their Individualized Education Program 

(IEP) goals.  
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Significant Disproportionality in Suspension and Expulsion Rates 

The Individuals with Disabilities Education Act (IDEA) requires state education agencies to 
review local educational agency (LEA) data annually to determine if a significant discrepancy in 
long-term (greater than 10 days) suspension and expulsion rates exists for students with 
disabilities as a whole and students with disabilities by race or ethnicity. State educational 
agencies must report their findings in Indicator 4A/B in the State Performance Plan.  LEAs may 
be required to complete a self assessment of policies, procedures, and practices related to the 
discipline of students with disabilities.  

PBIS 

Positive Behavior Interventions and Supports (PBIS) are designed to build capacity in SCCPSS to 
educate all students, especially students with difficult behaviors, by implementing a positive and 
prevention-oriented approach to school-wide discipline and behavior management.  This 
approach focuses on teaching and encouraging positive school-wide behavioral expectations and 
increasing school capacity to support the use of research-based practices. Technical assistance 
and training on school-wide discipline and behavior management can be requested by contacting 
the PBIS District Coordinator. 

Behavior Intervention Plan 

A Behavior Intervention Plan (BIP) is required when a student’s behavior impedes his/her 
learning or that of others.  

Criteria for implementing the procedures pertaining to student behavior include the 
consideration of strategies, including positive behavior interventions, strategies and supports 
documented in the IEP under consideration of special factors and the Behavior Intervention Plan 
attachment. 

The Behavior Intervention Plan (BIP) is a plan of action developed by the IEP team to help the 

student learn more appropriate behaviors. The BIP is based on information learned through the 

Functional Behavior Assessment. 

The focus of the BIP is to decrease problem behaviors through the identification of replacement 

behaviors (e.g., the student walks away from another student rather than engage in verbal or 

physical aggression). 

 

The BIP includes: 

 Target behavior: A description of the behavior targeted for change. 
 State behaviors in positive terms.  If there are more than one target behaviors, choose the 

most challenging behavior. 
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 Behavior Supports for Target Behavior: Include methods of teaching appropriate 
behavior, e.g., conflict resolution, social skills instruction, and other supports. 
 

 Consequences for Target Behavior: Consequences should include alternatives to 
suspension, e.g., verbal warnings, loss of privileges, lunch detentions. 
 
 

Functional Behavior Assessment  

The Functional Behavior Assessment (FBA) is a required process for addressing a student’s 

problem behaviors. The purpose of the FBA is to determine the function of a specific behavior by 

identifying circumstances that precede the behavior (antecedents) and the reinforcers that occur 

after the behavior.  The results of this assessment are discussed in an Individual Education Plan 

(IEP) meeting and positive behavior supports to address the problem behavior are proposed.  

The Functional Behavior Assessment is a dynamic process which is integrated, as appropriate, 

within the development and review of the student’s Behavior Intervention Plan (BIP). The FBA 

looks beyond the behavior itself, and identifies significant, student-specific social, affective, 

cognitive, and/or environmental factors associated with the occurrence (and non-occurrence) of 

specific problem behaviors. This broader perspective offers a better understanding of the 

function or purpose behind student behavior. It is based on an understanding of “why” the 

student misbehaves. 

The FBA includes: 

 Target Behavior: Define the target behavior in observable terms. 
 

 Data Collection: Collect data through observations, checklists, interviews with school 
staff and parents, school records review, and other pertinent data (medical, historical, 
etc.) 
 

 Reinforcers: Identify positive reinforcers that are meaningful to the student that will 
enhance the likelihood of desirable behavior 
 

 Functions of the Target Behavior:  Determine causes and functions of the target 
behavior. 
 

 Summarize and Analyze Data:  Determine frequency, duration and intensity of the 
target behavior. 

 

A Functional Behavior Assessment must be conducted when: 
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 A student with any disability has behaviors that are preventing the student from making 
appropriate progress in the general curriculum and appropriate advancement toward 
achieving the goals set out in the student’s IEP. 

 Any SWD has been suspended for 5 days in a given school year.  
 A student with any disability, has been suspended repeatedly for challenging or serious 

behaviors. 
 A student with a disability is referred to the Disciplinary Hearing.  

 

 
 

Procedure for Developing a FBA 

 
Every student with behavior problems noted in his/her IEP should have a FBA and BIP in place.  
As soon as a student exhibits behaviors that impede his learning, best practice is to begin to 
collecting data using a Behavior Log or other data collection tool.   
 

The Functional Behavior Assessment and Behavior Intervention Plan must be completed when a 
student is suspended for 5 days; however, you should not wait until the student is suspended to 
complete this process.  These documents are updated as needed based on the occurrence of 
problem behaviors.   
 
 
Behavior Logs 
 

The Special Education case manager will coordinate the completion of a behavior log.  
Behavior logs should be completed and submitted to the case manager on a weekly basis, 
or as appropriate.  Other data might include social history, RTI/SST information, 
discipline records, attendance records, and student/parent conference information. 
The following people may be involved in compiling the behavior logs: 

 
 All teachers that work with the student 
 Appropriate administrators at school 
 Parents 
 Student, if appropriate 
 Others 
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Guide to Completing Behavior Logs 

Behavior - Write the specific behavior(s) the student is exhibiting.                                                                                                         

Time - List time of day                                                                                                                                                                

Activity - What was the child involved with when the behavior occurred? Some possible activities might 

include: 

 Arrival/dismissal to or from class 
 One-on one instruction 
 Large group participation 
 Small group participation 
 Structured Play 
 Unstructured Play 
 Listening to a story 
 Lunch 
 Math 

 
Setting - Where and when did the behavior occur? Some possible settings might include: 

 Bathroom 
 Gym 
 Library 
 Lunchroom 
 Music Room 
 Bus Ramp 
 Transitions     

 
Who - Who were the significant people involved with the activity, antecedent events, or around the child at 

the time of the behavior? Carefully note those people who interacted with the child before, during, and after 

the behavior and anyone who may have exited or entered the area before, during, or after the behavior. 

Antecedent - What happened right before the behavior that may have caused the behavior? Some possible 

antecedent events might include: 

 A change in the routine 
 A demand or request is made of the  

child 

 A loss of a privilege 
 A particular sound, sight, texture, etc. 
 A reprimand 
 A request 
 Attention directed to someone or  

Something other than the child 

Interventions - Strategies implemented to change this antecedent behavior. Some possible interventions 

might include: 

 Change of setting 
 Change of activity      
 Give concrete examples 
 LSI 
 Proximity 

 Riding the bus 

 Snack 

 Toileting 

 Transitioning between tasks, areas, 
rooms, etc. 

 Unstructured time 

 Waiting (for a turn, in line, etc.) 

 Working independently 

 Playground 

 Reading group 

 Work area 

 General Ed. Classroom 

 Pull-out resource room 

 

 

 Reinforcement delivered 

 Denial of a request 

 Difficulty with a task 

 Feedback for an action, answer, etc. 

 Physical contact 

 Verbal redirection 

 Reduce workload 

 Time out 

 Contract 

 Opportunity for movement 
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Results of Intervention - Indicate if the specific intervention was successful for the child. 

ANALYZE BEHAVIOR LOGS  
 

The case manager will compile information from all behavior logs and facilitate team 
meetings to analyze the information when enough information has been gathered to 
identify specific patterns of behavior and purpose for the problem behavior. 

 
COMPLETE FBA FORM 
 

Complete the Functional Behavior Assessment using the FBA form in TieNet.  Ten days of 
observational data is needed. 

 
DEVELOP BIP 
 

Schedule IEP or amendment meeting to develop the Behavior Intervention Plan (BIP) 
based on results of FBA.  Use the BIP form in TieNet.  A new FBA must be completed each 
time a new BIP is done. 

 

 

Procedures for Conducting Physical Restraint 

Physical restraint procedures are emergency procedures and should rarely be used and if used 
must only be used when: 

 The student’s actions pose a clear, present, and imminent physical danger to 
him/her or to others 

 Less restrictive measures have not been effective in de-escalating the risk of injury 
 The restraint should last only as long as necessary to resolve the actual risk of 

danger or harm; and 
 Minimal degree of force should be used – only what is necessary to protect the 

student or other persons from bodily injury 

Restraint procedures should never be used as punishment or for managing student behavior or 
responding to students running away unless there is imminent risk of injury related to that flight.  
No chemical or mechanical restraints (i.e. rifton chair) should ever be used as a restraint. 

 

During physical restraint: 

1. Only those persons trained in physical restraint procedures should conduct physical 
restraints.  This means that only those persons certified in Part II of the MindSet training, 
the management of aggressive behavior including physical restraint techniques, should 
conduct physical restraints. 
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2. Trained staff should use only those techniques taught in the MindSet training 
3. Physical restraint procedures should not be conducted without at least one additional 

staff member present to take notes and to observe the student’s behavior and physical 
status during the restraint  and to determine when the student is no longer a threat to 
himself or others 

4. The student must be able to breathe and to speak at all times.  Breathing should be 
carefully monitored and the restraint must be terminated immediately if the student is 
exhibiting any respiratory distress 

5. Restraint must be immediately terminated if the student is observed to be, appears to be, 
or claims to be in severe distress. 

6. The restraint should be removed as soon as the student is no longer a danger to himself or 
to others.  Generally, students should be restrained for very short periods of time. 

7. If the restraint lasts for a prolonged period, then additional staff support should be 
provided and the documentation log should note that the restraint lasted for a longer 
period of time  

8. Parents should be informed as soon as possible when students are removed from the 
school setting by emergency medical or law enforcement personnel. 

After physical restraint: 

1. As soon as appropriate after the restraint, the staff should discuss the incident leading up 
to the restraint with the student and discuss alternative behaviors that could have been 
utilized. 

2. When the student is no longer a danger to himself/herself or to others, he/she should be 
returned to the instructional activity or to a less restrictive environment. 

3. Parents must be informed not later than one school day after each instance of the use of 
restraint and must be provided a copy of all documentation.   

4. The system form – Documentation of Physical Restraint and Parent Notification-must be 
completed by the school administrator immediately following the restraint and signed by 
all who participated. 

5. A copy must be provided to the parent no later than one school day after each and every 
instance of the use of restraint. 

6. A copy must be filed and maintained at the school.  One administrator at the school should 
be responsible for maintaining these forms and for ensuring that the data is entered into 
the system documentation folder. 

7. The building supervisor must be informed as soon as possible after each use of restraint. 
8. Discipline data teams must review the restraint incident reports weekly. 
9. Monitor the physical well-being of  both the student and the person who conducted the 

restraint for the remainder  of the school day due to the possibility of shock, potential 
delayed effects or possible injury. 

10. A staff de-briefing must occur as soon as possible after every incident of physical restraint 
11. If any of the following situations occurs, then staff should determine if interventions or 

school-wide programs are effectively meeting the needs of the students: 
 Repeated use of physical restraints for any one student 
 Multiple physical restraints across different students 
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 When the amount of time spent restraining a student exceeds the recommended 
time 

12. If the student has an IEP, then the team should review the IEP, FBA, BIP and current 
placement.  

13. For any student, conduct a FBA and develop BIP and recommend that the student be 
followed by RTI process. 

14. Consult with other professionals such as school social worker, school psychologists, etc to 
look at other interventions that may be more suitable in meeting the student’s needs. 

15. Consider other placement options that may be more effective in addressing the student’s 
needs. 
 

Proactive strategies: 

1. These procedures apply to all students and not just to students eligible for special 
education. 

2. All staff in each school must be trained in Part I of MindSet Training - the prevention of 
aggressive behavior. 

3. There must be a school-wide positive behavior support plan that includes the use of 
positive behavior interventions and de-escalation techniques and training of all school 
personnel on how to implement positive behavior supports and documentation 
procedures.   
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CHAPTER 12 
PRIVATE SCHOOLS 

 
 

 

Private School Placement 

Parentally-Placed/Home-Schooled Students 

The Savannah-Chatham County Public School System makes exceptional child services available 

to eligible students with disabilities (preschool-12th grade)enrolled by their parents in private 

schools and  to home-schooled eligible students with disabilities.  

Direct services are limited to speech language therapy and can be accessed at the student’s home 

school or a public school closest to the private school.  However, in order to access services for 

anything other than speech, the child must be a public school student. 

In addition, as part of our Child Find responsibilities, we are required to assess students to 

determine if they are eligible for one of our programs.  The process for private school/home-

schooled students is the same as for public school students in that there should be an RTI/SST 

process and evidence that attempts have been made to provide appropriate interventions and 

accommodations.  Parents or guardians of students with suspected disabilities and private 

schools can access the response to intervention (RTI) process at their home school or school 

closest to the private school if the student resides in a county outside of Chatham.  The parent or 

guardian and private school teachers are members of the RTI team and are directly involved in 

this decision.  Additionally, the school system will request help from the private school in 

collecting information regarding strategies and interventions that have been implemented at the 

private school.  If the RTI team recommends an evaluation, the public school system will 

complete the evaluation and eligibility according to the State of Georgia guidelines.   

Resources: 
 
Questions and Answers On Serving Children With Disabilities Placed by Their Parents at Private 
Schools (April 2011)  
http://idea.ed.gov/explore/view/p/,root,dynamic,TopicalBrief,5, 
 

Implementation Manual, Part I, pp 159-163 

http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manu

al%20Part%201_2-9-12.pdf 

http://idea.ed.gov/explore/view/p/,root,dynamic,TopicalBrief,5
http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
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CHAPTER 13 
AGENCY PLACED STUDENTS 

 
 
 

Services for Agency-Placed Students 
 
Students placed by the Department of Human Services (DHS) or Department of Behavioral 
Health and Developmental Disabilities (DBHDD) in DHS or DBHDD-operated or contracted 
facilities and students placed by the Department of Juvenile Justice (DJJ) in DJJ-contracted 
facilities are eligible for education services in the district in which the facility is located. This 
does not include students in a DJJ Youth Development Center or in a Department of Corrections 
(DOC) facility, regardless of their custody status.  
 
A child is considered to be in the physical or legal custody of DHS, DBHDD, or DJJ or any of its 
divisions if custody has been awarded either temporarily or permanently by court order or by 
voluntary agreement and the child has been admitted or placed according to an individualized 
treatment or service plan of DHS or DBHDD. 
 
In the Savannah-Chatham Public School System (SCCPSS), Coastal Harbor Treatment Center is 
the approved residential treatment facility in Chatham County and receives support from the 
SCCPSS.   
 
For additional information, see the Implementation Manual, part I. 
http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manu
al%20Part%201_2-9-12.pdf, pages 166-168 
 

http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
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CHAPTERS 14 – 17 

 
 

 
At this time there is no information that is SCCPSS-specific.  Please refer to the Georgia State 

Implementation Manual. 

http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
http://archives.gadoe.org/_documents/ci_exceptional/Sp%20Ed%20Implementation%20Manual%20Part%201_2-9-12.pdf
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CHAPTER 18 
SCCPSS General Procedures 

 
 

Georgia Full-Time Equivalency (FTE) 
 Data Reporting Form 

 
 

Procedures for completing the Georgia FTE Reporting Information form.   
 
As of 2011, Cycle 1 will include the special education data previously reported in Cycles 1 and 2.   
 
All areas must be completed on the FTE form.   
 
There are 2 forms: 

 FTE Form for ages 6 and up 
 FTE Form for ages 5 and under 

Complete the appropriate form depending upon the age of the student.   
 
 

1. Complete the identifying data at the top of the form. This form is used throughout the 
school year when a new student is added, to update a student’s schedule and/or services 
or when a student is dismissed from any services. 

2. GAA:  Check either yes or no depending upon whether the student participates in Georgia 
Alternative Assessment. 

3. ESY:   Check either yes or no depending upon whether the student received ESY services 
during the previous summer. 

4. Babies Can’t Wait:  Check either yes or no depending on whether the student has entered 
school under BCW services during the current school year. 

5. Sped Exit Code/Date:  This is only entered when a student is dismissed from special 
education services or reaches the maximum age for services (22).  Enter the appropriate 
code, 3 or 4.  Provide update to the IS and DSS. 

6. Sped Exit Event Code:  Enter the exit code of 9 or 10 for dismissal from special education 
services either by the school system or parent revocation of consent for services.  This 
must be completed in addition to the sped exit code in number 5.   

7. Primary Exceptionality:  Enter primary exceptionality using program code from the 
chart on the FTE form (Note that AU, TBI, and SDD are reported as served through 
another program such as OHI for Counts 1 and 3). 
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8. Primary Hours:  Enter Exc/Related Hours Code that reflects the number of hours served 
for primary exceptionality from the chart on the FTE form. 

9. Secondary Exceptionality:  Enter secondary exceptionality if there is one using the 
program code from the chart on the FTE form. 

10. Secondary Hours:  Enter Secondary/Related Hours Code that reflects the number of 
hours served for secondary exceptionality from the chart on the FTE form. 

11. Environment:  Check the appropriate environment code indicating the percentage of 
time the student receives services in the Least Restrictive Environment. 

 Form for 6 and up uses codes 1-9 and 0. 

 Form for 5 and under uses codes A-J. 

12. Related Services:  Enter the Exceptionality/Related Hours Code from the chart on the 
FTE form for each of the related services that the student receives per the IEP.  Special 
Transportation in this section refers to transportation to and from school. 

13.  Student Schedules: 

 Fill in the Course # and Title.  Seek assistance from the IS for course numbers and 
titles.  Some IS’s already have schedules set with course numbers and will not 
require that you indicate course numbers on your Student Data Form. 

 Complete the Time/Days of Week that the student receives services. 

 Supplemental Speech is marked “Y” or “N.” Student can be marked “Y” only 
when the student is reported with at least 3 Program Codes in a single area of 
disability and supplemental speech must be received in one of the same segments 
for less than the major portion of the segment. No more than 2 segments can be 
marked “Y” for Supplemental Speech. 

 Inclusion indicates whether or not a student is a special education student 
receiving instruction or supplemental aids or services in the least restrictive 
environment.  

o Use codes “4-8” to indicate that the student received supportive 
instruction from personnel such as “4” paraprofessionals, “5” 
Interpreters, “6” Job Coaches, “7” Assistive or Other Personnel (rarely 
used), “8” Certified Teacher (Not Special Education).  

o Use a “9” if an instructional model is used in which a special 
education teacher works with identified students and the regular 
teacher within the regular classroom for at least one half of the segment.  
If you are using the collaborative model, code the segment the same as if 
you were in the general education class co-teaching the entire period. 
The collaborative schedule is more complicated. If you are not sure how 
to code your segments, contact your program manager for assistance. 

 Special Transportation During the School Day:  indicates whether or not a 
student is transported during the school day from one instructional setting to 
another and is marked “Y” or “N.” “Y” indicates that the student is transported 
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during the school day and should be noted during the segment that the student is 
transported off campus. Each segment reported as Transported indicates “round 
trip” when applicable.  For example, if a student is transported from a home school 
to Goodwill during segment 3, then returns to the home school during segment 5, 
only segment 3 is marked “Y” to indicate Transported. 

 Put the actual Primary Exceptionality Program Code in this area. This will 
include 6, 7, 8 Program Codes.  You do not report the “Served Through” code 
that reflects the type of support provided to the student.   

 Put the “Served Through” Program Code “P-Z” or “1-4”.  You cannot use codes 
“6” Autism, “7” Traumatic Brain Injury and “8” Significant Developmental 
Delay.  The “Served Through” Program Code that most closely reflects the type of 
program support being provided to support the student should be reported. 

 
Check to be sure that a form is completed for every student on your caseload!   

 Complete and sign the FTE form and submit it to the ECST for approval. 
 Provide a copy of the signed form to the Information Specialist for data entry.   
 Check with the FTE Coordinator at your site for any additional follow up that may be 

appropriate.   
 Seek assistance from the Program Manager for review if needed.  
 Update the FTE form throughout the year when there is a change in services or a change 

in the student’s schedule.   This may include the following types of examples:  increase or 
decrease in service hours; programs or related services being added or removed; 
dismissal from all services. 

 Complete and submit an FTE form whenever a student is found eligible for services 
throughout the school year.   

 
 

Important Facts to Remember: 
 Appropriate scheduling is the key factor to maximizing FTE. 
 FTE must be documented according to how the student services are reflected in the IEP 

and how the services are provided on the day of the count. 
o FTE 1 – first Tuesday in October 
o FTE 3 – first Thursday in March 
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Fixed Asset (FA) Equipment Procedure  

Equipment purchased through the Department for Exceptional Children is purchased with IDEIA 

funds.  These funds are federal funds designated only for special education.  This equipment 

must be designated for special education certified or licensed staff and students if the need is 

established in their Individual Educational Program.   Assigning of this equipment to anyone else 

is a misappropriation of federal funds.   

Procedures: 

1. School FA Coordinator will:  
 Record any equipment received as purchased through IDEIA federal funds. 
 Monitor that this equipment is assigned only to special education teachers and 

students with disabilities. 
 Notify the Department for Exceptional Children Fxed Asset Coordinator 

regarding any change or discrepancy in assigning site inventory for special 
education and whenever any additions or deletions regarding non-repairable 
equipment occur. 

 Contact the Department for Exceptional Children fixed asset coordinator 
regarding any questions or concerns about equipment transfer requests. 

 Complete appropriate Fixed Asset Forms per the District Fixed Asset 
Coordinator.  

 Process Equipment Transfers: 
Equipment may be transferred from one site to another for the following 
reasons only: 

o A program and position/s moves from one site to another.  
o Special Education positions are cut from the budget at one site and 

moved to another site. 
o Department for Exceptional Children staff assigned to offices in the 

schools are moved to an office at another site (psychologists, DSS, 
BCBAs, Autism Specialists, RTI Specialists, related service providers:  
OTs, PTs, Ad PE, itinerant staff: VI, D/HOH, OI, audiologists). 

o A student with designated equipment per the IEP transfers from one 
site to another. 

 Equipment should not be transferred when a special education teacher 
transfers from one site to another per their own transfer request.  The position 
at the current school would be filled by another special education teacher, so 
the equipment remains at that site for the new teacher.   

 

Purchases for Special Education Teachers/Staff 

Purchases for special education teachers for replacement of computers and printers are handled 

at each site the same as for general education teachers through technology funds for the site. 
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Hospital Homebound Procedures 

Hospital/Homebound (HHB) services are designed to provide continuity of educational services 
between the classroom and home or hospital for students in Georgia public schools whose 
medical needs, either physical or psychiatric, do not allow them to attend school for a limited 
period of time.  

Procedures: 

All forms are found in TieNet. 

1. Counselor/ HHB coordinator is notified by a parent, school personnel, or community 
medical professional that the student may be eligible for HHB services. 

2. Counselor/HHB Coordinator will review process with the parent and provide them with 
the HHB Request for Services, HIPAA and the Physician’s Medical Referral forms to be 
completed by the treating physician.  

3. Signed forms will be scanned and attached to the student’s record in TieNet.  
4. Counselor/HHB Coordinator will send special education staff in The Department for 

Exceptional Children a TieNet message that the documents have been uploaded. 
5. Special education staff will enter the information in the HHB profile in TieNet and send a 

message to the Counselor/HHB Coordinator of approval or denial. 
6. If approved, an Educational Service Plan (ESP) must be created in TieNet if they are a 

general education student. An IEP Amendment must be held if they are special education 
student. 

 
If Approved: 
 

7. General Ed Students – Create ESP in TieNet, obtain signatures, scan in signature page and 
finalize. 

8. E‐mail special education staff to confirm completion of the ESP. 
9. Special Ed Students ‐ Hold an IEP Amendment and scan into TieNet and finalize. E‐mail 

special education staff to confirm completion. 
10. The HHB teacher and parent must be in attendance at this meeting. Participation may be 

through a conference call. 
 

If Denied:                                                                                                                                                                          

Counselor/HHB Coordinator will be contacted with reason for denial. 

Link to HHB TieNet Procedures Manual: 

http://10.101.0.77/ClientHelpDocs/HHB%20Process%2007.12.pdf 

 

 

http://10.101.0.77/ClientHelpDocs/HHB%20Process%2007.12.pdf
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Section 504 Procedures 

Section 504 of the Rehabilitation Act and the Americans with Disabilities Act (ADA) protects all 

qualified students with disabilities, defined as those persons having a physical or mental 

impairment which substantially limits one or more major life activities. Section 504 covers all 

students who meet this definition, even if they do not fall within the IDEIA categories and even if 

they do not need specially designed instruction. 

 

Procedures for 504:  

1. Administrator, counselor or 504 coordinator is notified by a parent, school personnel, or 
community medical professional that the student is suspected of being eligible for 504 
services. 

2. Fill out the 504 Referral form and print out the Medical Impairment form to be filled out 
and signed by the health care provider AND the parent. 

3. After Medical Impairment form is completed and returned, notify the parent/guardian of a 
meeting using the Notification of Section 504/ADA Meeting form. 

4. Convene meeting in which the committee decides whether the student is eligible for a 504 
plan using the 504/ADA Eligibility form and document the educational impact of the 
impairment.  

5. Provide parent with a copy of Parental Rights under Section 504/ADA. 
6. If student is eligible, the committee will complete the 504 Plan and Minutes page. 
7. If the student will require special transportation or any instructional or assessment 

accommodations, then the committee will complete the Special Transportation  and/or 
Assessment and Accommodations forms.   

8. Have appropriate school staff sign off on the Verification of Receipt form and provide  
them with a copy of the 504 Plan for implementation. 

9. Provide the parent with a copy of the plan. 
10. Review the 504 Plan annually to determine its effectiveness and whether or not it should 

be continued or modified for the next school year. 
 

 

 

Link to 504 Procedural Manual: 

http://sccps-

acorn/aa/sped/Shared%20Documents/504%20Coordinators/Section%20504%20Manual%20-

August%202012.pdf 

Link to 504 TieNet Procedures Manual: 

http://sccps-acorn/aa/sped/Shared%20Documents/504%20Coordinators/Section%20504%20Manual%20-August%202012.pdf
http://sccps-acorn/aa/sped/Shared%20Documents/504%20Coordinators/Section%20504%20Manual%20-August%202012.pdf
http://sccps-acorn/aa/sped/Shared%20Documents/504%20Coordinators/Section%20504%20Manual%20-August%202012.pdf
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http://10.101.0.77/ClientHelpDocs/504%20TieNet%20Procedures%20Manual%20v%201%206.pdf 

Procedure for students covered under IDEIA 

While IDEIA-eligible students qualify as eligible under Section 504, any special education and 

related services should be provided under the auspices of the IDEIA, not Section 504.  Any 

accommodations that would be otherwise provided through a Section 504 plan would be 

included in the IEP.  Federal (29 USC 705(20) (A))  

 For the student with articulation only services, the 504 Coordinator would work with the 

SLP to add the appropriate accommodations to the IEP by following this procedure: 

 The SLP would notify the parent and open an IEP amendment. 
 On the cover page, indicate the Purpose for the Amendment is to consider what 

accommodations could be put into place for the student because of their medical issues.  
 Under Discussion, indicate the health issues the student is having and how it significantly 

limits a major life activity (memory issues and fatigue from cancer treatments).  
 On the Classroom/Program Accommodations and Modifications page, indicate the 

appropriate accommodations. 
 The Services page must be included with appropriate service hours however the 

accommodations should not change the service hours. 
 All of the student’s teachers would be responsible for implementing the accommodations, 

just as in 504 plans. 
 

Procedure for a student changing from a 504 Plan to an IEP 

The following 504 paperwork will need to be completed in TieNet and presented at the IEP 

meeting: 

1. 504 plan and minutes:  
 Clearly document why the student is being dismissed from 504.   

2. Meeting notice  
3. Verification of receipt:  

 Teachers must receive information regarding the change of service. 
4. Parental Rights. 
5. Continue with the IEP meeting. 

 

 

http://10.101.0.77/ClientHelpDocs/504%20Tienet%20Procedures%20Manual%20v%201%206.pdf


85 
 

 
 

DEPARTMENT FOR EXCEPTIONAL CHILDREN 
 

 

Implementation and Compliance Manual 

Verification Form 

 

 

I _________________________________, certify that I have received training and reviewed the  
                                  (Print name) 

Implementation and Compliance Manual for special education services.  I acknowledge that it is 

the expectation of the District that all procedures set forth in this manual are adhered to by 

all District personnel.   I am accountable for reading the manual and implementing the 

procedures therein with fidelity.  I understand that my annual performance evaluation will 

take into account the effective implementation of the procedures outlined in the manual.   

 

               

Signature of Special Education Service Provider   Date 

 

               

Signature of Administrator      Date 
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APPENDICES 
 

 
 

Tiered Support  
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DEPARTMENT FOR EXCEPTIONAL CHILDREN 

Program Managers 12-13 School Assignments 

 
 
 

LaShawna Alderman-
Mullgrav 
 

Isle of Hope 

JG Smith 

Largo-Tibet 

White Bluff 

Bartlett MS 

Ellis 

Savannah Arts Academy 

Nancy Barthel East Broad 

Gadsden 

Garrison 

Shuman 

Spencer 

Hesse 

Hubert MS 

Woodville-Tompkins HS 

Laquaria Barton Bloomingdale                            

Port Wentworth                         

SWES                                        

West Chatham ES                                                           

Godley Station 

West Chatham MS 

New Hampstead HS 

Flo Bry Howard                                      

Marshpoint                    

Thunderbolt                               

 

Coastal MS 

Myers MS 

Islands HS                                                

Johnson HS 

Karen Manahan Georgetown                              

WFES                                       

 

Jenkins HS 

SHS 

SWMS                                      

WFHS                                                

Ombudsman - Midtown 

Linda Morgan Garden City                               

Haven                                        

Hodge                                     

Pooler                                        

Mercer 

Early College 

Groves 

Ombudsman – West                                  

Michele Newsome Coastal Empire Montessori 

CGCA/LEAP  

Heard 

Low 

 

Cecelia Wright Bartow                                       

Butler                                         

Gould                                        

Pulaski  

DeRenne 

Oglethorpe 

Beach 
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DEPARTMENT FOR EXCEPTIONAL CHILDREN 
 

District Staffing Specialists  

2012-13 School Assignments 

 
 

Renee Williams 

 

Ellis                Thunderbolt   Islands HS 

Heard             Coastal MS   Johnson HS 

Howard           Myers MS                       

Marshpoint Ombudsman    Skidaway                  

 

 

Islands HS              395-2000            

Candy Alexander 

 

Bartow                West Chatham ES      

Butler                   DeRenne MS 

Gadsden             West Chatham MS 

Garrison              Woodville-Tompkins 

Port Wentworth   Ombudsman Brampton Rd.  

 

Bartow                    395-5300 

Ernest Tiedemann 

 

Bloomingdale        Windsor Forest ES                

Georgetown        Southwest MS 

Largo                      Windsor Forest HS 

Southwest ES         New Hampstead HS 

White Bluff                                     

 

Georgetown            395-3475 
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Shelly Foster 

Garden City           Pulaski          Coastal Harbor 

Godley Station      Mercer MS     LEAP     

Haven                   Groves HS/Ombudsman               

Pooler                   Early College 

 

Mercer                     395-6700     Ext. 2868 

Karen Hendrix 

CEMS                 Spencer           Beach HS 

East Broad         Shuman            Savannah HS 

Gould                  Fresh Start 

Hodge                 Hubert MS 

 

Beach                    395-5330      Ext:   706147 

Lauran Lasseter 

 

Hesse             Bartlett MS                      

Isle of Hope     Oglethorpe  MS                       

J G Smith        Ombudsman 69th St, 

Low   Jenkins HS 

Kicklighter        Savannah Arts 

 

J G Smith             395-6530 
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Program Manager Duties and Responsibilities 

 

 Coordinates delivery of services to identified students 
 Implements procedures to ensure compliance with regulations 
 Recommends and develops program budgets and grants 
 Provides programming support to site administrators 
 Provides programming support to special education teachers 
 Completes assessments to determine program effectiveness and generates plans for 

program improvement 
 Coordinates FTE and December 1 Count verification procedures 
 Develops and implements procedures for managing special education data required for 

trend analysis 
 Assists in developing training and information material for dissemination to schools, 

parents and community agencies 
 Coordinates and monitors psychological services at various sites 
 Uses program evaluation data to provide information to the Senior Director, Exceptional 

Children 
 Provides management oversight for program areas assigned by the Senior Director 

Exceptional Children 
 Performs other duties as necessary for the effectiveness of the organization 

 

DSS Duties and Responsibilities 

 Assist schools with recommendations for obtaining needed RTI or other  information for 
student support/intervention/referrals 

 Manage timelines by entering consent to evaluate in TieNet and providing the form to the 
school for parental signature for initial referrals to programs not requiring a 
psychological (such as Speech, OI, VI, D/HOH) and reevaluations including referrals to 
new programs 

 Enter in TieNet the date the school received the signed CTE for initial referrals noted 
above to begin the timeline 

 Monitor timeline compliance through effective communication with psychologists, 
therapists and site personnel 

 Assist with geographical area trainings and follow up  
 Train site staff on writing eligibilities  
 Review reevaluation eligibilities prior to the eligibility meeting to ensure appropriateness 

and work with the teacher to make any needed corrections 
 Enter information in TieNet profile regarding students new to the district 
 Monitor/update special education data edits for accuracy in a timely manner 
 Review TieNet active students and work with Information Specialists and ECST’s to 

ensure that the active student list in TieNet and Powerschool matches 
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 Review TieNet reports for service schools and monitor timely completion of due process 
documents  

 Train site staff on how to locate and review site reports to maintain up-to-date records in 
TieNet  

 Provide and/or assist with specified training for school staff  
 Serve as a resource for special education teachers 
 Assist with at least one IEP for new special education teachers 
 Continue assistance/support to new special education teachers as needed 
 Review and complete a comparative analysis with each special education teacher for at 

least one IEP; do additional reviews as needed 
 Continue assistance to teachers needing to improve in focus areas  
 Work with the Program Manager to assist with meeting any other site needs and to 

report/discuss concerns regarding staff or site needs  

 

Exceptional Child Support Teacher (ECST) Responsibilities 

 Mentor new special education teachers 
 Work with Program Manager and/or DSS when assistance is needed 
 Schedule services for SWD according to the IEP 
 Create a school calendar for annual reviews, reevaluations, special considerations and 

referrals out of SDD 
o Note:  annual reviews should be scheduled one month prior to the due date 

 Monitor the completion of and updating of FTE forms as appropriate 
 Assist in maintaining current due process documentation by addressing IEP and Timeline 

Alert Reports in TieNet within established time frame 
o Monitor the timely completion of IEPs 
o Monitor redetermination timelines to include special considerations and 

revaluations 
o Create a school calendar reflecting this information 

 Attend manifestation meetings for students having over 10 days of ISS and/or OSS and for 
any student being referred for LTS or expulsion 

 Provide timely documentation of makeup services for any students having over 10 of OSS 
and/or ISS days and provide information to the department regarding these services 
through established process and forms 

 Obtain, review, and scan/upload documentation for transfer students from out of district 
– update this information if needed – email DSS to enter data in TieNet Student Profile 

o Schedule amendment to review information  
o Obtain consent to place 

 Email DSS that a consent to evaluate is needed when a reevaluation is determined 
necessary (inform DSS ahead of time when possible if the school intends to request 
reevaluation 
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 Attend scheduled ECST meetings at Whitney in the Professional Learning room.  All 
meeting times will be 2:30-4:30: 

 September – NO Meeting                February 21 (Thursday) 

 October 18 (Thursday)  March 21 (Thursday) 

 November 15 (Thursday)  April – NO Meeting 

 December – NO Meeting  May 23 (Thursday) 

 January 24 (Thursday) 

 Train sped department staff on specific topics and submit documentation to program 
manager by the due date 

 Work with program manager and DSS to ensure that all timelines are current  
each month 

 


