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SPECIAL EDUCATION TEACHERS’

CHECKLIST FOR THE START OF THE SCHOOL YEAR

· Ask for the diagnostician's latest copy of your classroom roster. Compare this list with your student folders. Discuss any discrepancies with your diagnostician. 

· Start a "Bodies Who Actually Showed" list. Wait six weeks before sending in "No-show" folders to your diagnostician at the Special Education Office. 

· Let the special education secretary know of anyone new (include district transfers, temporary placements, etc.). 

· Prepare a draft schedule of annual reviews. The annual is due on or before the anniversary (month and year) of the last annual. If a reevaluation is also due on the student, try and coordinate with your diagnostician. YOU ARE RESPONSIBLE FOR HAVING THE ANNUAL ARD WITHIN THE INDICATED TIMELINES. Do not delay the annual for a reevaluation. Always make sure that IEP goals are current. 

· REED, the Review of Existing Evaluation Data, should be held at the annual ARD prior to the reevaluation or at least three months before reevaluation due date. Check with the diagnostician to see which alternative applies to your school. The diagnostician should be present at all REEDs. 

· Prepare reevaluation packets for the diagnostician. Check on students who are due the first part of the semester, as these are more urgent to complete. Submit completed reevaluation packets to the designated campus administrator to obtain "Transfer of Referral Data" form. Send full packet to your diagnostician at least 4-6 weeks before due date. Give a copy of the signed consent to the campus' speech therapist, OT/PT/Counselor, if applicable. 

· Temporary ARDs must be held immediately after discovering a student's previous placement in Special Education. The student's Special Education teacher is responsible for writing goals and  scheduling a permanent ARD within 30 school days. Please coordinate with diagnostician. 

ACRONYMS

AE

Age Equivalent

ADD

Attention Deficit Disorder
ADHD

Attention Deficit Hyperactivity Disorder

AEP 

Alternative Education Program

AI

Auditorially Impaired

APE

Adapted PE

ARD

Admission, Review, and Dismissal

ASL

American Sign Language

AT

Assistive Technology

ATD

Assistive Technology Device

AU

Autism

BIP

Behavior Intervention Plan

MDR

Manifestation Determination Review

CA

Chronological Age

CAEP

Campus Alternative Education Plan

CAP

Corrective Action Plan

CAPD

Central Auditory Processing Deficit

CCT

Center for Career Technology

COP

Change of Placement

COS

Change of Schedule

CLD

Culturally and Liguistically Diverse

CM

Content Mastery

DAEP

District Alternative Education Placement

DB

Deaf Blind

ECI

Early Childhood Intervention

DNQ

Does Not Qualify

ED

Emotional Disturbance

ESL 

English as a Second Language

ESY

Extended School Year

FBA

Functional Behavior Assessment

FIE

Full and Individual Evaluation

GE

Grade Equivalent

FAPE

Free and Appropriate Public Education

ICFMR
Intermediate Care Facility/Mentally Retarded

IDEA 04
Individuals with Disabilities Education Act 2004

IEE

Independent Educational Evaluation

IEP

Individual Education Plan

ITP/S

Individual Transition Plan/Statement

JJAEP

Juvenile Justice Alternative Education Placement

LD

Learning Disability

LEA

Local Education Agency

LEP

Limited English Proficient

LPAC

Language Proficiency Assessment Committee

LRE

Least Restrictive Environment

LSSP

Licensed Specialist in School Psychology

MA

Mental Age

MOU

Memorandum of Understanding 

MR

Mental Retardation

NCEC

Non-Categorical Early Childhood

O & M

Orientation and Mobility

OCR

Office of Civil Rights

OI

Orthopedic Impairment

OHI

Other Health Impaired

OT 

Occupational Therapy

PLP

Present Level of Performance

PPCD

Preschool Program for Children with Disabilities

PT

Physical Therapy

REED

Review of Existing Evaluation Data

RDSPD
Regional Day School Program for the Deaf

RTA

Raymond Telles Academy

SDAA

State Developed Alternative Assessment

SBOE

State Board of Education

SLP

Speech and language Pathologist

SI

Speech Impairment

SOP

Summary of Performance

TAKS

Texas Assessment of Knowledge and Skills

TEA

Texas Education Agency

VI

Visually Impaired

TBI

Traumatic Brain Injury

TSBVI

Texas School for the Blind and Visually Impaired 

TSD

Texas School for the Deaf

TEC

Texas Education Code

WNL

Within Normal Limits

GLOSSARY OF TERMS

Admission, Review, and Dismissal (ARD) Committee 

The Admission, Review and Dismissal (ARD) Committee is composed of a student's parent(s) and school personnel who are involved with that student. The ARD committee determines a student's eligibility to receive special education services and plans the educational program for that student. 

Assistive Technology Devices and Services 

Assistive technology devices are any items, equipment, or products used to help select, obtain, or use the device. These services and devices must be made available to any student who needs them to benefit from instruction. They can be provided as special education, related services, or as supplementary aids and services to the general education program. 

Code of Federal Regulations (CFR) 

The Code of Federal Regulations (CFR) contains rules established by the Federal Government. All agencies and facilities receiving funds under a federal law covered in this document must follow these rules. This includes all local school districts accredited by the Texas Education Agency. 

District Policy 

Each local school district is responsible for establishing policies, procedures, and operational guidelines for all programs and activities within the system. 

Due Process Hearing 

A due process hearing is a formal legal procedure used to solve disagreements concerning the education of students receiving special education services. An impartial hearing officer conducts the hearing and makes decisions about the issues at hand. 

Extended School Year (ESY) 

Extended school year are individualized instructional programs for eligible students that are provided beyond the regular school year. 

Change of Placement (COP) 

Changing the services or amount of time in regular education or special education. 

Change of Schedule (COS) 

A change in the class schedule which does not result in a change of placement. 

Free Appropriate Public Education (FAPE) 

Federal law mandates that students have the right to a free appropriate public education and related services. The programs and services must meet both federal and state standards. 

Full and Individual Evaluation Report (FIE) 

This is a summary report generated by the Diagnostician who compiles all evaluation findings after evaluations are complete. 

Functional Behavior Assessment (FBA) 

An FBA is an assessment that attempts to identify why a particular negative behavior is happening. The goal is to identify the behavior's purpose (function). It should include identification of when the behavior occurs, what triggers it and the consequences it produces. 

Individual Educational Plan (IEP) 

The Individual Educational Plan (IEP) is developed by the ARD committee. The IEP includes education goals and objectives; it documents the services a student needs, how these services will be provided, and how progress will be measured. 

Least Restrictive Environment (LRE) 

A student has the right to an education in a setting with other students who are not in special education to the maximum extent appropriate. 

Mediation 

Mediation is a method to resolve disagreements between school personnel and parents. 

During mediation, parents voluntarily meet with a school representative and an impartial third party, a mediator, to work out solutions satisfactory to both parties. 

Preschool Programs for Children with Disabilities (PPCD) 

Preschool children ages 3 through 5 may receive services if there is a developmental or educational need. Services are based on the individual needs of the student. 

Procedural Safeguards 

Procedural Safeguards include parent and student rights under federal and state law, and the procedures used to resolve disagreements. A copy of this document is sent to parents with each official notice and is available at all ARD committee meetings. 

Special Education 

Special Education is instruction and related services provided by a general education program modified through special education support services, supplementary aids, or other special arrangements. Students must meet specific eligibility criteria. Services are available to students beginning on their third birthday and to students who have not reached their twenty​-second birthday on September 1 of the current school year. Students with visual or hearing impairments may receive services from birth. 

Surrogate Parent 

A surrogate parent is assigned by a district when a minor student's parents are unknown or cannot be found, or when the state is the managing conservator of the student. The managing conservator or representative may not serve as surrogate parent. The surrogate parent represents the student as a parent would in all matters of identification, evaluation, educational placement, and provision of a free, appropriate, public, education. 

Texas Education Agency 

The Texas Education Agency, the state department of education, is responsible for the public education of all students in the state. The agency works with school districts to see that all education laws, rules, and regulations are followed. 

Texas Education Code (TEC) 

The Texas Education Code contains all laws passed by the Texas legislature concerning education. 

Title 19 Texas Administrative Code (19 TAC) 

Title 19 Texas Administration Code (19 T AC) includes all rules concerning education in Texas. 

ROLES AND RESPONSIBILITIES

Special Education Teachers are responsible for the following ARDs: 

ANNUALS 

· Must invite all related service personnel, if applicable 

· ARD packet-fill out as much as possible, leave items that need to be addressed by committee 

        blank 

· Old goals with progress documented on them (should be every six weeks) 

· Results of CLASS assessment, if applicable 

· New Goals-make valid for one year from date of ARD 

· Modifications-input from student's teachers should be gathered prior to ARD ,

· New FBA and BIP, if applicable 

· Pre-Assessment REED should be held if the reevaluation is approaching 

· ESY Supplement

· SDAA Supplement for K-8 

REEDS/PAARDS (done 3-6 months Prior to Reevaluation) 

· Must invite all related service personnel, if applicable

· ARD packet (if done in conjunction with an Annual ARD) fill out as much as possible, leave items that need to be addressed by committee blank

· Any information/observations done by teachers 

· Any classroom based assessments 

· Current grades 

· T AKS results 

· Reevaluation Packet 

REVIEW (address concerns. problems. failure. etc ... ) 

· Must invite all related service personnel, if applicable 

· ARD packet-fill out as much as possible, leave items that need to be addressed by committee 

      blank 

· Goals with progress documented on them 

· Modifications-input from student's teachers should be gathered prior to ARD

·  Copies of FBA and BIP, if applicable 

· Grades and attendance records 

DISCIPLINE 

· Must invite all related service personnel, if applicable 

· ARD packet-fill out as much as possible, leave items that need to be addressed by committee blank 

· Goals with progress documented on them 

· Modifications-input from student's teachers should be gathered prior to ARD 

·  Draft copy of FBA and BIP 

· Copies of Referrals and Actions taken 

· Completed FBA Report Forms done by student's teachers 

· Any classroom based assessments 

REEVALUATION 

· Must invite all related service personnel, if applicable 
· Same information as an Annual ARD 

INITIAL 

· Results of CLASS assessment for students who meet eligibility Goals, if applicable- make valid for one year from date of ARD 

· Modifications, if applicable- input from student's teachers should be gathered prior to ARD 

BRIEF (Ask your Diagnostician, if applicable) 

TEMPORARY 

· Occurs only when a student is new to the district and has documentation of previous special 

        education placement 

· Use Temporary ARD form only 

· See Checklist for Temporary Placement ARD 

GRADUATION (High Schools Only) 

· Must invite all related service personnel, if applicable 

·  Transition specialist must be in attendance 

· Counselor for the student should be invited 

· Agencies from the community should be invited 

· ARD packet-fill out as much as possible, leave ARD decision items blank 

·  Goals with progress documented on them 

· New goals, if applicable- make valid for one year from date of ARD or until graduation date 

· Modifications-input from student's teachers should be gathered prior to ARD  
· Graduation Status Report (furnished by counselor)

· Summary of Performance (SOP) 

AFTER AN ARD 

· Make copies of the modification pages and place in all regular education teacher's boxes

· If a BIP was written, make copies for all people that will be having contact with the student (teachers, admin, bus driver, cafeteria, etc…)

· TAKS page to campus TAKS coordinator or Counselor (copy in student’s file)

· 2 copies of PEIMS 163 – one for state file and one for student file 

Administration is responsible for CHAIRING ALL ARDs and for the following: 

The Campus Administrator is responsible for all Initial Referrals and has the following duties:  
· Providing referral packets to the teacher initiating the referral 

· Meeting timelines (school has a maximum of 10 school days to complete referral) 

· Filling out the Transfer of Referral Data, do not leave out any form (Keep a copy for your 


              records) 

· Taking the packet to the Special Education Office (Do not give it to the Diagnostician, Psychologist, Speech Therapist, Occupational Therapist, or Physical Therapist)

The Educational Diagnostician is responsible for and has the following duties: 

· Evaluating students within timelines (60 calendar days from initiation of referral - first day that appears on the referral packet) 

· Preparing Full and Individual Evaluation FIE reports within 60 calendar days of initiation of referral 

· Acting as "case manager" for the evaluation process, seeing that the required areas are addressed and documented 

· Developing the summary report of evaluation, referencing all evaluations done by anyone

· Communicating with principals or ARD Designees regarding the scheduling of the ARD 

       meeting 

· Presenting the FIE Report to the ARD Committee, and making recommendations to the ARD committee based on information gathered 

· Meeting timelines on Initials, Temporary, and Reevaluation Assessments 

· Keeping assigned campus(es) apprised of legal requirements and changes 

TEMPORARY PLACEMENT ARD 

REMEMBER: Have a temporary ARD immediately upon enrollment. 

· Temporary ARDs must follow with a Full ARD within 30 school days from the date of the TEMP ARD. 

· Before holding a temporary placement ARD, you must have documentation that the student was previously in a special education setting. Documentation could either be in the form of a telephone call to the previous school district or a review of ARD/IEP papers. 

STEPS TO FOLLOW WHEN CONDUCTING A TEMPORARY ARD 

______
Student should be enrolled so as to receive I. D. number  


______ Notice of ARD (ask parent to waive the 5 days)  

______ Procedural Safeguards


Document Receipt of Procedural Safeguards  


TEMPORARY PLACEMENT ARD FORM  

NOT the Brief ARD Form 

Emphasize to the parent that the placement is temporary (30 school days) Pending receipt of previous records, and/or collection of new assessment data. 

_______Copies of Written Records provided by parent if any 


and/or Transfer Student Information  


_______ ARD/IEP Supplement Notice and Consent for Initial Placement 


_______ Notice of Full and Individual Evaluation  


_______ Consent for Full and Individual Evaluation 


_______ Consent for Release of Confidential Information 

Have information released to the Special Education Office  

_______Home Language Survey


_______ Information from Parents


_______ PEIMS-163 FORM


_______ Send to Special Education Office 


FAX 
_ 

TRANSFER STUDENT INFORMATION 

Date______________________ 
Student Name________________________________________________

Previous School District________________________________________
Address_______________________________________________
Phone ___________________  

FAX_____________________ 

Contact Person__________________________________________
Last Evaluation Date:___________________________
Comprehensive (Academic) ___________________ 

Psychological_______________________________
Speech_____________________________________
Diagnosed Disabilities (Codes)______________________________

Last IEP Date (Annual)____________________________________
Instructional Arrangement__________________________________________


_________________________________________________________


________________________________________________________

Related Services__________________________________________________


__________________________________________________________


__________________________________________________________

Other____________________________________________________________

         ____________________________________________________________

INITIAL REFERRAL FOR SPECIAL EDUCATION EVALUATION
Each campus should have a pre-referral committee. Before referring a student for sped evaluation, a pre-referral process must be established and practiced on each campus. The primary goal of the pre-referral committee is to provide consultant assistance for the regular education teacher to succeed in the regular education classroom with adjustments in instruction, materials, testing etc. in lieu of special education services. If the intervention strategies are not successful, then it is appropriate to refer the student for sped evaluation. The pre-referral strategies used must be documented, and be included in the referral data provided to the diagnostician. This information will help the diagnostician to emphasize the evaluation in the specific areas of concern. 

Ask yourself the following questions when considering a student for sped evaluation: 

· Is the student absent a lot? 

· Is the student a recent immigrant? 

· Is the student's dominant language Spanish, yet receives academic instructions in English? 

· Has the student changed residence a lot, and attended several schools? 

· Is the student maintaining passing grades? 

If you answer yes to any of the above questions, it is unlikely that the student will quality for sped (as a LD student) due to a lack of educational opportunity, no academic need, or language. 

Use the Referral/Reevaluation Checklist when referring a student for an initial sped evaluation. When completing the referral packet, it is imperative that all forms be completed in their entirety. Areas such as: who referred the student for sped, instructional concerns, and behavioral concerns must be addressed. Specifically, when these areas are not completed, justification for referral to sped seems questionable. 

The Initial Referral packet should be completed within ten business days from the date the referral was initiated. Actual referral timelines do not begin until parent consent form for testing is signed. 
 




MATRIX:  TIMELINE FOR INITIAL EVALUATION
Target: 

Initial evaluations are completed in a timely manner so that services are not delayed.

Directions: Complete this matrix by:

                       1. Read each component.

                                          2. Indicate the campus status by placing an “X” on the




     variation at which the campus meets all criteria.

	Components
	                                                       Variations


Unacceptable                                                                                                   Ideal      

	(A) A systemic process for pre-referral or intervention assistance is established and a variety of support services are used.
	(1) No evidence exists of pre-referral intervention strategies and consideration of support services other than special education services.  
	(2) Sometimes use the pre-referral system for students who are “at risk” prior to making the referral to special education.
	(3) Have a highly developed intervention assistance team that consistently meets students’ needs resulting in appropriate referrals that result in student receiving special education services.

	(B) Operating guidelines for the referral process and a tracking system are in place.
	(1) Guidelines on the campus do not clearly define the referral process and the date of initiation of referral.
	(2) Guidelines on the campus ensure that the initial evaluation report is completed no later than the 60th calendar day from the initiation date of the referral and the status of referrals is monitored by a tracking system.
	(3) All campus staff are knowledgeable about guidelines and follow the process resulting in an error-free tracking system.

	(C) The diagnostic staff completes initial evaluation within the timeline.
	(1) The diagnostic staff is not being used effectively.
	(2) Diagnostic staff meets timeline, evaluates for eligibility, and provides instructional recommendations.
	(3) Diagnostic staff is used effectively resulting in evaluations linked to instruction within timeline. Diagnostic staff collaborates with teachers to support student achievement.




Date sent________________                             
Date Due_________________ 

Referral/Reevaluation Checklist

Student_____________________DOB______________I D___________________
Grade_________Teacher______________________Code ____________ 

School ___________________________Program___________________________
FIE Due __________________________
Need   Check                Items 

____    _____ 1. Referral Health Information(Nurse)****Vision 

                           & Hearing(must be passed prior to completion of packet) 

____
_____ 2. Notice of Full and Individual Evaluation 

____    _____ 3. Consent for Full and Individual Evaluation 

____    _____ 4. Parent Information 

____    _____ 5. Classroom Teacher Information(attach work samples) 

____    _____ 6. Information from Educational Records 

____    _____ 7. Observation of Academic Performance (LD only) 

____    _____ 8. Transfer of Referral Data 

____    _____ 9. Adaptive/Assistive Checklist 

Enclose Copies of the following: 

____    _____ 10. Front of Cum Folder 

____     _____11. Home Language Survey (HLS) 

____     _____12. Current Demo (R-150)
____     _____13. TAKS/SDAA/Release TAKS/Alternative Assessment 

____     _____14. Current Grades 

____     _____15. Attendance Profile 

____    _____16. LEP Profile/LPAC Card 

____    _____17. Parent Denial Letter 

____    _____18. Speech Evaluation (Reevals Only) give copy of #3 to SLP 

____    _____19. Other

Related Services Eligibility, Reports, Goals (if appropriate)
____    _____ 20. OI Eligibility 

____    _____ 21. OHI Eligibility 

____    _____ 22. OT Eval, Goals & Eligibility
____    _____23. PT Eval, Goals & Eligibility
____    _____24. VI Eval, Goals & Eligibility
____    _____25. AI Eval, Goals & Eligibility
____    _____26. Adaptive PE Eval, Goals & Eligibility
____    _____27. Counseling Eval, Goals & Eligibility
____    _____28. Psychological Eval, & ED Eligibility
____    _____29. Assistive Technology Eval Report 
_____   ____30. Other 

INITIAL  ARD 

An initial ARD occurs the first time a student is referred to Special Education and after the full and individual evaluation is complete and ready for review. The diagnostician will provide guidance as to outcome of evaluation and method in which to proceed. 

STEPS TO FOLLOW WHEN CONDUCTING AN INITIAL ARD 

______Set up ARD with administrator.  

Confirm the date with the diagnostician. 

______Send notice of ARD and Procedural Safeguards in English or Spanish (5-day 


written notice is required). 

______Document on ARD notice all contacts made with parents to ensure attendance to

                meeting.

______Invite all related service personnel if applicable (Le. OT, PT, 


Transition) and request goals and objectives. 

______Invite representative of receiving school when student will be changing campuses. 


for any reason, including natural progression for following school year.

______Draft goals and objectives for all subjects in which the student will be receiving

                instruction in a Special Education Setting (CLASS PLUS).                              

Exceptions: Mainstreamed 

*Community Based Instruction requires CBI goals 

Middle and High School- ITP must be reflected on IEP goals 


Make new goals valid for one year from date of ARD.

______USE LONG ARD FORM 

Draft as much as possible, leaving items that need to be addressed by the committee 


blank.

______Modifications-input from student's teachers should be gathered prior to ARD. ______SUPPLEMENTAL FORMS 

                _____Extended School Year Supplement for a student going to ESY 

                          (Remember -Must have documented regression) 

                _____TAKS/SDAA     Assistive Technology 

      _____Functional Behavior Assessment (as needed) 

      _____ Behavior Intervention Plan 



 ______ Social Skills Goal Sheets (required for BIC Placements) 

        _____ Supplement for a Student with Autism of PDD 

ANNUAL ARD 

REMEMBER: An annual ARD must be held during or before the anniversary month. 

An Annual ARD occurs once a year to review the student's progress in the present placement. Parent/teacher conferences should be scheduled for an alternate time. 

STEPS TO FOLLOW WHEN CONDUCTING AN ANNUAL ARD 

______Set up ARD with administrator 

______Confirm the date with the diagnostician for those students approaching 3-year 

             re-evaluation, as there may be a need to conduct a Review of Existing Evaluation Data

             (REED)               
______Send notice of ARD and Procedural Safeguards in English or Spanish (5-day 

            written notice is required) 
 

            Document on ARD notice all contacts made with parents to ensure attendance to meeting. 

______Invite all related service personnel if applicable (i.e. O.T.,P.T., Transition), and 

             request goals and objectives 

______Invite representative of receiving school when student will be changing campuses 

            for any reason, including natural progression for following school year 


______Update progress on previous years goals and objectives, not to be done at ARD 

             three sets will be required at ARD) 
 

______Draft goals and objectives for all subjects in which the student will be receiving 

            instruction in a Special Education Setting. (CLASS PLUS) or other assessment

            ​Exception: Mainstreamed classes 

            *Community Based Instruction requires CBI goals 

             Middle and High School - ITP must be reflected on IEP goals 
             Make new goals valid for one  year from date of ARD 

______USE LONG ARD FORM 

______Draft as much as possible, leaving items that are committee decisions blank 
______Modifications-input from student's teachers should be gathered prior to ARD 
______SUPPLEMENTAL FORMS 

_____Extended School Year Supplement for a student going to ESY (Remember -Must have documented regression) 

 _____TAKS/SDAA

_____Assistive Technology 

 _____Functional Behavior Assessment (as needed) 

              _____Behavior Intervention Plan


 _____Social Skills Goals sheets sheets (required for BIC Placements) 

 _____Supplement for a Student with Autism or PPD 

BRING TO ARD 

______Recording equipment and cassettes for recording of all ARDs conducted in Spanish 

______Computer Clerk form (PEIMS 163) 2 copies 

______Procedural Safeguards (English or Spanish)  

______IEP Draft 

______CLASS PLUS Assessment and bubble sheets or any other assessment including MAP results ______Copy of current grades 

______CRS (TAKS/SDAA) results









Annual ARD cont’d.
AFTER THE ARD 

______Reschedule ARD if necessary  

______Send or deliver white copy of ARD paperwork and any cassette tapes to your diagnostician 

______Make copies of the modification pages for those teachers directly working with the student 

______If a BIP was written, make copies for all personnel which works directly with the student (i.e.
             teachers, administrators, counselors, etc.)                
______Give one copy of completed PEIMS-163 Form to Special Education Office and keep one for  

             student’s file.
______Follow through on ARD recommendations 

ARD Agenda

Name of Student ____________________________________

"All Information concerning this student with disabilities is confidential and may not be discussed with anyone except those who have a legitimate educational interest in the student with disabilities. Persons participating in the ARD meeting will refrain from making any personal attacks on school staff, students, or parents. All participants are expected to speak in a courteous manner an in a conversational tone. This expectation must be followed in order to facilitate a safe, collaborative environment focused on the development of appropriate educational plans for this student." 

______Record meeting if conducted in Spanish (mandatory) 

______Introduction of ARD meeting participants 

______Purpose of ARD meeting
______Rights given to parent/adult student/legal guardian 

______Review of Assessment Data 

______Eligibility (LD, ED, SI, etc ...) 

______Review old goals 
______Develop new goals 

______Health/Behavior considerations (FBA, BIP, Manifest) 

______Modifications 

______TAKS/Alternative Assessment 

______LRE 

______Schedule of Services (classes) and related services 
______Placement determination (LRE considered) 

______Assurances 

______Closing Statements 
______Signatures 

REVIEW OF EXISTING EVALUATION DATA ARD (REED)

REEDS can be completed as stand alone or in combination with any of the ARDs. 

STEPS TO HOLD AT A REED ARD

______Set up ARD with administrator  

______Confirm the date with the diagnostician 

 

______Send notice of ARD and Procedural Safeguards in English or Spanish (5-day 


written notice is required) 
 


Indicate Review of Existing Evaluation Data (REED) on notice 
 

Document all contacts made with parents to ensure attendance to 


meeting on the ARD Notice 
 

______Invite all related service personnel, if applicable 
 

______If done in conjunction with an Annual ARD, follow Annual ARD steps 
 

______Assessment personnel will draft REED form. 

BRING TO ARD 

______Recording equipment and cassettes for recording of all ARDSs conducted in Spanish 

______Notice of ARD (REED listed as reason for ARD)
______Procedural Safeguards and addendum (English or Spanish)  

______IEP Draft if held in conjunction with other ARD 

______Teacher information/observations 

______Classroom based assessments 

______Copy of current grades 

______CRS (TAKS/SDAA) results 

______Reevaluation packet 

AFTER THE ARD 

______Reschedule ARD if necessary  

______Complete reevaluation packet  




REED COMMITTEE MEETING AGENDA




____ Record ARD if conducted in Spanish (mandatory)




____ Introduction of PAARD/REED meeting participants




____ Rights given to parent/adult student/legal guardian




____ Eligibility (LD, ED, SI, MR, etc.)




____ Review of Existing Evaluations




____ Need for new assessment




____ Summary




____ Signatures

REEVALUATION ARD 

A reevaluation ARD occurs when addressing evaluation results of a Full and Individual Evaluation, Psychological Evaluation, and/or a Speech and language Evaluation. 

STEPS TO FOLLOW WHEN CONDUCTING A REEVALUATION ARD 

SAME AS ANNUAL ARD 

COORDINATE WITH APPROPRIATE ASSESSMENT AND RELATED SERVICE PERSONNEL. 

REVIEW ARD 

A review ARD occurs when addressing concerns, problems, failures, or at a parent request, 

STEPS TO FOLLOW WHEN CONDUCTING A REVIEW ARD 

SAME AS ANNUAL ARD 

COORDINATE WITH DIAGNOSTICIAN AND RELATED SERVICE PERSONNEL IF THIS ARD MAY RESULT IN A POSSIBLE CHANGE OF PLACEMENT OR SERVICES. 

GRADUATION ARD 

The paperwork is the same as an annual.  

Make sure that the transition is addressed as part of this ARD and invite the outside agencies that will be picking up the student upon graduation. 

The ARD committee only recommends graduation it does not guarantee it. 
BRIEF ARD

Ask your diagnostician, if applicable.

DISCIPLINE ARD* 

The purpose of a discipline ARD is to review and/or develop a functional behavior assessment. (FBA), a behavior intervention plan (BIP), and/or to make a manifestation determination (if the school is considering a change of placement). It will address the delivery of services if placed in an alternative setting. 

STEPS TO FOLLOW WHEN CONDUCTING A DISCIPLINE ARD 

COORDINATE WITH DIAGNOSTICIAN AND RELATED SERVICE PERSONNEL IF THIS ARD MAY RESULT IN A POSSIBLE CHANGE OF PLACEMENT OR SERVICES. 

SAME AS ANNUAL ARD 

SUPPLEMENTS TO INCLUDE: 

______ Functional Behavior Assessment Report Forms (FBA) prepared by 

student's teachers  

______ Behavior Intervention Plan 


______ Manifestation Determination


______ Copies of discipline referrals and actions taken

*For additional information refer to Discipline section. 

Discipline 

A special education student can be disciplined in the same manner as a regular education student: however, there are some very important steps that must be taken in order to comply with the state and federal guidelines. Failure to follow the law will only result in limiting the administrators' ability to discipline a sped student. The handbook will only attempt to guide you through the procedures you must take to discipline a sped student who has violated the Student Code of Conduct. You should address any specific questions to your diagnostician. 

The following terms and abbreviations are commonly used when dealing with sped discipline situations: 

Change of placement: whenever a removal is for more than 10 school days; or the child is subjected to a series of removals that constitute a pattern because they cumulate to more than 10 school days in a school year and because of factors such as length of each removal, the total amount of time the child is removed, and the proximity of the removals to one another. 34CFR300.519 

BIP: behavior intervention plan -- completed by the teacher 

FBA: functional behavioral assessment -- completed by the teacher 

MDR: manifestation determination review -- completed by the Diagnostician or LSSP 

Removal: changing a student's current IEP arrangement for disciplinary reasons 

It is very important to understand that a student cannot be removed for more than ten days in a school year without having an ARD. 

The following scenario will hopefully give you some insight on the process of disciplining a sped student: 

A sped student committed an offense for which the campus administrator wants to place him in AEP. What do I do? 

If this is the first time the student is being removed, he can be placed in AEP immediately; however, an ARD must be held no later than ten business days after the child is removed 34CFR300.520(b). 

So if we have used up the ten days, does that mean that we cannot further remove the student for subsequent disciplinary reasons? 

The student can be removed for an additional 10 school days in the same school year for separate incidents of misconduct as long as the removal does not constitute a pattern, i.e. length of removal, the total amount of time the child is removed, and the proximity of the removals to each other (34CFR300.520(a)( I )(i). An ARD will still be required to place the student in the AEP in excess of the 10 additional days. 

What is the purpose of this ARD? 

At this ARD a full ARD must be used. The committee must conduct a FBA; develop a SIP, or review the existing BIP, and conduct a MDR. Discipline referrals that generated this meeting must be included as attachments to the ARD. 

Is that it? 

No, that is wishful thinking. At this ARD, the committee is required to review the student's IEP to make sure of the following: 

· Are the student's IEP and placement appropriate? 

· Have all services been provided as specified in the IEP? 

· Are all assessment current? 

If the answer is no to any of those questions, the student cannot be placed in AEP. 

Additionally, the committee must determine if the disability impaired the student's ability to understand the impact and the consequences of the behavior subject to disciplinary action, and whether the student's disability impaired the ability of the student to control the behavior subject to disciplinary action. If the answer is yes and no respectively, again, the student cannot be placed in AEP. 

The only exceptions to the above questions are if the violation involved the use or possession of drugs or weapons. 

Whenever a sped student is removed for more than 10 school days the school is required to provide services to the extent necessary, to enable the student to appropriately progress in the general curriculum and appropriately advance toward achieving the goals set out in the student's IEP. 

Please refer to the Roles and Responsibilities section of this handbook for additional information on discipline ARDs. 

WHAT TO DO WHEN A SPECIAL EDUCATION STUDENT ENTERS OR DROPS YOUR CLASSROOM 

· Notify diagnostician if you have a student who has dropped. Complete PEIMS form and turn it in to the Special Education Office.  Send in the original and keep a copy. This information is needed in order to keep PEIMS/SEMS list current. 

· If you have a new student who is on a temporary placement in your class, notify the diagnostician. There are times that the diagnostician is not notified of a new Special Education student. A Temporary ARD must be held immediately upon discovering the child's history of Special Education services. DIAGNOSTICIANS AND/OR SPEECH THERAPISTS DO NOT NEET TO ATTEND. 

· Keep in mind that temporary placements are only good for 30 school days. YOU MUST CLASS THE STUDENT WITHIN THIS TIME PERIOD AND DEVELOP NEW GOALS. An annual (or permanent placement) ARD should be held within 30 school days after the temporary ARD. 
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