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Disclaimer 

 

 

Nothing in this document is intended to establish mandates or ministerial duties, and 

nothing herein should be viewed as absolving an Individualized Education Program (IEP) 

team’s duty to provide its own professional judgment to a particular situation. Instead, an 

IEP team using this guide is encouraged to use its discretion and address each situation 

on a case-by-case basis and comply with both federal and state law. This document is not 

intended to create new rights or duties under any applicable state or federal law. 

Furthermore, this document is designed for in-district use and is not intended to be a 

comprehensive legal guide. School level personnel should continue to consult with their 

building principals, the Executive Director of Special Education and/or designee(s), and 

the Superintendent and/or designee(s), regarding specific questions or situations, which 

arise as a result of the provision of special education services. 
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AREA OF GENERAL SUPERVISION I: IDENTIFICATION PROCESSES 

Confidentiality of Information  

Part B of IDEA gives parents rights regarding their child’s special education records.  These 

rights are in addition to rights that fall under the Family Educational Rights and Privacy Act 

(FERPA) which is a law that provides educational records protections to all students. 

Confidentiality Includes:  

• Privacy of information  

• Protection of records  

What information is confidential?  

• Student’s name, parent’s name, address  

• Social Security Number  

• Personal characteristics  

• Other information that makes the student easily identifiable  

• Education records consisting of institutional records maintained for each student used 

in making decisions that affect the life of the student.  

• All special education files  

How is confidentiality violated?  

• By verbally disclosing information to someone who does not “need to know”  

• By sending information or copies of reports to agencies or persons without written 

parental consent  

• By allowing unauthorized access  

What can happen when confidentiality is violated?  

• Students and families can be hurt.  

• Trust can be lost.  

• Employees can lose jobs.  
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• School districts can be sued.  

Access Rights to Student Special Education Records 

Special education records are maintained in a secured location.  

An access chart (available on the Special Education Google site) will be maintained in the front 

of each folder indicating who viewed the file and the reason for review and the date of review. 

Review of electronic records is recorded by the student information system utilized by the 

district.  

Access is denied to those who do not have a legitimate educational interest. Access is also 

denied to outside agencies that do not have written parental consent.  

Employees respect the student’s and family’s right to privacy.   

Employees learn how to respond to questions from others who request confidential 

information.  

Amendment of Records at Parent Request and Results of Hearing 

Parents have the right to ask for an amendment of any record if they believe the record is 

inaccurate, misleading, or violates the privacy or other rights of the child. All requests for 

amendment to the student record need to be referred to the Special Education Director for 

consideration. If the amendment is refused, the Director will notify the parents of the refusal to 

amend and inform them of their right to a hearing. A statement may be placed in the record 

commenting on information, or setting forth the parents’ reasons for disagreeing with the 

agency decision, if it is decided in a hearing that information need not be amended. 

Parent Consent for Provision of Services 

There are three occurrences when a parent’s signature indicating consent is required in special 

education. These are:  

Consent to evaluate; 

Consent to reevaluate; 

Consent to place; 

Consent means: 

The parent(s) have been fully informed in their native language or other mode of 

communication (such as sign language, Braille, or oral communication) of all information about 

the action for which they are giving consent. 
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The parents understand and agree in writing to that described action. The consent describes 

that action, lists the records (if any) that will be released and to whom. 

The parents understand that the consent is voluntary on their part and may be withdrawn at 

any time.  Parent withdrawal of consent does not negate (undo) an action that has occurred 

after the parent gave consent and before they withdrew consent. 

Consent is not required prior to reviewing existing data as part of an evaluation or reevaluation, 

when developing the IEP, or prior to administering a test that is administered to all children 

unless consent is required for all children. 

To Revoke Consent for Placement 

When a parent asks for their child to no longer receive special education services, a meeting 

should be held to discuss all the pros and cons of removing services. If after discussion, the 

parent continues to pursue revocation, then follow these steps: 

Have parents sign the Revocation of Consent for Special Education Services form (available in 

the Special Education Google site under “Revocation of Consent”). 

Have the parents fill out and sign the Prior Written Notice form (also available on the Special 

Education Google site). 

Complete minutes of the meeting.  

To Revoke Consent for Evaluation 

There may be a time when a parent signs consent for evaluation or reevaluation and then 

changes his/her mind. If the team is in agreement, the appropriate team will meet and indicate 

in the minutes the decision to stop the evaluation. A new Consent to Evaluate must be 

completed, marking “no,” and include the parent signature and justification for the action. If 

the team is not in agreement, please involve the assigned special education administrator. 

Safeguards/Parental Rights 

Complete copy of Your Rights as Parents must be given to the parents in their native language 

(1) once every school year, and:  (2) upon initial referral or request for evaluation; (3) upon 

receipt of the first special education complaint in a school year; (4) upon receipt of the first due 

process hearing request in a school year; (5) when a decision is made to take a disciplinary 

action that constitutes a change of placement; and (6) upon request.  The condensed Parent 

Rights version may be given at all other IEP meetings.  
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Parental rights in English and Spanish are available on the Special Education Google site, while 

other languages are available through the Department of Education (DOE) website. 

Destruction of Confidential Information 

In compliance with the Georgia Records Act, the Whitfield County School District’s records 

retention schedule and the Individuals with Disability Act (IDEA) regulations on destruction of 

data collected, maintained or used in the provision of a free and appropriate public education, 

the Special Education department may destroy special education records for students’ who will 

turn 23 before January 1 of the current year. The director will provide prior public notice 

through posting on the school district’s website, as well as through local media including radio 

and newspaper sources. The notice will include contact information for a former student to 

obtain these records if they need them for Social Security or other purposes.  

Student Records, Special Education Individual student records for the special ed program; 

parents must be notified when information is no longer needed to provide services to the child; 

all information but student permanent record must be destroyed on request of parent Retain 

until age 22 and notification of parents 34 CFR 300.624  (updated 5/17/2021) 

 

Tiered System of Supports for Students/Response to Intervention (RTI) and Student Support 

Team (SST) 

Whitfield County Schools has adopted the Response to Intervention (RTI) model (based on the 

three-tier RTI model adopted by the Georgia Department of Education), which is a multi-level 

prevention system where students will receive services at all levels, depending on their needs.  

This model focuses on identifying and addressing each student’s academic and/or behavioral 

needs while  providing educators with a common focus and language for instructional practice 

and intervention. Educators engage in a problem-solving process, focusing on individual student 

needs, program effectiveness, and home/school communication. The Pyramid of Interventions 

(POI) serves as a graphic organizer illustrating tiers of intervention/instructional efforts that can 

be provided to students according to their individual needs.  
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Standards-based instruction (stemming from the Georgia Standards of Excellence - GSE), 

universal screening, and progress monitoring are the critical foundation elements of the model.  

Every public school in Georgia is mandated to teach the standards to all students based on their 

grade level and/or content area. Universal screening helps teachers identify students who will 

need more individualized assistance. Progress monitoring allows teachers to assess the 

effectiveness of instruction and to differentiate their instruction based on the academic and/or 

behavioral needs of the students. Progress Monitoring also helps to determine the possible 

need for more intensive intervention prior to the development of further gaps in learning.  

Response to Intervention is most effective in schools where the educational staff assume 

responsibility for the learning of all students, engage in ongoing collaboration, implement 

research-based interventions, collect data, and engage in data-driven decision making. All 

Response to Intervention (RTI) and Student Support Team (SST) forms are available on the 

RTI/SST Google site.  This problem-solving process takes place at all tiers of the pyramid and 

involves six basic steps that focus on individual student needs, learning styles, program 

effectiveness, and home/school communication.  These steps are as follows: 

Gathering of Information 

Educators gather as much relevant information as possible regarding the student’s past and 

present educational and/or behavioral performance.  Information should be gathered from a 

variety of sources including parents, official school records, and anecdotal records.  

Formative Assessment and Evaluation of Data  

Educators meet to discuss and interpret the information available to them.  The team may 

decide that more information is needed and develop a plan for obtaining the information. 
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Students who need interventions are progress monitored using tools, such as AIMSweb, DIBELS, 

and/or behavioral data collection. 
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Development of Intervention Plan  

After evaluating the existing information, educators develop an individual intervention plan 

specific to the student’s strengths and weaknesses.  Strategies and techniques are 

brainstormed and agreed upon by all those involved in the implementation process.  A timeline 

for follow-up and evaluation of progress is established.  

 Implementation of Intervention Plan  

The intervention plan is implemented for a specified time period (no less than twelve weeks). 

Additional data is gathered as needed.  

Evaluation of Progress  

Educators reconvene to discuss progress and any additional data that might be available. 

Interventions are modified as needed, and further course of action is discussed.  

Ongoing Monitoring and Evaluation  

Educators monitor student progress and make changes as necessary.  
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Whitfield County School’s Response to Intervention Flowchart 
 

 

 

 

 

 

 

 

 

 

 

 

 

Standards Based Classroom Instruction and Learning (Tier I)   

Whitfield County School’s Response to Intervention Flowchart 
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Standards Based Classroom Instruction and Learning 
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Standards based classroom learning describes effective instruction that should be happening in 

all classrooms for all students.  This type of instruction/learning focuses on the Georgia 

Standards of Excellence and includes evidenced based instruction that is differentiated 

according to students’ various needs.  Teachers utilize progress monitoring results to guide and 

adjust instruction. Tier I is not limited to instruction in academic content areas, but also 

includes all developmental domains, such as behavioral and social development.  This tier 

represents effective, strategic, and expert instruction that is ideally available in all classrooms.  

Needs Based Instruction and Learning (Tier II-Standard Intervention Protocols)   

Needs based instruction/learning becomes the answer to the question “What are we supposed 

to do when a student is not making adequate progress?”  Tier II consists of pre-planned 

interventions that should be in place for students who are not making adequate progress or 

adequately challenged with Tier I alone.  The purpose of Tier II is to provide interventions for 

students before their skills gap becomes so large that specialized instruction is needed (e.g. SST 

or special education services).  Tier II interventions are used in conjunction with the Tier I 

instruction that is provided.  Tier II interventions are not solely reliant on the expertise and                                             

diligence of individual teachers across the school, but should include research based 

interventions implemented for specific frequencies, duration, and intensity.     

Student Support Team Driven Instruction and Learning (Tier III)   

SST driven instruction/learning provides an additional layer of analysis and interventions. The 

Student Support Team (SST) meets to discuss students who are still not making adequate 

progress even with the utilization of research based interventions.  During this process, the SST 

analyzes the specific needs of the individual student. Tier III is very individualized as the 

student’s teachers, other personnel, and parents systematically determine the issues that need 

to be addressed for the student. Research based interventions are then strategically put in 

place for the student and weekly progress monitoring with curriculum based measures 

(AIMSweb, DIBELS, etc.) used to determine if the student is responding to interventions. A 

student may be referred for an evaluation by the Student Support Team when the student is 

not responding to research based interventions after implementation for a sufficient period of 

time. There must be documented evidence that interventions and progress monitoring have 

been implemented with fidelity. Also, a parent may request an evaluation at any point in the 

process.     

Parent Participation 

Parent participation is critical to the success of the child. The PTA National Standards for Family-

School Partnerships recommends promoting parent engagement by welcoming all families into 

the school community, communicating effectively, collaborating to ensure student success, 
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speaking up for every child and sharing power. The benefits of parent and school partnership 

include  the following: 
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● Improved school attendance; 
● Fewer antisocial behaviors; 
● Decreased alcohol use and violent behavior; 
● Improved self-confidence; 
● A more positive attitude about school; 
● Better academic performance (eg. higher grade point average, better scores on 

standardized testing); 
● Participation in more challenging school programs; 
● Consistent completion of homework; 
● Improved quality of classwork; 
● Better transitions and realistic future goals; 
● Higher graduation rates; and 
● Increased participation in post-secondary outcomes. 

 

SST Team Members 

The SST shall include, at a minimum, the referring teacher, RTI coordinator, and any of the  

following participants, as appropriate based on student needs: 

● Principal 

● Assistant Principal 

● school psychologist  

● General education teacher  

● Counselor  

● Lead teacher 

● Subject area specialist/EIP teacher 

● ESOL teacher 

● Special education teacher 

● School social worker 

● Central office personnel 

● Section 504 coordinator 

● Other appropriate personnel 

● Parents/guardians (must be invited to participate in all SST meetings for their  child)   

Documentation of RTI/SST Activities 

Tier II and Tier III (SST) forms can be found on the WCS RTI/SST Google site.   
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Exception to the Use of SST Process 

School personnel and parents/guardians may determine there is a reasonable cause to bypass 

the SST process for an individual student.  Documentation in the student’s record shall clearly 

justify such action, and an SST Bypass Request Form must be completed and approved by 

appropriate school personnel prior to obtaining consent for evaluation from the parent.  In 

cases where immediate referral is sought, the SST shall still determine what strategies, 

interventions, and modifications shall be implemented for the student during the evaluation 

process.  

It is not necessary for students who transfer into the local school system/state operated 

program with a current Individualized Education Program or Section 504 plan to go through the 

SST process.  

For students with chronic behavior issues, the SST may, with parental consent, conduct a 

Functional Behavior Assessment (FBA) and develop a Behavior Intervention Plan (BIP) prior to 

bypass or diagnostic placement.  

Child Find Procedures 

Child Find is a process that districts use to identify, locate, and evaluate all children in the 

district, birth through 21, who are suspected of having disabilities that may result in a need for 

special education and related services. The Whitfield County Schools’ Children’s Assessment 

and preschool Services (CAPS) oversees Child Find for the district by communicating with local 

private and government preschools, local pediatricians, and the health department.  

Districts have Child Find responsibility for all children suspected of having disabilities, regardless 

of the severity of their disabilities. This includes: children (birth through 3) who may or may not 

be referred to and served by the state’s early intervention program, Babies Can’t Wait; 

preschool children (aged 3 through 5) who may not be enrolled in a Georgia-funded pre-

kindergarten or kindergarten, including children who are parentally placed in private preschools 

or daycare centers outside the district; children who are enrolled in a public school within the 

district, including public charter schools; children who are parentally placed in private and 

home schools (refer to the Private Schools Chapter of this manual for additional information on 

private school Child Find responsibilities); children who are attending charter schools within the 

district or in the area if it is designated as an individual district; highly mobile children, including 

migrant, homeless, and children who are wards of the state; children served in community 

programs, such as rehabilitation centers, daycare centers, etc.; children (aged 18 through 21) 

who are incarcerated in facilities operated by the local sheriff’s office or other municipalities; 

and any other children suspected of having disabilities.  
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Whitfield County provides a variety of strategies to ensure that students who may need special 

education and related services are identified and evaluated. For example, printed notices are in 

local newspapers and in local public agencies, such as the Department of Community Health 

and the Division of Family and Children Services. The Childhood Assessment and preschool 

Services (CAPS) also notifies public and private childcare facilities and private preschools of 

Child Find activities. Whitfield County also utilizes its websites as a means for disseminating 

Child Find information.  

Whitfield County meets annually with representatives from home schools and private schools 

to inform them of the district’s Child Find procedures. For children transitioning from the 

Babies Can’t Wait program, identification and evaluation is completed by the child’s 3rd 

birthday. Early identification and evaluation of students with disabilities facilitates a smooth 

transition into the public school district for these children. 
 

Evaluations and Reevaluations  

Initial Evaluation Referral Process 

The school psychologist and/or speech and language pathologist (as needed) will facilitate the 
collection of all materials needed for initial referrals to special education and submit 
documentation to the Educational Diagnostician. This will include the following:  

● Initial Referral Checklist for Special Education 

● Student Support Team Referral 

● SST minutes and documentation of interventions and progress monitoring data 

● Documentation of parent involvement 

● Copy of most recent report card showing grades and attendance 

● Copy of the results of any group administered standardized testing (Examples: GKAP, 

ITBS, Stanford 9, Milestones, CogAt, Aimsweb, ACCESS) 

● Current Hearing & Vision Screening Reports 

● Family Questionnaire 

● Parental Consent for Evaluation 
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If the parent is present at the meeting and the above information/paperwork is available, the 

school psychologist will obtain consent for the evaluation and provide a copy of the Procedural 

Safeguard Notice of Parent’s Rights.  The 60 day timeline begins with this receipt of this 

consent. If the parent is NOT present at the meeting, the school psychologist will forward the 

referral information to the Special Education Diagnostician, who will in turn mail a request for 

evaluation consent to the parents, along with the Procedural Safeguard Notice.   

Once consent is received, the Diagnostician will record all appropriate dates and information 

into the electronic timeline log. Staff will then be assigned to evaluate the student. This could 

be a school psychologist, speech language pathologist, Teachers of Sensory-Related Disabilities 

(Itinerant staff), etc.  

Evaluators will collect the data needed for the determination of eligibility. Once the assessment 

is completed, the assigned evaluator will develop draft reports, and arrange and conduct 

eligibility meetings with parents and the IEP Team.  

After the evaluation process is concluded and an eligibility determination has been established 

(documented through an eligibility report), the file will be returned to the Diagnostician to 

finalize the timeline logs. All reports and documentation will then be sent to the Special 

Education Records Clerk to be scanned into the storage database with hard copies filed in a 

secured location. 

Timeframes for Evaluations 

Once a request for an evaluation is made by either the SST or parent, a parental consent for 

evaluation is obtained. The 60 calendar day timeline is begun upon receipt of the signed 

consent. The Special Education Diagnostician records and monitors the timelines and 

communicates with the assigned evaluation staff (school psychologist, SLP, teacher of sensory -

related disability) to ensure timeline compliance.  

Reevaluations are due before the current three year eligibility expiration date. In Whitfield 

County, reevaluation redetermination meetings are conducted every two years.  In the case of 

students with a Significant Developmental Delay (SDD), the student must be evaluated before 

the end of the school year in which they turn nine. If the student turns nine during the summer 

when school is not in session, the reevaluation must occur during the previous school year.  

The 60 calendar day time period begins when a district employee receives the signed consent, 

but excludes extended school holidays and other times when the student is not in attendance 

for five or more consecutive school days. An exception occurs if the parent fails or refuses to 

produce the child for the evaluation. 



 

 
23 

 

When the consent is received fewer than 30 days prior to the end of the school year (the final 

day of post-planning), the remaining evaluation period may carry into the next school year. IEP 

development may occur on the date eligibility is established, or within the next 30 days, 

excluding school breaks of at least five consecutive school days. 

Vision and Hearing Screenings 

When possible, vision and hearing should be cleared prior to obtaining a consent to evaluate. A 

Parental Consent for Screening is required prior to the screening. If the student does not pass 

either of the screenings, the parent will be informed. The parent and the school should work 

together to address hearing and/or vision concerns. A consent to evaluate will be obtained 

once hearing and/or vision is cleared. If interventions have not been provided or documented 

prior to the referral for evaluation, interventions are immediately implemented without the 

need to wait for vision and hearing clearance. 

Procedures for Re-evaluation Consideration 

Every effort should be made to obtain consent to evaluate at the re-evaluation review meeting 

when additional assessment for eligibility purposes is indicated. If the psychologist or 

coordinator is not available to attend the meeting, a consent to evaluate may be obtained from 

the psychologist prior to the meeting, or the meeting may be reconvened at a mutually 

agreeable date. 

STEPS 

Special education teachers should schedule a date and time for the reevaluation consideration 

meeting, remembering to invite the school psychologist or special education coordinator 

whenever there are known concerns that may lead to the need for additional assessment. If a 

concern arises during a typical meeting, and the school psychologist or special education 

coordinator is not in attendance, the teacher will table the meeting and reconvene at a later, 

mutually agreeable date. 

In Whitfield County School, the reevaluation consideration meeting is conducted at least one 

year prior to the three-year expiration date of special education eligibility. For example, if the 

redetermination is due on 9/21/22, then conduct the reevaluation redetermination meeting on 

or before 9/21/21.  This  will allow the assigned evaluator at least one year to complete the 

evaluation process when evaluation is requested. 
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A notice of meeting should be sent to parents, special education coordinator, general and 

special education staff, administrators, and school psychologist. Remember to include and 

invite all related service staff as appropriate (speech language therapist, physical therapist, 

occupational therapist, and teachers of the visually impaired, deaf/hard of hearing and 

orthopedically impaired). ESOL staff will also be included as needed. If related staff cannot 

attend, then the special education teacher must get appropriate information (past and current) 

from the related service staff to include during the re-evaluation discussion and in related 

documents. 

General education and special education teachers need to collect necessary data for re-

evaluation consideration meetings. The general education teachers will bring information to 

the meeting on how the student is performing in general education, including grades and any 

formal or informal test scores. Formal test scores can be obtained from the student’s 

cumulative record file, SLDS, and other data sources. Progress monitoring data may be included 

in this discussion as well. 

At the meeting, the Special Education teacher will complete the reevaluation consideration 

document (located in Infinite Campus) and minutes section in IEP. (Note: In the heading labeled 

“Date Eligibility Due,” list the date that the previous eligibility expires.) Remember to save the 

document in Infinite Campus. Information to be reviewed should include: evaluations and 

information from the parent; current classroom based, local or state assessments, classroom 

based observations and data collection; observations by teachers and related service providers, 

and any other pertinent data. 

Based upon the review of existing data, the team will decide whether additional data is needed 

to determine if the child continues to have a disability, continues to need special education and 

related services, and if any additions or adjustments to the special education plan and related 

services are needed. 

 If no additional data is needed, the case manager will: 

Obtain a parent signature verifying agreement on the reevaluation consideration form. Provide 

copies of reevaluation documents and IEP with minutes to the parents. Send the following 

information to the special education coordinator: 

● IEP Checklist  

● Signature Page 

● Notice of meeting  

● Reevaluation Review Form  
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The Coordinator will log the information into the Student Record Event Dates tab (on Infinite Campus) 

and include the determination in the Record Comment tab, prior to finalizing documents and sending 

them to the records clerk for scanning and filing.  

If additional data is needed for educational planning purposes (ie. non-eligibility related  

purposes), the case manager will: 

Obtain a parent signature verifying agreement on the reevaluation consideration form. If the 

parent is in attendance, the teacher will obtain a signed Consent for Additional Information. 

(Note: Teachers should confer with the school psychologist and/or special education 

coordinator as to what data is needed, and who is responsible for gathering the additional 

information.) Send the following information to the special education coordinator: 

● IEP Checklist 

● Signature Page 

● Notice of meeting  

● Signed Reevaluation Redetermination Form  

● Signed Consent for Additional Assessment 

● Hearing and vision screening report, if obtained 

● Medical Exam Report, if obtained  

● Any other signed documents 

The coordinator will record dates and needed information into the additional assessment 

timeline log and track the process through to completion. 

Once all assessments have been completed, an IEP meeting will be scheduled to review the 

evaluation results. Additional reports (FBA, ART assessment, BIRT assessment, etc.) may be 

needed to summarize the evaluation results. The IEP may require adjustments based on these 

findings. All documents will be sent to the coordinator to finalize, prior to being forwarded to 

the special education clerk to  scan and file. 
 

If additional assessment for eligibility purposes is needed, the case manager will: 

Obtain a parent signature verifying agreement on the reevaluation review form. If the parent is 

in attendance, the school psychologist will provide the  consent to evaluate for parent signature 

at the meeting. Send the following information to the special education coordinator:  

● IEP Checklist 

● Signature Page 

● Notice of meeting  

● Signed Reevaluation Review Form  

● Reevaluation Review Checklist is additional data is needed 



 

 
26 

 

● Hearing and vision screening report, if obtained 

● Medical Exam Report, if obtained  

● Any other signed documents 

It is important for the case manager to hold the re-evaluation consideration meeting early 

enough to ensure that the eligibility determination can be made within the three year timeline.  

The coordinator will forward the reevaluation documents to the diagnostician for inclusion in 

the timeline log. If consent for evaluation was not obtained during the meeting, the 

diagnostician will mail an evaluation packet home to the parent to obtain consent. 

When the Diagnostician receives the signed consent to evaluate from the parent, dates will be 

entered into the timeline log. The Diagnostician will then notify the assigned case manager to 

request a hearing and vision screening which must be completed prior to assessment (unless  

already submitted). 

Once the diagnostician receives the cleared hearing and vision screening report, the testing file 

will be provided to the assigned evaluator for the assessment to begin. 

Upon completion of the additional testing, the evaluator will coordinate with the lead special 

education teacher, regular education teacher, parent, and the special education coordinator, as 

needed, to schedule an eligibility/IEP meeting. The team will review the evaluation results and 

make a determination related to eligibility. 

The case manager will be responsible for drafting an IEP. It will be important that the evaluator, 

typically the school psychologist, provide a copy of the evaluation report to the special 

education teacher at least one week prior to the eligibility meeting. 

Upon completion of the eligibility meeting, the evaluator will submit the file to the 

diagnostician for processing. The completed IEP should be submitted to the special education 

coordinator. All completed files/records will then be submitted to the special education records 

clerk to scan and file.  
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How does progress monitoring and RTI work for reevaluations?  

If a student with an IEP is being considered for additional SLD eligibility (for example, the 

student will age out of the SDD category, or is currently eligible as a speech only student), for 

re-evaluation purposes, Response to Intervention procedures should be implemented as 

defined in the RTI section of this manual. Interventions must be implemented for a minimum of 

12 weeks with regularly collected data points as measured by grade level AIMSweb progress 

monitoring probes, or other agreed upon progress monitoring tool. Progress monitoring for SLD 

eligibility purposes should occur at the appropriate grade level as opposed to instructional 

level. For other areas of eligibility, progress monitoring must be based on grade level progress 

monitoring as well. 

Who is responsible for collecting data for reevaluations? 

 

If the student is speech only, but does not receive services from a special education teacher in 

the targeted area(s), then the general education teacher is responsible for the RTI procedures 

and progress monitoring using AIMSweb or other tools. 

If the student is speech only, and does receive services from a special education teacher in the 

targeted area(s), then the special education teacher is responsible for the RTI process and 

progress monitoring using AIMSweb or other tools for a minimum of 12 weeks, preparing for 

the consideration of further evaluation/additional eligibility category.  

For all other areas of eligibility, the service provider who addresses the targeted areas is 

responsible for progress monitoring.  

The case manager, working with the other service providers and teachers, is responsible for 

ensuring that all interventions are provided with fidelity and that progress monitoring is 

occurring as prescribed. 
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Procedures for Exiting from Special Education  

When a student has made significant progress on their IEP goals/objectives, the IEP Team may 

recommend the student no longer requires specialized support and services of special 

education. In this case, the student will need to be reevaluated with assessment requested.  

The case manager will schedule a reevaluation consideration meeting, including the parents, 

and school psychologist and/or special education coordinator, all service providers and 

teachers, and any other team members as needed. Teachers and service providers will collect 

classroom and assessment data that illustrates the student’s progress. This might include 

results of standardized assessments, MAP Scores (K-8), course grades, analyzed work samples, 

and progress monitoring data on special education goals and objectives.  

At the meeting, with the IEP team determining evaluation is needed, the case manager will: 

Obtain a parent signature verifying agreement on the reevaluation redetermination form. If the 

parent is in attendance, the school psychologist will provide the consent to evaluate for parent 

signature at the meeting, and send the following information to the special education 

coordinator:  

● IEP Checklist 

● Signature Page 

● Notice of meeting  

● Signed Reevaluation Redetermination Form  

● Hearing and vision screening report, if obtained 

● Medical Exam Report, if obtained  

● Any other signed documents 

The coordinator will send the Reevaluation documents to the Diagnostician, who will record 

dates and information on the Timeline Log and forward the documents to the assigned 

evaluator. If the parent did not attend the reevaluation meeting, the Diagnostician will follow 

established procedures to obtain consent to evaluate from the parent before passing the 

information along to the assigned evaluator. 

Once the evaluator completes the assessment and drafts their reports, the IEP team will 

reconvene to review all information and determine whether or not the student meets special 

education eligibility requirements.  
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If the student no longer meets qualifying criteria for special education, the case manager will 

update the IEP, including the minutes section. The IEP and previously received services will be 

end-dated, and all documents will be submitted to the coordinator, who will record those dates  

on the Infinite Campus state reporting tab. The documents will then be sent to the 

Diagnostician, and subsequently the Special Education Data Clerk, for processing and filing. 
 

There are two exceptions to the need for reevaluation when exiting Special Education: 

1. When the student graduates from high school with a regular education diploma, or  

2. When the student has exceeded the age of eligibility (22nd birthday). 

 The student will be provided with a summary of performance, including recommendations to 

meet postsecondary goals when the student is graduating with a regular diploma or aging out 

of school. In Whitfield County, students may remain enrolled until the end of the semester in 

which they turn 22 unless the birthday falls before September 1, in which case they will exit at 

the end of the previous school year (or earlier) as indicated by the transition plan. 

Note: It is best practice to provide any student receiving another type of exit document, apart 

from the diploma, with a Summary of Performance.  
 

Comprehensive Evaluations 

Evaluations in the world of education range from a quick “screener” administered to a group of 

students by one person, to an in-depth, comprehensive evaluation performed on an individual 

student by a multidisciplinary evaluation team. Whitfield County uses a variety of evaluation 

tools and strategies to gather relevant academic, functional and developmental information 

about the child, including information related to enabling the child to be involved and progress 

in the general curriculum (or for a preschool child to participate in appropriate activities). 

Whitfield County does not use any one procedure as the sole criterion for determining whether 

a child has a disability and for determining an appropriate educational program for the child. 

Additional, technically sound instruments that may assess the relative contribution of cognitive 

and behavioral factors, physical and developmental factors are used. 

Assessment and other evaluation materials used in Whitfield County to assess the child under 

this section: 
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● Are selected and administered so as not to be discriminatory on a racial or cultural 

basis; 

● Are provided and administered in the child’s native language or other mode of 

communication and in the form most likely to yield accurate information on what the 

child knows and can do academically, developmentally, and functionally, unless it is 

clearly not feasible to so provide or administer; 

● Are used for the purposes for which the evaluations or measures are valid and reliable; 

● Are administered by trained and knowledgeable personnel; and 

● Are administered in accordance with any instructions provided by the producer of the 

assessments.  

The child is assessed in all areas related to the suspected disability, including, if appropriate, 

health, vision, hearing, social and emotional status, general intelligence, academic 

performance, communicative status, and motor abilities. Evaluation tools and strategies are 

used which provide relevant information that directly assists persons in determining the 

educational needs of the child. 
 

Initial Evaluation 

 

Preschool Referrals 

Making the Referral:   

Please follow the steps listed below to request an observation, screening, and intervention 

assistance to determine the need for special education evaluation. 
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PreK, preschool, Head Start, Daycare Teachers:  

1. Schedule a conference with parent(s) to discuss the student’s strengths and 

weaknesses. 

2. Document area(s) of concern, ask parents what strategies they have used at home, any 

medical issues, any prior evaluations, therapy, etc.   

3. Determine interventions to be used at school and at home.   

4. Document conference and recommendations.  

5. It is recommended that interventions be implemented for a sufficient amount of time 

(at least 2 to 3 weeks) to determine student progress.   

6. Document interventions and student progress on the preschool Intervention Form 

(included in packet for teachers).  This is also required for speech only referrals. 

7. If the concern is speech only (articulation of sounds), refer to the developmental chart 

to determine which sounds at each age are considered age-appropriate.  If the student 

is not making sounds appropriate for his/her age, then complete and date the first 

Articulation Screening included in the referral packet. Implement strategies (suggestions 

provided) for approximately 2 weeks then give the second Articulation Screening to 

determine progress. 

8. If a student is not making progress, obtain a parent signature for permission to observe 

and screen the student (Referral for Observation/Screening form). 

9. Attach any checklists, test data, and/or screening reports to the referral packet that will 

provide additional information regarding the student’s progress in the area(s) of 

concern.  

10. Assist the parents in obtaining copies of the following information:  the child’s Social 

Security Card, Birth Certificate, Immunization Form, Vision/Hearing Screening, and  

Proof of Residency.  This documentation will be needed for complete enrollment, should 

the child qualify for special education services from Whitfield County Schools. 

11. Once observation/screening permission is obtained and the packet is complete, please 

return the entire packet, including all RTI documentation, to the CAPS Center. 

Parent Referrals: 

Parents may request a referral by completing the Referral for Observation/Screening form and 

return the completed form to the CAPS Center at the address provided. 

Pediatricians, Service Providers, Other Childcare Agencies: 

Complete the Referral for Observation/Screening form.  If possible, obtain the parent signature 

at the bottom of the form.  (If the form is not signed by the parent, a Whitfield County School’s 

representative will contact the parent upon receipt of the form.)  

Return the completed form to the CAPS Center at the address provided.   
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If information is available, please provide documentation regarding the child’s progress in areas 

of concern including, but not limited to, test data, screenings, interventions attempted and the 

results, etc. 

The Individuals with Disabilities Education Act (IDEA) requires that before a student can receive 
special education services, the district must determine whether the student meets eligibility 
requirements for special education and needs special education services. The district must 
conduct (or arrange for) a comprehensive evaluation that 1) provides sufficient data to 
determine if the student is a student with a disability, 2) documents how the disability affects 
the student’s academic and behavior progress at school and 3) provides appropriate 
information for the IEP, if eligible. 

 

Observation/Screening/Evaluation Process:  

1. Once the referral has been received at the CAPS Center, the preschool special education 
coordinator will assign the referral to an evaluator.  This may be a school psychologist, speech 
therapist, special education teacher, preschool special education coordinator, or other 
appropriate WCS special education staff. 

2. The referring teacher or parent will be contacted by a WCS representative to schedule an 

observation and/or screening. 

3. If the referral was made by a parent, pediatrician, or other agency without access to RTI 

documentation, this information will be collected through an interview with the parent or other 

appropriate representative at the observation/screening. 

4. Following the observation/screening, a recommendation will be made regarding the need for an 

evaluation and communicated to the parent and/or referring teacher by WCS special education 

staff.   

5. If the recommendation is not to evaluate at this time, suggested strategies and interventions 

will be provided to the teacher and/or parent for implementation within the classroom/home.  

The teacher/parent will be asked to continue monitoring the child’s progress and contact the 

preschool Special Education Department if the child continues to have difficulty, despite the 

documented interventions.  A report containing the observation/screening results and 

recommendations will be made available to the parent/guardian and/or referring teacher upon 

request.  If a parent disagrees with the recommendations, he/she may provide a written request 

for an evaluation to be completed by the WCS preschool special education department. 

6. If an evaluation is recommended, the parent will be given an evaluation packet to complete.  

This packet, along with copies of the child’s Social Security Card, Birth Certificate, Immunization 

Form, and Proof of Residency, must be returned to the address listed prior to the evaluation.  

This information needs to be completed to receive services through Whitfield County Schools. 

Should there be any difficulty obtaining this documentation, please contact Whitfield County 

Schools as soon as possible to discuss available options. 
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7. Once all of the required documentation has been received, the evaluation packet will be 

forwarded to the assigned evaluator based on the needs of the child.   

8. The evaluator will send a consent for evaluation to the parent/guardian and will monitor the 

evaluation timeline. 

9. Parent(s)/guardian(s) will receive a copy of their Parental Rights and return a signed Consent to 

Evaluate prior to their child’s evaluation. 

10. Following the evaluation, an eligibility meeting will be held with the parents to determine 

eligibility for special education services and develop an Individual Education Program (IEP), if 

needed.  If the child is enrolled in a PreK, preschool, Head Start, or Daycare program, the child’s 

teacher will also be invited to this meeting. 

For all questions, please contact the preschool Special Education Department. 
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Babies Can’t Wait (BCW) Referrals 

Notification from BCW:   

1. BCW submits names and birthdays of all children receiving BCW services and living 

within the WCS district to the preschool special education coordinator, who in turn 

documents the information on the preschool referral tracking log.  

2. Once a child is between the ages of 30-33 months, a BCW coordinator will schedule a 

transition meeting with the preschool special education coordinator.  If the 

parent/guardian chooses not to transition to the local school system, a BCW coordinator 

will notify the preschool special education coordinator, and this information will be 

documented on the preschool referral tracking log. 

Transition Meeting: 

1. At the transition meeting, the preschool special education coordinator, or designated 

WCS staff, will meet with the BCW coordinator and parent/guardian to discuss the 

referral and evaluation process.   

2. The parent will be given an orange evaluation packet to complete.  This packet, along 

with copies of the child’s Social Security Card, Birth Certificate, Immunization Form, and 

Proof of Residency need to be returned to the CAPS Center prior to or on the day of the 

evaluation. This information needs to be complete to receive services from Whitfield 

County Schools  Note- See exceptions listed below.   

3. If there are medical concerns or if a child receives private therapy services, a records 

release form must be completed and signed by the parent at the transition meeting. 

4. In cases when the transition meeting is held within 60 days of the child’s 3rd birthday, 

the preschool special education coordinator may provide the parent with a copy of the 

parental rights and obtain consent for evaluation at the transition meeting. 

5. An appointment for an evaluation will be scheduled with the parent. Evaluations may 

take place within a Whitfield County School building or in the child’s early childcare 

setting, as deemed appropriate, based on the child’s needs. 

6. A parent/guardian may decide to refuse an evaluation by WCS at, or following, the 

transition meeting, prior to signing consent for evaluation.  This decision will be noted 

on the preschool tracking log.  
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Following the Transition Meeting: 

1. The preschool special education coordinator, or designee, will collect all referral and 

enrollment documentation, request records as needed, put together a preschool 

evaluation folder, and notify all special education staff who will be involved in the 

evaluation (including the Lead SLP for speech only evaluations). 

2. Once all required documentation is received, the evaluation folder will be forwarded to 

the assigned evaluator based on the evaluation needs of the child.  

3. Enrollment documentation will be submitted to the enrollment office. 

4. Parent(s)/guardian(s) will be provided with a copy of the Parental Rights and must sign a 

Consent to Evaluate prior to their child’s evaluation.  The consent form may be sent to 

the parent prior to the evaluation or provided on the day of the evaluation.  Consents 

will be sent by either the school psychologist, Lead Speech Therapist (for speech only 

evaluations), or preschool ESS coordinator (for OI, HI, or VI only evaluations or when a 

child transitions within 60 days of his/her birthday, as noted above). 

5. A vision and hearing screening must be completed prior to the evaluation.  (This may be 

completed on the day of the evaluation.) 

6. Following the evaluation, an eligibility meeting will be held with the parents to 

determine eligibility for special education services and develop an Individual Education 

Plan (IEP), if needed.  If the child is enrolled in a PreK, preschool, Head Start, or Daycare 

program, the child’s teacher will also be invited to this meeting. 

7. The preschool special education coordinator must be notified of all evaluation dates, 

eligibility, and eligibility meeting dates.   

8.  Eligibility and IEP meetings for children transitioning from Babies Can’t Wait will be 

held PRIOR TO THE CHILD’S THIRD BIRTHDAY.  

 

*Enrollment documentation exceptions for BCW referrals ONLY: 

•  Confirmation of Birth may be used in place of Birth Certificate 

•  A letter written by the preschool special education coordinator may be used as Proof of 

Residency following a transition meeting held within the child’s home. 

•  Eye, Ear, Dental Form is not applicable at this age 

 

Parent Request   

Parents have the right to request a comprehensive evaluation. If the referral is made by 

parental request, the district can either agree to or refuse the request. If the district refuses, 

the district must give the parent written notice explaining the reason(s) why it is declining to 

initiate an evaluation, what data the decision was based upon, and other factors considered. 
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The parents then have the right, if they choose, to request a due process hearing to seek a 

favorable ruling to conduct an evaluation. If a parent requests an evaluation, the school 

psychologist should be contacted to initiate the evaluation process. 

Multidisciplinary Evaluation Team 

When a referral for special education evaluation is made, the comprehensive evaluation will be 

conducted by a multidisciplinary team. This team may consist of the district’s psychologist, 

educational diagnostician, speech-language pathologist, occupational therapist and/or physical 

therapist, and others as appropriate to the evaluation. The child’s parents are also considered 

members of this team. The team is responsible for assessing the student in all areas related to 

any suspected disability and in any other areas deemed relevant. It is recommended that the 

student be given a hearing and vision screening during the SST or other pre-referral process and 

that such results be no older than one calendar year. The parents will be asked to provide input 

during the evaluation process. Their information is valuable in developing the total picture of 

the child. 

Impact on Educational Performance    

Prior to special education eligibility, a number of interventions must have been provided to the 

child who is at risk for school failure. Frequently, but not always, these students are those 

whose performance on statewide assessments is in the lowest performance level. The 

interventions provided through general education are in addition to the traditional instruction 

that all students receive and may vary in duration and intensity of support. In addition to the 

actual interventions, data must be analyzed to determine the amount of progress the child is 

making with the evidence-based interventions. This data is collected through progress 

monitoring such as curriculum-based measurements. The objective is to determine whether the 

child receiving interventions is making progress toward the established benchmark of 

performance. Benchmark performance is determined by mastery of the standards and 

elements identified for a specific grade level. Once sufficient data is collected (for SLD, if the 

interventions do not indicate a period of time that they should be implemented, then 

interventions should be implemented for a minimum of 12 weeks to show the interventions' 

effect or lack of effect), the team will analyze the information to determine what support is 

required for the child to succeed in the general education curriculum. For some children, core 

instruction in the curriculum combined with other interventions provided by the general 

education staff will be ample support for the child to make progress toward meeting the 

standards. Some children, despite the interventions, will continue to fall behind their peers. For 

these children, progress monitoring data must be reviewed by the Student Support Team, and 

recommendations made as to whether to continue with current interventions, make changes to 

interventions, or refer for a comprehensive evaluation.    
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Information Sources: Evaluations often use many of the following individually administered 

tests and tools: 

● Academic achievement  

● Cognitive ability  

● Social/Emotional/Behavioral  

● Speech/Language  

● Parent/Teacher/Child Questionnaires  

● Adaptive behavior  

● Parent information and input  

● Teacher input (verbal or written descriptions/analyzed classroom work samples)  

● Schoolwide standardized testing results  

● Medical information, as appropriate  

● Classroom observations  

● Prior testing from private settings  

● Prior testing from other school settings, such as formative assessments from classroom 

progress monitoring. 

Eligibility  

Once the evaluation is completed, the eligibility team, including the parent, will decide whether 

the student is eligible for special education services. This involves meeting eligibility 

requirements, as well as assuring the lack of any exclusionary criteria that would prevent 

eligibility. The parent is included as a member of the team and is provided a copy of the 

evaluation report and the eligibility decision. If there is no report from an evaluation specialist, 

such as the district’s psychologist or speech-language pathologist, then the eligibility report can 

serve as the evaluation report, as long as it is comprehensive enough to document the results 

of the evaluation.  

In order to be eligible to receive special education services, the student must meet the 

requirements of one or more of the following categories:  

● Autism Spectrum Disorder (AUT)  

● Deaf-Blind (D/B)  

● Deaf/Hard of Hearing (D/HH)  

● Emotional/Behavioral Disorder (EBD),  

● Mild, Moderate, Severe, or Profound Intellectual Disability (MID, MOID, SID, or PID)  

● Orthopedic Impairment (OI)  

● Other Health Impairment (OHI)  

● Significant Developmental Delay (SDD)  

● Specific Learning Disability (SLD)  
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● Speech-Language Impairment (SI)  

● Traumatic Brain Injury (TBI)  

● Visual Impairment, including Blindness (VI)  

Private Schools 

Private school placement may occur under three circumstances. First, when the public school 

determines that it cannot provide free and appropriate public education (FAPE), the public 

school must identify and pay for a private school to provide services at no cost to the parent. 

Second, a parent may remove the child from public school at any time and enroll the child in 

private school. Under certain circumstances, the parent may request reimbursement from the 

school district to pay for the private placement. 

The parents will inform the school district, in writing at least 10 days prior to removing the child 

from public school, that they disagree with the IEP and placement, and they want the school 

district to reimburse them for the private school tuition. If the public school asks to evaluate 

the child during the 10 day period, and the parents refuse, then reimbursement may be denied. 

If the parents want to be reimbursed for all the costs of private school, and the district does not 

agree to it, the parties must go before a due process hearing officer to determine whether the 

public school provided a free and appropriate public education (FAPE). 

The parent may choose to use a private school, instead of a public school, at the parent’s 

expense, which is not an issue of FAPE. 

When the student is in private school or home school by parent choice, Whitfield County may 

offer (through the proportionate share budget) Speech/Language services to students who are 

eligible for this program. The Speech Language Pathologist (SLP) will maintain a current 

Individualized Service Plan (ISP) for these students. A review of the services provided through 

proportionate share is conducted annually.  The district has the discretion to choose the 

services that will be provided to privately placed students.  

Georgia Special Needs Scholarship 

The Georgia Special Needs Scholarship (GSNS) Program is a school choice program available for 

special needs students attending Georgia public schools who are served under an Individualized 

Education Plan (IEP). Award amounts for eligible students for the previous school year will be 

available in June. 
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Parents new to the program should read Understanding the Program on the GaDOE website, 

which explains the public and private school choice options available. Parents of students 

continuing in the private school choice option may read Continuing Participation which explains 

how to continue a student’s eligibility. 

To newly qualify for the Georgia Special Needs Scholarship Program for the current school year, 

a student is required to meet ALL the following criteria:  

Student Eligibility Criteria: 

1. A student has a parent/guardian who currently lives in Georgia and has been a resident for at 

least one calendar year. 

2. A student was enrolled in and completed the previous school year in a Georgia public school 

in grades kindergarten through twelfth. 

3. A student was reported as attending a Georgia public school by a school district(s) during 

mandatory student counts conducted in October and March of the previous school year. 

4. A student does not need to have an Individualized Education Plan (IEP) for the entire school 

year to qualify for the GSNS Program. A student must have received special education services 

at some point during the previous school year through an IEP. A student must be reported by a 

school district(s) in either the October OR March student counts OR in the final student record 

as a student receiving special education services by the end of the previous school year. 

At the end of the school year, school systems update student records for students served by an 

IEP after the March count to reflect that they are receiving special education services. By mid-

July, the database for the scholarship calculator is updated to include these students. 

If a student meets the eligibility criteria for the GSNS Program; a parent/guardian has the right 

to request a transfer from a student’s current public school to: 

● Another public school within their district of residence; or 

● Another public school district outside their district of residence; or 

● One of the three state schools for the blind or deaf; or 

● A private school authorized to participate in the GSNS Program. Funds received through 

the GSNS Program can only be used to pay for tuition and fees at a private school 

authorized by the State Board of Education to participate in the program. 

Funds cannot be used to pay the costs of out of district tuition, charter schools, or other 

options available under public school choice.  
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IDEA requires LEAs in which the private schools are located, rather than the LEAs in which the 

parents of such children reside, to conduct child find and provide equitable services to 

parentally-placed private school children with disabilities. In Whitfield County, the lead speech 

language pathologist (SLP) tracks the students served in private and home schools, including 

location of services, transportation, and the provision of property, equipment and supplies. 
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AREA OF GENERAL SUPERVISION PART TWO: SERVICES AND SUPPORT 

Least Restrictive Environment (LRE) 

IDEA states that all students with disabilities must receive a free and appropriate education 

(FAPE) in the least restrictive environment, typically the general education classroom, to the 

maximum extent possible.  This does not mean that all students with disabilities must receive 

their special education services in the general education classroom for the entire school day. It 

is the responsibility of the IEP team to determine the least restrictive environment for each 

student with a disability at their IEP meeting.  A continuum of services ranging from the general 

education classroom to a separate school, should be considered for each student with a 

disability, based upon the IEP goals and objectives.   

Why is it important to serve students with disabilities in the least restrictive environment? 

Research indicates that students with disabilities show higher achievement gains when services 

are received in the general education classroom using appropriate supports.  In Georgia, the 

Division of Exceptional Children at the Georgia Department of Education has developed ten 

performance goals, four of which directly relate to LRE. They are as follows: 

● Decrease the percentage of students with disabilities who drop out of school. 

● Increase the percentage of students with disabilities who earn a regular education 

diploma. 

● Decrease the gap in performance of students with and without disabilities on statewide 

achievement tests. 

● Increase the percentage of time students with disabilities receive instruction in the 

general education setting with appropriate supports and accommodations. 

The 90/80 Standard 

The U.S. Department of Education states that the standard for all school systems regarding 

students with disabilities is 90% of students with disabilities will be educated in the general 

education classroom for a minimum of 80% of the school day. 

The 90/80 standard can seem overwhelming; however, 90% of students with disabilities are not 

100%.  There is an underlying assumption that 10% of students with disabilities may not be 

served in the general education classroom for 80% of the school day.  Also, 80% of the school 

day is not 100% of the school day.  Any student with a disability, for whom it is appropriate, 

could be removed from the general education setting for up to 20% of the day to receive 

services in a special education classroom. In WCS, the most recent LRE report (based on data from 

the 2016 - 2017 school year) showed 75.5% of students with an IEP spent at least 80% of their school 

day in the general education setting. 
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IEP Decision-Making Process: How to determine the LRE for a student with a disability at an 

IEP Meeting 

Document Current Level of Performance: 

The Present Level of Performance is the starting point for determining the least restrictive 

environment for students with disabilities. Appropriate documentation of the current 

performance of a student is important because all decisions regarding the student’s special 

education services, as well as the goals and objectives will arise from this section. 

Develop Student IEP Goals/Objectives: 

Developing appropriate goals and objectives comes from the needs identified in the Present 

Level of Performance.  The student’s IEP objectives will determine what special education 

services and in which settings those special education services will be provided. 

How can the goal/objective, or related set of objectives, be taught in the general education 

classroom? 

Often it is clear whether or not an objective can be taught in the general education 

classroom.  For example if a student has mild disability in reading and performs less than one 

grade level below expectation, it is likely that this student will receive special education services 

in the general education setting.  Yet another example might involve a student with extremely 

aggressive behaviors toward peers. The behavioral objectives for this student may be very 

difficult to implement in the general education setting. The IEP team has to consider each 

goal/objective (or, related set of objectives) to address the accommodations/ modifications, 

settings, and personnel supports needed to determine if additional support in one or more 

areas is required for the student to receive instruction in the general education class. 

A related set of objectives consists of several objectives all dealing with the same skills.  For 

example, four objectives all related to improvement of reading skills or several objectives 

addressing behavioral issues would be considered a related set.  Sometimes objectives are so 

closely related to the goal, it makes more sense to consider them as a set, rather than as 

individual objectives.   

Three levels of support that must be considered when determining the Least Restrictive 

Environment for students with disabilities: 
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Accommodations 

Accommodations are any changes to activities, instruction, materials, or classroom 

environment that do not change the minimal requirements set forth in the Georgia Standard of 

Excellence. But rather, the purpose of accommodation is to provide students with disabilities 

access to the general education classroom and curriculum.  It is the responsibility of the IEP 

committee to determine what accommodations are required in order for the student to access 

the general education classroom and which specific accommodations are appropriate for each 

class, course, or content area.   

Modifications 

Modifications are changes to products, assessments, or materials that require less of the 

student than the minimum Georgia Standard of Excellence.  It is the responsibility of the IEP 

committee to determine which modifications are required for the student to access the general 

education classroom and which specific modifications are appropriate for each class, course, or 

content area.  Modifications do change the requirement for a student to meet the Georgia 

Standard of Excellence.  Therefore, when students with disabilities require modification as 

determined by their IEP, they are no longer accessing the general education curriculum. 

However, this does not imply that all students on a modified curriculum cannot be educated in 

the general education classroom.   

Settings 

It is rare that an IEP committee must make decisions about a specific educational setting or 

location within the school.  However, this issue will arise, particularly regarding students with 

physical disabilities. If the team feels it is necessary to choose a setting that is not in the home 

school, a special education coordinator or director must be in attendance of the meeting. 

 

Personnel Supports 

Personnel supports are additional special education personnel in the general education 

classroom who provide required support or instruction to students with disabilities.  Personnel 

within the general education classroom can be certified teachers or classified positions.  
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Continuum of Service Delivery Options* +4 waiver in effect 

Delivery Option Description 

General 

Education Class 

A student with a disability is served in the general class with no personnel 

support. Student may receive needed accommodations and modifications 

as specified in the IEP 

Consultation A student with a disability receives at least 1 segment per month of direct 

services from the special education teacher. 

Supportive 

Instruction 

A student with a disability receives service from personnel other than a 

certified teacher in the general education classroom (i.e., paraprofessional, 

interpreter, job coach).  

Collaboration A special education teacher provides service to identified students within 

the general education classroom with the general education teacher for 

50% of the instructional time. 

Co-Teaching The special education teacher provides service in the general education 

class by sharing instructional responsibility with the general education 

teacher for the full segment everyday. 

Resource A student served in a special education classroom to receive instruction 

apart from the general education setting. 

Supplementary 

Instruction 

A student served in a special education in addition to instruction in the 

general education setting. 

Separate Class A student receives instruction from a special education teacher most of the 

day (self-contained). 

Separate School A student receives instruction in a separate, special school. 

 

Preschool Placements and Services 

Regular Early Childhood Setting with service delivery options are listed in the previous table, in 

addition to the following: 

● Early Childhood Special Education Classroom 

● Service Provider Location 
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● Home-Based Services 

What is a Consultation Service? 

A consultative service is a service provided by a special education staff directly to a student with 

a disability in the general education setting. The amount of time a student is served in this 

manner is determined by the IEP Team. It should be noted that this service can only be 

reported for FTE purposes when the student is served for at least half of an FTE segment on the 

Count Day.  

Consultation service still requires an IEP goal; special education staff will collect data to report 

progress on the goal during service times. When special education staff consult with other 

teachers but do not provide a direct service to the student, this is considered support for school 

personnel and should be recorded in the student supports section of the IEP. This will not be 

included as a service for the student, or listed in the service section of the IEP. To summarize, 

consultation is a direct service provided to the student.  

If the service is provided in a special education separate class, it should be written in the IEP as 

a service in a Separate Class regardless of the amount of time. For example, an OT and PT 

service provided directly to the student for 30 minutes per month would be a related service 

provided in a separate class for that amount of time. 
 

English to Speakers of Other Languages (ESOL) Students with IEPs 

If a special education student is flagged as ESOL in Infinite Campus, then the student will 

participate in the ACCESS assessment annually. The ESOL teacher must be invited and attend all 

IEP meetings for that student. The IEP will be documented for attendance of all team members, 

including the ESOL teacher.  
 

ESOL services can be listed in the minutes of the IEP,  but ESOL services will not appear in the 

IEP services  section (either inside or outside of the general education setting) as ESOL is not an 

IEP-driven service. Limited English proficiency is listed as a Special Factor within the IEP, and a 

comment related to the needs of a student who is duly served can be documented in this 

section.  For example, this section might include a statement that the student’s language 

proficiency needs are addressed through the ESOL program, if that is the case.  The special 

education coordinator assigned to the school will ensure the statement is in the IEP. 
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State and Locally Mandated Assessments 

Students with disabilities are required to participate in all state and locally mandated 

assessments. The IEP team determines accommodations for state and district mandated 

assessments based on those allowed by the test maker and/or the Georgia Department of 

Education. Only those accommodations listed in the test maker Examiner’s Manuals or listed in 

The Accommodation Manual published by the Georgia Department of Education may be 

considered. 

A small population of students with significant intellectual disabilities may participate in the 

Georgia Alternate Assessment (GAA), in lieu of state and local mandated assessments. 

For students with disabilities who also receive services from English to Speakers of Other 

Languages (ESOL), the ACCESS assessment is required. However, students who participate in 

the GAA, are allowed to participate in the Alternate ACCESS assessment. In addition, all 

students in Kindergarten are assessed using the Kindergarten ACCESS assessment. Passing 

scores on the Alternate ACCESS will allow students to participate in the standard ACCESS 

assessment. To exit the ESOL program, only scores from the standard ACCESS assessment will 

meet criteria. The IEP team will meet to determine that the student no longer is in need of the 

ESOL program and indicate it in the addendum IEP.  The IEP is then analyzed by the lead teacher 

and the special education coordinator of the school. 

The IEP team will determine if the student needs to move from the Alternate ACCESS to the 

standard ACCESS assessment. This move may only be made in full, in other words for all 

sections of the assessment. Students cannot participate in both the standard ACCESS as well as 

in the Alternate ACCESS during the same testing window. Determination of which assessment 

the student will take needs to be determined prior to the opening of the testing window. 

Accommodations should be listed in IEP exactly as stated in the Georgia Accommodation 

Manual and should only identify testing accommodations the student needs in order to 

participate in the assessment. The IEP team may not identify any accommodation that is not on 

the approved list. In addition, the student will also require the same accommodation in the 

classroom setting to access the curriculum on a daily basis.  

If a student must have an accommodation that is not on the approved list, the IEP team will 

contact the system test coordinator, who will contact the GaDOE Testing Division to discuss the 

ramifications of the potential accommodation.  

Each assessment will be broken into domains, or content areas, so that accommodations can be 

considered individually. A dropdown menu listing the specific state approved accommodations 

is provided in Infinite Campus. 
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Non-Academic and Extracurricular Settings 

FAPE can also include nonacademic and extracurricular activities. Districts must consider 

accommodations, modifications and supplementary aids and services necessary to provide 

students with disabilities the equal opportunity to participate in nonacademic and 

extracurricular activities. An IEP does not negate eligibility requirements such as having to try 

out for a team or having an “A” average to be in the French Club.  

Discipline 

 

Whitfield County Schools has established a philosophy to “provide an environment in which teachers 

can teach and students can learn.” In order to create this positive and orderly learning climate for 

students, all WCS students are expected to follow the Student Discipline Code of Conduct, which lists 

expectations for student behavior and consequences related to various violations. All students in WCS 

receive the Code of Conduct at time of enrollment. In addition, all students review the Code of Conduct, 

along with other school policies and procedures at the beginning of each new school year. Students and 

parents are asked to sign a form to acknowledge that they have read and discussed these expectations.  

In most cases, discipline of students with an IEP is no different than the discipline of other students. 

When it is necessary to impose discipline, school administrators and teachers will follow a progressive 

discipline process. The degree of discipline to be imposed by each school official will be in proportion to 

the severity of the behavior of a particular student and will take into account the student’s discipline 

history, the age of the student, and other relevant factors. Special education regulations and Section 504 

provide an “extra measure of due process” to assure the review of possible impacts of a student’s 

disability with regard to a discipline incident. Regulatory compliance issues are minimized and student 

progress is best achieved with the documented use of scientifically based positive behavior support 

techniques, and procedures that avoid the removal of a student from school. 

The procedures and guidance outlined on the following pages are not exhaustive, but rather give the 

general sequence of events and timelines associated with the extra measures of due process when 

considering a student’s disability in school discipline procedures. Additional guidance can be found in 

the current WCS Procedures For Due Process Related to Student Discipline, Offenses, and Student 

Organizations. as well as guidance found in IDEA and Section 504 Regulations.  
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Ten Day Rule  

A student with a disability, who has an Individualized Education Program (IEP) in effect, can be 

removed to Out of School Suspension (OSS), another setting, or an appropriate interim 

alternative educational setting (IAES), just as any other student without a disability can, for up 

to a total 10 school days due to violations of the code of conduct or school rules. The 10 days 

are counted to be consecutive or cumulative and can occur during one school year. It is not 

necessary for the IEP team to meet when this occurs. Likewise, it is not necessary for a 

manifestation determination to be completed, a functional behavior assessment to be 

conducted, a behavior intervention plan to be developed, or for any special education services 

to be provided if the removal is for 10 or fewer school days in the school year. 
 

Best practice: If a student with a disability is suspended in or out of school, it is best practice to begin 

the FBA process so that the school and parent can determine any needed interventions for student 

behavior. Once the FBA is conducted the committee can determine if a behavior intervention plan (BIP) 

is the best course of action.                                                                                                                              

Students with disabilities who are in In-School Suspension (ISS) must continue to have access to 

the general curriculum and to progress toward the goals in the IEP. ISS, like OSS, is tracked by 

the state department, and the ten day rule applies here, as well. 

Manifestation Determination 

Within 10 school days from the beginning of a disciplinary action that either exceeds 10 school 

days in a row or that constitutes a pattern of removals (a change in placement), the student’s 

IEP team must meet to determine whether the conduct in question was caused by, or had a 

direct and substantial relationship to, the student’s disability, or whether the conduct was a 

result of the district’s failure to implement the student’s IEP. These steps are referred to as a 

manifestation determination.  

In making this determination, the district, the parent, and relevant members of the IEP team, 

will review: 

● The student’s IEP, including pertinent eligibility information; 

● The student’s behavior intervention plan;  

● Any relevant teacher observations; and  

● Any other information provided by the parents.  
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If the IEP team finds that the student’s behavior was caused by or had a direct and substantial 

relationship to the student’s disability, or that the behavior was a direct result of the district’s 

failure to implement the IEP, then the behavior is a manifestation of the student’s disability. 

The student will return to his/her previous placement unless special circumstances are 

involved: 

1. The incident involved weapons or drug possession, or the infliction of serious bodily 

injury; or 

2. The parents and the district agree to a change in placement as part of the modification 

of the student’s BIP.   

If the behavior was a manifestation determination, the team should first review the student’s 

Behavior Intervention Plan (BIP) if there is one, and revise it as needed to address the behavior 

of concern. When the student does not have a BIP, the team should assess the need to conduct 

a Functional Behavior Assessment (FBA) in order to develop a BIP.  

If the IEP team finds that the student’s behavior did not have a direct and substantial 

relationship to the student’s disability, and that the behavior was not a result of the district’s 

failure to implement the IEP, then the behavior is not a manifestation of the student’s disability. 

The same disciplinary actions can be imposed on the student with a disability as those imposed 

on any student. The need to conduct an FBA  and develop (or revise) the BIP should also be 

considered to prevent the behavior from further recurrence. 

When the disciplinary actions recommended include expulsion, the IEP team will determine 

how the student will continue to receive educational services that allow him/her to continue to 

participate in the general education curriculum and progress toward meeting the goals of the 

IEP.  

All manifestation determination meetings are scheduled by the Director of Student Services, or 

the assigned designee. 

Special Circumstances: Weapons, illegal drugs, injury 

Serious behavior problems can lead to a student being moved to an interim alternative 

educational setting (IAES, for example, Crossroads) for up to 45 school days, even if the conduct 

is determined to be a manifestation of the student’s disability.  

Removing the student for these offenses does not require parent consent or agreement, nor 

does it require a tribunal hearing. These offenses involve:  

● Weapons - if a student transports (or possesses) a weapon en route to school, on school 

premises, or at a school function; 
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● Drugs -  if the student knowingly possesses or uses illegal drugs, or sells, or solicits the 

sale of controlled substances en route to school, on school premises, or at a school 

function; 

● Serious bodily injury - if a student has inflicted bodily injury upon another person while 

en route to school, on school premises, or at a school function. 

If a disciplinary action of this nature is contemplated, the parent will be notified of that 

determination and of procedural safeguards immediately; preferably that same day but 

definitely no longer than 10 days after that decision is made.  

As with any student, the student with a disability may be referred to law enforcement and 

judicial authorities following the Whitfield County Discipline Code. However, there is no need to 

include this statement in the IEP.  

If the parent requests a hearing, the student shall stay in the interim alternative setting pending 

the decision of the hearing officer. The protections outlined in this discipline section also apply 

to students with a known disability, who have not yet qualified for special education. 

Functional Behavior Assessment (FBA) 

FBA forms and instruments are available on the Whitfield County Special Education Google site 

under the FBA section. As the FBA form requires the signatures of team members, the original 

copy will need to be submitted along with the IEP checklist to your special education 

coordinator.  

FBAs require two direct measures (observation, ABC data) and two indirect measures (MAS, 

FAS, PBQ, etc.) of assessment. Your special education coordinator will be available to assist you 

with this process. If you do not have a copy of the FBA for your files, please contact the Special 

Education Records Clerk to obtain a copy.   

FBA Steps 

When working with a student who is demonstrating significant behavior difficulties, the special 

education teacher may initiate a Functional Behavioral Assessment (FBA). By definition, the FBA 

is a process in which the IEP team uses a variety of informational sources, such as behavioral 

data, interviews, rating scales, office referrals, and psychological reports to determine why a 

child is engaging in negative behaviors. Permission to conduct the FBA must be obtained from 

the parent using the Additional Evaluation Consent available on the Special Education Google 

site. The consent is submitted to the special education coordinator and will be tracked on the 

additional assessment log.  
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Step 1: Define the Behavior  

The first step in the FBA process is to define the target behavior, or the negative behavior the 

teacher would like to extinguish and replace with a more socially appropriate behavior. The 

teacher will operationally define the behavior in question, adding enough description so any 

staff member can identify the target behavior when it is observed. The target behavior 

statement can become very detailed, or as simple as, “Brandi grabs staff by the forearm with 

medium force every five minutes.” 

Step 2: Determine the Function 

But why does the student perform this behavior? This is when FBA data is needed, as the team 

will interpret the results, searching for patterns of behaviors to hypothesize the function(s). 

Good data answers questions like: 

● When is the behavior more likely and least likely to occur? 

● Does the child have any illnesses impacting the behavior, such as headaches? 

● Who is generally nearby when the behavior occurs? or is generally not nearby? 

● Are there any activities that may trigger the behavior? 

● What are the antecedents and consequences typically associated with the behavior?  

For students with IEPs, FBAs need to include both direct and indirect observational data. A 

minimum of two weeks of behavioral observation data should be documented on the ABC data 

form. In addition, at least two indirect data measures, such as the PBIQ, FAST, or MAS will also 

be collected. All assessment tools are available on the Special Education Google site. 

Step 3: Develop the Behavior Intervention Plan 

Based on the data collected during the FBA, and the proposed function for the student’s 

behavior, the team will develop potential interventions likely to be successful with student. The 

implementation of these interventions will also be addressed. The Functional Behavior 

Assessment will be completed (forms available on the Special Education Google site) and 

submitted to the special education coordinator. Additionally, the teacher will complete the 

Behavior Intervention Plan section in the IEP. 
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In addition to modifying the antecedent and/or consequence, teaching the student an 

acceptable replacement behavior is another way to encourage behavior change. For example, a 

student who throws his desk when the work is too hard could be taught the replacement 

behavior of asking for a break or using an anger management strategy, such as counting to ten. 

Whereas reducing the number of problems assigned (changing the antecedent) may also be an 

effective approach to modify the student’s target behavior of desk throwing. Until the student 

becomes independent with the replacement behavior, the IEP team should consider using  

“prosthetic device” for positive behavior, such as a point system, contract, ticket, prize, special 

privilege, teacher conference, token, modified assignment, providing choice, break, behavior 

log, self-management strategy, reward, and praise. Another sample is provided: 

“Brandi grabs the staff by the forearm with medium force every five minutes. (Target 

Behavior) The behavior is more likely to occur when the teacher is working with another 

student and less likely when Brandi is receiving individualized attention. (Antecedent) It 

is hypothesized that the function of the behavior appears as her attempt to seek 

attention from adults. (Function of Behavior) Brandi has limited social skills and difficulty 

waiting her turn. The team feels that if Brandi is taught more appropriate ways to gain 

attention (Replacement Behavior) and is rewarded for those using a point chart 

(Prosthetic Device), the incidences of inappropriate grabbing will decrease. (Desired 

Behavior)” 

Step 4: Review and revise, based on data 

Testing the hypothesis is often necessary to determine the true function of the targeted 

behavior. Review and revise the behavior intervention plan as needed based on the new 

information.   

Circumstances may arise when it is more appropriate to add behavioral accommodations in the 

IEP, rather than to develop and implement a behavior intervention plan. If behaviors interfere 

with learning, check the box in the Special Factors section of the IEP. As the IEP team decides to 

address behavioral accommodations (instead of including a BIP), include a statement in the 

Comment section of the IEP to refer to the minutes for further information. Document the  

justification of why a BIP is not appropriate to the student’s needs at the time in the minutes of 

the IEP. Also, acknowledge that if/when circumstances change, the need for a BIP will be 

reevaluated. 

Maintenance of Credentials for Professional Employees 

All Whitfield County employees are required by the Georgia Professional Standards Commission 

(GaPSC) to hold an appropriate certificate for the field, subject, grade level, or assignment.  

http://www.gapsc.com/
http://www.gapsc.com/


 

 
53 

 

The GaPSC establishes regulations and procedures to evaluate the credentials of prospective 

teachers, as well as other professional employees in the schools, to ensure they meet specified 

preparation standards and requirements. These are further monitored by the Director of 

Special Education. 

Definition of IEP Team 

The Individualized Education Program (IEP) serves as the framework for determining the 

meaning of the term Free Appropriate Public Education (FAPE) in the least restrictive 

environment, a term frequently referenced in the IDEA. IEPs must be developed and reviewed 

annually and must be in effect at the beginning of each school year. The IEP may be reviewed 

more than once a year, if the parent or the district requests a review. 

At a minimum the following IEP team members are required:  

● Not less than one of the student’s general education teachers, if the student is or may 

be participating in the general education environment (for preschool students, this is 

someone who is currently providing preschool services to non-disabled preschool 

students);  

● At least one general General education teacher will need to attend the meeting for the 

duration. 

● Not less than one of the student’s special education teachers or providers (typically the 

case manager); and  

● A Local Education Agency (LEA) representative. This may be a staff member who is  

qualified to provide or supervise the provision of specially designed instruction to meet 

the unique needs of the child, knows about the general education curriculum, and 

knows about the availability of resources in the district. The LEAs for the school must be 

at the principal’s discretion.   

● Parents must be invited but may choose not to attend.  However, staff is encouraged to 

make every possible effort to include the parent in the meeting. 

Other members required under certain circumstances:  

● Someone who can interpret how evaluation results relate to classroom instruction and 

settings (Note - this may be one of the required team members listed above);  

● Other individuals who have knowledge of the student, or special expertise, such as 

related service personnel (based on the discretion of the parent or district);  
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● The child with a disability, when the transition services plan is being discussed, or earlier 

as appropriate. Students are encouraged to participate in their IEP and provide 

invaluable information for their education; or  

● A representative of any agency that may provide or pay for any transition services,as 

appropriate and with consent of the parent or student (once the student reaches 18). 

(i.e. Vocational Rehabilitation or other follow along agency) 

 

Who can serve as the Local Education Association Representative (LEA Rep)? 

In every IEP meeting, one team member holds a special position of responsibility. The LEA is 

considered to be the process leader, and may include the following expectations: 

● The LEA must fully understand the IEP process; 
● The LEA keeps the IEP meeting on track, redirecting the discussion back to the IEP, as 

necessary, 

● The LEA must know about the general education curriculum and the school district’s 

resources;  

● The LEA must have the authority to commit district resources or contact the director to 
allocate resources; 

● The LEA will ensure IEP services are provided as stated; 
● The LEA provides support to parents, asking clarifying questions of other team members 

when it appears the parents don’t understand the process, or a topic of discussion; 

● The LEA will apologize when needed and mediate if team members become angry or 

upset; 

● The LEA will follows up on parent concerns/requests, even when unrelated to the IEP; 

● The LEA will follow up on commitments made during the IEP meeting, for example  

assistive technology, schedule changes, special transportation, etc. 

Recommended LEA Representatives include the following: 

● Principal 

● Assistant Principal 

● Lead Teacher, with permission of school administration 
● Special Education teachers trained as LEAs with permission of school administration 
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● Counselor, with permission of school administration 

● Special Education Coordinator 

● Special Education Director 

Note - Lead teachers may not serve as LEA Representative for meetings of their own caseload. 

School psychologists should not be asked to serve as the LEA. 

 

Required Sections of the Individualized Education Program (IEP) 

Present Levels of Academic Achievement and Functional Performance 

The present levels of academic achievement and functional performance section establishes 

the starting point or baseline that is used to develop the entire IEP. It includes results of the 

student’s initial or most recent evaluation, the results of district or statewide assessments, a 

description of the student’s current academic, developmental, and/or functional strengths and 

needs, any concerns of the parent, an explanation of how the disability impacts the student’s 

participation in the general education curriculum, or for preschool children, the impact of the 

disability on participation in age-appropriate activities. The remainder of the IEP, including 

goals and objectives, student supports, transition services, and service decisions, should be 

directly linked to the information contained in the present levels of academic achievement and 

functional performance. 

Assessments and identified needs (academic, functional, developmental) 

The results of the initial or most recent evaluation of the student will include a summary of  

relevant information from the student’s evaluation as related to his/her identified 

exceptionality category(ies).  (Specific scores should not be included; instead, list performance 

range descriptors or percentile ranks for further clarity.) This section will include more than 

formal evaluation measures on a student. Information on processing strengths and weaknesses 

may be listed here. Pertinent medical diagnoses or other health related information may also 

be included in this section. 

This section will also include results of district or statewide assessments, including specific 

scores and a frame of reference for how the child is performing in comparison to peers of the 

same age. (Suggestions include score range categories, grade level comparisons or 

expectations,  percentile ranking, etc.) Subtest domain information, such as areas of strengths 

and weaknesses, may be included. Any additional formative and summative assessments may 

also be included for instructional purposes.  
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Common assessments used in this section may include Georgia Milestones (EOC or EOG) or 

Georgia Alternate Assessment (GAA), Georgia Kindergarten Inventory of Developing Skills 

(GKIDS), Measures of Academic Progress (MAP), ACCESS (for students served in ESOL), Reading 

Inventory (RI), AIMSweb, and iReady, as well as others.   

High school students should include information on progress toward graduation criteria, or 

credits earned. Course grades also provide appropriate information in this section. 

A description of academic, developmental, and/or functional strengths and needs  

Areas of strength may refer to academic subjects, such as reading, language arts, math, etc. 

Developmental areas may include communication, motor, cognitive, social/emotional, etc. 

Functional areas typically incorporate topics like self-care, social skills, daily living, 

communication, social/emotional, etc.  

This area should also describe SPECIFIC skills or behaviors considered needs that impact 

achievement and will be addressed through the development of IEP goals and/or objectives, or 

through student supports.  

Parental concerns 

Based on ongoing (recent) communication with the parent regarding the child’s academics, 

behavior, performance on goals, and/or future plans, parent concerns may include any topic 

the parent wishes to address that is related to the student. At times, the parent may share 

concerns that occur away from the school setting. Even when the parent does not attend the 

meeting, or does not provide a specific comment when asked, this information can be drawn 

from prior communication during the previous school year. However, every attempt needs to 

be made to allow parent input in this section. 

This section also needs to include any action the IEP team takes based upon the parent’s 

concern, such as if discussion was held, suggestions presented, or if the IEP was changed to 

specifically address the parent’s concern. At times, referral to outside agencies or other school 

programs (apart from Special Education) may be appropriate.  

Impact of the disability     
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This section should describe individual characteristics of the child’s disability that affect his or 

her classroom performance. Examples of specific characteristics for a specific learning disability 

may include short term memory problems, poor organizational skills, and auditory processing 

problems, etc. This section must indicate how classroom instruction is impacted by the specific 

characteristics or deficits of the disability. Merely stating the student’s eligibility category does 

not adequately describe the impact on involvement and progress in the general education 

curriculum. Statements should reflect individual needs and not be applicable to a large group of 

students.                                                                                                            

Consideration of special factors 

Consideration of special factors must be documented in the IEP by checking Yes or No. The 

factors to consider are behavior, limited English proficiency, visual impairments, 

communication needs, assistive technology, and alternative format instructional materials. If 

needs are determined in any of these areas, the IEP must include a description and justification 

of the supports and/or services that will be provided to the child. In WCS, the assistive 

technology prompt requires a narrative response whether yes or no is marked. 

IEP goals are written to address an individual student’s deficit skills or need to enable the 

student to make progress in grade level standards. All students are expected to be working 

toward grade level standards, so it is not necessary to list those standards in the IEP. Focus on 

areas of weakness or need instead. 

The goals should address the needs described in the present levels of academic achievement 

and functional performance that will enable the child to progress in the grade level standards-

based curriculum. The goals should be written in measurable form and should describe what 

the student can be reasonably expected to accomplish within one school year.  It is important 

that goals are written to address a specific skill or behavior, not to achieve an assessment score 

or level.  Goals should be written specifically for the student, not for all students and should not 

include a specific program for mastery. 

Example: The student is not making progress in the general education curriculum because of 

his inability to follow directions from the teacher, which is evidenced in his incorrectly 

completed class assignments. 

Goal: The student will comply with the teacher's oral directions on the first request by listening, 

clarifying, and verbally agreeing to do as asked 4 out of 5 times for three consecutive weeks as 

measured by teacher data collection. 
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The eligibility and IEP, if appropriate, must be complete on, or before, the child’s third birthday.  

In the case of children turning three during the summer months or other times throughout the 

year when school is not in session, the IEP will begin immediately upon the students returning 

to school. 

Measurable annual goals 

A. Benchmarks/short-term objectives for students on alternative assessment        

Short term objectives or benchmarks are not required for all students. Only students who 

participate in the GAA are required to include benchmarks or short term objectives. However, 

nothing prohibits staff from using short term objectives or benchmarks for all students.  

At times a parent may request short term objectives for a particular area of the IEP.  The IEP 

team should work together to reach an agreement about short term objectives as appropriate. 

Students with an intellectual disability and/or students on GAA should also include a goal and 

objectives which address needs for adaptive behavior skills.  

B. Criteria for measurement of goals/objectives 

For each annual goal, the IEP must indicate the evaluative criteria (the measure used to 

determine if the goal has been achieved), evaluation procedures (how progress will be 

measured) and schedules (when progress will be measured) to be used to measure the 

student's progress toward meeting the annual goal. 

Evaluative criteria identify how well and over what period of time the student must perform a 

skill or behavior in order to consider it met. How well a student performs can be measured in 

the following terms: 

● frequency (e.g., 9 out of 10 trials);  

● duration (e.g., for 20 minutes);  

● distance (e.g., 20 feet); and  

● accuracy (90% accuracy)  

The period of time a skill or behavior occurs to display mastery can be measured in the 

following terms: 

● number of days (e.g., over three consecutive days); 

● number of weeks (e.g., over a four week period); and 

● number of occasions (e.g., during Math class, on six consecutive occasions) 
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Criteria examples include the following samples: 

● 85% accuracy over 5 consecutive trials; 

● 50 words/minute, with 3 or fewer errors, for 2 consecutive trials; and 

● 3 out of 5 trials per week 

Evaluation procedures identify the method used to document progress and determine if the 

objective or benchmark has been met. An evaluation procedure must provide an objective 

method in which the student’s skill or behavior will be measured or observed. 

Several examples are as follows:  

● structured observations of targeted behavior in class 

● student self-monitoring checklist 

● written tests 

● audio-visual recordings 

● behavior charting 

● work samples 

Progress Reports 

Students with IEPs must receive a progress report on their IEP goals and objectives each time a 

regular education student receives a progress report. 

Two questions to consider are, “How will the student’s progress be measured?” and “How well 

will the student need to perform in order to achieve the IEP goals (including benchmarks or 

objectives as appropriate)?” Data should be collected regularly to support the student’s 

progress toward mastery of goals and objectives.  (The special education Google site has 

numerous tools to aid data collection.) 

 

 

 

 

 

 

 

Progress Report Checklist 
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The following checklist may be used by staff to self-evaluate their performance related to 

progress monitoring and reporting. It may also be used by special education coordinators for 

accountability purposes and to provide feedback to staff. 

 Data collection sheets are organized and illustrate a consistent collection that is 

appropriate for each student goal/objective in each class taught. 

 Progress reports are updated based on current IEP. 

 For each reporting period, progress reports including percentage scores and/or narrative 

comments are based on the collected data, printed and sent home with students. 

 At the end of the IEP (Annual Review Meeting), the finalized progress report is printed and 

copies are included for the student’s IEP folder and for the parent. 

Plan for Services (special education, related services, modifications/accommodations, positive 

behavioral supports)  

Special education is a service, not a location. After the IEP team has reviewed all required 

information and developed an IEP, the decision as to which type of  services are needed is 

made, thereby enabling the student to receive a free appropriate public education in the least 

restrictive environment. The spectrum of service options always begins with the Least 

Restrictive Environment, or General Education. Consideration is determined one content area, 

or subject, at a time using the information from present level of academic achievement and 

functional performance and the level of support (accommodations/modifications) the student 

requires to access the curriculum.  

The decision for teams is not whether the student will be included in the general education 

curriculum and classroom, but how they will participate. Appropriate inclusion of the students 

with disabilities in standards-based instruction, and in all assessments (both State assessments 

and classroom level), must be assured.  

The selection and use of appropriate accommodations for students with disabilities assure that 

the results of classroom instruction, classroom assessments, and state level assessments can 

provide an accurate measure of the student’s progress toward grade level standards, which can 

then be used to make instructional and programmatic decisions. 
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Accommodations are changes to the manner in which instruction/assessment is administered, 

or how a student responds to a learning task/assessment. Accommodations do not reduce or 

change the learning expectations for the student, or the construct the test is designed to 

measure (knowledge or skill). Accommodations are designed and put into place, to reduce, or 

eliminate the effect of the disability on the instructional tasks/assessment. Accommodations do 

not change the meaning of the results of an assessment; the results provide an accurate 

measure of what the student knows and can do within the construct being measured. 

Accommodations are designed to provide equity for the student with disabilities, not to provide 

an advantage or to ensure proficiency. Accommodations should not be confused with 

differentiated instruction. 

Consideration of Assistive Technology (AT)                                                                                         

The definition of assistive technology (AT) devices as provided in the IDEA is very broad and 

gives IEP teams the flexibility they need to make decisions about device appropriateness for 

individual students. Although the IDEA uses the term “device”, IEP teams should remember 

that assistive technology includes both hardware and software. Assistive technology may also 

include technology solutions that are generally considered instructional technology tools, when 

they have been identified as educationally necessary and documented in the student’s IEP. The 

need for AT devices is determined by the student’s IEP team. Typically, AT solutions are 

identified through use of an AT Consideration Checklist or through an Assistive Technology 

Team assessment. Once an AT device is determined educationally necessary, the student’s IEP 

team documents the required device(s) in the IEP. Information on considering and assessing the 

need for AT devices and documenting these devices is included in subsequent sections of this 

manual.  

The reconsideration of whether an Assistive Technology device is needed will be discussed at 

each annual review, or as appropriate based on the needs of the student. Whitfield County uses 

an Assistive Technology Team to respond to requests for consultation and to conduct Assistive 

Technology evaluations. Please see the Special Education Google site for referral documents 

and other additional forms. 

Explanation for Exclusion of Participation with Non-Disabled Peers 
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The IEP team can consider placing the student outside of general education settings only when 

the IEP team has evidence that even with the use of supplemental aids and services, education 

in general education settings will not be successful. If the student is placed in a setting other 

than general education settings for a portion of the school day, high expectations for 

achievement in the Georgia Standards of Excellence (GSE) and a plan for moving back into less 

restrictive settings should continue to be in place.  The continuum of alternative services or 

placements  includes options that must be available, such as general classes, special classes, 

special schools, home instruction, and instruction in hospitals and institutions. Provisions for 

supplementary aids, services, and supports, such as resource rooms or specialized instruction in 

small groups, and/or instruction from itinerant teachers who provide services in several 

schools, will be available. 

In the IEP, state WHEN and WHY the student is not taught in the general education setting. For 

instance when using resource reading to target deficit skills instruction, a separate class for 

math to adapt scope and pacing of instruction, or self-contained classes to access the alternate 

curriculum.  

 

 

Several samples follow: 

● Billy will receive supplementary instruction in reading one period per day outside of the 

general education setting to address his deficit skills in reading fluency and 

comprehension. 

● Sally will receive 1 segment daily outside of the general education setting for instruction 

in language arts (resource). Sally performs significantly below grade level expectations in 

written expression skills; she will receive individualized instruction to target instruction 

in grammar and sentence structure, as well as modify pacing of instruction. 

● Jose will receive 5 segments of instruction daily outside of the general education setting 

to provide specialized instruction in academic skills utilizing adaptive and assistive 

technology and daily living skills requiring one on one instruction and repeated practice 

to increase independence.  

● Mary receives all academic instruction within a general education setting with 

accommodations and co-teaching support.  

Consideration of ESY 

The IEP team shall consider each student’s need for extended school year services annually. 

Several factors may be considered by the IEP team when making the decision, such as: 
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● the severity of the disability;  

● the age of the child;  

● any transitional needs;  

● the rate of progress or regression that may limit the child’s ability to achieve IEP 

goals/objectives;  

● the relative importance of IEP goals at issue;  

● whether the student is at a critical point of instruction, such as emerging skills; and  

● whether any delays or interruptions in services occurred during the school year.  

The special education coordinator is a required IEP team member for decisions related to ESY.  

If the need for ESY is determined, the IEP team must identify which goals in the current IEP will 

be addressed through modification or extension.   

Although ESY is not the same thing as summer school, ESY services may be provided during 

summer school, at the system’s discretion. 

 

 

 

Transition Services 

Preferences, Strengths, Interests, and Course of Study  

Use of information from the student’s present level of performance and age-appropriate 

Transition Assessment results will provide an overview of the student’s skills and interests 

related to education, employment, training, and independent living skills (as needed) to be 

developed in the student’s transition plan. 

The initial transition assessment may be implemented prior to eighth grade and could occur 

when a reevaluation consideration is conducted. Transition assessment should be ongoing and 

fluid, as student’s desires often change over time. Assessment tools that clearly describe a 

student’s strengths and weaknesses and document a student’s interests and perceptions about 

their skills should be utilized. To increase student involvement, GAFutures should be utilized 

each year.  Surveys and interviews also work well to collect this type of information. 

Appropriate post-secondary goals 
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Post-secondary goals should be measurable and related to what the student wants to achieve 

after graduation. They should be “major life accomplishments” or “completion goals.” Goals 

should be written in the areas of education/training, employment, and independent living (as 

appropriate). Goals should be understandable, positively stated, and based on academic 

achievement and functional performance. Age-appropriate assessment results guide the 

development of these goals which tie to the students practical, relevant transition needs. 

Outcome/completion goals can change and become more refined as the student gains 

experience and approaches their graduation date.  Every student should have a goal in 

Education/Training and Employment.  Students may have a goal for Independent Living as 

needed. 

Transition services required to meet goals 

Annual transition goals, including activities and service, are used to attain these measurable 

post-secondary goals. Transition activities and services should be viewed as steps, the “what is 

needed to achieve these goals.” Multiple activities and services should be developed and 

implemented for each annual transition goal.  These goals should be measurable and attainable 

within the duration of the IEP.   

Representative of participating agency 

Persons and agency involvement should include those who will help the student achieve the stated 

goals. These individuals and agency personnel must be invited to the Transition IEP meeting, provided a 

Notice of Meeting, and listed as invited in the Team Members section of the IEP. 

Vocational rehabilitation services will be invited to every IEP transition meeting for students moving 

from the 8th grade to the high school level.  After that initial meeting, GVRA will be invited to  

participate in each IEP meeting when transition planning is being reviewed or discussed.  

WCS Transition Council 

The WCS Transition Council will meet bi-annually to discuss partnerships, resources available to 

students, and staff to support successful transition of students with disabilities to post-secondary 

options. 

Members of the transition council include: special education transition coordinator, CTAE director, high 

school ESS teacher, middle school ESS teacher, high school principal or designee, middle school principal 

or designee, work based learning teacher, WCS parent mentor, GVRA representative, other agency 

designees as identified in the community.  

Transfer of Rights 
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At the IEP meeting before the student turns 18, a statement that the student’s rights will 

transfer upon reaching the age of 18 must be included in the IEP. The IEP should also 

document, at age 18, that the rights have been transferred. Once the rights have been 

transferred to the student at age 18, the district must provide any notice required to both the 

student and the parent, unless otherwise directed by the student. All rights that are provided to 

the parent transfer to the student. 

Excusal of IEP team member 

Two circumstances may allow a required member of the IEP team to be excused from an IEP 

meeting.  

First, when an IEP team member’s area of curriculum or related service is NOT being changed or 

discussed at that IEP meeting, the team member may be granted excusal from the meeting by 

the parent in writing, by signing the Excusal Form.  

Second, when the IEP team member’s area of curriculum or related services is being discussed 

at the meeting, the team member may be granted excusal from the meeting by the parent in 

writing as long as the excused team member submits relevant, written input to the IEP team 

prior to the meeting.  

In WCS, the excusal form can be found on Infinite Campus.  The form must be signed by the 

parent and submitted with the IEP. 
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Transition for children birth through 2 – Part C 

Babies Can’t Wait coordinates and facilitates the referral process to the local school district 

through a transition conference. A parent or guardian must consent to allow BCW to contact 

the local district. Children being referred from BCW are children with disabilities who:  

1. are approaching the age of three;  

2. are transitioning from BCW;  

3. have an Individualized Family Service Program (IFSP);  

4. are identified as being potentially eligible for preschool special education service.  

Transition Conferences  

The transition conference will be held as early as six months but no later than 90 days prior to 

the child’s 3rd birthday. The parent/guardian, BCW coordinator, local school district 

representative, and other persons as appropriate attend the conference and serve as the 

transition team. The transition team reviews the Individualized Family Service Program (IFSP) 

and other documents that pertain to the child’s disability. The school district representative 

obtains the parental/guardian written consent to conduct a comprehensive evaluation. The 

school district conducts a comprehensive evaluation. The parent/guardian, BCW coordinator, 

regular early childhood provider (as appropriate), special education early childhood provider, 

and school district representative participate in the eligibility determination and IEP 

development. 

Parent participation in IEP: Notification and Invitation 

The parent must be notified of the proposed date, time, and location of all IEP meetings. 

Sufficient time to make arrangements to attend the meeting or to contact the school to 

reschedule the meeting should be allowed. The meeting notice should include the purpose of 

the meeting (including transition, if appropriate); the proposed date, time, and location of the 

meeting; as well as the names (when possible) and/or positions of individuals that will be invite 

or have been invited to attend.  

The IEP meeting should be scheduled for a time, date, and location that is mutually agreeable 

to the parent and the district. The parent may request to reschedule the IEP meeting or to 

participate by telephone or videoconference, if attending in person is not possible. The notices 

of meeting in English and Spanish are available in Infinite Campus. 

REMEMBER:  If the parent is unable to attend, the IEP will not implement for 10 days following 

the IEP date or from when the draft IEP is sent home to the parent.   A Letter to a Parent Not in 

Attendance must be included with the IEP.   
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IEP Team members 

The IEP team must include the following members: 

● Not less than one of the student’s general education teachers, if the student is or may 

be participating in the general education environment. For a preschool student, this is 

someone who is currently providing preschool services to non-disabled preschool 

students.   At least one regular education teacher will need to attend the meeting for 

the duration. 

● Not less than one of the student’s special education teachers or providers (typically the 

case manager); and / 

● A Local Education Agency (LEA) representative. This may be a staff member who is  

qualified to provide or supervise the provision of specially designed instruction to meet 

the unique needs of the child, knows about the general education curriculum, and 

knows about the availability of resources in the district.  

● Parents must be invited but may choose not to attend, or may participate via 

technology.  If the student is a ward of the state, then a surrogate must be in 

attendance. 

Additional team members may also be invited, including service providers, ESOL Staff, agency 

personnel listed in the transition plan, and other individuals who have knowledge of the 

student and/or special expertise. 
 

Due Process 

All IEPs are completed in Infinite Campus and are checked by the school’s special education 

lead teacher.  If there are mistakes found within the IEP, the teacher has 3 days to make 

corrections.  After the corrections are made, the signed documents along  with the IEP 

checklist are sent to the school’s special education coordinator for a final check.  This process 

should not take longer than three weeks from the date of the IEP meeting.  The documents 

then go to the records clerk for scanning and processing. 

Individualized Education Program/Individualized Service Plan 

Conducted within 30 days of determination 

 An IEP meeting will be conducted within 30 days of determining eligibility so students may 

receive appropriate services.  Typically most IEP meetings are held at the same time as the 

eligibility meeting.   



 

 
68 

 

Current within year 

IEPs must be developed and reviewed annually and must be in effect at the beginning of each 

school year. The IEP may be reviewed more than once a year if the parent or the district 

requests a review. After the annual IEP meeting, the IEP may need to be changed. The parent 

always retains the right to request a meeting for any and all changes or amendments to the IEP. 

Regardless of the method of changing the IEP, the parent will be provided with both a copy of 

the changes and an explanation of those changes within two weeks. 

Access by all service providers 

The IEP is made available to all service providers through Infinite Campus.  Service providers 

and other team members are included on the Team Member tab, either through the fetching 

process, finding and linking, or by entering a new team member.  Please make sure this list is 

updated as needed, but especially at the beginning of each term and/or school year.  To 

remove access or team members who are no longer involved with the student, simply modify 

the end date of the team member as needed.  

Inter and Intra – State Transfer of Students with IEPs 

For students moving into the district, the receiving district should receive the IEP, the 

psychological report, the Initial eligibility-(if this is not available to the district is responsible for 

completing a re-evaluation), any re-evaluations/re-determinations, and other appropriate 

special education paperwork. The assigned special education coordinator or Lead speech 

language pathologist (in the case of speech only students) will review transfer paperwork to 

determine eligibility. 

If a student with a current IEP transfers from one school to another within the WCS District, 

then the IEP will transfer with the student, and the IEP services will be delivered without 

interruption in the new school. The former school should expeditiously send the student’s 

school file to the new school via courier.  

If a student with an IEP withdraws from the WCS, retain the school’s copy of the student file 

until the end of the school year; the file may then be purged at the school level following 

proper procedures for destroying confidential records.  

If a student new to the system enters with a current special education eligibility, then the 

assigned case manager should ensure that the student is provided with uninterrupted IEP 

services to the maximum extent possible. An IEP meeting should be held immediately (within 

ten days) to provide FAPE to the child. The IEP should include services comparable to those 

described in the child’s IEP from the previous LEA or, in the absence of an IEP, as reported by 

the parent. Include all necessary personnel when setting up the meeting. When appropriate, 

indicate that parents waived adequate notice in the minutes. 
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Due to the need to establish correct student data information as soon as possible, the IEP for 

the transfer student must be written into Infinite Campus immediately. In some cases, it may 

be necessary to establish an  IEP and then evaluate the child to determine eligibility in an area 

of exceptionality or a related service. All evaluations for students transferring from out of state 

are treated as initial evaluations to WCS and fall under the 60 day timeline. However, in-state 

transfers fall under the same timelines as those for reevaluations.  

The special education coordinator will review all transfer records and make additional 

recommendations as needed to the above procedures. If special education records are received 

at the school without the coordinator’s knowledge or Eligibility Review, please send a copy of 

any records received to your coordinator, who will in turn submit them to the Special Education 

Data Clerk. All release of records requests must be requested from the Special Education 

Records Clerk. 

Note:  The lead SLP is responsible for reviewing all transfer records for students who only have 

a Speech Language Impairment (SI) eligibility .  

 

Transitioning of Students between Preschool, Elementary, Middle and High School 

As students move from one level of school to another (Pre-school, Primary, Middle, and 

Secondary), staff from sending and receiving schools will work collaboratively to make the 

process run as smoothly as possible for the student. Both the sending and receiving schools will 

have separate responsibilities, as stated below.  

The sending School is responsible for: 

● Writing the Present Levels of Academic Achievement and Functional Performance; 

● Completing the Special Factors page; 

● Completing the Classroom Supports and Intervention Strategies; 

● (For 8th grade students) Complete the formal and informal transition assessments, strengths 

and weaknesses, course of study and Desired Measurable Post Secondary/Outcome Completion 

Goals in the transition plan; 

● Schedule the IEP meeting and send out meeting notices; 

● After the meeting, submit all paperwork to the special education coordinator. 

 

Together, the Sending and Receiving Schools are responsible for developing the following 

sections at the meeting: 

● Goals/objectives; 

● Behavior Intervention Plan; 

● (For High school students) Transition plan annual goals and activities;  
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● Assessments and needed accommodations; 

● Services provided. 

Both current and receiving teachers should work together and develop a strong line of 

communication so that the student can have a smooth transition into their new school and 

questions/concerns of the parents can be addressed. 

The sending school is responsible for completing the final IEP, having it reviewed by the lead 

teacher, and sending copies to the parents and  special education coordinator. 

As service times often change from school to school, the sending school will end their services 

on the last day of the school year while the receiving school will start their services on the first 

day of the new school year. 

 

Promotion/Placement/Retention Procedures as They Apply to Students with Disabilities 

Students with IEPs are expected to meet the same placement, promotion, retention standards 

as their non-disabled students.  If students in grades 3, 5 and 8 do not achieve the score criteria 

on the Georgia Milestones Assessment, they are expected to participate in spring/summer 

remediation and the assessment re-take opportunity.  If after the retake, the student still didn’t 

meet the score criteria, the IEP team will determine the appropriate grade placement or 

retention. 

Instead of an addendum to the IEP,  conduct the meeting in the following manner: 

● Send a Notice of Meeting home to parents 7 – 10 days in advance; 

● Use the “Blank Meeting Notes” in Infinite Campus; 

● Save the Blank Meeting Notes in Infinite Campus; 
● Submit paperwork to the special education coordinator. 

The decision to place or retain a student may be held at the annual review meeting or prior to 

receiving assessment results, when the annual IEP review is held in the spring. In this case, 

include the contingency statement regarding grade placement in the minutes of the IEP. 

In all grades, the IEP team will only need to meet for those students who may be placed or 

retained.  In such cases, the IEP team may determine that placement in the next grade is 

appropriate. All team members, including the building administrator, need to come to a 

consensus as to what’s in the best interest of the student for this decision. 
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FERPA and transmittal of records 

The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the privacy 

of student education records. 

Parents, or eligible students, have the right to inspect and review the student's education 

records maintained by the school.  

Parents, or eligible students, have the right to request that the school correct records which 

they believe to be inaccurate or misleading. If the school decides not to amend the record, the 

parent, or eligible student, then has the right to a formal hearing. After the hearing, if the 

school still decides not to amend the record, the parent, or eligible student, has the right to 

place a statement with the record, clarifying his/her view about the contested information. 

Written permission (found in Infinite Campus) from the parent, or eligible student, is required  

to release any information from a student's education record. However, FERPA allows schools 

to disclose those records, without consent, to the following parties, or under the following 

conditions: 

● School officials with legitimate educational interest; 

● Other schools to which a student is transferring; 

● Specified officials for audit or evaluation purposes; 

● Appropriate parties in connection with financial aid to a student; 

● Organizations conducting certain studies for or on behalf of the school; 

● Accrediting organizations; 

● To comply with a judicial order or lawfully issued subpoena; 

● Appropriate officials in cases of health and safety emergencies; and 

● State and local authorities, within a juvenile justice system, pursuant to specific State 

law. 
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Classroom and Caseload Size Guidelines 

Classroom size and appropriateness/Class Size and Caseload by Disability*  
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Students with 

Disabilities Class 

Group/Exception 

Program 

Funding 

Class 

Size 

Maximum 

Individual 

Class Size  

Without 

Parapro 

Maximum 

Individual 

Class Size  

With 

Parapro 

Exception to Maximum 2 

Segments Per Day Per 

Teacher with 

Paraprofessional 

1. Group 1  

(i) S/L – SC  

(ii) LD-SC  

 

8  

8  

 

11  

12  

 

15  

16  

 

+1  

+1  

2. Group II  

(i) MID – SC  

(ii) MID – R  

 

6.5  

6.5  

 

10  

10  

 

13  

13  

 

+1  

+1  

3. Group III  

(i) SID – SC  

(ii) D/HH-SC  

(iii) S/L-R  

(iv) BD-R  

(v) LD-R  

(vi) BD-SC  

(vii) MOID-SC  

(viii) OI-SC  

 

 

5 

5  

5  

5  

5  

5  

5  

5  

 

 

N/A  

6  

7  

7  

8  

8  

N/A  

N/A  

 

7  

8  

N/A  

10  

10  

11  

11  

11  

 

+1  

+1  

N/A  

+1  

+1  

+1  

+1  

0  
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4. Group IV  

(i) D/HH – R  

(ii) VI-R  

(iii) OI-R  

(iv) VI-(DB) – SC  

(v) PID-SC  

 

 

3  

3  

3  

3  

3  

 

3  

3  

4  

N/A  

N/A  

 

4  

4  

5  

6  

6  

 

+1  

+1  

+1  

+1  

0  

5. Group V  

* State DOE has 

approved +4 waiver. 

8  N/A N/A  N/A  

Consideration for new GNETS (NorthStar) Procedures 

All referrals and contacts to NorthStar must be facilitated by WCS Special Education 

Administration. Prior to referring a student to NorthStar, the continuum of services for the 

student must have been exhausted within the school district. 

Consideration for GNETS services is determined by the student’s Individualized Education 

Program (IEP) team using the criteria set forth in SBOE Rule 160-4-7-.06. IEP teams considering 

recommendation of GNETS services will follow the notice requirements of SBOE Rule 160-4-7-

.06. The IEP meeting will include a GNETS director, or his/her designee. 

 An individual student is considered for GNETS services only if his or her IEP team recommends 

GNETS services based on the existence of all of the following, as documented in the student’s 

education record:       

● Documentation that indicates evidence of annual IEP reviews, progress monitoring data 

aligned with IEP goals, documentation indicating prior services were delivered in a lesser 

restrictive environment, and the student’s inability to receive FAPE in that environment.  

● A Functional Behavioral Assessment (FBA) and/or Behavior Intervention Plan (BIP) 

administered within the past year. Behavior data must be collected as well as analyzed.  

● Documentation that a comprehensive reevaluation has been completed within the last 

3 years. 
● A full psychological assessment within the last three years. (new rule) 
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The intensity, duration and frequency of the target behaviors are carefully documented at 

NorthStar. Once reduction in the presenting behavior meets a specified level, the IEP Team 

convenes to consider recommendations for the student to return to the referring school. 

NorthStar’s exit criterion is an 80 percent reduction in the target behavior(s), as indicated by 

DCATS behavioral collection data. 

NorthStar Educational and Therapeutic Services, a member of the Georgia Network for 

Educational and Therapeutic Supports is a strength-based and restorative special education 

program which serves children with Severe Emotional/Behavioral Disorders (SEBD) from birth 

through 21 years of age who live in the following school systems in North Central Georgia: 

Pickens, Fannin, Gilmer, Murray, Dalton City, and Whitfield. The program began in 1971 and is 

funded through the Georgia Department of Education and receives some federal and local 

financial support. Services are free to eligible students and their families.  

The highly trained and dedicated staff consists of administrators, special education teachers, 

and paraprofessionals all trained to provide specialized support to the unique student 

population.  In addition, NorthStar provides psychiatric and other supportive services to assist 

the student in achieving maximum potential.  

Children and youth served by the program have a variety of backgrounds, different lifestyles, 

and intellectual levels. However, all of them experience emotional conflict, and some are 

underachieving academically.  Anxiety, anger, depression, reality confusion, or neuro-cognitive 

challenges may be evidenced. NorthStar believes that all students have significant potential, 

and when provided with positive, supportive environments, a great change will take place! 

Approaches used with youth are solution-focused, and referrals are channeled through the 

Special Education Department of the local school systems.  Service eligibility is based on 

comprehensive educational and psychological test results, a social history, medical data, 

anecdotal records, observational information, and psychiatric assessment.  

The nature of the services depends upon the individual education plan for each child. School-

age service consists primarily of GNETS class placement. Students enroll in classes at one of the 

locations, either a separate facility or within the local school, instead of going to their regular 

school on a full or part-time basis. Significant emphasis is given to social-emotional awareness 

and growth. Targeted help is provided to assist the student in mastering critical academics as 

outlined in the Georgia Performance Standards. NorthStar works closely with the local school 

system in maintaining quality instruction for all referred students. A variety of unique 

therapeutic supports is offered through trained staff members, core providers of mental health 

services, and selected program consultants.  
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The school's educational philosophy addresses both emotional growth and academic goals. To 

facilitate achievement of these goals, a carefully structured, stimulating, and meaningful 

environment is created for students to learn and grow. It is felt that once a student has been 

placed at NorthStar, he or she is considered to be experiencing significant emotional conflict. 

This conflict is viewed as stemming from both within the student and through their 

interpersonal interactions with others. Interactions may involve significant others, including 

parents, siblings, peers, and teachers. The interactions are so severely impaired that intensive 

therapeutic techniques must be employed that will focus upon both long and short term 

rehabilitation. It is hoped these techniques and experiences will assist the students in better 

understanding their intrinsic motivations and help them obtain more appropriate self-directed 

behavior.  

NorthStar provides a number of ways to help students meet their personal goals by offering a 

variety of placement options including full and partial-day programming, brief and extended 

therapeutic strategies, social skills training, psychological counseling, psychiatric consultation, 

mentoring, vocational programming and a parent training model. However, the most 

commonly utilized approach is the therapeutic counseling/teaching interactions between 

teachers and students which focus upon the development of personal insight and related 

problem solving skills.  

Typical methods in a NorthStar classroom would involve the use of small group instruction and 

structured discussions to enhance self-concept, intrapersonal and interpersonal development, 

social competence, and self-awareness. The staff members become a valuable and active agent 

of change by providing a relationship based on nurturance and positive environmental support.  

Therapeutic change occurs when children gain insight into themselves while being guided and 

encouraged by the teacher in the acquisition of real skills. Ultimately, it is the student who must 

act upon and take personal responsibility for individual actions.  

Students who attend NorthStar participate in a comprehensive behavior support system. 

Students are supported through targeted therapeutic interventions, positive relationships with 

adults and peers, and introduction to new experiences that help to shape and transform them 

into confident, capable, and empowered students.  

NorthStar employs elements from positive psychology, resilience science, relational therapy, 

strength-based research, and other solution based therapies. The best of these therapeutic 

approaches are interwoven into a basic conceptual framework from the Circle of Courage, a 

research-driven model for transforming children and youth.  Parents and caregivers are 

encouraged to take a very active role in the transformation process and are included as full 

partners in their student's educational experience. 
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Placement of Service Dogs Administrative Guidelines 

 

I. Requested Allowance of Service Dogs  
 
Parents of a student with a documented necessity must submit a request to school staff for the 
allowance of a qualified service dog. 
 
II. Required Documentation from Parents 
 
Prior to the determination regarding the allowance of a service dog at school, the parent will 
provide the appropriate reviewing committee with the following documentation as it relates to 
the service dog: 
 

1) Vaccination Record:  The service dog must have all up-to–date immunizations (annual or 
otherwise) for diseases common to dogs. 
 

2) Report of Good Health:  The service dog must be in good general health and free of 
parasites. 
 

3) Documentation of Training:  The service dog must have the appropriate certificate of 
training from a recognized or accredited training facility. The service dog must be trained 
to assist with the specific need(s) of the student (i.e., sight-impairment, deafness or 
mobility impairment). 

 
4) Statement of Purpose or Function:  A description of the type/nature of assistance the 

service dog will provide to the student.  
 
Additionally, for parents of students not currently served by a Section 504 Plan (504) or an 
Individual Education Plan (IEP), the following documentation is required: 
 

5) Documentation of Necessity:  The student’s specific disability, as documented by a 
certified medical professional, must be provided in writing to the school. 

 
III. Determination Committees 
 
A request for a service dog must be submitted to the school administration, who in turn, will 
submit the request to the School District’s Specialized Medical Services Committee for review 
and determination.   
 
IV. Pre-Placement Meeting 
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Following a determination for a service dog to be allowed at school for educational purposes, 
appropriate staff will conduct a pre-placement meeting with parents prior to the service dog 
accompanying the student in order to discuss the following: 

 
Timeline:  Establishing a timeline for introduction of the service to the school and/or 
specific 

classes. 
 

Training Components:  These components will include, but not be limited to, the 
following: 

● Current type/level of assistance and/or alerts provided by the service dog (as it relates to 
the student’s needs); 

● Indicators or warnings used by the service dog (as it relates the service dog’s needs); 
● Indicators worn by the service dog to notify others of its role/purpose at school;  
● Reactions of the service dog to loud noise (small/large group venues, class change alarms, 

fire alarms, etc.); and,  
● The need for additional training to occur at the school. 

 
Operational Components: These components will include, but not be limited to, the 
following: 

● Nutritional, toilet and exercise needs; 
● Considerations for seasonal changes, and inclement weather; 
● Seating/placement during class, cafeteria and other areas; 
● Timing and provisions for moving around the school facility/campus; and,  
● Rules of conduct around the service dog for students, staff, and the public. 

 
Transportation Components:  These components will include, but not be limited 
appropriate seating and securing of the service dog if/when school bus transportation is 
utilized (seating of dog—front row diagonal from driver, window-side floor). 

 
V. Supervision and Care of Service Dog 

 
The parents/guardians and/or student are solely responsible for the supervision and 
care of the service dog.  This will include, but not be limited to, the following:  Continued 
training, nutrition needs, toileting needs and exercise.  If a trained handler is provided by 
the family, he/she must pass all background checks required of school system 
 employees, including E-Verify. 

 
VI. Damages to School Property or Injury to Others 

 
The parents and/or student are solely responsible for any damage to school property; or, 
injury to other students or staff caused by the service dog. 
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VII. Exclusion of Service Dogs from School 

 
The School District reserves the right to exclude a service dog under the following 
 circumstances: 

 
1) Provisions for placement are not maintained (service dog’s good health, vaccinations, 

adequate training and/or certification). 
2) The presence of the service dog poses a direct threat to the health and safety of others 

as a result of the dog’s poor health or inadequate training/certification. 
3) The educational process is interrupted because the handler, parent and/or student are 

unable to control the service dog or effectively abide by the established operational plans. 
4) The presence of the service dog requires a fundamental alteration to the school’s 

program. 
 

VIII. Annual Review   
 
Components requiring an annual review include, but are not limited to, the following: 

● All placement components (as contained in Sections II and IV); 
● Annual documentation of the service dog’s health, vaccinations and continued training; 

and,  
● Documentation of the student’s disability (for students not currently served by a 504 or 

IEP).  
 

IX. Additional Considerations for Administrators 
 

Administrators must remember the additional provisions apply to service dogs 
 accompanying students, parents, staff or visitors while on school property: 

 
1) Totally/partially blind persons, deaf or hearing impaired persons, and/or mobility 

impaired or other disabled persons may be accompanied by service dogs;  
2) Persons conducting training of a guide, hearing or service dog may be accompanied by a 

dog in training; 
3) Appropriate notifications relative to the daily/on-going presence of a service dog to staff, 

students, parents and visitors must occur. These notifications include, but are not limited 
to the following: 
● The Transportation Department will be notified of presence, so that transporting and 

securing of the service dog can be coordinated (seating of dog—front row diagonal 
from driver, window-side floor); 

● Students, staff  and visitors will be notified  of presence by visible postings and other 
means; 
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● Specific staff will be notified of presence relative to operational components critical 
to their area of responsibility; 

● Parents of students in the classroom and buses (if transportation is utilized) will be 
notified relative to by letter; and, 

● Emergency services will be notified of presence and emergency procedures revised. 
 
 

 
Grades and the IEP 
The IEP Team may determine the grading systems used in general education classes need to be 
adapted for individual students, as research has documented that special education students in 
general education classes are at risk of receiving low or failing grades, even with supports in place. 
Some adaptations to grades that can be considered are as follows: 
 

● Base grades on the amount of work the student is able to complete. 
● Prioritize the content and assignments, and assign grades based on those most essential. 
● Incorporate progress on IEP goals into the grade. 
● Incorporate improvement measures into the student’s grade. 
● Change scales or weights. 

 
Adaptations to the students grading system should be determined by the IEP team and 
communicated clearly to parents and teachers. 
 
Special Education Transportation 
 
An IEP meeting is held anytime special education transportation is added or discontinued for a 
student. Special transportation is a service that is documented in the IEP in the minutes unless 
the student meets any of the below criteria (then it will be documented in the IEP as a related 
service): 
 

● Adapted equipment is required, such as a  lift or provision of oxygen; 
● An adapted route which required transportation beyond the local school system 

boundaries or outside the student’s home school attendance zone; and/or 
● Additional staffing is needed, such as bus aide, assigned specifically to that student. 
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AREA OF GENERAL SUPERVISION III: STUDENT PROGRESS 

 

FAPE Inclusive for students age 3-21: Full Educational Opportunity 

All students with an Individualized Education Program (IEP) are entitled to a free appropriate 

public education (FAPE). This includes students who are eligible for special education from the 

ages of three (3) through twenty-one (21). 

FAPE for Students at 22 

Students are entitled to receive special education and related services through their 21st year 

(or until they turn 22) when they remain eligible for special education, and they have not 

graduated with a regular high school diploma. Entitlement to FAPE ends upon reaching age 22 

or graduating with a regular diploma, whichever comes first. 

For WCS students, enrollment may continue until the end of the semester in which the student 

turns 22, unless the birthday falls before September 1. In that case, the student will exit school 

at the end of the previous school year, or earlier, as indicated by the transition plan. When the  

student graduates with a diploma prior to age 22, the student will not be eligible to reenroll.  

FAPE Provision by 3rd Birthday 

Students are entitled to FAPE when they are determined eligible for special education and 

related services, which can occur as early as age three. If a child is receiving services prior to age 

3 through the Babies Can’t Wait (BCW) program, then both the BCW program and the Whitfield 

County School District have an obligation to work together to transition the child to the public 

school program by the child’s 3rd birthday. Children should have eligibility for special education 

determined with an IEP developed and in place by age three, if they were previously receiving 

services.  

FAPE for Incarcerated Students 

Students eligible for special education services who have an IEP and are in a facility operated by 

the Department of Juvenile Justice (DJJ) or the Department of Corrections (DOC) will receive 

their educational programs. Each of these agencies provides the student with services within 

their facilities in Georgia. Each agency has the responsibility to identify, evaluate, determine 

eligibility, and provide special education and related services to students. These agencies will 

contact the most recent public school attended by a student to obtain copies of educational 

records, so FAPE can be provided. DJJ and DOC are public schools and they should be treated 

like other public schools when providing records in an expeditious manner. 
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Adult students between the ages of 18 and 21, who did not have an IEP the last time they 

attended school prior to being placed in the correctional facility (jail), are the exception. These 

students do not have an entitlement to FAPE.  

A student with a current IEP who is located in the community jail, such as those managed by 

city or county agencies (i.e., the sheriff’s office), is also entitled to FAPE. In these circumstances, 

the district where the student is incarcerated is responsible for providing services. Districts 

need to work closely with the local jail to gain access to the student in order to deliver services.  

Definition of a Regular High School Diploma  

A regular high school diploma in Georgia is the document awarded to students certifying that 

they have satisfied attendance requirements, unit requirements, and the state assessment 

requirements, as referenced in Rule 160-3-1-.07  

Delay of Services Not Allowed 

FAPE may not be delayed through any policies of screening, identification, referral, evaluation, 

and placement of students. In certain situations as determined by the multidisciplinary 

committee, diagnostic placement in special education is warranted while the comprehensive 

evaluation occurs. Additionally, when a parent requests an evaluation, especially to look at a 

Specific Learning Disability (SLD), interventions may occur after consent to evaluate from the 

parent is obtained, and while other components of the comprehensive evaluation are 

conducted. 

Districts and states may use whatever federal, state, private, or other sources of funds are 

available to provide services to students under FAPE. Districts should not delay the delivery of 

services required by an IEP until the funding source is located or secured. 

Medicaid Payment Allowances and Limitations 

Medicaid is a federal/state insurance program for which students may be eligible. The Medicaid 

agency encourages districts and states to access the public benefits available through Medicaid 

when students are eligible. Parents must be notified each time Whitfield County proposes to 

access the student’s insurance and must have parental consent before accessing these funds. 

Additionally, the IEP team must inform parents of their right to refuse the district access to the 

insurance benefits, and that such refusal does not relieve the district of its responsibility to 

ensure that all required services are provided at no cost to the parents. 

Obtain written consent from the parent and inform the parent about the amount of benefits it 

plans to access. The parent must sign the WCS Exceptional Student Services Parental/Guardian 

Medicaid and or PeachCare Consent Form (available on the Special Education Google site) 
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as part of the annual IEP review. This can be used to inform the parents and to obtain their 

agreement. The IEP will define the frequency of any service (for example, occupational therapy 

one time per week for 30 minutes). However, if the therapist exceeds the amount in the IEP, or 

amends the IEP to provide a different level of service, a new consent must be obtained. 

Residential Placement 

If placement in a residential facility, either public or private, is necessary for the student to 

receive FAPE, then the placement is at public expense, and is usually paid for by the local 

district. Districts should not consider placement in residential facilities unless they have 

exhausted all the nonresidential resources. The Georgia Department of Education (GaDOE) has 

tuition grants to assist local districts when they place a student in a residential facility. 

Provision of Accessible Instructional Materials 

Whitfield County provides print instructional materials in an accessible format to students who 

are blind or have other print-related disabilities. These materials must be provided in a timely 

manner, usually about the same time as the traditional materials are received by other 

students, unless unusual circumstances exist. Accessible formats include braille, audio, or digital 

text, but do not include the altering of the content. Additional information on accessible 

instructional materials can be found by contacting the Assistive Technology coordinator. 

Provision of Assistive Technology (AT) 

IEP teams will consider each student’s need for assistive technology devices and services at 

every annual review. This may be documented through the Assistive Technology Checklist, 

especially when a referral to the Assistive Technology Team is being considered, or the team 

determines an AT device is needed for the child to receive FAPE.  

When the IEP team determines that a student requires assistive technology devices or services, 

a statement will be included in the IEP, and the assistive technology should be provided to the 

student in a timely manner. The provided AT should be integrated into instructional activities, 

and data should be collected on the use of the technology.  

Assistive Technology Evaluations 

Comprehensive Assistive Technology evaluations are available from the WCS AT Team. Referral 

forms are available on the Special Education Google site.  
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The purposes of the assessment are to identify required assistive technology devices and to 

identify required assistive technology services (including necessary training). An assessment is 

conducted when the student cannot perform curricular tasks independently or with the 

accommodations, modifications, or assistive technology that is currently in place, and when the 

student’s IEP team cannot identify a device that would meet the student’s needs. An 

assessment may also be obtained by parent request.  

Steps of the AT Assessment are as follows: 

● Assigned persons knowledgeable in AT, as well as the unique needs of the child, will 

evaluate using AT protocols; 

● Team members will generate and prioritize intervention solutions;  

● Potential tools and strategies to meet student needs are identified;  

● Focus remains on the features of the required tools, not the names of the tools;  

● An extended trial period will be provided if needed; 

● An assistive technology  intervention action plan will be developed (including what steps 

are needed, who will complete each step, and how effectiveness will be monitored);  

● Implement the assistive technology intervention plan; and 

● Monitor effectiveness of the intervention(s). 

Making an AT Referral  

Prior to the referral for an AT Evaluation, the Assistive Technology Consideration Checklist must 

be completed by the IEP Team. Additionally, the referring teacher will need to complete, with 

assistance from appropriate individuals as needed, the Assistive Technology Background Form 

and the Assistive Technology Referral Checklist. All forms are available in the AT section of the 

Special Education Google site. The completed referral packet is submitted to the special 

education coordinator. 

Home Use of Assistive Technology 

If the IEP team determines that the student requires school purchased assistive technology at 

home, or in other settings, to receive FAPE, the AT must be provided to the student at no cost 

to the parent. The student, staff, and family, as appropriate, should be trained in the use of any 

assistive technology made available to the student. 
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FAPE and Extended School Year 

Each district must provide extended school year (ESY) services to students who need such 

services to receive FAPE. ESY provides services a student may require beyond the normal school 

year and are not limited to only the summer months. The IEP team determines whether a 

student qualifies for ESY and what services will be provided. Details of ESY, such as what 

services will be provided, when and where the services will take place, and the frequency and 

the duration of the services are included in the determination.  

Any services provided as ESY must meet the requirements of FAPE. A district must not state 

that ESY is only for certain groups of students, or say it is for all of a certain group of student. 

Likewise, a district may not limit ESY services to a certain time period or type of activity. When 

there is a likelihood ESY will be needed, a special education administrator must serve as the LEA 

Representative for that meeting. 

Although each student with an IEP is considered for ESY, ESY is not for every student. Follow 

these steps to consider ESY eligibility: 

● Hold an IEP meeting with appropriate team members (the parent, general education 

teacher, special education teacher, coordinator or director, and related service 

providers) to review the current IEP goals and objectives. 

● Using facts and evidence from data collected throughout the school year, the IEP team 

will designate which IEP the goals and objectives were met or not met.  

● Using records (data collection), the IEP team determines if the student has experienced 

regression during long periods away from school. Also the team considers the amount 

of time it takes the student to recoup the information he/she has lost?  

● Related to the unmastered goals/objectives or any critical, emerging skills,  the IEP team 

will ascertain  why the student did not reach mastery (such as, lack of progress due to 

truancy, lack of effort, illness, or non-compliance; in which case the student would not 

be eligible for ESY services).  

To be eligible for ESY services, the IEP team will have concluded that without intervention over 

the summer months, the student will suffer irreparable harm to their educational progress, the 

student would experience significant regression of what he/she gained throughout the school 

year, and/or that reteaching would take significant time during the new school year to regain 

what was lost (far greater than the typical student).  

The teacher of a student slated to receive ESY services will provide a copy of the ESY IEP 

minutes, indicating goals/objectives to be addressed during ESY, the amount of service time, 

and any materials the ESY teacher may need to work with the student.  

Extracurricular Activities Accessibility 
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FAPE can also include nonacademic and extracurricular services. Districts must consider 

supplementary aids and services necessary to provide students with disabilities the equal 

opportunity to participate in nonacademic and extracurricular activities. This may include, but is 

not limited to, participation in clubs, referral to agencies that provide services, special interest 

groups, employment assistance, counseling, health services, or athletics. An IEP does not 

negate eligibility requirements, such as having to try out for the team, or having an “A” average 

to be in a specific club. 

Access to Physical Education and Specially Designed Physical Education 

IDEA also defines physical education as a direct service, which includes instruction in physical 

fitness; motor fitness; fundamental motor skills and patterns; and skills in aquatics, dance and 

individual and group games and sports (including intramurals and lifetime sports). As 

mentioned in IDEA, service delivery options can take place in a variety of settings, ranging from 

instruction in the home or hospital to inclusion in a general education class. The setting should 

always be based on a student’s individual needs. Removing children with disabilities from the 

general physical education environment should occur only if the nature or severity of the 

disability is such that education in the regular classes, with the use of supplementary aids and 

services, cannot be performed satisfactorily. In the event that specially designed physical 

education services are prescribed, the IEP team should include adapted physical education 

goals and objectives in a child’s IEP, as well as statements that describe: 

● The student’s current level of performance and measurable goals and objectives; 

● Placement options available for implementing the education program; 

● Assessment procedures used to signify goals achievement;  

● The accommodations needed for the student to participate in physical education safely 

and successfully. 

Hospital Homebound 

After an IEP meeting (including the special education coordinator) when intermittent 

hospital/homebound is discussed, parents will submit hospital/homebound paperwork 

indicating physician’s orders to the special education teacher, who will then submit it to the 

Director of Student Services.  

The IEP team will determine how attendance will be handled, noting that a minimum of three 

hours of educational services is needed for a student to be counted present for a 5 day week. 

Document that this attendance procedure was discussed with the parents in the IEP minutes. 

There is no need to develop a separate IEP to address hospital homebound. Students with 

chronic medical conditions may have attendance concerns addressed by the IEP team, in 

conjunction with school social workers, and the Attendance Review Team as needed. 
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Services to Public Charter Schools that are not LEAs 

Children who attend public charter schools and their parents retain all the rights given to them 

in the public school under the IDEA. In general, two types of charter schools are present in the 

state:  

1. public schools or public school districts that operate according to the terms of a charter, 

or contract, that has been approved by a local board of education, and the State Board 

of Education; and 

2. state chartered special schools that operate according to the terms of a charter, or 

contract, that has been approved by the State Board of Education.  

Charter schools must make available the services needed to provide education for students 

with IEPs. The charter that is part of a district contains, as part of its resources, the full 

continuum of services and supports within the district. At times, a student’s IEP may determine 

that a specific setting is needed that may not be available at the charter, but that is available at 

another school within the district. The charter that is part of the district may not, however, 

decline to serve students with IEPs. 

Programming Options and Equal Access 

The appropriate services and programs will be based upon the student’s individual special 

education needs, stemming from assessment results of all areas of the suspected disability. The 

planning of the child’s program and services is completed by the IEP team, of which the parent 

is an important member. A continuum of service options are offered. The student is served in 

the Least Restrictive Environment where the goals and objectives of the IEP can be delivered.  

All children in Whitfield County Schools have access to the same education and services that all 

other children have within the district, based on the IDEA concept of full educational 

opportunity. 

 

 

Hearing Equipment Checks  

Whitfield County’s Department for the Deaf and Hard of Hearing documents weekly checks on 

the functioning of hearing aids and cochlear implants. The district is not responsible for 

programming such devices or providing post-surgery maintenance. 

Prohibition of Mandatory Medication 
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Districts may not require medication as a condition of attending school, receiving an evaluation, 

or receiving services. Parents make the decisions regarding their children and any medication 

they administer or do not administer. Districts should not make medical decisions that require 

medication. Nothing prohibits a district from sharing classroom observations regarding the 

academic, behavioral, or functional performance of a student with the parents, in order to 

better inform the parents of the student’s behavior and academic performance when taking or 

not taking medication. If a district believes a student is not receiving medication that is 

essential for his or her health or education, it may refer the family to the Department of Family 

and Children’s Services for assistance. 

Non Negotiables for Self-Contained and Specialized Classrooms 

For specialized programs serving students with significant needs for the majority of the day, 

certain non-negotiable practices are expected. The practices include, but are not limited to the 

following research based procedures: 

Classroom Environment and Visual Supports 

Areas in the classroom are clearly defined and arranged with an emphasis on instructional, or 

leisure purposes, and cues expected behavior. Spacing is appropriate to meet individual needs. 

Activities are scheduled and represented visually (classroom or individual picture schedules). 

Transition supports are used consistently. There is a distinct location where students can have 

private time to calm themselves and/or engage in sensory activities. Sensory accommodations 

are apparent, such as consideration of light/noise/distractions, as well as individual student 

sensory needs for fidgets, weights, pressure, breaks, or big motor movement. 

Behavioral Change Elements 

Functional assessment drives all behavior modification. The Behavior Intervention Plan (BIP) is 

consistently followed, and all staff and parents are trained in its procedure. Students have 

opportunities to self-manage behavior. Effective strategies, such as motivational activities, 

social skills training or coaching, emotional regulation training, first-then systems, priming, 

token boards, and antecedent and consequence manipulation are used consistently. 

Reinforcement is used frequently and based on what motivates the student. A culture of 

prevention rather than reaction is observed. 

Comprehensive Educational Programming 

Learning activities are aligned to curriculum standards and are meaningful to the student. Task 

analysis procedures are in place and a variety of settings, people, objects, activities, and other 

materials are used during instruction to promote generalization of concepts and skills. Activities 

are organized and ready to begin (materials easily accessible; individual material supports are  

evident). Data drives the development of IEP goals and instruction (may use ABLLS, Unique, or 
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other assessment devices). Accommodations are implemented throughout the student’s 

instructional program (including general education). Researched based materials are used. All 

staff understand prompt levels and teaching strategies.  

Parent Communication and Support 

Information is shared with family members daily. Families feel valued and respected as team 

members. 

Functional Communication 

Thorough evaluations are used to determine communication systems. Communication systems 

are used throughout settings, staff, and day. Students are expected to use communication 

systems by all staff. 

Social and Peer Relationships 

Students have opportunities to interact with typically developing peers. Social instruction may 

be taught using social stories, social autopsies, video modeling, and practice with coaching in 

natural settings, among other methodologies. 

Data Collection 

Consistent data collection procedures are in place; data is evaluated to guide instructional 

practices and behavioral interventions. 

Staff Management 

All staff members are engaged in meaningful activities with students and trained in the areas 

related to student needs (E.g., assistive technology, visual supports, accommodations, behavior 

plan, and communication methodology). Staff members are assigned and aware of their 

responsibilities at all times. Staff communicate respectfully and function as a team.  

  



 

 
91 

 

AREA OF GENERAL SUPERVISION IV: PARENT ENGAGEMENT 

When Parent Rights Must be Provided to Parents 

A copy of Your Rights as Parents must be given to the parents in their native language: 

1. once every school year,  

2. upon initial referral or request for evaluation; 

3. upon receipt of the first special education complaint in a school year; 

4. upon receipt of the first due process hearing request in a school year;  

5. when a decision is made to take a disciplinary action that constitutes a change of 

placement; and 

6. upon request.   

Parental rights in English and Spanish are available on the Special Education Google site. 

Parental Opportunity to Review Records 

Whitfield County Schools maintains the confidentiality of information in children’s educational 

records.  The district can assume that both parents of a child have authority to inspect and 

review the child's records, unless the district is notified in writing that a parent's rights to see 

the records have been terminated by a court order. 

Parents of a child with a disability must be allowed an opportunity to inspect and review all 

education records with respect to: 

1. Identification - Process to determine eligibility 

2. Evaluation - Nature and scope of assessment procedures 

3. Placement - Educational placement of the child 

4. FAPE  - Provision of a free appropriate public education 

All requests for records need to be submitted to the Special Education Records Clerk. 

Parental Participation in Meetings 

Parents are to be included as members of any decision-making team for their child. Parent 

participation includes decisions about eligibility, initial evaluation, reevaluation, development 

of the IEP, the provision of a FAPE, and educational placement. This requirement does not 

include informal or unscheduled meetings involving district personnel, or meetings on issues 

such as teaching methods, lesson plans, or coordination of service provision, as long as those 

issues are not addressed in the child’s IEP.  Nor does it include meetings involving the 

preparation of a proposal or response to a parent proposal that will be discussed at a later 

meeting.  
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If neither parent can be present in a meeting concerning educational decisions for a child, the 

district must use other methods to ensure parent participation.  These methods could include 

individual/conference telephone calls or video conferencing.  If the district cannot reach the 

parent, after three documented attempts to include the parent in the meeting, the meeting can 

be held without the parent. The district must make and document reasonable efforts to ensure 

the parent’s involvement. Such efforts are defined as: 

● detailed records of phone calls made, or attempted, and the results of those calls;  

● copies of correspondence sent to the parents, and any responses received; and  

● detailed records of visits made to a parent’s home or place of employment, and the 

results of those visits.  

The involvement of parents in all decisions about their child will help result in individualized 

services that meet the unique needs of children, as well as in the development of a closer, more 

collaborative relationship with districts.  The contributions that parents make to the process are 

important because they help ensure the educational progress of the student. 

In Whitfield County, three written notices of meeting are requested. At least one of these must 

be in writing. A best practice for staff to implement would be to document at least three 

attempts to reach the parent by two differing methods. If the parent does not attend the 

meeting after three notices, phone contact should be attempted. If parental contact is not 

made, the meeting may continue. In this case, the implementation date for the IEP should be 

10 days after the meeting date, so that the parent may have an opportunity to review the IEP 

and provide feedback or ask questions before the IEP begins. When the parent is not in 

attendance, send home the Letter Not in Attendance with the IEP and save it in Infinite 

Campus.   

Independent Education Evaluations 

A parent is entitled to one independent educational evaluation at public expense each time the 

public agency conducts an evaluation with which the parent disagrees. (Public expense means 

that the district either pays for the full cost of the evaluation or ensures that the evaluation is 

provided at no cost to the parent.) The qualifications of the independent evaluator must be the 

same as those required of the district evaluators. The district may set a reasonable limit on the 

cost of the independent evaluation. If a parent disagrees with the results of the district’s 

completed evaluation, the parent may request an outside independent educational evaluation 

(IEE) paid for by the district. The district must agree to pay for the independent evaluation or 

begin due process procedures to show that the district’s evaluation is adequate. If there is a 

due process hearing, and the district’s evaluation is judged to be sufficient, then the district will 

not have to pay for an IEE. (See 34 C.F.R.§300.502 of the Federal Rules and Regulations for a 

complete explanation of IEEs.)  
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Parents are not entitled to an independent educational evaluation at public expense before 

they allow the district to conduct its own evaluation.  Once the district evaluation occurs, and 

the parents disagree with the results of the evaluation, they can request an IEE at public 

expense.  If granted by the district, the district will provide the parents with a list of qualified 

examiners from which to choose for the independent educational evaluation.  Many times the 

district will work with the parents to find a mutually agreeable evaluator.  Typically a parent will 

make all the arrangements and provide transportation.   

If a parent obtains an independent educational evaluation at his or her expense, the results of 

the evaluation that meet state and district criteria shall be considered by the district in any 

decision made with respect to the provision of FAPE for the child. 

Parent Consent 

The district is required to obtain informed written consent for any action requested.  Parental 

consent is voluntary and may be revoked at any time.  Consent is required for the following 

actions: 

● to conduct an initial evaluation;  

● 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.  

If a parent questions any proposed actions or changes to the IEP, it is recommended that he or 

she discuss the concern with the teacher or administrator. Consent for the initial evaluation 

does not provide consent for initial placement.  

Parent Refusal for Consent/Revocation 

A parent may revoke consent for special education and related services once the child is initially 

provided special education and related services.  

When a parent asks for their child to no longer receive special education services, a meeting is 

held to discuss the pros and cons of removing services.  Follow these steps to revoke special 

education services: 

● Obtain a parent signature on the Revocation of Consent for Special Education Services 

form (on special education Google site). 

● The parents complete the Prior Written Notice form (also on special education Google 

site). 
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● Complete minutes of the meeting, and end date the IEP and services previously 

provided. 

● The special education coordinator will complete the exit status tabs on Infinite Campus 

once the IEP and other paperwork is submitted. 

Parent Consent not Required on the IEP or Reevaluation 

It is not a requirement that the parent sign the IEP or reevaluation review documents.  

However, Whitfield County requires teachers to use the signature page for all IEP team 

members present at the meeting. The form is located on the Special Education Google site.  If 

the parents participate by phone, the teacher is to write the parent’s name on the signature 

page and note “participation by phone”. 

Parent Training 

Parent training is determined on an individual basis by the IEP team when certain strategies or 

equipment is recommended for use at home. Whitfield County Schools also employs a parent 

mentor who provides support to families who have a child(ren) with a disability. Additionally, 

parent training addressing timely topics, such as discipline, is typically offered from time to 

time. Child care is offered during these group training sessions. 

Surrogate Parent 

A surrogate parent is required to be provided to all students with IEPs who are wards of the 

state. This includes group home and foster care placements that are temporary. For long term 

foster care placements, a surrogate is not needed at the meeting. The special education 

coordinator maintains a list of current surrogate parents and provides training and retraining. 

The list can also be located on the Special Education Google site. 

The surrogate parent has the following responsibilities: 

● participate in developing the student’s IEP;  

● exercise rights given to parents under the IDEA and Georgia Rules;  

● cannot be a current employee of the State, the district, or any other agency that is 

involved in the education or care of the student;  

● have no interest that conflicts with the student represented; and  

● have the knowledge and skills that ensure adequate representation of the student. 
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Complaint Process 

Parents are encouraged to contact their child’s teacher and, if necessary, building level 

administrators when they have a concern. If concerns cannot be satisfactorily addressed at the 

school level, parents should contact the district’s Special Education Director.   

 Parents may file a formal complaint with the Georgia Department of Education (GaDOE) when 

they believe a violation of the IDEA has occurred.  A formal complaint investigation is a 

procedure to determine whether the district is complying with federal or Georgia laws and/or 

regulations regarding the provision of special education and related services to children with 

disabilities. This investigation is conducted by the GaDOE.   

Complaints should be signed and addressed in writing to:  

Director  

Division for Special Education  

1870 Twin Towers East  

Atlanta, Georgia 30334-5010  

or faxed to  

404-651-6457 

 

Dispute Resolution 

There are several ways to come to a resolution in a dispute with a school system over the rights 

and services afforded to students with disabilities and their families. Parents are encouraged to 

first contact their child’s case manager, and as needed, the school administrator, when a 

concern arises. If the concern persists despite communication and problem solving at the 

school level, contact with the Special Education Administration in the system is needed. The 

Special Education Director can often assist a family to work out the differences with minimal 

time and conflict. When a resolution cannot be worked out locally, there are processes 

guaranteed to families of students with disabilities under the Individuals with Disabilities 

Education Act (IDEA). These include the following:  

1. formal complaints; 

2. mediation; and/or 

3. a due process hearing. 
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Formal Complaint 

A formal complaint is a written, signed complaint alleging the violation of the Individuals with 

Disabilities Education Act (IDEA) procedures. Any organization or individual may file a signed 

written complaint. The complaint must include a statement describing the violation, based on 

an IDEA requirement, and the facts on which the statement is based. The violation must have 

occurred within one calendar year of receipt of the complaint. In addition, suggested 

resolutions to the problem are requested. 

Mediation 

When the parent and systems disagree about the education of a student with a disability, either 

party may request mediation. An impartial or neutral person, called a mediator, will assist the 

school and the parent to clarify the problem, explore interests, discuss options, and reach a 

mutually agreeable solution. The mediator is a neutral party who does not propose how to 

resolve the dispute, but works with the parent and the system in the development of their 

solution. This solution will take the form of a written agreement, which is signed by all parties 

and is  legally binding, and enforceable in any Georgia court of competent jurisdiction, or in a 

district court of the United States. 

The mediator will employ an informal, collaborative approach to problem solving that can 

foster a positive working relationship between the system and the family. Mediators are 

trained in conflict resolution, collaborative problem solving and effective communication. In 

addition, mediators for special education are required to have knowledge and experience in the 

laws impacting the education of students with disabilities. 

Requesting mediation allows parents to express concerns regarding possible IDEA violations. 

Mediation is confidential, voluntary for both parties, occurs in a short period of time, and 

provided at no cost. The process is less burdensome than a due process hearing or a formal 

complaint and has a high success rate for resolving issues. 

Due Process Hearing                                                                                                                                   

An impartial due process hearing is designed to resolve differences related to the identification, 

evaluation, placement or provision of a free and appropriate public education for a student 

with a disability. A hearing may be requested by either the school system or the family when 

the parties cannot agree and other means of dispute resolution have not been successful. A due 

process hearing must be conducted and the decision issued within 45 days of the request for a 

hearing. Extensions may only be allowed when both parties agree, and the extension does not 

violate the rights of the student. When a request for a due process hearing is made, the parties 

will be asked if they would consider participating in either an Early Resolution Session or 

mediation prior to the hearing. 



 

 
97 

 

In addition to filing a complaint with the GaDOE, the party filing the complaint must forward a 

copy of the complaint to the district serving the student. The parties filing the complaint will 

address the complaint with the district in writing and will request a response from the district 

within 10 business days. The parent who filed the complaint will have an opportunity to engage 

voluntarily in mediation with the district to resolve the dispute. 
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AREA OF GENERAL SUPERVISION V: READINESS FOR COLLEGE AND CAREER 

 

College and Career Readiness 

Sixth, seventh and eighth grade students receive: 

Counseling and regularly scheduled advisement 

All middle school grade levels will be given the opportunity to explore career clusters and to 

develop a portfolio.  Students will receive counseling and regularly scheduled advisement 

(weekly) to develop their portfolios in GCIS.   

Career awareness  

Students will explore occupations and careers throughout the advisement sessions and will 

become aware of all careers of interest.  Seventh graders will explore at least three career 

clusters and save the career clusters in their portfolios. Eighth graders will explore at least three 

occupations and save the occupational information in their portfolios, prior to the transition 

parent/student conference, or student-led conference 

Career interest inventories  

Each student will complete the GAFutures career interest inventory before leaving eighth  

grade. Sixth graders will take the Career Cluster Inventory and save it to their 

portfolio.  Seventh graders will take the Reality Check and save it to their portfolio.   

Information to assist students in evaluating their academic skills and career interests 

Teachers will use Measures of Academic Progress (MAP) three times a year to evaluate 

academic progress throughout the school year.  Teachers will use the required inventories to 

guide students with their career interests. 

Individual Graduation Plans (IGP) for 8th grade students  

Eighth graders will complete the “My Course Plan” (Individual Graduation Plan) to guide the 

transition conference from middle and high school. 

A Capstone Project will occur through Language Arts contents called “Take This Job and Love 

It!”  
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High School Graduation Plans 

High school students will receive career counseling, career guidance, and regularly scheduled 

career advisement. Each grade level will complete the following: 

● Ninth graders will explore and investigate at least three additional occupations prior to 

the annual student/family conference.  

● Tenth graders will explore the “College Credit Now” programs.  

● Eleventh graders will make the connection between school and work by exploring at 

least three possible choices of postsecondary institutions that match their Individual 

Graduation Plan and saving the information in their portfolios.   

● Twelfth graders will identify their next step, such as college, military, apprenticeship, or 

workforce. This information will be self-reported. 

Information to enable students to successfully complete their individual graduation plans 

This graduation plan helps “map out” the rigorous academic core subjects and focused work in 

mathematics, science, or humanities, fine arts, world languages, or sequenced career pathway 

coursework. The IGP is based on the student’s selected academic and career area to prepare 

them for their chosen career. This plan must be developed in consultation with students,  

parents/guardians, school counselor, or teacher as advisor. 

Additional parts of the IGP may include career-oriented and work-based learning experiences, 

and postsecondary studies through Georgia’s multiple College Credit Now programs. 

Students are allowed changes to their IGP but need to keep it sufficiently structured to meet 

graduation requirements and to qualify for admission to postsecondary education. It is 

advisable that any changes to the plan be based on career data gathered from career interest 

inventories. 

These changes can be made during the high school ongoing review of the Individual Graduation 

Plan. During the IGP review, courses completed, schedules, career pathway, postsecondary 

plans, and related topics can be reviewed and revised, as needed, upon approval by the student 

and the student’s parent or guardian, with guidance from the student’s school counselor or 

teacher-advisor. 

 


