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About This Manual

Step-by-step instructions for use of the special education modules in NASIS fall outside of the
scope of this document. Please refer to the NASIS Special Education training curriculum or
appropriate user guides for more information.

This Process Guide is not intended to supplant or supersede the Special Education Policies and
Procedures of the Bureau of Indian Education, Division of Performance and Accountability.
Every effort has been made in this Guide to avoid any contradiction or conflict with the Special
Education Policies and Procedures, which is the official document of reference.

—jv—
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United States Department of the Interior
Bureau of Indian Education
Albuquerque Service Center

Division of Performance and Accountability
P.O. Box 1088
Albuquerque, New Mexico 87103-1088

IN REPLY REFER 10Ot

FEB 92009

Memorandum

To: All Education Line Officers
All School Principals

From: Associate Deputy Director, Division of Performance and Accountability M

Subject: Native American Student Information System Special Education Forms

The process to include the special education forms in the Native American Student Information
System (NASIS) was initiated school year 2008-2009. There are sixty Bureau of Indian
Education (BIE) funded schools participating in the pilot phase, serving as a trial unit in testing.
The problem areas identified during the pilot phase are being resolved and the plans to train the
remaining BIE funded schools during school year 2009-2010 are being finalized. Afier training
is completed, the use of the NASIS Special Education forms will be required for all BIE funded
schools.

The NASIS Special Education forms include the Individualized Education Program (IEP) which
is set up as a data base with several editors. The data base is advantageous to both the schools
and the Division of Performance and Accountability (DPA).

Primarily, the data base will allow the DPA to collect data for specific reports sent to the United
States Department of Education, Office of Special Education and Rehabilitative Services, Office
uf Special Education Programs. The data bases housed in NASIS are interactive and adding the
IEP editors enhances the NASIS as a data collection tool. Another major responsibility of DPA
is to monitor school special education programs and the IEP data base will allow for a more
efficient method resulting in schools receiving timely technical assistance necessary to improve
positive outcomes for students with disabilities. DPA can be more precise and effective in
assisting schools, providing training and professional development, and ensuring all students
with disabilities receive a free appropriate public education as required by the Individuals with
Disabilities Education Act (IDEA).

Schools collect and use data; however, the data gleaned from the IEP enhances and will be
readily available so that schools will be able to make program improvements based on valid
information. Additionally, the IDEA is reauthorized every five years resulting in changes to the
IEP and other special education forms. The cost to align the IEP and other forms with the
amendment will be at no cost to the schools.
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Your cooperation and efforts to ensure positive outcomes for all students, including students with
disabilities is recognized and appreciated. If you have questions, contact Gloria J. Yepa,
Supervisory Education Specialist, at gyvepa@hbia.edu or call (505) 563-5264.

Ce:  Acting Director
Assistant Deputy Director
Associate Deputy Director — East
Associate Deputy Director — Navajo

—Vi-—
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NASIS Special Education
Process Guide

Purpose

The purpose of this guide is to outline ways in which the Special Education modules within the
Native American Student Information System (NASIS) may be used as tools to support the
management of Individualized Education Programs (IEPS) for students with disabilities in schools
(and other programs) funded by the Bureau of Indian Education. Every effort has been made to
link these guidelines to the Bureau’s Special Education Policies and Procedures, issued in draft
format in August, 2008.

Special Education Modules in NASIS

NASIS contains modules specifically developed to assist in the creation of IEPs for students with
disabilities. This guide provides an overview of the modules, which include data-entry screens
called “editors,” and form fill-able documents called “simple forms™ (also referred to as FDFs,
from the file extension ‘“*.FDF” used for Acrobat Portable Document Input Forms). Note that
some information displayed on the editors in NASIS will not display on the printed reports
associated with the editors, and some information on the printed reports will not be displayed on
the editors.

Available special education editors and simple forms in NASIS are as follows:

Editors

The table below presents editors used in the NASIS special education module. The left-hand
column shows the names of the editors as they appear in the drop-down list on the Special
Education documents tab in NASIS. The second column presents the titles as they appear in the
print layout for the editors. The last two columns identify documents that require signature and
date, and must be scanned and uploaded. In subsequent sections of this document, the names
from the drop-down list will be used to refer to these editors:

Name in the Drop-Down Title in the Print Layout Signature &  Scan &Upload
List Date Required  signed copy

BIE - Assessment Plan ASSESSMENT PLAN

PARENTAL CONSENT TO v v

EVALUATE / RE-EVALUATE
(8300.300)

BIE - Evaluation Summary EVALUATION REPORT
Report
BIE - IEP Individual Education Program (IEP)
BIE - IEP with Transition Individual Education Program (IEP) v v
Plan
BIE - Progress Report Progress Report

Table 1: NASIS Special Education Editors
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Simple Forms

The table below presents the simple forms (FDFs) available in NASIS. The left-hand column
shows the names of the forms as they appear in the drop-down list on the Special Education
documents tab in NASIS (as well as in the list of Blank Forms in the NASIS online index under
Special Ed). The second column presents the title of the forms as they appear on the documents.
The last two columns identify documents that require signature and date, and must to be scanned
and uploaded. In subsequent sections of this document, the names from the drop-down list will
be used to refer to these simple forms:

Document Title Signature &

Date Required

Scan & Upload
signed copy

Name in the Drop-Down

List

BIE Behavior Intervention
Plan

BEHAVIOR INTERVENTION
PLAN (§300.324)

BIE Consent for Initial
Placement

INITIAL PLACEMENT
CONSENT
FOR SPECIAL EDUCATION
AND RELATED SERVICES
(§300.300(b))

BIE Consent Prior to
Invitation

Permission for Consent Prior to
Inviting Agencies Related to
Transition §300.321(b)(3)

BIE Excusal Form

EXCUSAL FORM (§300.321)

BIE File Review

STUDENT FILE REVIEW FOR
STUDENTS WITH
DISABILITIES WHO HAVE
BEEN SUSPENDED OR
EXPELLED FOR GREATER
THAN 10 DAYS IN A SCHOOL

YEAR
BIE Functional Behavior Functional Behavior Assessment
Assessment (8300.530)

BIE IEP Amendment

INDIVIDUALIZED
EDUCATION PROGRAM
AMENDMENT (§300.324)

BIE Manifestation
Determination

MANIFESTATION
DETERMINATION (§300.530)

BIE Meeting Invitation

INVITATION TO
PARTICIPATE IN AN
INDIVIDUALIZED
EDUCATION PROGRAM OR
OTHER MEETING (8§300.322)

BIE Team Meeting Notes

TEAM MEETING NOTES

BIE Prior Written Notice

PRIOR WRITTEN NOTICE OF
PROPOSED ACTIONS
(§300.503)

BIE Re-evaluation /
REED

RE-EVALUATION (§ 300.303)
REVIEW OF EXISTING
EVALUATION/DATA (§

300.301-303)
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Name in the Drop-Down Document Title Signature &  Scan & Upload
List Date Required signed copy
BIE Record of Access RECORD OF ACCESS (8§
300.614)
BIE Referral Form REFERRAL FORM
BIE Release of Student AUTHORIZATION FOR
Info RELEASE OF STUDENT v 4
INFORMATION (8300.622)
BIE Request to Amend REQUEST TO AMEND IEP
IEP WITHOUT FORMAL MEETING v v
(8300.324)
BIE Revocation of Revocation of Consent for
Consent Special Education & Related
Services v v
34 C.F.R. 88300.9(c)(3) &
300.300(b)(4)
BIE Service Log SPECIAL EDUCATION LOG
OF SERVICES PROVIDED
BIE SLD Determination SPECIFIC LEARNING
DISABILITY v v
DETERMINATION 8300.309
BIE Summary of SUMMARY OF v v
Performance PERFORMANCE (SOP)
BIE Warning Notice WARNING NOTICE

Table 2: NASIS Special Education Simple Forms

Uploading documents
Schools can scan and upload documents that require signatures and date from the NASIS Special
Education documents tab.

Prior to uploading the document you need to scan the document and save in PDF format.

If your scanner cannot save in PDF format we recommend saving the document in jpeg or other
picture format and import into Microsoft® Word. The next step is to upload the document into
NASIS SPED module.

Step 1: First open the “Documents” tab, and click on the “Create New Form.” Scroll down the
drop down menu and select “Upload Document”, highlight it and click to open.

Summ.ry: Teoaarm Mcmb.nl Documents Contactlog ]
30pen i Copy <X Delete &5 Print

TIETIN b |

Create New Form

Create New Form

BIE EP

BIE EEP with Transftion

BIE Evaluation Summary Report
BIE Assessment Plan

B8IE Progress Report

Jpload Doct

BIE Behavior Intervention Plan

Figure 1: Uploading Documents
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Step 2: To make the date appear in the uploaded form; type in the date, followed by a hyphen,
and abbreviate the name of the document in the “Name” input field. In the “Date” space, use the
calendar icon to populate the date (Reminder: This date does not show on your uploaded forms).
You can also provide a comment in the comment text box, as appropriate.

Summaryl Team Hembersl Documents | Contact Log |

[ save

Document File
*Name

3/5/2012-Par. Consent to Eval.

Date
03/05/2012 5|

Commenis

The parent gave his/her parental consent to evaluate on March 5, -
2012. The evaluation is due prior to or by May 1, 2012.

Figure 2: Document Upload - File Description
Step 3: Then click on the “Browse” button that is located to the right.
Step 4: Highlight the document you want to upload and click on the “Open” button that shows at
the bottom right. When you click the open button the file name will appear at the bottom next to

the Browse button.

Note: The document must be saved as a PDF, Microsoft® Word (.doc), txt, and odt file types.
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CAyooRe 10D [ ][> |
Laok Inl |2 NASIS Lipload > @ * = M-
S e arental cansent for eval |

e

My Flecent
Dacuments

N ¥ ;
Drasltop

My Documents

e 8

My Computer
.
My Motk File name: Il}"monial consent for eval »?] I | Ll |
Places — ol
Files of type [AN Filws (") ~| Concel |

Figure 3: Choose File to Upload

Step 5: Go to the top left side to locate the “Save” button and click on it.

_ﬁpwv' Tearnm Members | Documents  Contact Log |

I| [l Sovef

Lottt 3t File
*Name

2/2/2011-Par. Consent to Eval

Figure 4: Saving Uploaded Document

Step 6: The document you uploaded will appear on the Documents List below the Uploaded
Forms. If you want the date to appear on this list, follow the instructions given in Step 2.

Summ-ry| Team Hcmbcnl Documents | Contact Log | ’
““JOpen B3 Ccopy < Delete &5 Print| Create New Form... '~ 5

= (] 2010-2011 (1)
= () Uploaded Forms (1)
'@ /37201 1-Par. Consent to Eval

Figure 5: Uploaded Forms (Including Signature Pages)

General Education Responsibility

6.1. Child Find

Child Find is a required activity for schools to locate and identify any student who may be
experiencing learning and/or behavioral difficulties. The goal is to determine the level of need for
these students to be successful when they enter kindergarten in the general education classroom.
This step involves a continuous process of public awareness activities, parental/community
outreach, screening and evaluation. A number of secondary indications need to be considered,
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referred to as At Risk Documentation maintained by the general education child study team. The
indicators are: high mobility, suspension, expulsion, severe behavioral challenges, frequent
school infractions, graduation without a regular high school diploma, detention in juvenile
detention centers or adult correctional facilities, and dropping out of school. Although not linked
to the special education modules, many of these secondary indications may be determined
through data recorded elsewhere in NASIS (in various tabs under >Student Information
>General), relating to attendance & enrollment, behavior, and achievement:

Attendance & Enrollment

1. The Attendance tab is used to record attendance for the current school year.

2. The Enrollments tab shows “end status” for students whose enrollments have ended,
which can include graduation without a diploma.

3. Dropping out of school would need to be verified, but is recorded on the Enrollments tab.

Behavior

4. A student’s history of behavior, for example, is recorded in NASIS on the Behavior tab.

5. Detention may be recorded as a combination of data captured in both the Behavior and
Enrollments tabs (Enroliment could indicate that the student is in a treatment center, and
Behavior would list the particular set of behaviors that led to the move to a treatment
center).

Achievement

6. The Grades tab gives academic performance for classes in which students are enrolled
for the current school year.

7. The Transcript tab records academic performance over time at that school (the system
also allows entry of transcript records from other schools, but those records are not
automatically transferred from school to school).

8. The Assessment tab lists results from standardized tests.

6.2. Coordinated Early Intervening Services (CEIS)

BIE General Education Responsibility | NASIS Supporting Forms/Editors

Child Find System

A. Child Find e Data in NASIS used for “Child Find” purposes (not
in special education modules):

o Attendance tab
o Enrollments tab
o Behavior tab

o Grades tab

o Transcript tab

o]

Assessment tab
B. Coordinated Early Intervening o Enrollments (Bureau of Indian
Services Education Reporting)

o Student Information link, General
folder, Programs Tab, BIE-CEIS
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Table 3: BIE General Education Responsibility

The purpose of this section is to provide information to the Bureau of Indian Education (BIE)
funded schools on the use of 15% of School Part B funds to provide Coordinated Early
Intervening Services (CEIS) to students in kindergarten through twelfth grade who have not been
determined eligible for special education and related services.

34 CFR 300.226: An LEA (local education agency) may not use more than 15 percent of the
amount the LEA receives under Part B of the Act for any fiscal year, less any amount reduced
by the LEA pursuant to 300.205 (regarding local maintenance of effort), if any, in
combination with other amounts (which may includes amounts other than education funds),
to develop and implement coordinated early intervening services, which may include
interagency financing structures, for students in kindergarten through grade 12 (with a
particular emphasis on students in kindergarten through grade three) who are not currently
identified as needing special education or related services, but who need additional academic
and behavioral support to succeed in a general education environment.

PROCEDURE FOR CEIS:
Step 1: Using the NASIS module to track students who receive CEIS

The following describes the process the BIE uses to identify students with learning and/or
behavioral challenges for CEIS. CEIS involves increasing the intensity of intervention or support
for students with learning and behavioral needs. The goal is to meet their needs as fully as
possible. CEIS is for students who are not currently identified as needing special education
or related services but who need additional academic and behavioral support to succeed in a
general education environment. The NASIS module has a set of tabs that act as folders within
other folders.

The first step is to go to the Enrollments tab to access the student’s enrollment by clicking the
current enrollment (highlighted in bold).

Path: Index >Student Information >General >Student Search >Enrollment tab

:l!Summarvl Enrollments | g’s:hedulel ':I)Z'Attendam:el Flags(formerly Programs) | @Gradﬁ?ﬂ
=5 Print Enroliment History | ] Hew L
nrollment Edr
i@ | T | Gl o o e e m — —
F oz P 11-12 Academic
Start Status: ES NOT 15t AZ enroll, from within district
End Status:
T4, M = T TM-TTATEddmce T T T T T T T T fEeEmr = Endcem =

Start Status: E5 NOT 15t AZ enroll, from within district
End Status: WT Transferred grades within the school.

w-#%.m“_ﬁg_ai%@-mmg_ oS g, - i\u\w&uwm‘—

Figure 6: Enrollments tab

05082011

The BIE Reporting section appears with numerous options that may apply to the student’s
program. Check mark the box for Intervening Services to indicate the student will receive CEIS.

Path: Index >Student Information >General >Student Search >Enrollment -BIE Reporting
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8 Bureau of Indian Education Reporting

*Start Status End Status
08: Last year, same school v v

BIE Exclude Gifted/Talented
D v

NLL for Maint or Resto Receiving Instruction in their NL Non-language subjects in NL ;
[l ] —_—— = ]

Enroliment Type PercentEnrolled  Absent Days = Intervening Services Section 504  Boarding Status
1: ISEP v 100 1 1 X 1 O 04: Not boarding

LGS S S S S W s SR

Figure 7: Intervening Services

Step 2: Tracking students who receive CEIS and who subsequently received special education
and related services.

a. Schools are able to provide additional details about the CEIS in the Program
Participation Detail Editor and indicate the start and end dates of services as shown
below. The length of time a student receives CEIS depends on the interventions as
described in the school’'s CEI'S program.

Path: Index>Student Information >General > Student > Flags (formerly Programs) tab.
To create a new CEIS, click “New”. Click the *Flags dropdown list and select “BIE-CEIS: BIE-
CEIS”. Input the start date and End Date (approximately two years after the start date).
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T X
:_;Qﬂummarv I Enrollments I ﬁﬁchﬂdl‘e I 'ﬁ'ﬁtl:endanu: I Flags(formerly Programs) |
[ save 3¢ Delete | ] New

Mote: Curriculum Programs have been moved to the new Academic Program tab
located in Student Information = Academic Planning = Academic Program

Student Flag Editor
Flag Start Date End Date U=zer Warning

Sturlgnt Flag Netail

User Warning :
- Do Not Use these fields.

Participation Details

—— | Usethis input field to describe the CEIS being
provided such as, by whom, when & where. -

*Flags |

BIE-CEIS:BIE-CEIS - I

*Start Date End Date Eligibility Start Date Eligibility End Date
omsor2 T _ovwsaute [ | X & y [

Description

Figure 8: Flags (formerly Programs) - CEIS

b. If the intervention strategies are not successful, the team may determine that a referral
to special education should be initiated. BIE-funded schools report this information in
the Enrollments-BIE Reporting section for a student and encode as 02: Being Evaluated,
in the Reporting section (shown below). Schools are able to develop an Ad Hoc report
indicating notice that the 60 day timeline is near, by navigating to >Ad Hoc Reporting,
Filter Designer.

Upon referral, schools will now indicate the student is in the evaluation process, placing the
student in Special Ed Status 02, (Screen Shot below) and removing the student from receiving
CEIS as indicated in Screen Shot 2 above.

Path: Index>Student Information >General > Student > Enrollment > Calendar > BIE
Reporting
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_:Q,_. v E i ts | Q&heﬂule t -:I:i:—Attendam:e E Flags{formerly Programs) t @Gradﬁt Transcript t Credit Summary | ,

[ save ¥ Delete =) Print Enroliment Histery | ] New | ] New Enroliment History

L UL LI el s

- -

B Bureau of Indian Education Reporting

*Start Status End Status
05: Transfer from a public school outside the state - 25: End of school year -
BIE Exclude GiftediTalented
[ -
MLL for Maint or Resto Receiving Instruction in their NL Non-language subjects in ML
[E] [l [l
Enroliment Type Percent Enrolled Absent Days  Intervening Services Section 504  Boarding Status
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Step 3: CEIS Plan Submission

Schools are required to describe their CEIS program when they submit their Part B Application to
the Division of Performance and Accountability (DPA) on an annual basis if they indicate use of
the 15% of Part B funds.

Step 4: Monitoring to ensure appropriate use of CEIS funds for allowable purpose (CFR 34 Sect
300.226).

The information pulled from the NASIS CEIS module will be used for required reporting, and to
identify which schools are using CEIS funds for fiscal accountability purposes.

BIE Special Education Process

The IEP process is a procedure governed by IDEA 2004 to determine the educational services for
a student with disabilities to receive a Free Appropriate Public Education (FAPE).

The Bureau of Indian Education has adopted an all-encompassing, step-by-step process for
managing programs for students with disabilities, organized into three phases.

Phase I.  Evaluation and Eligibility

Phase 1. Individualized Education Program

Phase I1l. Transition and Secondary Services

The major steps in each of these phases are as follows:

Phase I. Evaluation and Eligibility
A. Referral to Consider a Special Education Evaluation
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B. Parental Consent
C. Initial Evaluation and Determination of Eligibility
D. Re-evaluation and Determination of Eligibility

Phase Il. Individualized Education Program
E. Individualized Education Program
F. Annual Review and Revision of the IEP

Phase I11. Transition and Secondary Services
G. Discontinuation of Services

The table below is an overview of simple forms and editors available in NASIS to support the
different phases of the BIE special education process (editors appear in bold italics):

A. Referral to Considera | e Prior Written Notice
Special Education o BIE Referral Form

Evaluation e BIE Release of Student Info

I. Evaluation and Eligibility

B. Parental Consent e BIE Prior Written Notice
e BIE - Assessment Plan
e BIE Release of Student Info

C. Initial Evaluation and e BIE Prior Written Notice
Determination of e BIE Meeting Invitation

Eligibility e BIE Re-evaluation / REED
e BIE - Assessment Plan
¢ BIE - Evaluation Summary Report
¢ BIE Record of Access
¢ BIE Release of Student Info
e BIE SLD Determination form (if applicable)
D. Re-evaluation and e BIE Prior Written Notice
Determination of e BIE Meeting Invitation
Eligibility

¢ BIE Excusal Form

e BIE Re-evaluation / REED

e BIE - Assessment Plan

¢ BIE - Evaluation Summary Report

e BIE - IEP (or) BIE - IEP with Transition Plan
o BIE Release of Student Info

e BIE Summary of Performance

e BIE SLD Determination Form (if applicable)
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BIE Special Education NASIS Supporting Forms/Editors

Process

I1. Individualized Education Program

E. Individualized o BIE Prior Written Notice
Education Program e BIE Meeting Invitation
e BIE Excusal Form
¢ BIE Consent for Initial Placement
e BIE - IEP (or) BIE - IEP with Transition Plan
e BIE - Progress Report
e BIE Behavior Intervention Plan
o BIE Functional Behavior Assessment
¢ BIE Manifestation Determination
e BIE File Review
¢ BIE Consent Prior to Invitation
e BIE Summary of Performance
e BIE Request to Amend IEP
¢ BIE Release of Student Info

F. Annual Review and e BIE Request to Amend IEP
Revision of the IEP e BIE IEP Amendment
o BIE Prior Written Notice
e BIE Meeting Invitation
e BIE Excusal Form
e BIE - IEP (or) BIE - IEP with Transition Plan
¢ BIE Release of Student Info

I11. Transition and Secondary Services

G. Discontinuation of o BIE Prior Written Notice
Services e BIE Meeting Invitation
e BIE - IEP (or) BIE - IEP with Transition Plan
e BIE Summary of Performance
¢ BIE Release of Student Info

Table 4: Overview of Simple Forms and Editors

7.1. Referral

The special education process begins with the referral from the general education child study
team. In the event the strategies used during the intervention or Early Intervening Services are
unsuccessful, the team submits a Referral Form.

The following simple forms in NASIS may be used at this point in the special education process:
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Prior Written Notice

BIE Referral Form

BIE Release of Student Info

Scan and upload signature page(s)

7.2. Assessment Plan and Parental Consent

The assessment plan is used to list all of the assessments that will be used by the evaluators. In
addition to the assessment plan is the parental consent for initial evaluation or re-evaluation.

The following simple forms and editors in NASIS may be used at this point in the special
education process (editors are indicated in bold italics):

e BIE Prior Written Notice
e BIE - Assessment Plan
BIE Release of Student Info

7.3. Initial Evaluation and Determination of Eligibility

During the Initial Evaluation and Determination of Eligibility phase, assessments are conducted
to determine whether the student has a disability that needs special education and related services.
Early Intervening Services data, if available, are used to supplement the assessment in
determining whether or not the student has a specific learning disability. In some cases, although
rarely, a Review of Existing Evaluation Data (REED) may be used as part of an initial evaluation.

The following simple forms and editors in NASIS may be used at this point in the special
education process (editors are indicated in bold italics):

BIE Prior Written Notice

BIE Meeting Invitation

BIE Team Meeting Notes

BIE Re-evaluation / REED

BIE - Assessment Plan

BIE - Evaluation Summary Report
BIE SLD Determination Form

BIE Record of Access

BIE Revocation of Consent

BIE Release of Student Info

7.4. Re-evaluation and Determination of Eligibility

Re-evaluation of a student with a disability must occur at least once every three years, but not
more than once a year. The re-evaluation must also occur before changing a student’s eligibility
to receive special education services (except as noted below). The evaluation team informs
parent(s)/guardian(s) that a re-evaluation is due, and conducts a Review of Existing Evaluation
Data (REED). If the team determines that a full re-evaluation is needed, the parent(s)/guardian(s)
are notified and parental consent is obtained, assessments are scheduled and conducted, an
evaluation report is completed.

The REED is required as part of any re-evaluation. It is used in the re-evaluation to determine
whether the student still has a disability requiring continued services, or whether the student
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should be exited from special education and related services (C.F.R. §300.305(a)). As noted
earlier, in some rare cases, a REED may also be used as part of an initial evaluation.

As a general rule, a school must re-evaluate a student with a disability before determining that the
student is no longer eligible for services. An evaluation is not, however, required if the student’s
eligibility will be terminated due to graduation from secondary school with a regular diploma, or
due to exceeding the age eligibility for a Free Appropriate Public Education (FAPE). For a
student whose eligibility terminates under these circumstances, the school must provide the
student with a Summary of Performance (SOP), which includes a summary of the student’s
academic achievement and functional performance, as well as recommendations on how to assist
the student in meeting postsecondary goals. The SOP is used when re-evaluating a student before
changing the student’s eligibility, and is applicable to students in transition.

The following simple forms and editors in NASIS may be used at this point in the special
education process (editors are indicated in bold italics):

BIE Prior Written Notice

BIE Meeting Invitation

BIE Team Meeting Notes

BIE Excusal Form

BIE Re-evaluation / REED

BIE - Assessment Plan

BIE - Evaluation Summary Report
BIE - IEP (or) BIE - IEP with Transition Plan
BIE SLD Determination Form

BIE Release of Student Info

BIE Service Log

BIE Summary of Performance

7.5. Individualized Education Program

The development and implementation of the Individualized Education Program (IEP) lies at the
heart of the special education process. Once a student is determined to be eligible to receive
special education services, an Individualized Education Program is developed.

An Individualized Education Program (IEP) is a written document that is developed, reviewed,
and revised for a student with disabilities in accordance with Title 34 of the Code of Federal
Regulations (34 CFR §300.320 through 8300.324). It includes the following: a statement of the
student’s present levels of academic achievement and functional performance (PLAAFP); a
statement of measurable annual goals; a description of benchmarks or short-term objectives (if
the student is taking an alternate assessment); a description of how progress toward meeting
annual goals will be measured; a description of when progress reports will be provided; a
statement of services to be provided to (or on behalf of) the student; a statement of individual
appropriate accommodations and/or modifications that are necessary to measure the academic
achievement and functional performance of the student; and (if applicable) a statement of why the
student cannot participate in the regular assessment and why the particular alternate assessment
selected is appropriate for the student.

A Secondary Transition Services section must be included in the IEP which will be in effect when
the student turns sixteen years old (or younger if deemed appropriate by the team). This
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requirement is taken into account in NASIS through the use of two IEPs, one without a transition
plan, and one with a transition plan. The Secondary Transition Services section in the second IEP
includes course of study, a transfer of rights statement, and postsecondary measurable goals based
upon age-appropriate transition assessments related to training, education, employment, and
(where appropriate) independent living skills.

The process involves input from parents or guardians, administrators, regular education teachers,
special education teachers, the student (if of age) and other professionals. These individuals work
collaboratively as a team to develop the Individualized Education Program. Once the IEP team
has agreed to the details of the program, the IEP is initiated and carried out over the next 12
months.

The following simple forms and editors in NASIS may be used at this point in the special
education process (editors are indicated in bold italics):

BIE Prior Written Notice

BIE Meeting Invitation

BIE Team Meeting Notes

BIE Excusal Form

BIE Consent for Initial Placement

BIE - IEP (or) BIE - IEP with Transition Plan
BIE - Progress Report

BIE Behavior Intervention Plan

BIE Functional Behavior Assessment

BIE Manifestation Determination

BIE Consent Prior to Invitation (used for gaining parental consent to invite external
agencies to consult on secondary transition plans)
BIE Service Log

BIE Summary of Performance

BIE Request to Amend IEP

BIE Release of Student Info

BIE Revocation of Consent

7.6. Annual Review and Revision of the IEP

A student’s IEP must be reviewed annually (or more frequently if needed), and revised if
necessary to determine whether the annual goals for the student are being achieved. The annual
review of the IEP is intended to address any lack of expected progress toward the annual goals for
the student, and to examine the results of any re-evaluation. If the student turns sixteen years old
during the year following the annual review, a Secondary Transition Services section must be
included in the revised IEP. In this case, the IEP with Transition Plan is used. The following
simple forms and editors in NASIS may be used at this point in the special education process
(editors are indicated in bold italics):

BIE Request to Amend IEP
BIE IEP Amendment

BIE Prior Written Notice
BIE Meeting Invitation
BIE Team Meeting Notes
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BIE Excusal Form

BIE - IEP (or) BIE - IEP with Transition Plan
BIE Release of Student Info

BIE Revocation of Consent

BIE Service Log

7.7. Discontinuation of Services

A written notice must be provided to the parent(s)/guardian(s) before discontinuing special
education services for a student with disabilities. A meeting then needs to be held and the IEP
will be updated and signed, with “Exit” indicated as the purpose of the meeting. The following
simple forms and editors in NASIS may be used at this point in the special education process
(editors are indicated in bold italics):

BIE Prior Written Notice

BIE Meeting Invitation

BIE Team Meeting Notes

BIE - IEP (or) BIE - IEP with Transition Plan
BIE Summary of Performance

BIE Release of Student Info

IEPs in NASIS

8.1. Pre-configured Modules (including IEPS)

As a matter of policy, all schools will be required to use the Bureau of Indian Education (BIE)
format for all Assessment Plans, Evaluation Reports and Individualized Education Programs
(IEPs). NASIS is configured with the required modules, including two basic IEPs for all schools,
one without a transition plan, and one with a transition plan (typically, although not exclusively,
for students that are sixteen years old and older). Future changes to Assessment Plans, Evaluation
Reports and Individualized Education Programs will include (but not be limited to) updates to
Federal Regulations and version updates as required.

8.2. User access to IEPs

Individual user rights can be assigned to control access to the IEP. Multiple users can enter data
in different editors at the same time. This feature, allowing simultaneous access to separate
editors by different users, promotes a collaborative IEP development process and supplements the
overall Individualized Education process. Users can view the information entered in the IEP at
any time before the IEP is completed by a process referred to as “locking” the IEP. IEPs are
considered complete only when signed by all IEP team members.

8.3. Creating IEPs

When creating IEPs, data push and pull technology is used to fetch some data between the IEP
and the Enrollments tab. Once IEPs are completed, they should be locked by the Case Manager
immediately after all required, legally-binding documents have been signed by the parent(s) or
guardian(s), student (if of legal age) and team members.

In order to create an IEP for a student, a designated user (with appropriate access rights) conducts
a “search” to select a student. Next, the user selects an IEP from the documents drop-down list.
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The user will be required to enter data in several key fields and save the IEP before being allowed
to navigate to other editors. The saved IEP will display in the Plan section of the Documents tab
for the student.

Once the initial editor is saved, the IEP is available for editing by anyone with appropriate access.
Users can select a section and use template banks (where available) or enter data manually to
complete each field. As data is entered by a NASIS user in a selected editor and saved, the name
of the editor will be bolded in the list.

8.4. Printing IEPs

At any time, a report can be printed by clicking on the save and print icon. This document is
permanently saved in the student’s documents tab.

8.5. Locking IEPs

Once the data entry is completed, a draft copy of the IEP can be printed and presented to the
individualized education program team for approval. If approval is given, the IEP is locked and
saved. Locking an IEP indicates that no further changes will be made until the next IEP is
developed 12 months later.

A locked IEP is available for viewing on the parent portal if the portal is configured to display the
IEP. A locked IEP is available for viewing on a teacher roster if the teacher has been entered on
the student’s IEP team. A locked IEP count displays in the walk-in scheduler for students rostered
into a course section.

In the process of locking an IEP, the following fields relating to special education in the
Enrollments tab can be updated automatically with data contained in the corresponding fields of
the IEP: special education disability, special education setting, and special education status. These
updates will occur only when the Case Manager locks the IEP.

Once an IEP is locked (after the printed IEP has been signed), updates should not, as a matter of
policy, be made to any of the above fields in the special education section of the Enroliments tab,
because the signed IEP is a legally-binding document.

Training

Minimal training is required for users to create an IEP and save data. Advanced training will
focus on the IEP development process, state and federal reporting, and ways in which data
entered in the IEP editors interacts with other areas of the product.

Data Validation

Several editors validate data entered by the user. The editors and the data validated are listed
below:

| Data Validated
IEP Overview editor e |EP End Date must come after the IEP Start Date.

e |EP Start Date and IEP End Date are required fields.
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| Data Validated

e Service Start Date must be on or after the IEP Start Date.

e Service End Date must be on or before the IEP End Date and after
the Service Start Date.

Related Services editor

e Service Start Date must be on or after the IEP Start Date.

e Service End Date must be on or before the IEP End Date and after
the Service Start Date.

Supplementary Aids and
Services editor

e Service Start Date must be on or after the IEP Start Date.

e Service End Date must be on or before the IEP End Date and after
the Service Start Date.

Program
Accommodations and
Modifications editor

e Service Start Date must be on or after the IEP Start Date.

e Service End Date must be on or before the IEP End Date and after
the Service Start Date.

Table 5: Data Validation in NASIS Special Education Modules

Auto-Population of Data

Several editors auto-
populate with data
entered in other areas of

the product. Those
editors and fields are
listed below: Editor

IEP Overview editor

Auto-Populated Fields

e |EP End Date is auto-populated with a date one year after the IEP Start
Date, when IEP Start Date is entered or changed.

e The Eligibility Date field in the IEP Overview editor is auto populated
from the BIE — Evaluation Summary Report, Determination of
Eligibility Date field.

e The Next Evaluation date field in the IEP Overview editor is auto-
calculated 3 years from the “BIE - Evaluation Summary Report”,
Determination of Eligibility Date field.

o Note: If the Eligibility Date and/or the Next Evaluation Date is not auto-
populated, you need to create an Evaluation Summary Report prior to
creating an IEP.

Enrollment Status editor

e NASIS ID populates from census data.

e Primary Disability populates from Enrollments > BIE Reporting (if
available).

e Special Ed Status populates from Enrollments > BIE Reporting (if
available).

e Special Ed Setting populates from Enrollments > BIE Reporting (if
available).

e Primary Language populates from Enrollments > BIE Reporting (if
available).

Student Demographics
editor

o All data is read-only and populates from Census or Enrollments.
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Several editors auto- Auto-Populated Fields
populate with data
entered in other areas of

the product. Those
editors and fields are
listed below: Editor

Parent Guardian o All data is read-only and populates from census.
Information editor

Team Meeting editor e Names populate from the Team Member tab. Team members must have
a current membership based on the IEP Start date.
Service editors e Start date and End date will auto-populate from the I1EP Start and End

dates, respectively.

Table 6: Auto-Population of Data in NASIS Special Education Modules

Services

All schools will be required to select from among the following NASIS-defined Special
Education and Related Services:

12.1. Educational Services 12.2. Related Services
e Adapted Physical Education e Audiology
e Assistive Technology e Counseling
o Braille Instruction o Early Identification/Assessment
e Career/Vocational e Interpreting Services
e Communication e Medical (Diagnostic)
e Math e Occupational Therapy
e Reading e Orientation and Mobility
o Self Help/Independence e Parent Counseling and Training
e Sensory-Motor e Physical Therapy
e Social/Emotional/Behavioral e Psychological
e Speech e Recreation
e Transition e Rehabilitation Counseling
e Travel Training e School Health/Nurse Services
e Written Expression e Social Work in Schools
e Other e Speech-Language Pathology
e Therapeutic Recreation
e Transportation
e Other

The list of related services above is based on Title 34 CFR §300.34(a). Requests for changes to
the General Education Services and/or Related Services should be submitted to the BIE NASIS
program office.
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Service Positions, but not Service Providers, will be printed on the IEP. The term “Service
Provider” refers to the name of the individual or agency providing the service. If a Service
Provider is an employee of the school or regularly provides services to multiple students in a
school, he/she will be entered into NASIS through Census. Special Education Administrators will
need to coordinate with the registrar(s) in their school to define the process by which Service
Providers will be entered into NASIS. Service Positions in NASIS will be populated under
System Administration > Special Ed > Service Positions. Service Providers will be populated
under System Administration > Special Ed > Service Providers. Service Positions available in

NASIS are as follows:

0 LAl o o B P P
Figure 10: Special Education Service Positions
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Template Banks

Schools will have the ability to customize template banks in the NASIS special education
modules. Template bank additions or edits should be handled and maintained by the school’s
Special Education Administrator or designee. Template banks will be available in a number of
designated areas of the Assessment Plan, Evaluation Report, IEP and Progress Report, as
signified with the following icon: [3. Template Banks are set up through System Administration
> Special Ed > Template Banks:
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Figure 11: Special Education Template Banks
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Creating Documents (Blank Forms & FDFs)

Schools will have the ability to create and upload blank and simple forms. Any documents
created and uploaded to NASIS for special education purposes should be handled by the Special
Education Administrator or the NASIS System Administrator. All schools will have the ability to
create and use their own customized special education documents, as long as they do not replace
or conflict with any BIE-required documents.
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Figure 12: Special Education Documents Tab

NASIS Special Education Reports

All NASIS Special Education users, Building Administrators and General Education Teachers
will have access to required documents and reports. Access to each of these documents will be
determined by role-based user security settings in NASIS. The following table presents a
summary of the special education reports available in NASIS:

Report Name
Caseload Summary

| Report Description

e The Caseload Summary report lists detailed information about each
student in a caseload. If the effective date is entered, the report will
list only those students whose cases were open on that date.

Plan Audit

o The Plan Audit report lists services and plans based on the auditing
types, and is used as a tool for correcting errors in data entry.

Process Compliance

o The Process Compliance report lists process compliance
information about each student in a caseload. Dates are checked on
each IEP, and warnings appear when documents are due.

Service Detail

o The Service Detail report displays detailed information on student
name, student number, grade, and services, including service
provider, service start/end date and summary of minutes per week
for each service.
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Report Name | Report Description |

Service Provider Detail e The Service Provider Detail report displays provider’s name, and
the provided service’s detailed information, including student’s
name, student number, grade, service start/end dates, and summary
of minutes per week for the service provider.

Service Provider Summary e The Service Provider Summary report displays students’ count,
service providers’ count and minute summary, which include
indirect minutes, direct minutes and total minutes.

Service Summary e The Service Summary report will display students’ count, service
providers’ count and minute summary including indirect minutes,
direct minutes and total minutes

Test Accommodations e The Test Accommodations report lists special accommodations and
modifications for Special Ed students, such as more time or more
breaks

Test Results e The Test Results report lists out student test results that match the

criteria selected. The state code belongs to the State Test category.
At least one category, test type, test result and test score must be
selected to generate the report

Table 7: NASIS Special Education Reports

Census Data

Schools should ensure that census data is clean and accurate in order to facilitate auto-population
of data in editors and simple forms in the special education modules. By using specific Ad Hoc
filters provided by Infinite Campus and by running the Census Verification Report, schools will
be able to clean up data for students whose household and guardian information in NASIS is
incomplete, in error or missing.

Ad Hoc Filters

To verify census data for students in NASIS (and to clean up inaccurate special education data
elements), schools may use the three newly-created Ad Hoc filters in the “Shared Filter” user
group (Note: users will need to be added to the “Shared Filter” user group in order to see these
newly-created filters). Using these filters in conjunction with a student search will reveal special
education students who are missing key census data, or whose special education coding is
inaccurate. The three filters are as follows:

1. “Sped Receiving Services Clean Up”

This filter focuses on three special education fields (Special Ed Status, Special
Ed Setting, Primary Disability), located within the BIE Reporting section.
Students receiving special education services need to have appropriate values in
all three of these fields.

2. “Sped Exiting Clean Up”

This filter looks for special education students who have some (but not all) of the
codes associated with Exiting Special Education (Special Ed Status, Special Ed
Exit Reason, Special Ed Exit Date). It also looks for students who have been
terminated from special education who lack a special education setting.
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3. “Sped Census Clean Up”

This filter looks for special education students with a status of “03: Receiving
Services” who are missing key census data elements related to guardians and

Note: To help schools maintain the shared Ad hoc filters, Infinite Campus has reorganized the
Filteroguoeseps gr oAdlpl
now members of these new groups. Additional shared filters have also been added. System

fiShar ed

NASIS Special Education Process Guide
Version 1.10 — July 5, 2012

households with an address flagged for mailing.

administrators are encouraged to manage user membership for these groups.

The following User Groups have been added to each school under the Ad Hoc Reporting Module
(Ad Hoc Reporting > Filter Designer):

CENSUS AdHocs:

CURRI

CULUM AdHocs:

BEHAVIOR AdHocs:
BIE ANNUAL REPORT:
SPED AdHocs:

Filters for Census and Demographic Data
Filters for student academic/curriculum information
Filters for students with Behavior information

Filters for the yearly BIE reports
Filters for Special Education Reporting

ims ®r s ufbor om

|User: admin

Save

BEHAWIOR AdHocs

Feport
[] EL2 Billingz

Brule
D EL O Hopi

[ ] ELC Partland

States
D EL Turtle Mauntzin

[] 'SEF Ad Hocs

[] 9SEP Tahles-ELO

Zhared Fitter

D Central Office Enraliment

D ELC Crowy Creek/Lovwer

D EL D Morthern Puehlos

D ELD Zouth and Eastern

(] ISEP Werification (2003)

Perzon: Administrator, System
User Accnuntl User Groups | Tool Rights | Calendar Rights | Access Log

BIE ARMIAL
REPORT

v

|:| ELO Cerntral Mavajo
|:| EL Eastern

MNawajo
|:| ELO Minneapolis

|:| ELO Oklahoma
|:| EL2 Raozebud

|:| ELZ Sauthern
Puehlos

|:| EL Western
Mawajo

|:| ISEP Allotmert

|:| Wodify Shared
Fiters
|:| Schoal Users

|:| Special Ed

CENSUS AdHocs

D ELC Arizona Saouth

D ELO Cheyenne River
D ELC Ft. Defiance

D EL O Marthern
Mavajo
D EL O Pine Ridge

|:| ELO Sactamenta
D ELO Standing Rock

D General Read Only

D ISEP Certification
(20087

D OSEP Tables -CO

D Security
Administrator

| SPED AdHocs

Each of these new User Groups translates into one of the sub-groups now found under the Ad

Figure 13: User Group Membership

t

Hoc Filter Designer. Please visit the NASIS Project Portal for more details on the available filters
listed under each group.
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18.

19.

20.

Census Verification Report
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Schools may also run the Census Verification Report to clean up census data, available through
Index > Census > Reports > Census Verification. This report will be especially helpful in
identifying household data that is missing or inaccurate for students. Running this report in
conjunction with an Ad Hoc filter displaying only students receiving special education services
will allow schools to focus primarily on cleaning up data for special education students. Census
data for all students should be clean, complete and accurate, but the initial clean-up phase should
focus on special education students, in order to expedite effective use of the special education

modules in NASIS.

Records Transfer

18.1. Bureau Funded Schools

The NASIS Student Locator automatically initiates a records transfer request during the initial
student enrollment. If the student previously had special education records, it will be included in

the records transfer.

18.2. Other/Public Schools

Use the BIE Release of Student Info form to request student records.

NASIS Parent/Student Portal Access

In general, it is recommended that portal access be provided to students and parent(s)/guardian(s),
pending proper setup and readiness of the school’s NASIS database. With regard to special
education, schools will have the ability to determine if locked IEPs and written reports will be
made available to students and parent(s)/guardian(s) through the portal.

User Security

Schools will have the ability to create user groups with role-based tool rights for the purpose of
granting access to information within the special education modules in NASIS. Note that
modification of tool rights for a user group will change the rights for all assigned users within that
group. Also, user rights are cumulative. For example, if an individual is assigned Read rights to
the IEP module in one group and Write rights to the IEP module in another group, that user will
have Read and Write rights to the IEP module. Finally, an individual’s user rights may be further
modified beyond what is specified by his/her assigned user groups. The following role-based
access rights are recommended for schools:

Role
Counselors

| Access

Read-only access to the Documents tab of Special Education for
students.

General Education Teachers

View and Read access to IEP information for students on their
roster.

Parent(s)/Guardian(s)

Campus Portal access only.

NASIS System Administrator

Read, Write, Add, and Delete access to all NASIS data, including
special education data.
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Paraprofessionals

| Access
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o Read-only access to basic Student Information.

e Read, Write, and Add access to census data.

Administrator or designee

needed.

School Administrators e Read-only access to the Documents tab of Special Education for
students.

Service Providers e Access depends upon successful completion of the employee
background check and Security Awareness Training.

Special Education e Access is typically given to all schools, all calendars for all Special

Education information. This will include access to System
Administration of the Special Education module and unfiltered
search of students for monitoring. In addition, access to reports
related to special education under Student Information will be

Special Education Teacher °

needed.

Read, Write, and Add access to the Special Education module in
Student Information will be needed. In addition, access to reports
related to special education under Student Information will be

e Campus Portal access only.

Table 8: Roles and Access Rights for Special Education

Campus Tool Name
Student Information

20.1. Special Education Administrators

Read | Write

Add | Delete

Special Ed

Allow Unfiltered Search

v
v

v
v

v
v

\

Reports

Process Compliance

Plan Audit

Service Detail

Service Provider Detail

File Labels by DOB

Special Ed Exception

Test Accommodations

Folder Labels by DOB

Service Summary

Caseload Summary

Service Provider Summary

Test Results

Progress Report

ANANERNENENENENENENENANANEN

ANANENENANANANENENENENANAN

ANENENENENANENENENENENENEN

ANANENENANANANENENENENENEN

System Admin

Special Education

v

v

v

v

Table 9: Access Rights for Special Education Administrators
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21.

20.2. Special Education Staff

Student Information

NASIS Special Education Process Guide

Campus Tool Name | Read | Write | Add | Delete
v
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Special Education

v

v

v

Documents > Locked

Allow Unfiltered Search

\

\

\

\

Reports

Process Compliance

Plan Audit

Service Detail

Service Provider Detail

File Labels by DOB

Special Ed Exception

Test Accommodations

Folder Labels by DOB

Service Summary

Caseload Summary

Service Provider Summary

Test Results

Progress Report

ANANENENENENENENENENANANAN

ANANENENENENENENENENANANAN

ANANENENENENENENENENANANAN

ANANENENENENENENENENANANAN

Table 10: Access Rights for Special Education Staff

System Preferences

A single system preference is available for special education, involving the option to fetch
classroom teachers, available in NASIS through Index > System Administration > Preferences >
System Preferences, in the setting called “Enable Team Member List to Populate from Classroom
Teachers” (see figure below: System Preferences: Fetch Classroom Teachers). If this setting is
set to “Yes” (and the settings are saved), a button called “Fetch Classroom Teachers” will appear
on the special education Team Members tab for students, under Student Information > Special Ed
(see figure below: Team Members (Before Fetch). Clicking this button will fetch all teachers for
that student and put them all on the team (see figure below: Team Members (After Fetch), rather

than having to add them one at a time.
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Figure 14: System Preferences: Fetch Classroom Teachers
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Figure 15: Team Members (Before Fetch)
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Figure 16: Team Members (After Fetch)
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Figure 17: Student Schedule

Contact Log

The Contact Log tab is used to document any actual or attempted contacts made with
parents/guardians/student regarding the student’s program.
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