eSped QUICK REFERENCE GUIDE


Special Education Teachers

Instructional & Related Service Providers

ANNUAL REVIEW

ACTIVE RECORD

Select:  Progress Reports

	Screen Title
	Action Required

	Report of Student’s Progress Toward IEP Goals
	Report of Progress for IEP year (SAVE, SAVE, SAVE)

	Reports
	Create a report & print 2 copies (ARD Committee & parent)


** Progress Reports for CM should be updated in the Texas ARD Forms Applications (Instructional Goals & Objectives)

DRAFT RECORD

Select: ARD Forms

	Screen Title
	Action Required

	Development of IEP / Transition

(Present Levels of Academic and Functional Performance - PLAFP)
	Enter PLAFP on Blank page for each area you are writing a goal and general education teacher input.

Enter date & your name before text you create.

Copy & Paste information from classroom teachers on appropriate page using Word document from PCC. 

	Development of IEP / Transition
	Discuss transition information with student prior to ARD & enter information on “Transition Services 2008 (1&2)”.

	Instructional Goals & Objectives (1 & 2)
	Enter new goals/objectives for Content Mastery or Mainstream students.

	Measurable Annual Goal(s)

Measurable Annuals Goals (TEKS)
	Enter new goals and objectives. Always have some goals/objectives based on grade level TEKS.  

Check the boxes next to “ Accepted by…, and either Instructional or Related Service.

	Alter Assignments, Adapt Instructions, Adapt Materials, Manage Behavior, Required Equipment
	Complete all appropriate screens

	eStar Related Services
	Related Service Staff enter recommended frequency/duration & location for related service (OT, PT, MT, Counseling, In-Home/Parent Training, O&M, Audiological, etc). Enter Start and End Dates. Delete previous time if discontinuing services.

	R11 IEP Services/Supports
	Teachers/Instructional staff enter recommended frequency/duration & location for CM, Inclusion Support, Co-Teaching, Speech, APE, AI, or VI. Enter Start and End Dates. Delete previous time if discontinuing services.

	ESY Supplement (1 & 2)
	Complete the ESY Supplement if student meets eligibility and services will be recommended.

	Summary of Performance (Graduating Students ONLY – Complete prior to student graduating)
	Complete this screen prior to the final ARD meeting for graduating students.


Diagnosticians, Speech, Related Services

AI, VI, APE

FULL INDIVIDUAL EVALUATION

Select: eFIE

	Complete the appropriate FIE Determination of Disability Reports

	Archive the Report with a date & description in the comments field

	eArchive any other FIE documentation (ex. Narrative reports, Drs. Reports)

	After the eArchive appears in the Archive list, change the type of Archive to reflect the name of the document.

	Service Providers:

If the student is being recommended for services, enter the frequency/duration & location of service on either the related service screen or IEPservices/supports screen.


DIAGNOSTICIANS & SPEECH
ANNUAL REVIEW

Complete all screens, the following are IMPORTANT for PEIMS export

DRAFT RECORD

Select: ARD Forms
	Screen Title
	Action Required

	Student Information
	Change Annual ARD date &

ARD/IEP Meeting Date

	Exit Information
	Check SPED Status

	PEIMS Data
	Check Disability, Instructional Setting, & Speech History

	Review of Evaluation & Additional Evaluations
	Current ARD Date & Reason for meeting

	Placement of Services
	Current Year Instructional Setting Code, Next Instructional Setting Code and Next Year Instructional Setting Code (Next IS Code can be left blank if there is no change until next year)

	ESY Supplement
	Complete if ESY recommended – this screen may be completed at annual ARD if decision can be made at that time; mastered goals to work on can be submitted using the ARD Addendum


DISMISSALS

	Screen Title
	Action

	Exit Information
	Change SPED Status to Dismissed.

Enter the dismissal date & reason.



	PEIMS Data
	Create a NEW record to change the disability history to N/A & date of dismissal.

Change the setting history to NA (Exited Instructional Setting) & date of dismissal.

Change the speech history to 0 (No Speech) & date of dismissal.

NEVER delete previous history from these PEIMS fields.

	Placement
	Next year’s campus, setting & speech code should be blank.


WITHDRAWALS

	Screen Title
	Action

	Exit Information
	Change SPED Status to Withdrawn and enter data.


GRADUATING STUDENTS
	Screen Title
	Action

	Exit Information
	Change SPED Status to Withdrawn and enter date.

	Placement
	Next year’s campus & setting should be blank.
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