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MANDATED Requirements for Documentation of Related Services

All related services are to be provided starting with the first week of school. Students are to receive
services on a WEEKLY BASIS. If an [EP says a session is to be provided weekly, providers are required to
provide the sessions on a WEEKLY BASIS. If there is a school holiday or professional development day
during the week, it is recommended that you still try to provide the service for that week. If you cannot
and you are concerned that the student has not received enough services for the month, please contact
the clinical coordinator to discuss the situation. Sessions that are missed are required to be made up.

ALL (DC and Maryland) documentation of related services MUST be completed within 5 working-days of
the day the service is provided or was scheduled to be provided if the service does not occur.

For all DC documentation, please finalize each entry as you complete it (do not leave in draft form).

URGENT

DELIVERED TO YOU
IN 5 DAYS
ORLESS

Recommendation — schedule a block of time on a weekly basis to complete documentation for the
week. By the end of the week make sure you have checked that all required documentation for the
week is complete. Feel free to review one another’s documentation at the site to make sure it is
correct.

This requirement is mandatory due to changes in regulations. It is imperative that you keep abreast on
documentation and complete it within the 5 days of service delivery on each student on your caseload.
Please make this a priority as you plan your schedule.

IMPORTANT TO REMEMBER FOR MARYLAND DOCUMENTATION--COMMON MISTAKES
e Put the actual time that you provided the service to the student--example 9:00 am to 10:00 am.
e Make sure you pick a goal for each service. If you pick more than one, your notes must
document the progress for each goal with specific examples.
e Pick a service for each entry--if you fail to do this, your notes will print out of order.
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Maryland Related Service Documentation
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GENERAL INFORMATION

The following information is for all related service documentation—individual and group therapy,
speech and language therapy and occupational therapy.

Documentation of services is required for each related service provided to a Pathways student.
Each therapist is required to complete and maintain ALL documentation for the students on
their individual caseloads.

The site primary therapist is the individual who completes the individual therapy and group
therapy documentation.

WHEN A CASE IS TRANSFERRED TO A NEW THERAPIST, the two therapists need to agree
on when documentation of services will change between the two service providers.

PRIOR TO AN IEP BEING CLOSED, all related services documentation must be completed. You
cannot enter your documentation into a closed IEP.

WHEN A STUDENT IS BEING DISCHARGED, all related services documentation must be
completed as soon as possible before the IEP is closed and transferred to the new placement.

New Students—Review of IEP

Service provider reviews the IEP “Section V-—Services” as soon as a student is enrolled (see
sample below)

Note number of sessions, length of time, frequency, begin date, end date (duration), provider
and summary of service (total service time)

If there are questions or need for an amendment of service delivery, notify the principal.
Review the section “Discussion of service(s) delivery including description of Transportation
services if provided:” to determine how services may be delivered. The required wording to
provide services in multiple sessions is listed in the example below.

IF YOU DO NOT HAVE ACCESS to the student’s online IEP, contact your principal.

[RECATED SERVICES

Service Nature Location Service Description Begin Date End Date Provider(s): Summary of
(P)=Primary, (O)=Other Service
Counseling Sexvices Gueside Number of | Lengtho! | Frequency: | 09/20/701¢& o§/i¢/20L7 ¥ Scheel Therapiat Total service
Genecal Sessions. Time Xeekly ume
Zducation 2 9 Hr.30 Keekly
Ham Duration 1 Hr
3€ Weels 2 Min
Specck/language Thezapy as a Cueside thumber of  Lengthof  Frequency: | 0%/20/231¢€ as/18/29%7 4 Specch/language Total service
Relaced Jezrice Genezal Lesii0m Time ¥eekly FPatholagise Time
Ldueacion b 8 Mr. 37 ¥eekly
Kan Ouration 2 Hr
3¢ Keels 32 Nin

Biscussion of service(s) delivery Inclucing cescription of Transportation senaces if provided

Related Services - Counseling Services:

will be seen for 30 minutes 2 times per week, individually or in a small group, which may be delivered over multipe sessions at

the discretion of the clinician.

Related Services - Speech/Language Therapy as a Related Service:

will receive 30 minutes of speech/language services weekly, which may be delivered over multiple sessions
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Provision of Services on the IEP

All IEP related services MUST BE provided as they are written in the IEP. (Needed changes must be
addressed through an amendment—see below)

Writing/Amending Related Services Included on the IEP

1. Examples of issues that may need to be addressed through an IEP amendment or included when
writing an IEP: number of sessions; length of time; weeks of service; name of service provider;
method of delivery of services (in the notes section)

2. List service provider as: individual and group therapy—“therapist”; OT—"“occupational
therapist”; speech and language— “speech therapist”

3. Related services CLARIFIER FOR COUNSELING SERVICES—“Counseling services can be
delivered in multiple sessions (individual and/or group), totaling minutes.”

4. Process to amend the IEP: the principal initiates an IEP meeting with the LSS and
parent/guardian to make necessary changes. The AMENDMENT APPROVAL DATE IS THE
DATE OF THE CHANGE IN SERVICE delivery. The principal will inform staff when changes are
approved.
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Notification to LSS of Non-Provision of Related Services
for The Pathways Schools
(COMAR 13A.09.10.17G(6))

Policy Statement

It is the policy of The Pathways Schools to notify the Local School System (LSS} when there is an
interruption of related services caused by staff vacancies, illness or approved leave of absence and/or
student refusal of services, illness, hospitalization(s) or detention/incarceration. Service time will not be
made up when: a student is absent for all or a portion of the day for reasons other than LSS
transportation issues; a student has been suspended for disciplinary infractions up to 10 days; school is
closed due to a holiday or in-service day on the MSDE-approved calendar; or a waiver is granted by the
State Superintendent of schools.

Procedures

1. The LSS will be notified in writing by the Director of Programs of service interruptions due to staff
vacancies. Within a 45-day timeframe, Pathways will hire staff or contract with a service provider(s).

2. The interruption of student services due to intermittent student absences because of illness and
hospitalization(s) will be reported by the Principal in accordance with the MSDE Funding Policy for
Students in Attendance.

3. The interruption of student services due to more than 10 days of suspension for disciplinary
infractions will be reported by the Principal to the LSS Placement Specialist by phone or email with a
follow-up notice. They will determine if an IEP meeting needs to be held to discuss related service
issues, whether a change of service delivery is required, and whether the service is to be made up by
the school.

4. Complete refusal of services by the student for one month wili be reported by the Principal to the
LSS Placement Specialist. They will determine if an IEP meeting needs to be held to discuss related
service issues, whether a change of service delivery is required, and whether the service is to be
made up by the school.

5. Intermittent refusal of services will be reported to the LSS Placement Specialist by the Principal and
options will be discussed whether to convene an IEP meeting to review student participation in
related service activities, to determine if a change in service delivery is required, and whether the
service is to be made up by the school.

6. Missed related services will be made up within 60 days or by the end of the school year unless
another schedule is agreed to by the school and the LSS.

Signature below indicates approval of the above referenced policy regarding related services.

LSS Representative Signature and Date
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Documenting in the MD Online IEP System

How to Put Your Name In As A Provider Into The MD Online IEP

Step 1—Choose a student to complete your related service documentation. Go to “Forms and Logs”.
Click “Access Log”.

1 tdubeau o
Students NMontornng Meetings Administration
Monitoring Profile IEP Summary Meetings Forms and Logs
Notifications

There are no notificalions af this time

Related Services Log

Service Log +Add a New Entry [

PROVIDER  — [=] /37, THROUGH 3y PrintlogData Print Blank Log
1 ==
Stan End Type of Session Description of Service Provi and o Seivice I
| Due™ Tine Time Ahsence Code Reinted Goal Code Location |
No data avshable m table

|
< % |
|
|
|
= CEL S T T T T TS TR

Step 2—Once at Access Log. Click on “+Add a New Entry”.

Actess Log

| Access Log +Add a New Entry il

: 31, THROUGH "1 PrintlogData Print Blank Log =
| e L=
|

DatefTime v Hame T Agency Puspuse

Ko dala avarabia v iable
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Step 3—The form below titled, “Access Log Entry” comes up. Fill in entire log. Check the box that says

“Enter new information”. Click “Save”.
f s e e R e T |

Access Log Entry

Liate

cazzome [,
Tima

101= i ami=

Mame

Loncet

Step 4—Return to “Related Service Log” page. See below. Click on “+Add a New Entry”.

fiwiatad Services Log

SerieLog
FRUVGER - n T1, PrnttogDails  Priet Blank Log

Step 5—Complete the “Service Log Entry”. Click ”Save”. You must do this prior to adding your name as
a provider. Steps for completion of this section when student is absent. DO NOT put any time. Pick "--"
under both start and end time. Pick Type of Session/Absence Code. DO NOT pick a service. DO NOT pick
a goal. Complete the Description of Services and Related Goal section. DO NOT put progress code or
service location.
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Step 6—Once you have completed your entry and saved it, click “Provider Overview” and complete
your name and position. And click “Save”. Your name should be listed with this service entry. All
Service Providers should access the Provider Overview and verify/update their information.

Provider Overview updated with new fields (Sample on the right) 2017

1. Provider Position is a drop down list of positions . Licensed Clinical Professional Counselors please

pick other .

2. Provider Certification/Licensure designation

Sy

Entering Documentation Online

e ALL (DC and Maryland) documentation of related services MUST be completed within 5
working-days of the day the service is provided or was scheduled to be provided if the service
does not occur.

e Each entry needs to include the following components:

10/17/2018

Indicate the date of the related service session.

Under length of session put in actual time of service provided. Do not write times if you
did not see the student for a session.

Indicate type of session—individual or group

Goals—pick a goal for your session

Description of Services Provided and Related Goal—write a detailed description of the
services provided as it relates to the goal. You are required to write at least two
sentences. You must write indicate what you did in the session as it relates to the goal
AND indicate the progress the student made towards the goal. EXAMPLE: The current
{EP goal is -- student will ask for help when needed. “Mary attended an individual
therapy session and talked about it being hard to raise her hand when she is having
difficulty in her math class. Alternative ways to ask for assistance were discussed.”

If a service is not provided use Absence Codes, document the reason and indicate if
make-up session is required in the description of services section.
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e For MISSED RELATED SERVICE SESSIONS—In the “description of services” section

indicate if the session missed is a group therapy session, individual therapy session. For
speech and OT please also write if your session was an individual or group session.
o |If RELATED SERVICES ARE NOT PROVIDED, the Length of Session, Progress Code and

Service Location should all be left blank.
e DOCUMENTATION OF MAKE-UP SESSIONS—when entering the make-up session,

indicate the date the time is being made up for. Go back to the missed date of service

entry and write “session made up on

for make-up”.

n

or” minutes used from date(s)

Sessions Required to be Made Up

Sessions required to be made up

Sessions not required to be made up

Emergency school closing*

Student absent *

Therapist absent

Student unavailable OR Therapist Unavailable

Student tardy (indicate reason for tardy)*

Student refused

State Superintendent waiver for closing

Student in crisis

Student in In-School Suspension/ALE

School wide activity

Field trip

Bus late*

Student receiving other therapy

Student testing

Student at work crew

Student on job/internship

* Please check student attendance record to make certain documentation is consistent.
** Student suspended for disciplinary infractions up to 10 days. The need for make-up time for
any missed related services during the suspension will be determined at the IEP/MDT meeting.

FTER A ED UNDER THE

DAY |0 DAY SUSPENSION, RELATED SERVICES MUST BE PROVID]

Additional Guidelines

e Ifastudentis in a crisis at the scheduled session time, determine if it is still possible to
provide the service.

¢ If you notice a pattern in a student’s lack of progress or their refusal to work on an issue,
please note this in the “Notes” section. This pattern of refusal or lack of progress should be
discussed with the principal. It may be necessary to have an |IEP meeting to address the
issue and develop new goals. The school principal will follow Pathways policy regarding
notifying the LSS

e If a student misses therapy services for 3 weeks for any reason and services are not being
provided, please notify the principal so that the non-provision of related services policy can
be implemented.

o |f sessions need to be made up, the policy states that MISSED RELATED SERVICES WILL BE
MADE UP WITHIN 60 DAYS or by the end of the school year unless another schedule is
agreed to by the school and LSS.

11
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Printing and Signing of Related Services Documentation

e All MD online related service documentation is to be printed, AT MINIMUM ON A MONTHLY
BASIS.

e Signing—sign your name and credentials at the top of each page. Always sign your name in the
same manner. You cannot change your signature pattern.

e Please sign your name in the MA box as the provider (Provider Signature). If you are an
LGSW/LGPC, you will need your supervisor to sign as the Supervisor Signature.

e If there is more than one service provider, each individual provider signs their name and
credentials at the top of the page (e.g., interns, multiple group leaders)

e Service providers initial each entry under the “Initials” column for the date they provided service

e A copy is given to the site principal for review and for availability to the LSS representative

o This footer is to be on the bottom of all Maryland related services documentation.

(P) Progress has been made and if the current rate of progress continues the goal should be achieved by the end of the duration of the
IEP; (8) Some progress has been made, but it may not be sufficient to achieve the goal by the end of the duration of the IEP; (N)
Progress is not sufficient to achieve the goal by the end of the duration of the IEP; (I) Individual, (G) Group, (Ind) Indirect, (M/U)
Make-up session

SAMPLE MARYLAND RELATED SERVICES LOG NOTES

ovne a2’ OTRIL

) Related Services Log Notes
Provider Name Jane Jones, OTRIL Positior: Occupational Therapist
Student's Nanw: renard m adans SASID:
Bchoat Carol Asme Elementary Student's DOB:  US/06/1972
FOR MA USE ONLY MAH: Date of perental consen for MA Billing:
Diagnostic Code
Provider Name: Position: O Certified 3 Provisional

O Licensire Oouer

(2
e, OTRIC « € SIENTD SaPERVIOR |
1ore . snpcrviso{"giynn{{(ihgiu provider is not credeminlcfy L ‘ su or LG PC ]

ovider S

Services (from IEP)

Service Nature Nuraber Of Sessiecs Length of Te Frequeney DegnDate Eod Date
Occapaton! Tierapy 2 s 30ems Weekly Q132007 067262008
Da CerghofSesson | Typeef ptien o Progws Code | Sevee | usk
Senont Locaton
Absenn
Crde
06202008 | Smume 900 1 Stalert Nome: perard o acdvrm ] Scbunat

AM

Gonl
Erd one 930 Raon wil » J
AM

Descrigt:

o
Remrd was ublo 10 wakk tersy step 11 ey He il i wiliut essatirme. Ho siaesd
Ut 5 s Brtart dat v lns walkeed w et

Service Deseription: Provide detuiled iption ol or servi (must be at least 1wo sentences)

Progress Code: (P) Progress has hoen made and if' the current rate of progress continues the gaal should be achieved by e end of U duration of the EEP, (S) Some
progress has been made. but it may not be sufficient 10 achievs the goal by the end of the duration of the IEP; (N) Progress is not sufficient to achieve the goal by the
end of the duration of the IEP

Service Location: Schiool, Home, Other (specily)

Tepe of Session: (1) Individinl, (G) Growp. (Ind) Indirect, (M/U) Make-up session, (MT) Music Therapy, (AT) Art Therapy

Absence Code: (A) Sudent absent, (B) school closed, (C) student (D) clini apist absent. (E) clinui; pi ilable ¢ g [EP 1eam
nweeting Note: Absences for codes C through E must be rescheduled

MA ONLY:
Inithals, Service Provider 2nd Supervison (i Service Provider is not credentialed)

Filing Of All Related Services Documentation

All original copies of related service documentation are filed in Section 15 of the student notebook.
Section A—Individual therapy and group therapy
Section B—Speech therapy
Section C—Occupational therapy

12
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District of Columbia Related Service Documentation
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GENERAL INFORMATION

All DC documentation is to be completed online. You can find resources on the SEDS website for
additional training. On the SEDS website you will see a tab titled “SEDS Resource Site”. On that tab are
additional tabs that include information that may be useful to you as you utilize the SEDS site. The
additional tabs are “SEDS Trainings” and “SEDS Help Resources”.

REMINDERS—
1. ALL (DC and Maryland) documentation of related services MUST be completed within 5
working-days of the day the service is provided or was scheduled to be provided if the service
does not occur.

2. When you make an error, you must request that it be removed. You CANNOT remove it yourself.
3. After completing each entry, you must finalize the entry. DO NOT LEAVE IT IN DRAFT FORM.

KEY POINTS WHEN DOCUMENTING IN THE DC SEDS SYSTEM
You must put the minutes that are listed in the IEP regardless if you provided the service or not. YOU
NEVER PUT "0" minutes.

In your notes section--
o list the type of activity that you provided in your therapy session
e student's reaction to the activity

e any level of measurement that is documented in the student's goals and objectives--example 4
out of 5; 80%, etc.

Information from the 2017-2018
DCPS Non-Public Unit Handbook

The next page includes information from DCPS for the 2017-2018 school year which outlines the
expectations for the delivery of related services.

Please read this page carefully. There is a chart which details what must happen when a student misses
a related service session.

Information did not change from the 2017-2018 handbook.

14
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SEDS SERVICE LOGGING WIZARD PAGES

On the following pages you will find information regarding how to log your related service entries in the
SEDS Online IEP system. If you have difficulties and require assistance with any issues related to
entering your documentation, contact the Clinical Coordinator. You are not allowed to contact
OSSE/DCPS directly for any concerns related to the SEDS Online IEP System.

10.2 Service Logging Wizard (Individual)
10.3 Service Logging Wizard (Group)
10.4 Printing a Service Ticket—directions on how to print your Service Tracker Form -

16
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Finalizing, Printing and Filing of DC Related Service Documentation

9/7/2017

1. Allrelated service documentation is filed in Section 15 of the student notebook.
i. Individual therapy and group therapy related services are to be filed in Section
A.
ii. Speech service documentation is filed in Section B.
iii. OT service documentation is filed in Section C.

2. FINALIZE each entry when it is completed—do not leave it in DRAFT form. Print each
session—do not wait to print at the end of the month.

3. You must print and sign your documentation prior to filing.

4. Sign each sheet on the line “provider signature”. Make sure to put your credentials and
date the page. Sign your provider initials next to the entry. If you are an LGSW/LGPC,
your supervisor must also sign your documentation prior to filing in the student
notebook.

Suggestions and Common Documentation Errors

All providers may want to cross-check documentation with another individual in order to avoid
careless mistakes.

Consistency of dates has been an issue. Please use the appointment calendars provided at the
beginning of the year to track times more carefully. This includes attendance, reasons for
absence, sessions not held, etc. These must coincide in order to be credible and meet
regulation requirements.

Logging Related Service Provision in SEDS

(4 PowerPoint slides follow)

These slides give you pointers on how to log your services. There are tips to help you avoid
mistakes.
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2015 UPDATES to SEDS—YVideo presentation about updates to SEDS 8.0

This is screen of the service logging wizard.

Service Logging

Service lagging Wizard

Service Tvp; Duvelopment ttam Fu_rpcm =
dropdawn box & 3
options nclusd R e e Add “Not Attempted” to the List of To aliow Relsted Service Providers to
«Direct Service — 4 avallable options for the Service better document their ability to
“Conuitation = Delivery dropdown menu provide services.
“Student Absent e
*Student Unavaiable
~School Closurn
«Provider Unavsfable | =] T e — 4
B . s Tt S e S oA
I Dropdown box ——— | =
Service Delvery / — s optionswillinclude: T
dropdown box + Anempted e s ——
ehticas include * Be clear and explkit In comments - vy 7T ——
' * Delivered . -,

+ Attempted box as to why a service wasa't e =2

rendered. This box is monitored for + NotAttempted "
¢ Dalvared compllance —
* Mot Attampted =Xa¥

There is now a category under service delivery—attempted, delivered and not attempted.

The directions for the use of these options are included below:

Scenario 1—STUDENT IS ABSENT. You would write “Attempted”. You were there to see the student, even though
they were absent. You would check “Service Type” as well. When you go to make up the session, you will check
the box that states, “This is a make-up Service”. This means you will have two entries for the session.

Scenario 2—PROVIDER IS ABSENT. You would write “Not Attempted”. You were not there to provide the session.
You would check “Service Type” as well. When you go to make up the session, you will check the box that states,
“This is a make-up Service.” This means you will have two entries for the session.

Scenario 3—SCHOOL CLOSED. You would write “Not Attempted”. You were not there to provide the session. You
would check “Service Type” as well. When you go to make up the session, you will check the box that states, “This
is a make-up Service.” This means you will have two entries for the session.

IMPORTANT—

Comments section on the Service Logging Wizard page—Be extremely explicit in this comments of why
the service was not rendered. Write why the student was absent; include contact and phone
conversations with parents, principal, LEA representative, etc. This is the section that the OSSE monitors
review when they are reviewing documentation on line. If you do not write explicit reasons why the
session was not held, then it could be determined that you are out of compliance for not providing the
service.

In the documents section for an individual student, you will now see that the service trackers will be
labeled according to the type of tracker that is in the system. Also all documents are now grouped by
school year in a drop down menu. For example—related services will be labeled “Behavioral Support
Service—Service Tracker”; Speech Language Pathology—Service Tracker”; “OT—Service Tracker”. In
the past ALL service trackers just stated “Service Tracker”.

Service Trackers

Add service type to service tracker improve the abiiity for the end user
document title to identify service trackers.
Beforathe Release:
ocuments crested for Sondy Student  (Kcases Tams: 574575 v i

L Somw e
ISA7 ALY MYWTW L d

MIEM 0NN oA Sema
Aftes the Ralvase

Decuments crested for Sendy Student  hcend Yar: (13557076 © )
nesDs Mmoo it Acamq_ Beuperun Rar Bercre - Smka TS POF
HeUn caouMIs  memAcem  Senmco Bt Brsm mocsluer FOF
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Module 10 of SEDS Manual--Wizards
Notes from website on Fall 2015 Training for Related Service Providers

Progress Report Wizard
* Select the reporting period from the drop down list
* Check the box next to the student the provider anticipates updating
* Click the Continue button
*  Click the plus sign next to the provider’s discipline (i.e. Motor Skills)
* Select a progress level status from the drop down list
e Enter comments in the space provided
* Click the Save or Save and Continue to the next student button

Individual Logging Wizard
Logging Wizard:
e (Check the box next to the students’ name and click the Continue button

¢ Enter the date of the service (check makeup services box if applicable)

e Enter the service type (e.g., direct service, student unavailable, provider unavailable, etc.) &
service delivery (attempted, not attempted, or delivered)

e Enter the duration of time (never enter zero, even if missed)

e Enter the Group size

e Enter a progress report status

e Enter a comment

e Select the areas covered or assessed

» Click the Update the database button

Confirm Service Log Entry:
* Review the log previously entered and confirm or correct the log by selecting the appropriate button

Group Logging Wizard
e Check the box next to all the students that are seen in a group
* In the text field between Save Group As and Delete Group enter a name for the group of
students (i.e. Monday 9:00am Group)
e One a name is chose, click the Save Group As button
e Click the desired group by clicking on the Saved Group drop down menu
¢ Click the Continue button
e Complete all fields on the Add Group Service Log Info page

Add Service Log Info for Each Group:
e Update the service type, if applicable
e Select a progress report status
e Enter a comment for the specific student
* Click the Update the Database button
¢ Add student-specific comments if desired

Confirm Group Service Log Entries:
e Review all logs and either confirm or correct the information by selecting the appropriate
button

9/7/2017
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Smart Logbook

Select a date range to view

Click the View Logs for Selected Students button

Review the details of the logs. Click the Show More Details button

To create a report, click the Create PDF Report of this Data button

To request the removal of a log, check the box next to the undesired log and click the Request
Removal of Selected Service Log button

Answer the two questions on this page and click the Request Log Removal button

Documents

Service Tracker Form:

Search for the student

Click on the student’s hyperlinked name

Click the Documents tab

Select Service Tracker

Check the Create Final Documents button

Select the appropriate Service period, date range, and area
Click the Create Final Document button

Click the View link

My Docs:

9/7/2017

Select the Document Age

Select Service Tracker

Click the Search My Document button

Check the box under Batch to print all document at one time

Click the View Document Batch button

View all documents and print

Initial each log and sign all form. File into the student notebook at your site.
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DCPS Policies and Guidelines for Missed Related Services

Documenting Missed & Makeup Services

OSSE Related Services Policy:

*  “Every LEA should develop its own related service policy that explains the procedure for missed services.
This policy must be accessible to parents at all times and should detail the steps taken by the LEA to
ensure that missed sessions are rescheduled in a timely manner”

Nonpublic schools should have a copy of each LEA's related services policy, including
the LEA’s policy for missed services.

OSSE Related Services Guidance:

Vil, Missed Related Services Sessions

1. How should LEAs determine whether to make up a missed related service session?
LEAs should develop guidance for IEP teams and related service providers that clarifies criteria for determining in
what circumstances a related service provider should make up a missed related service session, set timelines for
making up any missed related service sessions, and provide instructions for the documentation of such make up
sessions. LEAs must align the development of such policies and procedures to federal IDEA requirements related to
the provision of FAPE, and policy letters formally issued by the U.S. Department of Education, Office of Special
Education Programs {OSEP).™ In its authority as the State Education Agency (SEA), the OSSE will review LEA policies
regarding related service delivery through the course of regular monitoring activities

2. Are LEAs required to document missed and make up refated service sessions in SEDS?
Yes. In terms of related service provision, to fulfill the documentation requirement,” LEAs must ensure that service
logs are completed for all missed, attempted, and made-up related service sessions, according to the LEA's policies
and procedures, and that corresponding service tracker forms are created, signed, and stored in SEDS.

3. How should LEAs demonstrate due diligence when making up missed related service sessions?
When making up service sessions, LEAs should make at least three attempts to make up the missed service session.
LEAs should schedule make up sessions in the timeliest manner possible since missed services sessions may
adversely affect a student’s educational performance and progress toward IEP goals.

29

Documenting Missed & Makeup Services

Information captured on the service log entry page includes the ability to
specify why the service was not delivered. The user can also provide the
originally scheduled date of service, in addition to the makeup date.

Add New Servics Log Entry Adole Aduit1221 (Spesch-Languspa Pathology)
{trom IEP Mesting: 11/20/2014 Bagin: 11/20/2014 End: 11/18/2015)

BogrEad Date: 1 1002014 11112015 Time Spomts 1 rsek
Peovide:: Sheis Speech  Lacation; Goreral £ 38on

-

o o sarvee (= Survea Tyom '_" Service Type
Dats Service wes Orgelly Duus B it #4——f— Describes the

- My et g casatie circumstances

Date of Original Service: Identifies the date Service Delivery: Describes if
the service was originally scheduled for. This the service was attempted or
box is left blank unless a you are logging a delivered

makeup service delivered/attempted.
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Documenting Missed & Makeup Services

 If a regularly-scheduled service is missed, the attempted
delivery must still be documented.

Deteot Servical| 11052013 [
Date Service was Originady Dos,

U Haws  Mestes

Duration of Service: r s

Progress Report:  hotagcicatio v | i
Student was absam taday lor 2 6% Ui to e Smonseian
Comments:

« Type the number of minutes/hours the student should have received.
(Never enter “zero” for the duration of time.)

* The “Service Type” should indicate why the service was missed.

* Add comments to clarify why the student missed the service.

Documenting Missed & Makeup Services

if a service is a makeup service, the user must include the
original due date, as well as the date the service was actually
delivered.

' Ttaen
("] *
5 Prgreseny v &

SR RIS 122001 ASCR, 10 BI7 425 2 CANNLO SeTce The
studentia cropressing 2t a ragid pate

- »

There will now be two logs associated with this session:
1. Log created for the missed service on 11/5/2014
2. Log created for the makeup service on 11/12/2014

46
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Make-up Missed Services Plan Form
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1
|

N DISTRICT OF COLUMBIA

J PUBLIC SCHOOLS

Office of Specialized Instruction

MAKE-UP MISSED SERVICES PLAN

Student Student ID Number
Date of Birth School

Discipline Provider Name
Date Signature
Instructions:

(1) Follow DCPS guidelines regarding Due Diligence Missed Related Service Guidelines
(2) Notify the student’s parent and teacher of missed sessions and make-up plan and document in Communications Log in SEDS
(3) Work with teachers to determine best times for providing make-up services

(4) Submit a copy of this form to assigned Program Manager by the end of the quarter

Reason for Missed Service

Options for Making-Up Services

Select:

T1 - Provider unavailable due to
student/district/building meetings
T2 - Provider —illness; personal; professional

development

T3 — Not provider to cover school

Select:

1. Add time before or after the student’s scheduled

session

2. Add a session another day

3. Incorporate the student into other students’

sessions

4. Integrate service into classroom activities
5. Schedule before/after school if permissible by the

district
Dates of missed Amount of Reason Option selected Dates services will Estimated Make up plan Date make-up was
sessions time missed (in for make-up be made up completion date confirmed with completed and
) services teacher and parent doc d
1200 First Street, NE Washington, DC 20002 T 202.442.4800 F 202.442.5026 | dcps.dc.gov
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DCPS Missed Related Service Sessions,
Truancy and Due Diligence Guidelines

(document follows)
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Missed Related Service Sessions, Truancy and Due Diligence Guidelines
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Missed Related Service Sessions, Truancy and Due Diligence Guidelines

The purpose of this document is to provide guidance to related service providers (RSPs) about required
actions in the event of a missed service. The purpose is also to clarify our roles and obligations relating
to when a missed related service session must be made up, how to document missed, make-up, and
attempted make-up service sessions, and timelines by which the sessions are to be made up.

DCPS is federally mandated to adhere to the IEP prescription, which may include related services. As
such, it must be the goal of each RSP to provide consistent services designed to help students function
more independently in areas impacted by their disability. Related service providers are also responsible
for completing service documentation and actions to ensure student access to needed services. In the
instances where the delivery of a service is impeded, guidelines have been developed to assist the RSP
with completing service documentation that reflects due diligence.

Truancy is an agency-wide problem in DC Public Schools. Truancy is the unexcused absence from school
by a minor (5-17 years of age), either with or without parental knowledge, approval, or consent. Since
regular school attendance is critical to academic success, chronic truancy must be addressed. Absences
impact the number of instructional hours that a student receives and may result in failing grades,
disengagement from the schoo! environment, and ultimately, increase the likelihood of students
dropping out of school.

During the 2011-2012 school year special education students made up 18% of the overall truancy rate.
In an effort to address our troubling graduation rate and truancy problem, DCPS raised awareness about
this issue across the agency and increased staffing support. These supports help but they are not
enough to meet the enormous challenge of reducing truancy rates as aggressively as the need requires.

Truant students often miss related services. Related service providers are in a unique position to assist
with increasing attendance and reducing truancy for special education students. This guidance will
incorporate truancy into due diligence activity and RSPs will utilize the guidance outlined in this
document to support truancy prevention. Every RSP discipline will follow this guidance for the students
on their individual caseloads. The guidelines provide all of the information necessary to monitor student
engagement with services, engage parents in problem solving, and adhere to district reporting
requirements for student attendance.

District of Columbia Public Schools | August 2013 Page 3 of 13



Missed Related Service Sessions, Truancy and Due Diligence Guidelines

Missed Related Service Session Scenarios and Due Diligence

Provider Unavailable: Provider not available for scheduled service session(s) (e.g., sick leave, annual
leave, attending an IEP meeting).

When a service session(s) is missed due to the provider being unavailable to deliver the service, DCPS
has the following two options:

1. The RSP must schedule a make-up service session for the missed service session(s) during the
quarter in which the missed session occurs. If the missed session(s) occurs during the last week
of the quarter it must be made up within the first week of the following quarter. This is to
ensure that all relevant information will be provided in the quarterly progress report. In most
cases, this is the option that should be utilized. If the RSP cannot make up the session(s), he/she
must notify the program manager via email;

2. When the RSP absolutely cannot make up the session(s), and notifies the program manager, the
program manager must then assign a substitute provider to make up the missed service
session(s) during the quarter in which it occurs or develop an alternative option with the RSP
and LEA. If the missed session(s) occurs during the last week of the quarter it must be made up
within the first week of the following quarter.

Student Unavailable: Student in school, but not able to attend session.

Student Attendance at School-Related Activities (e.g., field trip, assemblies)

If a service session(s) is missed because of student attendance at a school-related activity the RSP must:
* Document the missed service session (see Procedures for Documentation);

* Consider and document the impact of the missed session on the child’s progress and
performance and determine next steps to ensure the provision of FAPE. One goal is to ensure
the students have the opportunity to participate in activities with their non-disabled peers; and

¢ If the missed session due to the student’s unavailability caused a negative impact on the
student’s performance, the missed session must be made up.

The goal of DCPS is to ensure that related services are delivered despite the reason for the missed
sessions. Therefore, the IEP team should consider alternative service delivery options or a change in
services when the missed sessions are significantly impacting service implementation and the student’s
progress. Examples of alternative service delivery options include: service delivery in the classroom, a
consultation delivery model or transition out of the current service type and replacement with different
services (e.g. exit from speech / language services and increase research — based reading intervention).

District of Columbia Public Schools | August 2013 Page 4 of 13



Missed Related Service Sessions, Truancy and Due Diligence Guidelines

Does not include inclusionary delivery of services during the school activity as a delivered session (e.g.,
RSP attends assembly with student as part of his/her service session).

Student Refuses to Participate or Attend (e.g., verbal refusal, student is unable to be located)

1. When a student misses 3 service sessions because the student refuses to participate or attend the
RSP must: :

e Document each missed service session (see Procedures for Documentation); and

* Notify the LEA or case manager via email within 24 hours of the last missed service session. This
notification prompts an IEP meeting. The LEA or case manager must convene the IEP meeting
within 15 school days of the 3™ missed service session to consider the impact of the missed
session on the student’s progress and performance, and determine how to ensure the
continued provision of a free appropriate public education (FAPE). Student attendance records
should be reviewed at the meeting when making the determination.

The parent/guardian and DCPS can agree in writing that the attendance of certain IEP Team members is
not necessary for: this meeting depending on the member’s area of curriculum or related services;
allowing a partial team to meet to address this particular situation. However, the RSP for the service
session in question must be in attendance. If the parent/guardian cannot physically attend the IEP
meeting an alternative means of participation may be used (e.g., individual or conference telephone
calls). The parent’s/guardian’s signature must be obtained on the IEP and/or the Prior Written Notice
(PWN) before the delivery of services. The LEA or case manager is responsible for obtaining the
parent’s/guardian’s signature on the amended IEP within 5 days of a telephone conference.

While there is not a requirement to make up missed service sessions due to student absence or refusal
the goal of DCPS is to ensure that related services are delivered despite the reason for the missed
sessions. Therefore, the IEP team should consider alternative service delivery options or a change in
services when student absence or refusal is significantly impacting service implementation as outlined
above. Examples of alternative service delivery options include: service delivery in the classroom, a
consultation delivery model, or transition out of the current service type and replacement with different
services {e.g., exit from speech/language services and increase research-based reading intervention).

2. When a student misses 5 service sessions because the student refuses to participate or attend the
RSP must:

¢ Document each missed service session (see Procedures for Documentation); and

* Notify the LEA or case manager via email within 24 hours of the last missed service session. This
notification prompts an IEP meeting. The LEA or case manager must convene the IEP meeting
within 15 school days of the 5™ missed service session to consider the impact of the missed
session on the student’s progress and performance, and determine how to ensure the
continued provision of FAPE. Student attendance records should be reviewed at the meeting
when making the determination.

District of Columbia Public Schools | August 2013 Page 5 of 13



Missed Related Service Sessions, Truancy and Due Diligence Guidelines

The parent/guardian and DCPS can agree in writing that the attendance of certain IEP Team members is
not necessary for this meeting depending on the member’s area of curriculum or related services;
allowing a partial team to meet to address this particular situation. However, the RSP for the service
session in question must be in attendance. If the parent/guardian cannot physically attend the IEP
meeting an alternative means of participation may be used (e.g., individual or conference telephone
calls). The parent’s/guardian’s signature must be obtained on the IEP and/or the PWN before the
delivery of services. The LEA or case manager is responsible for obtaining the parent’s/guardian’s
signature on the amended IEP within 5 days of a telephone conference

Again, while it is not a requirement to make up missed service sessions due to student absence or
refusal to participate or attend the goa! of DCPS is to ensure that related services are delivered despite
the reason for the missed service session(s). Therefore, the IEP team should consider alternative service
delivery options or a change in services when student absence or refusal is significantly impacting
service implementation as outlined above. Examples of alternative service delivery options include:
service delivery in the classroom, a consultation delivery model, or transition out of the current service
type and replacement with different services (e.g., exit from speech/language services and increase
research-based reading intervention). .

Student Withdrawn from STARS but showing in SEDS: Student withdrawn from STARS but showing on
SEDS caseload

The school registrar has completed the steps to withdraw a student from STARS but the student is still
showing in SEDS. The RSP must:
* Document the missed service session (see Procedures for Documentation);
* Document as “student unavailable”
* The service tracker note must provide:
o Date student was withdrawn in STARS
o Reason for withdrawal (noted in STARS)
o Attending school if known
* Continue to document the missed services until the student is no longer showing in SEDS

Multiple Student Absences/Truancy: Student absent from school and scheduled service sessions

Truancy is the unexcused absence from school by a minor (5-17 years of age) with or without
approval, parental knowledge, or consent.

The District of Columbia Compulsory School Attendance Law 8-247 and DC Municipal Regulations Title
V Ch. 21 govern mandatory school attendance and the ways schools must respond when students are
truant. The Compulsory School Attendance Law states that parents/guardians who fail to have their
children attend school are subject to the following:

* Truancy charges may be filed against the student or parent;

* Neglect charges may be filed against the parent;

* Parents may be fined or jailed;

District of Columbia Public Schools | August 2013 Page 6 of 13



Missed Related Service Sessions, Truancy and Due Diligence Guidelines

¢ School-aged students may be picked up by law enforcement officers during school hours for
suspected truancy;

* Students may be referred to Court Diversion and other community based interventions; and

* Parents and students may be assigned community service and placed under court
supervision/probation.

When a student misses a related services session because of an excused or unexcused student absence
the RSP must:

* Speak with the teacher and Attendance Counselor / Attendance Designee to determine reason
for the student’s absence;

¢ Check STARS if teacher is unable to provide information regarding the student’s absence;

¢ Contact the student’s parent, make a home phone call (if the absence is excused, there is no
need to contact the student’s parent}; and

* Document the contact with the student’s guardian in the SEDS Communication Log
* Document each missed session in service tracker note in SEDS (see example below);

o “Attempted to provide (state related service), however (name of student) is absent per
report of classroom teacher (name teacher). Per STARS the student’s absence is
excused/unexcused.”

o You may also add information received following phone call with parent/guardian. For
example “Per telephone conversation with parent (name the parent/guardian),
(student’s name) is absent from local school because (state the provided excuse)”.

* Notify the LEA or case manager via email within 24 hours of the missed service session.

When a student misses five (5) related service sessions because of unexcused student absences the RSP
must:

* Contact the student’s parent or guardian by making a home phone call;

* Inform the teacher, attendance counselor, and/or attendance POC to determine what staff has
already done to address attendance concerns;

* Inform the LEA/Case Manager of the absences and attempts to contact the student’s parent or
guardian;

¢ Document the attempts to service the student and contact the student’s guardian in the SEDS
Communication Log and in the service tracker log.

Per DCPS’ Attendance Intervention Protocol, after five unexcused absences:
* The Attendance Counselor / Attendance Designee will mail an Unexcused Absences STARS letter
to the student’s home requesting an attendance conference
* Student is referred to the Student Support Team (SST)
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e Student, parent or guardian and appropriate school officials develop Student Attendance
Support Plan to connect the family to in-school or community resources and city agencies, and
to make recommendations for next steps

* Follow up within 10-days to track student’s progress on next steps identified in attendance
conference. Follow up with programs/resources identified for support during attendance
conference to determine if student/family is participating.

* Home visit must be conducted, if parent is not-responsive to meeting request.

The Attendance Counselor, Attendance Designee or SST chair will request RSP attendance in the SST
meeting. RSPs should be prepared to contribute to the development of the Student Attendance Support
Plan.

A decision to reduce or remove a related service from a student’s IEP due to truancy should not be
made without consideration from the MDT to determine whether the student’s non-attendance of
service sessions is a manifestation of his/her disability.

Refer to the DCPS Attendance Intervention Protocol for the detailed protocol.

School Closure: School closed for holiday or emergency. When school is not in session due to a
scheduled holiday, delayed opening, or complete closure due to poor weather the missed service
session(s) there is no requirement for makeup.

Summary:

The RSP is not required to make up missed service sessions under the following circumstances:
¢ Student absence (excused or unexcused);
* Student refusal to participate or attend; or

¢ School closed for holiday or emergency.

However, DCPS has an obligation to ensure appropriate services are delivered. Therefore, the IEP team
may consider alternative service delivery options or a change in services based on the student’s
availability for the particular service type and delivery modality. Examples of this include: service
delivery in the classroom, a consultation delivery model, transition out of the current service type and
replacement with different services (e.g., exit from speech/language services and increase research-
based reading intervention).

Procedures for Documentation

Missed Service Sessions

The RSP must log all missed service sessions in the SEDS Service Logging Wizard indicating:
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* Date of missed service session;
* Service type (e.g., student absent, student unavailable, provider unavailable, school closure);

* Duration of service scheduled (Service duration must be documented even if a student is
absent; if the student receives only partial service, document the altered duration.);

* Group size;

*  “Progress Report” (e.g., just introduced, mastered, no progress, not introduced, progressing,
regressing); and

¢ “Comments” box

o Document why the service session was missed (e.g., student unavailable,
student absent, provider unavailable, school closure); and

o List action taken to ensure service delivery (e.g., contacted the parent/guardian,
talked with the teacher, contacted the student).

o If student absence is the reason for the missed session, provide the impact of
the missed session on the child’s progress and performance. If the missed
session has impacted the student’s performance, indicate services will be made
up and the make up plan dates. If the missed session has not impacted the
student’s performance, please indicate and provide supporting data.

Make-Up Service Sessions

The RSP must log all make-up service sessions in the SEDS Service Logging Wizard indicating:
* Date and time of service provided;
* Service type (e.g., student absent, student unavailable, provider unavailable, school closure);
*  Duration of the service provided;
* Group size;

*  “Progress Report” (e.g., just introduced, mastered, no progress, not introduced, progressing,
regressing); and

e  “Comments” box

o “MAKE UP SERVICE SESSION for Missed Session on XX/XX/XXXX.” In addition,
record progress note standards for service sessions delivered; and

o List action taken to ensure service delivery (e.g., notified the parent/guardian of
the make-up service session dates(s)).

Make-Up Service Session Attempts

The RSP is required to attempt to make up a service session three times. Any failed attempt prior to the
third scheduled make-up session should be logged in the SEDS communication log. The log should
include:
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¢ Attempted date and time of service session; and

*  Which attempt it was (e.g., first or last).

Upon the third failed attempt the scheduled missed make-up service session should be logged in the
SEDS Service Logging Wizard indicating:

* Attempted date and time of service session;

* Service type (e.g., student absent, student unavailable, provider unavailable, school closure);
¢  Which attempt it was (e.g., third);

* Duration of service attempted (number of minutes or zero minutes);

* Group size;

*  “Progress Report” (e.g., just introduced, mastered, no progress, not introduced, progressing,
regressing); and

e “Comments” box
o Add notation “MAKE UP SERVICE SESSION for Missed Session on XX/XX/XXXX."”

o List action taken to ensure service delivery (e.g., contacted parent/guardian,
talked with the teacher, contacted the student.

After three attempts have been made and documented in an effort to make up the missed service
session(s), and the District has exercised due diligence, attempts to implement a make-up session for
the missed session(s} are discontinued.

PLEASE NOTE: When all three attempts to make up a missed service session do not occur only the third
make-up attempt should be logged in the SEDS Service Logging Wizard. The date of the missed session
indicated in the “comments” box (e.g., XX/XX/XXXX) must reflect the date of the regularly scheduled
missed service session for which the make-up service was covering. The previous failed attempts must
be documented in the contact log (e.g., spoke with the teacher when the student was absent to
schedule the make-up session, called parent/guardian) as outlined above.
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IEP Amendment Proposed Services Change Form

60



You can find this form under Main Menu--at the bottom of the screen you
click on
"IEP Amendment Proposed Services Change Form"
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OSSE

Individualized Education Program (IEP) Amendment Proposed Services Change Form

Student Name: Date of Birth: / /

Student Identification Number:

Provider Name: ' Service Provider Type:
Type of Service: Type of Proposed Amendment:
o Proposed Increase in Service Hours
A. Current Number of
Service Hours/Week: hours/week o Proposed Decrease in Service Hours
B. Proposed Number of o Introduction of New Service Type
Service Hours/Week: —hours/week o Removal of Existing Service Type

C. Current Total Special Education Service Hours/Week :
(Sum of all special education and related service hours on
current IEP)

D. Proposed Total Special Education Service Hours/Week :
(Sum of all special education and related service hours,
including proposed change)

hours/week

hours/week

Service Data

Supporting the

Proposed Change:

Service Provider Signature:

Signature Date:

LEA Representative Name:

LEA Representative Contact Information:

Ver. 1/03-2014
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Additional SEDS Information

Progress Report Wizard (10.1)
Smart Logbooks--Review/delete Service Logs (11.4)
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JUNE 23, 2010
NON-REGULATORY GUIDANCE TO THE

RELATED SERVICES POLICY —
ISSUED ON JANUARY 5, 2010

The Office of the State Superintendent of Education, Department of Special Education (OSSE DSE), issued the “Related
Services Policy” on January 5, 2010. Every Local Education Agency (LEA) is responsible for providing related services to
students with disabilities in accordance with their Individualized Education Programs (IEPs). The purpose of this guidance
document is to provide additional clarification to assist LEAs in implementing the policy in a manner consistent with the
Individuals with Disabilities Education Act (IDEA), 20 U.S.C. §§1400 et seq.

Frequently Asked Questions (FAQ)

l.__ Eligibility and Determination of Appropriate Related Services

1. How does a student become eligible to receive related services?
A student must be determined, by the student’s IEP team, to be a “child with a disability” in order to be eligible to
receive related services. To be considered a “child with a disability,” a student must have one of the disabilities
specified by the IDEA and because of the disability, need special education and related services.’ A student may also
be found eligible for special education and related services if he or she, once evaluated, is determined to have a
developmental delay."

2. Who determines which related service(s) should be provided to a student with a disability?

A student’s IEP team determines which related services should be provided. This determination is based on current
data which may include formal and informal assessments, progress reports provided by related service providers,
and teacher and parent observations. All related services designated on the IEP must assist the student to achieve
annual goals and meet the student’s educational needs. Examples of questions that an IEP team should consider
include:

e Does the student need the related service to access the general and/or special education curriculum?

¢  Will the student make educational progress, as described in the IEP, if he or she does not receive the

related service?
e s the related service needed to assist the student to benefit from special education?

3. What is meant by the frequency, location, and duration of a related service?
Frequency refers to how often a related service will be provided (i.e. the number of sessions per week and the
length of each session). Duration refers to how long the LEA will continue to provide the related service (i.e. how
many months of service as indicated by start and end date). Location refers to the physical site at which the related
service will be provided. An IEP must state the frequency, duration, and location of the related services provided to
the student.

4. Should related service decisions be based on a student’s disability category?
No. Students who fall in the same disability category may not, by default, have the same needs. The IEP team must
determine appropriate related service provisions based on the unique educational needs of each student with a
disability. Services should be designed to assist the student to benefit from his or her individualized educational
program.

5. Should related service decisions be based on a student’s special education level?
No. Special education level is a classification based on the total number of hours of special education service
provided to a student with a disability. A student’s special education level is only known after the IEP team
determines the terms of service provision. Therefore, a student’s special education level is not a diagnostic tool and
should not play a role in related service decisions.

*
*
%
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6. Can a related service be added or removed from a student’s IEP?
Yes. The |IEP team determines if it is appropriate to add or remove a related service from the student’s IEP. A request
for such a change may indicate a significant change in the student’s needs. The IDEA encourages IEP teams to meet
throughout the year when necessary to review and revise the IEP as appropriate to address a student’s lack of
progress toward the annual goals or any new areas of concern.”

li. Documentation of Related Services

1. 'How should a related service session be documented?
Individual related service providers must complete a service log for each completed related service session. The
purpose of a related service log is to capture data concerning the nature of the session (i.e. description of the IEP
goal and corresponding skill/functionality taught) and any indicators of student progress demonstrated during the
session. To be deemed complete, a related service log must include the date, start time, duration and location of
the service, and the signature of the related service provider or qualified supervisor.

2. Are LEAs required to document related service provision in the Special Education Data System (SEDS)?

Yes. With the issuance of Title 5, Chapter 30, Section 3019 of the District of Columbia Municipal Regulations (DCMR)
on December 4, 2009, all LEAs are required to fully utilize, implement, and enter accurate and complete data into
SEDS for all aspects of special education practice.” In terms of related service provision, to fulfill the documentation
requirement, LEAs must ensure that all related service logs are completed, and that corresponding service tracker
forms are created, signed, and stored in SEDS. OSSE has developed and issued a new tool in SEDS, the Related
Services Management Report (RSMR), to assist LEAs with managing related service delivery. LEAs should use this
tool to review trends in service delivery at both the student and LEA level to ensure that services continue to be
delivered as prescribed for all students. OSSE will be reviewing RSMR data during its on-site monitoring visits to
verify service delivery.

3. Are LEAs responsible for ensuring that related services provided to students placed at nonpublic schools are
documented in SEDS?
Yes. With the issuance of Title 5, Chapter 30, Section 3019 of the District of Columbia Municipal Regulations (DCMR)
on December 4, 2009, all LEAs are required to ensure that an accurate, complete, and up to date record exists in the
SEDS for every student with an |IEP enrolled in the LEA, including those placed in nonpublic schools.” An LEA
determines the level of access that the nonpublic school has to student records in SEDS. Nonpublic school staff may
be granted edit rights with full or limited responsibilities in SEDS or view only rights with no responsibilities in SEDS.
Regardless of the type of access provided to the nonpublic school, the LEA remains responsible for ensuring that all
related services are regularly documented and captured in SEDS.

lll. Implementation of Related Services
1. Can an LEA be excused from its responsibilities to provide related services if it lacks resources or expertise?

No. An LEA’s lack of resources or expertise does not release it from its legal responsibilities to provide appropriate
and timely related services. LEAs are responsible for ensuring that qualified related service providers implement
related services according to the terms outlined in each student’s IEP. An LEA must make equitable, alternative
arrangements if it is not equipped to provide designated related services. It is an LEA’s responsibility to seek out
guidance and technical assistance, as needed, when it has questions regarding related service implementation.

*
»*
*
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2. What responsibilities do LEAs have regarding the oversight of related services?
LEAs must regularly monitor related service provision to ensure that service delivery occurs as required by the
student’s IEP, and that qualified related service providers implement, document and capture the delivery of services
and the student’s rate of progress in SEDS. Missed services must be addressed and documented in a timely manner,
according to the LEA’s policies and procedures, and reported to the IEP team when appropriate.

3. Are LEAs responsible for the oversight of related services provided to students placed at nonpublic school?
Yes. The responsibility for the oversight of related services in compliance with the IDEA remains with the LEA, even if
a nonpublic school implements a student’s IEP." The LEA is responsible for taking the appropriate steps to ensure
that the student is receiving a Free Appropriate Public Education (FAPE) at the nonpublic school. The LEA must
initiate the nonpublic school’s access to SEDS, participate in the annual IEP review, communicate regularly with the
nonpublic school to receive progress reports, confirm that appropriate related services are being designated and
provided, and take steps to work toward transitioning the student back into the Least Restrictive Environment (LRE).
The LEA must also make certain that any amendments made to the student’s IEP are justified and implemented."”

V. Specially Designed Instruction
1. What is the difference between special education services and related services?

The term special education services refers to specially designed instruction provided at no cost to the parent which
meet the unique needs of a student with a disability."" Related services are services that are required to assist a
student with a disability with benefiting from special education.* Related services support special education services
by directly or indirectly addressing an identified impairment resulting from a student’s disability.

2. What is specially designed instruction?
The term specially designed instruction refers to the adaptation of content, methodology, or delivery of instruction
as appropriate to meet the unique needs of a child with a disability. Specially designed instruction assists the
student in accessing the general education curriculum, so that the student can meet the educational standards that
apply to each student within the jurisdiction of the District.*

3. Can a student have a disability or developmental delay that requires a related service, but not special education
services?
A student may experience a delay or deficit that does not negatively impact academic performance. For example, a
student may not require additional academic supports or accommodations, but instead may only need a specific
related service to address a specific physical impairment. In these cases, the related service is considered specially
designed instruction if it otherwise meets the requirements of special education.”

4. Which related services may be designated as specially designed instruction?
In the District of Columbia, related services that can be considered specially designed instruction under special
education include: speech-language pathology services, vocational education, travel training, and instruction in
physical education.”

5. Is physical education the same thing as physical therapy?
No. In the District of Columbia, physical education includes: (a) physical and motor fitness; (b) fundamental motor
skills and patterns; and (c) skills in aquatics, dance, and individual and group games and sports, including intramural
and lifetime sports. Students with disabilities must be provided physical education, specially designed if necessary,
to the extent that physical education is provided to children without disabilities.™ Physical therapy may be a related
service and it is defined as services provided by a qualified physical therapist.™

e

*
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V. Parent Participation
1. Are parents involved in the determination and provision of related services?

Yes. Parents participate in the determination of appropriate related services through the IEP team decision-making
process. Parents continue to play an active role even after services are designated. LEAs should regularly provide
timely information regarding a student’s related service delivery to parents, and afford parents opportunities to
discuss the provision of related services with the related service providers. LEAs must notify parents of any proposed
changes in service provision and provide parents with sufficient opportunities to participate in the IEP amendment
process.

2. What if a parent disagrees with the terms of related service designation or implementation of a related service?
If the parent desires changes that are non-substantive in nature, such as scheduling changes regarding the date or
time of service, the LEA should document the request and the agreed upon arrangement before implementing the
change. However, more substantive changes such as type of related service or total service hours will require an
amendment to the IEP. It is important for the related service provider to be present at any meetings that involve
discussions about service implementation, so that the dialogue between parent and related service provider is
captured as part of the student’s special education record.

3. Can a parent refuse or revoke consent for related services on his or her student’s behalf?
Yes. A parent may refuse to provide consent for special education and related services.™ A parent may also revoke
parental consent for special education and related services.™ A parent’s revocation of consent must be submitted in
writing. If a parent verbally revokes consent, the LEA should exercise due diligence in soliciting written
documentation formally through calls, emails, and/or letters to the parent’s residence.

4. Can a parent revoke consent to some related services and not others?

No. A parent’s right to revoke consent applies to the provision of all special education and related services listed in
the student’s IEP. Once an LEA receives a parent’s written revocation of consent for the continued provision of
special education and related services and provides the parent with Prior Written Notice (PWN), the LEA must
discontinue the delivery of all special education and related services to the student. In situations where a parent
disagrees with the provision of a particular special education or related service and the parent and LEA disagree
about whether the student would be provided with FAPE if the student did not receive a particular special education
or related service, the parent may use due process procedures to obtain a ruling that the service with which the
parent disagrees is not appropriate for the student.

5. How should an LEA respond to a parent who revokes consent for the provision of special education and related
services?
Upon receiving written revocation of consent, an LEA must provide the parent with prior written notice before
ceasing the provision of special education and related services.™" LEAs may not challenge the parent’s decision to
discontinue a student’s special education and related services through mediation or a due process hearing.*" An LEA
should continue to offer all interventions and supports available to students in general education. A student whose
parent has revoked consent should be treated the same as any other general education student with regard to the
LEA’s Child Find and disciplinary procedures.

*
*
*
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VI. Transportation

1

vil

Who is eligible for transportation as a related service?

Eligibility for transportation services is different from eligibility for special education services. Students who qualify
for special education services do not automatically qualify for transportation services. It is the responsibility of a
student’s IEP team to determine if transportation, as a related service, is necessary in order for the student to
receive FAPE and benefit from special education.

How should an IEP team determine whether a student is eligible for transportation as a related service?
When determining if transportation, as a related service, is necessary in order for the student to receive FAPE and
benefit from special education, the IEP team should consider whether the student can readily access services and be
transported safely to and from school without specialized transportation. If so, then the student can likely benefit
from the special education services provided as a part of FAPE without transportation services. In cases such as this,
it would not be appropriate for the IEP team to designate transportation as a related service due solely to factors
such as distance or convenience to the parent or student.

How often does an IEP team need to review the appropriateness of transportation as a related service once it is
designated on a student’s IEP?

IEP teams must review the appropriateness of transportation as a designated related service a minimum of once a
year during the annual IEP review process, and complete the corresponding documentation required in SEDS.

Can a student still receive transportation as a related service if the parent revokes consent for special education
and related services?

No. Once an LEA receives a parent’s written revocation of consent for the continued provision of special education
and related services and provides the parent with PWN, the LEA must discontinue the delivery of all related services
to the student, including transportation.

. Missed Related Services Sessions

Office of the State Superintendent of Education
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How should LEAs determine whether to make up a missed related service session?

LEAs should develop guidance for IEP teams and related service providers that clarifies criteria for determining in
what circumstances a related service provider should make up a missed related service session, set timelines for
making up any missed related service sessions, and provide instructions for the documentation of such make up
sessions. LEAs must align the development of such policies and procedures to federal IDEA requirements related to
the provision of FAPE, and policy letters formally issued by the U.S. Department of Education, Office of Special
Education Programs (OSEP).™ In its authority as the State Education Agency (SEA), the OSSE will review LEA policies
regarding related service delivery through the course of regular monitoring activities.

Are LEAs required to document missed and make up related service sessions in SEDS?

Yes. In terms of related service provision, to fulfill the documentation requirement,™ LEAs must ensure that service
logs are completed for all missed, attempted, and made-up related service sessions, according to the LEA’s policies
and procedures, and that corresponding service tracker forms are created, signed, and stored in SEDS.

How should LEAs demonstrate due diligence when making up missed related service sessions?

When making up service sessions, LEAs should make at least three attempts to make up the missed service session.
LEAs should schedule make up sessions in the timeliest manner possible since missed services sessions may
adversely affect a student’s educational performance and progress toward IEP goals.

*
%
*
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4. Isit acceptable to “suspend” a related service when a student repeatedly misses the service?

No. The related service provider must be accessible onsite at scheduled session times, regardless of the number of
previous sessions missed, unless alternative arrangements are agreed upon in advance by the parent. In cases of
frequent/chronic absence, the LEA should contact the parent to provide notification of the missed service sessions
and reschedule the sessions. If the parent does not respond to the first attempt, the next two attempts should vary
in method of communication (e.g. phone call, email, letter sent home, etc.). The LEA should document each attempt
in writing, recording the date, method of comimunication, summary of conversation or message left, and outcome. It
may become necessary for an LEA to review the terms of service provision and amend the IEP. It is never
appropriate for an LEA to amend the terms of service provision without first providing notice to the parent.

Additional Guidance

For additional information, please reference the “Related Services Policy” located on the OSSE website at
http://www.osse.dc.gov. Please direct any questions regarding the content of this document to Grace Chien, LEA Policy
and Charter Implementation Specialist, at (202) 741-5098 or by email at Grace.Chien@dc.gov. The OSSE has the
authority as the SEA to issue additional guidance regarding LEA policy and related practice.

' “Child with a disability” means a child evaluated in accordance with §§300.304 through 300.311 as having mental retardation, a hearing impairment
(including deafness), a speech or language impairment, a visual impairment (including blindness), a serious emotional disturbance {referred to in this part as
“emotional disturbance”), an orthopedic impairment, autism, traumatic brain injury, an other health impairment, a specific learning disability, deaf-
blindness, or multiple disabilities, and who, by reason thereof, needs special education and related services. 34 C.F.R. §300.8(a)(1)

¥ The District of Columbia has adopted the term “developmental delay” to apply to a child aged 3 through 7 who (a) experiences severe developmental
delays of at least two years below his or her chronological age and/or at least two standard deviations below the mean, as measured by appropriate
standardized diagnostic instruments and procedures, in one or more of the following areas: 1) physical development, 2) language and communication
development, 3) social or emotional development, 4) cognitive development, or 5) adaptive development; and (b) due to the delay(s) described above,
requires special education and related services. No student shall be classified as having developmental delay based solely on deficits in the area of social
and/or emotional development. Developmental delay does not apply to children with the following disabilities: {a) autism; (b) traumatic brain injury; (c)
mental retardation; (d) emotional disturbance; () other health impairment; (f} orthopedic impairment; (g) visual impairment, including blindness; (h)
hearing impairment, including deafness; or (i) speech/language impairment. District of Columbia Municipal Regulations (DCMR) Title 5, Chapter 30, §3001.1
i34 C.F.R. §300.324(b)

¥ 5 DCMR §§3019.3(g) and 3019.4{d)

Y5 DCMR §§3019.3(g),3019.4(d) and 3019.9

*' 5 DCMR §3019.9

“34 C.F.R. §300.325; see generally 5 DCMR §3019

v Specially designed instruction can be conducted in the classroom, in the home, in hospitals and institutions, and in other settings. 34 C.F.R. §300.39(a)(1)
™ Related services include speech-language pathology and audiology services, interpreting services, psychological services, physical and occupational
therapy, recreation, including therapeutic recreation, early identification and assessment of disabilities in children, counseling services, including
rehabilitation counseling, orientation and mobility services, and medical services for diagnostic or evaluation purposes. Related services also include school
health services and school nurse services, social work services in schools, and parent counseling and training. Related services do not include a medical
device that is surgically implanted, the optimization of that device's functioning {e.g., mapping), maintenance of that device, or the replacement of that
device. 20 U.S.C. §1401(26); 34 C.F.R. §300.34

*34 C.F.R. §300.39(b)(3); 5 DCMR §3001.1

34 C.F.R. §300.39(a)(2)

“' 5 DCMR §3001.1

%34 C.F.R. §300.108

¥ 5 DCMR §3001.1

™ 34 C.F.R §300.300(b)(3)

™' 34 C.F.R. §300.300(b}){4)

“ prior written notice must be submitted in accordance with 34 C.F.R. §300.503.

i 34 C.F.R. §300.300(b)(4)

| etter to Clarke, 48 IDELR 77 (March 8, 2007); Letter to Balkman, 23 IDELR 646 (April 10, 1995); Letter to Copenhaver, 108 LRP 33574 (March 11, 2008)
5 DCMR §3019.3(g); 5 DCMR §3019.4(d)

*
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