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Steps 

 Problem Solving Team RTI/
MTSS Referral Form to the 
MDT (Evaluation) Team/
Parent Requests Referral 

 Schedule MDT/Evaluation 
Team Meeting– Sped Teach-
er/Admin invites parents 

 Start a Special Education 
Program in EdPlan (notify 
COSSA Admin Assistant) 

 Complete Referral to Consid-
er Special Education in 
EdPlan  

 Send out Meeting Invitation, 
Referral to Consider Special 
Education and Procedural 
Safeguards 

 If related service personnel 
are needed notify them of 
meeting at least 2 weeks in 
advance 

 Hold Referral/Evaluation 
Team Meeting  

 Obtain Consent to Bill Medi-
caid                                               

Documentation 

 RTI/MTSS Referral Form 

 Meeting Invitation 

 Procedural Safeguards 

 Referral to Consider Special 
Education 

 Consent for Assessment (if 
moving to evaluation) notify 
COSSA Admin Assistant 

 Written Notification of Use 
of Public Benefits/Consent 
to Bill Medicaid 

 Consent to Exchange Confi-
dential Information (if need-
ed) 

 Complete a Written Notice 
(if not moving to evaluation) 

 Meeting Notes 

 Upload Signed Documents 
into EdPlan 

 Document all correspond-
ence with parents, service 
coordinators, etc.  

 Put Blue Folder in Cume 
File (to indicate student 

has an extended file) or a 
copy of the documentation 

depending on your dis-
trict’s policy 

Timeline 

 Request for Input 
should be sent at least 
10 days prior to 
meeting.   

 Once you have re-
ceived Consent for 
Assessment signed by 
the parents, you have 
60 calendar days,  to 
complete your assess-
ments and hold an 
Eligibility Meeting.  
There is an additional 
30 calendar days to 
implement an IEP, if 
found eligible if 
needed but best prac-
tice would be to pro-
pose an IEP at the 
Eligibility meeting.  

Initial Referral 

RTI or MTSS/SLD Initial Referral 

If the RTI /MTSS team 
has decided to pursue a 
referral to Special Educa-
tion due to a lack of re-
sponse to intervention, 
you must still hold an 
Evaluation Team Meet-
ing.  All the documenta-
tion remains the same for 
an Initial Referral regard-

less of method being used 
to determine eligibility.   
General Education Inter-
ventions with a graph of 
the students response to 
those interventions is 
required on the Referral 
to Consider Special Edu-
cation Evaluation Form 
regardless of suspected 

disability category.    
 
Note:  An evaluation can-
not be delayed for RTI, 
but can be done concur-
rently.   

Cheat Sheet 

• RIT/MTSS Referral Form if 
appropriate 

• Referral to Consider Special 
Education 

• Procedural Safeguards 

• Meeting Invitation 

• Consent for Assessment (if 
moving forward) 

• Written Notice (if parents made 

referral but team decided not 
to pursue special education 
evaluation) 

• Release of Information (if 
needed) 

• Obtain Consent to Bill Medi-
caid. 

• Signature Pages uploaded 

• Blue Folder or copies in Cume 
folder 

• Meeting Notes 
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SLD Initial Eligibility                                      

Documentation 

 Invitation to a Meeting 

 Draft Eligibility Report (do not 
make  determination) 

 Graph of Interventions  

 IEP draft (if team feels student 
will most likely be eligible for 
services) 

 Classroom Observation (SLD 
students) in each area of concern 

 Written Agreement 
(IEP/Evaluation team member 
excusal if needed) 

 Consent for Initial Placement 

 Written Notice (if needed) 

 IEP draft (if eligible) 

Additional Information Needed 

 Document all correspond-
ence with parents, service 
coordinators, etc.  

 Signature Pages uploaded in 
EdPlan.  

Steps 
After assessments are com-
pleted: 

 Schedule an Eligibility 
Team Meeting/IEP Meet-
ing; Send Google Invite 

 Send Meeting Invitation    

 Reminder sent related 
service personnel at least 
2 weeks in advance 

 Reminder sent to parents 
1 week in advance.   

Hold Eligibility Meeting 

 Review assessment data 

 Determine eligibility and 
continue with IEP if eli-
gible  

 If DNQ, send Written 
Notice and Exit Student 
in EdPlan 

 

Timeline 

After receiving Consent 
for Assessment, you 
have 60 calendar days, 
to complete your as-
sessments and hold an 
Eligibility Meeting.  
You have an additional 
30 calendar days to 
implement an IEP once 
determined eligible, but 
best practice is to hold 
one meeting for both 
Eligibility and IEP if 
the student is eligible.   

 

Finalizing Documents 
in EdPlan 

Before you Finalize or re-
quest Finalization Check 
that: 

Document dates, 
match meeting notes 
dates, and invitation 
dates.   

 

Initial Eligibility 

Students who are referred  for 
an evaluation must have docu-
mentation of the interventions 
provided in general education.  
A graph that provides evidence 
of insufficient progress in re-
sponse to evidence-based in-
struction and intervention that 
indicates the student’s perfor-
mance level AND rate of im-

provement  that the student is 
significantly below grade-
level peers.    
This graph must have: 

• Aimline 

• Trendline 

• Decision Points (2+ 
Tweaks in the Interven-
tions) 

• Student’s Rate of Im-
provement 

• National or local norm 
for grade level peers. 

In addition an SLD evalua-
tion must include observa-
tions (s), and peer compari-
sons (ELL) in all areas of 
concern.  

Cheat Sheet 

•  Invitation to Meeting 

• Eligibility Report   

• Classroom Observation  
(each area of concern for 
SLD) 

• Intervention Graph  

• Draft IEP for students who 
meet eligibility criteria  

• Consent for Initial Place-
ment 

• Written Agreement (IEP 
team member excusal) 

• Meeting Notes 

• Signature Pages Uploaded 
in EdPlan 

• Update Power Schools/
Lumens 
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SLD Reevaluation 

Steps 

 Approx. 60 days (can be sooner) 
before reevaluation is due, send 
out Request for Input  and com-
plete “Consideration for a Special 
Education Evaluation” Form.   

 1-2 weeks later either hold evalu-
ation team meeting and obtain 
Consent for Assessment and Con-
sent to Bill Medicaid               
        or                             

 Send home Consent for Assess-
ment  and Consent to Bill Medi-
caid if you marked that a meeting 
is not necessary in the Request for 
Input 

 Once Consent is received; notify 
all related service personnel and 
Complete Assessments 

 Schedule Eligibility Meeting; 
Send Google Calendar Invite 

 Send Meeting Invitation 

 Draft Eligibility Report (Send 
draft to parents 1 week in ad-
vance); do not make determinatri-
on 

 Draft IEP (if eligible and holding 
in conjunction; do not complete 
written notice; Send to parents 1 
week in advance) 

 

 Notify related service person-
nel at least 2 weeks in advance 

 Hold Eligibility/IEP Meeting 

 Upload Signed Documents 
into EdPlan 

Documentation 

 Request for Input 

 Consideration for a Special 
Education Evaluation 

 Consent for Assessment 
(Upload)-Notify Medicaid 
Tech 

 Consent to Bill Medicaid 
(Upload) 

 Draft Eligibility Report 

 Meeting Notes 

 Draft of IEP for students con-
tinuing to be eligible for ser-
vices 

 Written Agreement (IEP team 
member excusal if needed) 

 Written Notice to Discontin-
ue Services (no longer eligi-
ble); notify admin to exit 
student 

Additional Documenta-
tion 

 Release of Information 

 Dr. Notes and Reports 

 

Timeline 

Reevaluations must be 
conducted within 3 years 
of previous eligibility. 

The effective date of eligi-
bility is the date of the last 
Eligibility Report. 

Additional Assessments 
may be completed sooner 
than required on request of 
parent or recommendation 
of team. 

Reevaluations must be 
completed and an eligibil-
ity meeting held 
 BEFORE the three year 
anniversary date of the 
prior eligibility. 

Reevaluation (3 year) 

An SLD reevaluation does not re-
quire the same documentation as an 
initial SLD eligibility. Teams are 
encouraged to use the “Reevaluation 
Consideration” Form to determine 
what existing data is still relevant 
and what data may still be needed to 
reestablish eligibility. Teams may 
pull pertinent information forward 
from a previous eligibility to make 
the case for continued eligibility 

including: psychological testing, 
academic testing, and additional 
background knowledge. 

Note: An SLD eligibility is sub-
ject specific. If there is anew area 
of concern, that area must be treat-
ed as an initial and provide the 
relevant documentation needed to 
establish a disability in that area 

(intervention, progress moni-
toring data, peer compari-
sons, etc.) 

Cheat Sheet 

• Request for Input 

• Referral to Consider Special Edu-
cation 

• Consent for Assessment 

• Consent to Bill Medicaid 

• Draft Eligibility Report 

• Classroom Observation (SLD ) 

• Draft IEP for students who meet 

eligibility criteria 

• Written Agreement (IEP team mem-
ber excusal) 

• Written Notice to Discontinue Ser-
vices (if ineligible) 

• Written Notice (if changing eligibil-
ity categories) 

• Meeting Notes 

• Signed Documents Uploaded 
EdPlan 

• Update Power Schools/Lumens 
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Additional Assessments 

Steps 

 Parent or school personnel request 
additional testing to look at changing/
updating eligibility areas (i.e. SLD-
adding subjects) 

 Send out Request for Input form to 
parents  

 Complete “Reevaluation Considera-
tion “ form to determine what infor-
mation is needed for the reassessment; 
If no new information is needed, or 
team refuses to reassess send written 
notice  

 Hold an Evaluation Team Meeting 
and obtain consent  

or  

 Send Consent for Assessment if you 
marked that a meeting is not necessary 
on the Request for Input 

 Notify related personnel if applica-
ble when consent received.  (Upload) -
Notify Medicaid Tech 

 Schedule Eligibility Meeting ; Send 
out Google Calendar Invite  

 Complete Assessments  

 Draft Eligibility Report (Send draft 
to parents 1 week in advance); do not 
make determination)  

 Draft IEP (if eligible and holding in 
conjunction)  

 Send Meeting Invitation at least      
2 weeks in advance and reminder 
1 week in advance 

 Remind related service personnel 
at least 2 weeks in advance of 
meeting (if applicable) 

 Hold Eligibility/IEP meeting 

 Finalize documents in EdPlan and 
ensure document dates match and 
are accurate. 

 Update Poswer Schools/Lumens 

Documentation 

 Request for Input 

 Reevaluation Consideration Form 

 Consent for Assessment (Upload)-
Notify Medicaid Tech 

 Consent to Bill Medicaid 
(Upload) 

  Invitation to Meeting 

 Draft Eligibility Report (do not 
make an eligibility determination) 

 Meeting Notes 

 Draft of IEP for students continu-
ing to be eligible for services 

 Written Agreement (IEP team 
member excusal) if applicable 

 Signed Documents Upload-

ed in EdPlan 

 

Additional Documenta-
tion 

  Release of Information 

 Dr. Notes and Reports 

Timeline 
Reassessment follows the 
“reasonable amount of 
time” requirement which 
generally defaults to the 
60 day timeframe.   
 
An Additional Assess-
ment DOES NOT restart 
the 3-year eligibility re-
quirement, a new Eligibil-
ity must be completed at 
the original 3 year due 
date.   

Additional Assessement (w/in 3 year) 

Additional Assessments 
are conducted more fre-
quently than every 3 years 
when: 
1) It is determined that 

the education or re-
lated service needs of 
the student warrants 
an additional assess-
ment; 

Or 
2) If the parent/adult stu-
dent or the student’s 
teacher requests an addi-
tional assessment 
3) If the parent makes a 
request within the year 
and the district does not 
agree, the district shall 
send written note of re-

Note:  A new Eligibility 
Report must be completed 
and you should include a 
File Review to include all 
previous information in the 
most recent eligibility re-
port.   

Cheat Sheet 

• Request for Input 

• Referral to Consider Special Edu-
cation 

• Consent for Assessment 

• Consent to Bill Medicaid 

• Draft Eligibility Report 

• Classroom Observation (SLD ) 

• Draft IEP for students who meet 

eligibility criteria 

• Written Agreement (IEP team mem-
ber excusal) 

• Written Notice to Discontinue Ser-
vices (if ineligible) 

• Written Notice (if changing eligibil-
ity categories) 

• Meeting Notes 

• Signed Documents Uploaded 
EdPlan 

• Update PowerSchools/Lumens 
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Steps 

 Send Meeting Invitation 
2weeks prior may be held in 
conjunction with Eligibility 
Meeting 

 Notify related service person-
nel at least 2 weeks in ad-
vance 

 Draft IEP (send home 1 week 
prior; do not complete written 
notice) 

 Hold IEP Meeting: 

 Review Strength(s) 

 Discuss IEP Goals and Ob-
jectives 

 Obtain parent concerns in 
each goal area 

 Determine Services and 
Placement (LRE) 

 Determine accommodations 
and level of participation in 
state testing 

 Discuss all other components 
of IEP 

 

 Obtain “Consent for Initial 
Placement” (Placement in 
Sped) 

 Update Power Schools/
Lumens 

Documentation 

 Meeting Invitation 

 Draft IEP 

 Written Agreement (IEP 
team member excusal) 

 Consent for Initial 
Placement 

 Meeting Notes 

 Signatures Pages (Sign 
& Upload) 

Additional Documenta-
tion 

 Release of Infor-
mation 

 Document all corre-
spondence with par-
ents, service coordina-
tors, etc. 

Timeline 

After receiving Consent 
for Assessment, you 
have 60 calendar days, 
to complete your as-
sessments, hold an Eli-
gibility Meeting.  You 
have an additional 30 
calendar days  once 
eligibility has been de-
termined to implement 
an IEP, but best prac-
tice is to hold one 
meeting for both Eligi-
bility and IEP if the 
student is eligible.   

 

Parents have 10 cal-
endar days to respond 
in writing if they dis-
agree with the IEP. If 
you receive an objec-
tion, contact the Spe-
cial Education Direc-
tor.   

Initial IEP 

Power Schools/Lumens 

It is important that you 
indicate in your district’s 
SIS that the student has 
been found eligible and is 
on an IEP.   
 
 
 

You must enter the stu-
dent’s accommodations 
to ensure that all general 
education teachers are 
aware of the student’s 
classroom needs.  Up-
dating the system en-
sures that our ISEE re-

port to the State Depart-
ment of Education is ac-
curate which affects our 
funding for special edu-
cation.   

Cheat Sheet 

• Meeting Invitation 

• Draft IEP 

• Consent for Initial 
Placement 

• Authorization to Bill 
Medicaid 

 

• Written Agreement (IEP 
team member excusal) 

• Meeting Notes 

• Release of Information 

• Finalize IEP in EdPlan 

• Update Power Schools/
Lumens 
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Steps 

 Contact parent at least 2 weeks 
prior to schedule a meeting 

 Send Meeting Invitation; 
Schedule Google Calendar, 
Invite for IEP team members at 
least 2 weeks in advance (i.e. 
SLP. OT, Voc Rehab) 

 Secondary: Create Student 
Invitation, Consent to Invite 
Outside Agency, and Agency 
Invite if Consent received 

 Annual Review Meeting may be 
held in conjunction with 
Reevaluation Meeting but must 
meet both deadlines 

 Review Strength(s) 

 Obtain Parent Concern in each 
goal area 

 Discuss IEP Goals and Objec-
tives 

 Determine Services and  Place-
ment (LRE) 

 Review all other component of 
IEP 

 

 If new student to District Obtain 
Authorization to Bill Medicaid 
(Upload) 

 Finalize IEP in EdPlan 

 Update Power Schools/Lumens 

Documentation 

 Meeting Invitation 

 Procedural Safeguards/Written 
Notice of Public Use of Insur-
ance 

 Draft IEP 

 Authorization to Bill Medicaid 

 Consent to Invite Transition 
Agency Personnel (Secondary) 

 Written Agreement (IEP team 
member excusal) 

 Meeting Notes 

 Signed Documents Uploaded to 
EdPlan 

 

Additional Documentation 

 Release of Information 

 Document all correspond-
ence with parents, service 
coordinators, etc. 

Timeline 

Schedule meetings with 
plenty of leeway for 
compliance in case 
something comes up.  
There are no reasons 
we can submit for being 
late.   

Parents have 10 calendar 
days to respond in writ-
ing if they disagree with 
the IEP. If you receive 
an objection, contact the 
Special Education Di-
rector.   

Annual Review 

Procedural Safeguards/Written Notification of Public 
Use of Insurance 

The district is required to offer 
parents Procedural Safeguards 
once per year, and is generally 
done at the annual IEP meeting.   
 
In addition, parents must be 
given Procedural Safeguards in 
the following situations: 

 Initial Referral/Parent 
Request 

 Filing of a due process 

hearing/state complaint 

 change of placement.   
Furthermore, the District is re-
quired to offer parents with Written 
Notice Regarding Use of Public 
Benefits once per year and inform 
parents that they may revoke their 
consent for the District to seek 
reimbursement for billable services 
at any time.   

Note:  Signatures are required 
on both the IEP and Eligibility 
report that these were offered 
and either accepted or de-
clined.   

Cheat Sheet 

• Meeting Invitation(s) 

• Draft IEP 

• Authorization to Bill Medicaid 

• Consent to Invite Transitional Agency 
Personnel (Secondary) 

• Meeting Notes 

• Procedural Safeguards 

• Written Notification of Public Use of 
Insurance 

• Release of Information (if applicable) 

• Written Agreement (IEP team member 
excusal) 

• Finalize IEP in EdPlan 

• Signed Docs Uploaded 

• Update Power Schools/Lumens S
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Steps 

 Invite Parents, OR 
Contact Parent for 
Consent to write an 
amendment without a 
meeting 

 If Amendment is con-
ducted without a 
meeting with parent 
consent, complete the 
Written Agreement 
(District Parent 
Agreement) mark 
“no” for meeting held.   

 Complete IEP 
Amendment Form 
embedded in the 
Amended IEP in 
EdPlan 

 Complete Amended 
IEP 

 Update Power 
Schools/Lumens 

Documentation 

 Meeting Invitation 

 IEP Amendment 
Form (Embedded in 
IEP Amendment in 
EdPlan) 

 Amended IEP from 
EdPlan with new 
goals, objectives, ser-
vice times, placement 
etc. (if needed) 

 Written Agreement 
(IEP Amendment w/o 
IEP meeting or IEP 
team member excusal) 

 Meeting Notes 
(meeting held)  

 Document all corre-
spondence with par-
ents, service coordina-
tors, etc. 

 

Timeline 

An IEP Amendment 
can occur anytime 
within the timeline of 
an effective IEP.  

 

The IEP Amendment 
must be in place before 
changes to the IEP can 
occur. 

 

Parents have 10 calen-
dar days to respond in 
writing if they disagree 
with the changes. If 
you receive an objection, 
contact the Special Edu-
cation Director.   

 

 

IEP Amendment 

To Amend IEP in EdPlan 

• Go to IEP under 
Blue Task Bar 

• Click on Select 
Process 

• Click on IEP Pro-
cess 

• Click on IEP 

Overview 
• Under Meeting 

Purpose Select 
Amendment 

 
 
 

• Complete Docu-
ments and make 
changes to the IEP 
as needed.   

 
 
 

Cheat Sheet 

• Meeting Invitation 

• Amendment Form 
(embedded with IEP in 
EdPlan) 

• Amended IEP from 
EdPlan with new goals 
and objectives etc.   

• Written  Agreement 

(IEP Amendment w/o 
IEP meeting or IEP 
team member excusal) 

• Meeting Notes (meeting 
held) 

• Finalize Amended IEP 
in EdPlan 

• Update Power Schools/
Lumens S
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Steps 

 Written Notice 
(WN) is never filled 
out prior to an IEP 
meeting 

 Do not leave any-
thing blank on the 
WN; 

 Inform administra-
tion when student is 
exited 

 Finalize WN 

 Send copy to parents 
and file a copy in 
cume file and/or 
COSSA file depend-
ing on your district’s 
policy. 

 A separate Written 
Notice is required 
when a student is 
moving out of the 
district, graduating, 
or has met maxi-
mum age, and/or the 
team is changing 
eligibility catego-

Documentation 

 WN embedded in IEP 

 WN embedded in IEP 
Amendment 

 WN embedded in Con-
sent for Assessment 

 Separate WN  if student 
is exiting district  

 Separate WN if student 
is exiting special educa-
tion services (Written 
Notice for Discontinua-
tion of Services ) 

 WN for students trans-
ferring from another 
state but does not meet 
Idaho Eligibility re-
quirements. (Written 
Notice for Discontinua-
tion of Services) 

 Separate WN for stu-
dents changing eligibil-
ity categories.   

 Inform  Sara Hodges if a 
student is being exited 
from special education 
services.   

Timeline 

Written Notice must be 
provided in a reasonable 
amount of time before 
implementing the pro-
posed action, approxi-
mately 10 days. 

Must be written in the 
parent’s native language 
unless not feasible to do 
so.  If not feasible it must 
be reviewed orally in 
parent’s native language.  

Parents have 10 days to 
provide in writing any 
objection they may have 
with changes proposed or 
refused.   

If you receive an objec-
tion, contact the Special 
Education Director.   

 

 

Written Notice 

Additional Information 

Written Notice is required 
anytime the district pro-
poses or refuses to change 
the IEP, identification, 
evaluation, reevaluation, 
and/or placement.   
Parent/adult students may 
disagree with the pro-
posed changes or refusal 
of action by filing a writ-

ten objection to all or 
parts of the change or 
refusal of action.  The 
written objection may be 
postmarked or hand deliv-
ered within 10 days of 
receipt of Written Notice.   
 
If you receive a written 
objection, please call the 

Director of Special Edu-
cation.  

Cheat Sheet 

Written Notice Required: 

• Written Notice for Discontinuation of 
Services 

• Exiting the district (moving) 

• Any change proposed or refused by 
the school. 

• Change in Eligibility Category S
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If in doubt, provide Written Notice 



Steps 

 Send Request for full 
Educational Record to 
previous school district; 
within 2 days of enroll-
ment 

 School Psychologist 
Completes Transfer De-
cision Box in EdPlan 

 IEP team reviews IEP 
Case Manager Complete 
Transfer IEP process in 
EdPlan (aka Sufficiency 
Review)  

 If needed write an 

Amendment to make 
changes or accept IEP as 
written (with or w/o a 
meeting)         

 If Sufficiency Review 
leads to placement across 
special programs, the 
team must meet and in-
vite the Special Educa-
tion Director 

Sufficient 

 IEP team may accept and im-
plement the existing IEP, 
amend the current IEP, OR the 
team can develop a new IEP.   

Insufficient 

 Consult with parents and Com-
plete Referral to Consider Spe-
cial Education Evaluation Form 

 Seek consent through “Consent 
for Assessment” and “Consent 
to Bill-School Based Medicaid”  
(Upload 

 Provide comparable services 
outlined in the transfer IEP 
through an Interim IEP or an 
IEP Amendment 

 Complete Initial Eligibility (60 
days) and Initial IEP (if eligi-
ble) 

 Hold Meeting 

 Update Powerschools/Lumens 

Documentation 

 Meeting Invitation (if need-
ed) 

 Consent for Assessment 
(Upload if applicable) 

 Consent to Bill School-Based 
Medicaid (Upload) 

 IEP Amendment (W or W/O 
a meeting-if applicable) 

 Draft Eligibility (do not make 
a determination.  Send to 
parents 1 week in advance) 

 Draft IEP (if applicable-do 
not complete written notice.  
Send to parents 1 week in 
advance 

 Parent District Agreement 
(member excusal and/or 
amendment without a meet-
ing) 

 Written Input from team 
member excused (if applica-
ble) 

 Signature page(s) (Upload) 

New Student Transfer 
(Idaho) 

Comparable Services 

Providing the student 
with FAPE means 
providing services 
comparable to those 
described in the cur-
rent IEP received by 
the district when the 
student moves into 

the district and en-
rolls in school until 
the district, in consul-
tation with parents/
adult student, devel-
ops, adopts, and im-
plements a new IEP. 
Interim IEPs are only 

good for 60 calendar 
days.  
**Students transferring 
between Idaho public 
agencies are ASSUMED 
to be eligible under the 
disability criteria estab-
lished at the time eligibil-
ity was determined..** 

EdPlan: 

Make sure that an Eligibility Event has been 

created in EdPlan so that that documents can 

be finalized.  This has to be done by Medicaid 

Clerk, Special Education Director, or COSSA 

Consulting Teacher.  EdPlan requires this as 

Eligibility occurs before any other IEP process.   
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Steps 

 Send request for full 
Educational Record to  
previous school dis-
trict within 2 days of 
enrollment  

 School Psychologist 
Completes Transfer De-
cision Box in EdPlan 

 IEP team reviews IEP 
Case Manager Complete 
Transfer IEP process in 
EdPlan (aka Sufficiency 
Review)  

 If needed write an 

Amendment to make 
changes or accept IEP as 
written (with or w/o a 
meeting)         

 If Sufficiency Review 
leads to placement 
across special programs, 
the team must meet and 
invite the Special Educa-
tion Director 

Sufficient 

 IEP team may accept 
and implement the ex-
isting IEP, amend the 
current IEP, OR the 
team can develop a new 
IEP.   

Insufficient 

 Consult with parents 
and Complete Referral 
to Consider Special 
Education Evaluation 
Form 

 Seek consent through 
“Consent for Assess-
ment” and “Consent to 
Bill-School Based Med-
icaid”  (Upload 

 Provide comparable 
services outlined in the 
transfer IEP through an 
Interim IEP or an IEP 
Amendment 

 Complete Initial Eligi-
bility (60 days) and 
Initial IEP (if eligible) 

 Hold Meeting 

 Update Pow-

Documentation 

 Meeting Invitation (if need-
ed) 

 Consent for Assessment 
(Upload if applicable) 

 Consent to Bill School-
Based Medicaid (Upload) 

 IEP Amendment (W or W/O 
a meeting-if applicable) 

 Draft Eligibility (do not 
make a determination.  Send 
to parents 1 week in ad-
vance) 

 Draft IEP (if applicable-do 
not complete written notice.  
Send to parents 1 week in 
advance 

 Parent District Agreement 
(member excusal and/or 
amendment without a meet-
ing) 

 Written Input from team 
member excused (if applica-
ble) 

 Signature page(s) (Upload) 

Transfers (Out of State) 

Comparable Services 

Students from out of 
state are not assumed to 
be eligible under Idaho 
criteria.  When a student 
with a disability transfers 
from out of state to an 
Idaho school district with 
a current IEP the district 
shall provide the student 

with FAPE.  This in-
cludes services compa-
rable to those described 
in the previously held 
IEP, in consultation 
with the parent and/or 
adult student, until such 
time as the district con-
ducts an evaluation, (if 

determined insufficient) 
and determines eligibility.  
The team can then adopt 
the previous IEP, Amend, 
or create a new IEP as 
needed.   
Interim IEPs are only 
good for 60 calendar 
days.  

EdPlan: 

Make sure that an Eligibility Event has 

been created in EdPlan so that that docu-

ments can be finalized.  This has to be 

done by Medicaid Clerk, Special Education 

Director, or COSSA Consulting Teacher.  

EdPlan requires this as Eligibility occurs 

before any other IEP process.   
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Maximum Age 

 Reevaluation not required 
(despite change of place-
ment) 

 Complete Summary of Per-
formance 

 Send Written Notice outlin-
ing the district’s obligation 
to provide services ends at 
the completion of the se-
mester in which the student 
turns 21 which will exit 
student in EdPlan. 

Moves/Transfers Districts  

 Notify Special Education 
Clerk of records request(s)  

 Send SPED records within 
2 days of request from new 
district  

 Send Written Notice  out-
lining  that the student is no 
longer a legal resident of 
the district and as such the 
district is not required to 
provide services  

 Notify administration to 

Private/Homeschool  

 Send sped records within 2 days  
of request from private school, 
or parents  

 Send Written Notice outlining  
that the student is no longer 
enrolled in the district and as 
such the district is not required 
to provide services  

 Notify administration to inacti-
vate student in EdPlan 

Dropout   

 Send Written Notice outlining  
that the student is no longer 
enrolled in the district and as 
such the district is not required 
to provide services; however 
should the student reenroll  and 
qualify for services the district 
will provide them.   

 If the student is absent for 10 
consecutive days, and the 
school has documented multiple 
attempts to reach the stu-
dent/parents to hold a Manifest 
to address attendance then the 
student will be withdrawn and 
follow the WN guidelines 

Discontinuation of 
Services 

Parent/Adult Student Revokes Consent 
When a Parent/Adult Stu-
dent revokes consent for 
services in writing, Writ-
ten Notice shall be pro-
vided specifying when the 
services will cease.  
Parent/Adult student can 
revoke some services or 
all services.   
 

***If all services have 
been revoked the student 
becomes a general educa-
tion student and would be 
treated as an initial eligi-
bility should the parents/
adult student want to be 
referred for services in the 
future.   
 

*** If only some services 
are being revoked the 
Written Notice shall in-
clude a statement indicat-
ing the district stands 
ready, willing and able to 
provide FAPE for those 
services should the stu-
dent remain eligible.   

Cheat Sheet  (If needed) 

• Consent for Assessments 
(if needed) 

• Written Notice for Dis-
continuation of Services 

• Summary of Performance 

• Eligibility Form (not re-
quired if graduating, 
reaching maximum age, 

or moving) 

• Written Agreement (IEP 
team member excusal) 

• Update Power Schools/
Lumens 

• Put file in “dead file” 
section at COSSA 

• Notify administration 

Steps 
DNQ 

 Follow Steps outlined on 
“Reevaluation (3 Year) 
page 

 Hold Eligibility Meeting 

 Send Written Notice to 
parents of DNQ 

Graduation 

 Reevaluation not re-
quired (despite change 
of placement) 

 Complete Summary of 
Performance 

 Send Written Notice 
outlining the district’s 
obligation to provide 
services ends when stu-
dent graduates which 
will exit student in 
EdPlan 
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Manifestation Determination, 
IAES, & Pattern of Removals 

Steps 

 Consider whether the stu-
dent’s behavior impedes his/
her learning or that of others 

 Hold an IEP Meeting to 
discuss the need for positive 
behavior supports , or a 
Behavior Intervention Plan 
(BIP), or to revise those 
currently in place  

 Determine if current disci-
plinary measures warrant a 
change of placement 
(removal for >10 days con-
secutively, or a series of 
removals that constitute a 
pattern)  

 If yes, hold Manifest Deter-
mination Meeting (MDR) 

 If the behavior is a manifest 
of the student’s disability  or 
a failure of the district to 
implement the IEP—
conduct an FBA (unless 
already done), and imple-
ment /revise the BIP, and 
the student returns to origi-
nal placement unless a 
change is agreed upon as 
part of the modified BIP 

 If the behavior is deter-
mined not to be a manifes-
tation, the student can be 
disciplined in the same 
manner as a student without 
a disability; however, the 
student must still be provid-
ed services to allow pro-
gress in the general educa-
tion curriculum and towards 
IEP goals in the new setting 
that is determined by the 
IEP team 

 

Documentation 

 Meeting Invitation /Written 
Input/Excusal Form  

 Written Notice/ Procedural 
Safeguards  

 Manifestation Determina-
tion (if applicable—sign 
and upload) FBA/BIP  

 IEP Amendment (if applica-
ble); Medicaid Google Doc 
(if applicable)  

 

 Signature Page (Sign & 
Upload) 

 Document all contact 
with parents, service 
coordinators, etc., in 
contact log. 

 

Timeline 

Behavior Intervention 
Plans should be tried for 
an appropriate amount of 
time to determine the ef-
fectiveness of the inter-
vention. 

 

Manifest Determination 
meetings must be held 
before an expulsion hear-
ing and/or change of 
placement. (10 days of 
school suspension) 

 

Behavior and Discipline 

A Manifestation Determi-
nation Meeting is to decide:   
If the conduct in question 
was caused by, or had a di-
rect and substantial relation-
ship to, the student’s disabil-
ity; OR if the conduct in 
question was the direct result 
of the district’s failure to 
implement the IEP.   
 

IAES  
A student may be placed in an 
IAES without regard as to 
whether the behavior is a man-
ifestation of a disability  for up 
to 45 school days for weapons, 
drugs, or inflicting serious 
bodily injury.      
 
 
 

Pattern of Removals  
Determined on a case-bycase 
basis and includes such factors 
as to whether the student’s 
behavior is similar to previous 
incidents that resulted in re-
moval, the length of the re-
moval, the proximity of the 
removals to one another, and 
the total amount of time the 
student is removed.  

Cheat Sheet  (If needed) 

• Invitation to a Meeting 

• WN/Procedural Safe-
guards 

• FBA/BIP 

• Manifestation Determi-
nation (Sign and Up-
load) 

• Behavior/Discipline Log 

• Parent/District Agree-
ment (IEP team member 
excusal) 

• IEP Amendment (if ap-
plicable) Sign and Up-
load 

• Meeting Notes 
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Steps 

During the annual IEP 
meeting, or by April 1st 
of each year: 

 Review data col-
lected on IEP goals 
before and after 
extended breaks 

 Determine the need 
to provide special 
education or related 
services over an 
extended break in 
order to maintain 
critical skills (See 
ESY Eligibility 
embedded in IEP) 

 Determine the IEP 
goals that met ESY 
Eligibility during 
the time ESY is 
provided  

 Ensure IEP or IEP 
Amendment is final-
ized and includes nec-
essary ESY Eligibility 
documentation  

Documentation 

 Progress Monitoring 
Data 

 ESY Eligibility (as 
noted on IEP and to 
include time and ser-
vice recommenda-
tions)  

 Goals/Objectives 
Highlighted to be 
worked on 

 Health Plan (if appli-
cable) 

 Behavior Plan (if ap-
plicable) 

 

Timeline 

Be sure to consider 
ESY by the date indi-
cated on the IEP if you 
checked the box 
“TBD” (to be deter-
mined– no later than 
April 1st if possible).  

 Notify the Director of 
Special Education of 
any students who will 
be eligible for ESY as 
soon as possible to co-
ordinate ESY services 
throughout the district. 

Extended School Year 

Progress Monitoring Data 
It is important to keep 
current data on your 
students’ progress.  
This not only provides 
parents and teachers an 
idea of how the student 
is doing with regards to 
their IEP goals, but it 
also helps guide in-

structional decisions, 
provide needed docu-
mentation for eligibility, 
and ESY determination. 
    
 
 
    
 

Note: Students qualify in 
specific service areas for 
ESY, and many times not 
ALL service areas  
 
(Ensure ESY Criteria is met for all 
recommended areas)  

Cheat Sheet   

• Progress Monitoring Data 

• ESY Eligibility (embedded 
in IEP) 

• Goals and Objectives 
(ESY Eligible) 

• Health Plan (if applicable) 

 

• Behavior Plan (if applica-
ble) 

• Written Agreement (IEP 
team member excusal) 

• IEP Signatures Uploaded 
and IEP Finalized 

• Meeting Notes 
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Medicaid Services 
Service Detail Reports (SDRs) are filled out for EVERY student that 

receives a Medicaid reimbursable service, regardless of whether they have 
Medicaid or not. 

• If the IEP team is considering BI, CBRS or requires 
additional resources to meet the needs of a student 
who requires Personal Care contact the Director of 
Special Education before meeting with parents/
guardians. 

Psychosocial Rehabilitation (CBRS) (Community Based Rehabilita-

tive Services) AKA PSR 

Designed for students who meet the eligibility criteria for emotional disturbance 

 Must be provided by licensed counselor, social worker, or college degree in related 
field 

 Must be listed as a service on the IEP and identify goals and objectives as well as a 
BIP 

 Must have yearly assessment in behavior to continue services 

 See  IEP Services Reference Guide & Medicaid Services Guide for more infor-
mation.  

Personal Care Services (PCS) 

Designed for students who require medically oriented care 

 Nurse to complete PCS assessment and update Health Plan annually 

 Must be listed in the Statement of Delivery section of the IEP and is in relation to 
Health Care Plan 

 See  IEP Services Reference Guide & Medicaid Services Guide for more infor-
mation. 

Intensive Behavioral Intervention (BI) 

Designed for students who meet the qualification   

 Must be provided by paraprofessional or professional  

 Must complete Developmental Disabilities Checklist and Behavioral 
Intervention Checklist to document that a student meets qualification  

 Must be listed as a service on the IEP and identify goals/objectives 
service supports as well as a BIP.  

 See IEP Services Reference Guide & Medicaid Services Guide for  
more information  
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COSSA Administrative Contacts 

 
District Office (208) 482-6074 

Patricia Frahm, Superintendent/CEO (Ext 1026) 

Tammie Anderson, Special Education Director/504 Compliance Officer (Ext 1021) 

Brian Campos, Special Education Consulting Teacher (Ext 1028) 

Victoria Murphy, Special Education Behavioral Consultant (available by email) 

Miren Lowry, Business Manager, Clerk of the Board (Ext 1003) 

Sara Hodges, Medicaid Tech/ Special Education Clerk (Ext 1002) 

Mandy Pascale, Administrative/HR Assistant (Ext 1023) 

Jose Chavez, Maintenance Director (Ext 1025) 

 

Wilder School District #133 (208) 337-7400 

Jeff Dillon, Superintendent 

Dena Lindsey, Secondary Principal 

Dr. Alejandro Zamora, Elementary Principal 

 

Notus School District #135 (208) 459-7442 

Micah Doramus, Superintendent/Elementary Principal 

Jen Wright, Secondary Principal 

 

Parma School District #137 (208) 779-4084 

Dale Layne, Interim Superintendent 

Monique Jensen, Parma High School Principal 

Lindsey Yundt, Parma Middle School Principal 

Diane Hardin, Maxine Johnson Elementary Principal 

 

Marsing School District #363 (208) 649-5411 

Norm Stewart, Superintendent 

Sean Porter, Marsing High School Principal 

Lachelle Wood, Marsing Middle School Principal 

Sara Bell, Marsing Elementary Principal 

 

Homedale School District #370 (208) 337-4611 

Rob Sauer, Superintendent 

Matt Holtry, Homedale High School Principal 

Shay Swan, Homedale Middle School Principal 

Tate Castleton, Homedale Elementary School Principal 
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Consent for Assessment Procedures 

 
1) Obtain the parent’s signature on the consent and note the date we received it. 

2) Upload the consent to EdPlan 

3) Notify Medicaid Tech via email that the consent has been uploaded 

4) Medicaid Tech will send the Physician Referral to the doctor for approval 

5) Once approved, Medicaid Tech will notify everyone listed on the consent that test-
ing can begin.  DO NOT BEGIN TESTING UNTIL YOU RECEIVE NTOFICIA-
TION OF APPROVAL! 

 

NOTE; 

 

 If  there is no new testing required for a 3 year eligibility, a consent MUST still be 
created for a FILE REVIEW (School Psychologist) so we can obtain Medicaid reim-
bursement for the time spent reviewing a student’s file.   

 

 In the event that you have attempted multiple methods and times to obtain a parent’s 
signature on an initial consent and have not been successful, you CANNOT proceed. 

 

 In the event that you have attempted multiple methods and times to obtain a parent’s 
signature on an additional assessment or re-evaluation and have been unsuccessful, 
please contact administration on how to proceed.   
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Meeting Protocol 
 

 Schedule meeting 30 days in advance invite all team members via google  calendar  

 Open IEP at 30 day prior and inform all related services  

 Send Written Meeting Invitation Home 2 weeks prior to meeting  

 Send Consent to invite outside agency (secondary IEP if student will be 16 before 
next IEP meeting)  

 Remind all team members 2 weeks prior.  

 Reminder sent to related service personnel at least 2 weeks in advance (if applicable)  

 Draft IEP (sent 1 week prior; do not fill in service grid or written notice) (best prac-
tice is to send home to parents.)  

 Hold meeting (Must be within 365 days of last meeting for annual review and within 
30 days of initial eligibility)  

 Obtain signatures on excusal form for team members not in attendance  

 Procedural Safeguards/Written Notification of Public Use of Insurance (accepted or 
declined)   

 Review last year’s goals (final progress report)  

 Review students strengths: Parents concern in each area of need; review disability 
impact statement  

 Discuss goals and objectives  

 Determine service and placement (LRE)  

 Determine accommodations and adaptations. Level of participation in state testing  

 Review all other components of the IEP Obtain consent for initial placement  

 Finalize IEP within 5 days of meeting and up load all signature pages and meeting 
minutes.  

 Send copy of finalized IEP to Parents and place a copy in COSSA Files.  

 

 

 

Required team members:  

Parent/Adult Student, District Representative (Administrator), General Education Teach-
er, Special Education Teacher, any related service personnel who have goals for student, 
someone who can interpret the data if testing was done.  
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Medicaid Submission Procedures 

 
BI/CBRS billing 

 Medicaid completed weekly 

  Billing done by the end of the work week (paper or electronic) 

  School Psychologists are to complete billing on a monthly basis 

 Progress notes 

  Notes are to be turned in to Medicaid Tech weekly (scan and 
   email if necessary) 

 

Program Placement Procedures 

Transportation 

•  Complete Special Education Department Special Transportation Form  

•  Contact Special Education Clerk to arrange transportation. 

 

 

Registration/Enrollment  

Registration/Enrollment paperwork will be given to the family once a placement deci-
sion has been made. 

 

 

 

Meeting invitations-who is involved 

 When holding a placement meeting teachers and principals from possible place-
ments should be invited to the meeting.  The Director of Special Education must be in-
formed of the options before the meeting and invited to the meeting. 

 

 

 

Behavior Intervention 

 Before any meeting that involves adding 1:1 BI services to an IP, the Director of 
Special Education must be informed and invited to the meeting.   
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Case Manager Responsibilities for ISEE Reporting 

 

Power School/Lumen 

• Ensure their students all have a special ed record 

• Update IEP dates an Annual Review 

• Update Eligibility date for 3 year 

• Update Eligibility category if changed 

• Update LRE if changed 

• Update Related services if changed 

 

EdPlan 

• Ensure all documents are completed and finalized 

• All signature pages have been uploaded 

 

Alternative Method for ISEE Reporting: 
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