
>> Good morning!  Welcome to Special Ed Plan Training.  And this Special Ed Plan Training is actually for 

Phase One school districts, so if you’re a Phase One school district, you’re in the right place; if you’re not 

a Phase One school district, you can certainly stay and listen, but we won’t be asking you to do your 

plans at this point in time.  What I want to do first is welcome you on behalf of Jean Inskip.  Jean Inskip is 

our Division Chief in the Western region.  Jean’s my supervisor.  Jean was not able to be with us this 

morning, but she asked that I convey her gratitude for your being here and taking the time out of your 

busy schedule to participate in the training. 

I have two co-presenters with me this morning; the first co-presenter is another advisor, 

Cortney Verner.  And we have a representative from the PA IU Planning Team, out of Capital IU, that’s 

Jill Neuhard.  Cortney and I will be talking about the content portions of the presentation.  Jill is going to 

help us with the web-based application, actually working on the Comprehensive Planning tool. 

We have a couple of advisors in our audience, that I’d like them to take a few minutes to stand up and 

introduce themselves.  Richard, if you would start off? 

>> [INAUDIBLE] 

>> Thank you. 

>> [INAUDIBLE] 

>> Okay, thank you!  One of the things that we always start this training off by saying is, that if you’re 

not aware of who your advisor is for your particular school district, please see us after the training, we’ll 

make sure you’re aware of who that person is.  Working with your advisor directly throughout this 

process is imperative; I think it’s one of those things you can avoid a lot of headaches at the end of the 

process.  And as we talk about some timelines, you’re going to notice that some timelines are a little 

shorter than they used to be, but what we’re going to have to do is, encourage you to work directly with 

your advisor as much as possible. 

Okay.  If we can go to the next slide, we’ll get started.  Here we go.  The first slide talks about our 

Commitment to the Least Restrictive Environment, and we always plug this slide into our presentations 

to make sure that you’re aware of our commitment to educating students within the least restrictive 

environment, with the use of supplementary aids and services.  And we always begin that process by 

looking at general education.  So, that’s one of the slides that we like to review, and hope to remind 

people that that’s our commitment to the least restrictive environment. 

When we talk about Special Ed Planning, one of the things that we really like people to know is that we 

didn’t just make up the idea of asking school districts to do the Special Ed Planning.  Special Ed Planning 

is actually a federal requirement that comes down through IDEA, handed down to the state educational 

agency, which is us, and we have to require local education agencies to develop Special Ed Plans. 

If you think about the history of the planning process, and this is going to be kind of critical as I talk 

about this piece of it, the history of this process really started out a long time ago as a paper process, 

the process where people who had developed Special Ed Plans actually type those plans and send them 



into the Department of Ed for approval.  A number of years ago, we moved to a system called eSP.  It 

was an electronic system; how many people remember eSP?  Okay.  ESP was our first exposure to being 

able to enter data onto a report that was electronic, and we used that method for quite a few years, 

actually.  What’s important to know is that eSP is still a system that’s out there and available, but we 

don’t utilize eSP for anything other than archive reports.  And I say that because if you recall, for a 

number of years, you’ve been submitting Special Ed Plan Revision Notices under the former eSP process.  

We still get districts that are doing that, Phase One school districts, of which you’re a part of, were the 

first districts to start under the Comprehensive Planning tool. 

But if you remember, when you started the Comprehensive Planning tool, we did not have a mechanism 

for you to submit Special Ed Plan Revision Notices under that Comprehensive Planning Tool.  So, it took 

a number of years for you folks to get involved in being able to submit SEPRNs, or Special Ed Plan 

Revision Notices, through the Comprehensive tool.  That is actively up and running right now, so there is 

no more entry into eSP, and that’s important.  Okay, so, no more entry into eSP.  Everything is done now 

within the Comprehensive Planning tool.  And recognizing that you’re a Phase One school district is 

really a benefit to you, because the data that you entered into your Comprehensive Planning tool under 

your Special Education Plan three years ago still exists in that plan.  So, when you go in to start to work 

on this plan, what you’re going to find is that all the narratives that you put in there before are still 

there; your program profiles are still there, all your support services, everything is just as it was when 

you submitted it three years ago.  And if, in fact, you’ve been involved in the Special Ed Plan Revision 

Notices under the Comprehensive Planning tool, then what you’ll also recognize is that your program 

profile has been updated as you go.  All right?  So, we’re going to talk more about that as we go through 

the components of the plan, but recognizing the fact that everything is already in there for you, it really 

is going to matter -- what’s going to matter at this point is that you review those sections, update and 

revise, and move forward.  And quite frankly, this should be one of the easier plans that you’ve done in 

the past. 

Okay, one of the critical things, and the reason that I tell you that it’s going to be one of the easier plans 

that you do is, if you look at the deadline for the submission of the plan, we’ve bumped that up.  The 

plans are due by May 1st, 2015.  May 1st, of 2015.  What I’m going to talk about in a few minutes is a 

change that was made, or a revision that was changed in Chapter Four; it’s going to require an additional 

step in the submission process.  If you go to the next slide -- actually, I’m going to jump back and forth, 

just so I can cover this one piece.  If you would jump another two slides, I think, for me, one more, sorry!  

There it is. 

A number of years ago, in Chapter Four, it was decided that in order for plans to be submitted to the 

department, that it would be required for school districts to make that plan available for public review 

28 days prior to approval of their school board, which all has to be done prior to the submission to the 

Bureau.  So, in other words, we’ve told you that you have to have your plan submitted to us on May 1st; 

it has to be approved by your board, which would be, at the latest, your April board meeting, but must 

be made available for public review 28 days prior to that board meeting.  So, what you’ve got to really 

start to think about is, how do I map out my timelines so that I can have everything completed, in order 

to have it up for public review for 28 days prior to the submission?  Any questions on that?  We do 



recognize that that has compacted the timeline quite a bit; but we also recognize that there are some 

advantages to the Comprehensive Planning tool that will help you along the way.  Okay, no questions on 

that piece?  And we’ll talk about timelines over and over, just as a reminder. 

Let’s go back, if we could, to talk about, so, what is the Comprehensive Plan?  If you think about the 

Comprehensive Plan, and you’ve been part of that for a number of years now, the Comprehensive Plan 

contains many different plans, one of which is your Special Education Plan, which you have to recognize 

is that even that small component of the Special Education Plan pulls in information from other parts of 

the plan.  So, those are the places where you’re going to really have to review the plan, make sure that 

the information is in there correct, and, in fact, make sure that someone else hasn’t checked the box 

that they shouldn’t have checked, and imported data into your plan that we really don’t want in there.  

And we’ll talk about each one of those sections, so that you know where to be attentive to those kinds 

of things.  But the Comprehensive Plan does include your Professional Ed Plan, the Teacher Induction 

Plan, Special Ed Plan, Gifted Plan, and I’m not going to read all of those -- those are the different 

components. 

The plan is developed every three years, and another thing to be really cognizant of, when you talk 

about the Comprehensive Plan, you’re going to hear folks in your school district talk about due dates for 

your Comprehensive Plan, and in many cases, they’re saying at this point in time, our Comprehensive 

Plan is due November 30th.  That’s not your timeline.  We had to separate our timeline from the overall 

Comprehensive Plan because of federal government requirements for funding for IDEA.  So, that’s why 

you’ll hear people saying, “Our plan is due November 30th,” yours is not due November 30th.  Yours will 

remain due May 1st, 2015.  It will be then done every three years based on that timeline.  What you’ll 

see on the next number of bullets are the actual components we’ll be talking about; specifically 

connected to the Special Ed Plan, and that will be items like, identifying your Special Ed programs, 

talking about how you identify students with specific learning disabilities, talking about how you provide 

continuum of placement options, and the use of supplementary aids and services. 

We’ll talk about the proof, policies and procedures that you have, specifically with situations like 

behavior support -- parent training, procedures for Special Education in APSs and other settings, 

procedures for nonresident students and students incarcerated in adult facilities, your 1306, 1306.2 

students.  We’re going to continue to talk about the plan that has to be approved by the department, 

and our requirements for submission, and then our procedures for approval of that plan, and in some 

cases, disapproval of that plan. 

So, this brings us up to the first section of the Plan.  What we’ll try to do at this point is toggle back and 

forth between what is on the Content slide, versus what’s going to be on the Web-based application.   

And the first piece that you’re going to come to is Demographics.  Demographics will be pretty straight-

forward, as Jill is going to show you.  And I’m going to have her take a few minutes before we get to the 

Demographics, to make sure you know how to access your Plan.  Is there anyone that’s new to the 

Comprehensive tool?  Okay, a couple of people that are new.  Okay, and we will just refresh everyone 

else’s mind as to how you get to the site, because there’s a multi-step process, and then we’ll talk about 

the Demographics piece. 



>> Okay, good morning, everybody!  I’m going to walk you through the steps of how to access your plan 

specifically, and the levels, the right levels, within the Plan itself.  There are three sets of access rights, if 

you will; the highest being the Planning Leader.  The Planning Leader for Comp Plan can edit, view and 

submit, actually see that Submit button, to submit your plan.  The middle level is the Author, Author 

rights.  Having Author rights will allow you to view and edit, but not submit.  And then the third, the 

lowest level of access is simply Viewer, which is simply that; viewing the plan.  Specifically, board 

members ask to see the plan before the 28-day public review, some may, some may not, and I would 

recommend giving board members viewer rights to be able just to view the plan and not edit or submit. 

Before you can even get any of those access rights, you will need to have a PDE portal ID, and that 

simply can be found on the state portal’s website.  If you do not have one, you are able to register, click 

Register here in the top left hand corner.  If your board president is new, and they have never signed off 

on any type of Comprehensive Plan or Special Education Plan, you will probably want to start that 

process now of getting your board president a first EP, a Web portal ID.  And then, each school district 

has a Local Security Administrator, or an LSA,  for PDE Web application.  There’s 24, I believe, PDE Web 

applications.  Your LSA, or your Local Security Administrator back at your district is typically your 

technology person.  It may be your business manager, it may be your superintendent.  They basically 

block the PDE’s portal ID that you have, and place you and give you access to one of the 24 applications, 

Comp Plan being one of them.  So, if you do not currently have access to your Special Education Plan, 

you’ll want to find out first who your local security administrator is.  If you do not know, and nobody 

seems to know at your school, feel free to call our help desk.  We have a list of contacts that you can just 

call, so we can let you know who that is.  Yes, ma’am?   

>> [INAUDIBLE] 

>> All the different applications available, eSP was one of the applications, Comp Plan, I don’t know all 

the other different types of applications that PDE houses.  But I know Comp Plan is one of them, and 

that’s what you want access to.  So, once you have that access, you are good to go. 

How many came from another school district, where they had access to their Special Education Plan or 

Comp Plan?  If you have changed, and you haven’t updated your email address and your portal ID 

account, you’ll want to make sure you do that.  And also, disattached and attached to the old, and make 

sure you’re attached to the new.  Any questions about that?  Yes? 

>> [INAUDIBLE] 

>> Okay? 

>> [INAUDIBLE] 

>> Yes.  There’s no offline -- and the question was, can the school board president find any type of hard 

copy offline assurance?  No, now that everything’s electronic within the Web application, they will need 

to sign up, get a Web portal ID, get access, gain access locally from your district, and then go in, and I’ll 

show you the process of how to assign.  The eSignature and the Web application here -- don’t get 



confused with the eSignatures and eGrants.  This is totally different.  Basically, the eSignature in Comp 

Plan just means getting rights to at least as an Author, or a Planning Leader, going in and typing the 

name and clicking Sign.  That’s it.  Okay? 

So, once you are in, you have an account, your LSA grants you View access as one of the three rights, or 

roles.  You will then see, when you log in, under My PDE Apps, Comp Plan.  So, click on Comp Plan, and it 

will take you to your dashboard, specifically.  Depending on the roles and rights that you have, you will 

see District Level Planning, and you may see the associated schools within your district.  If you click on 

District Level Planning, okay, it will come to the main Comprehensive Planning dashboard.  This 

dashboard contains all seven required areas of the Comprehensive Plan, and notice that there is a Filter 

section by component to the right of those main buckets; I’ll refer to those as “buckets.”  You will want 

to make sure that you drop down to the Special Education filter, and click Filter.  Those seven main 

buckets collapse to six.  Those six areas have all of the subsections that are required for the Special 

Education Plan, as we see. 

Just to give you a quick kind of navigation tutorial, if you notice up at the top left hand corner, there is a 

golden compass.  This is really going to be helpful for you to navigate seamlessly through the Web 

application.  If you click on that compass, you will see all of the main buckets, or components, that were 

highlighted at the beginning, all within this sub-textural menu.  So, as Pat said, really the first section is 

your Demographics area, all the way down to the Plan Output Reports that we’ll talk about in a bit, 

under Total Plan Output.  If you do not see that golden compass, it’s one of two things; well, actually, it’s 

one of two browsers that you’re using.  If you’re using an older, outdated version of Chrome, it may not 

show up, the compass.  If you’re using an OS device, IOS device, such as an iPad, you will not see the 

compass, as well.  Our development team is looking to enhance that and correct that, but for right now, 

you won’t see that.  You’ll need to navigate through the Actions dropdown to the previous and next 

section that we’ll walk you through, step by step.  Yes? 

>> [INAUDIBLE] 

>> Well, okay, the question was asked, are the areas prepopulated?  And that is, yes.  Most sections 

throughout the plan, you’ll find that all the data that you entered two years ago has rolled over into the 

plan now.  So, right now, you’re in a really good seat.  You’re saved in the best driver’s seat right now, 

because basically, all you’re doing is going back and editing and updating that information.  One other 

area that prepopulates, speaking of, is the Demographics.  The Demographic section pulls from EdNA, 

EdNA is the state database system.  So, if you look in your Demographics and you see that the 

information is not correct, the address, superintendent, the director of special education information, 

and the emails are not correct, that means that the state database that we pull from, that information’s 

not correct.  So, you’ll want to contact PDE’s help desk and have them update the information at EdNA.  

But in the meantime, you can actually click this Edit button and edit the content within this area.  Yes? 

>> [INAUDIBLE] 

>> EdNA?  It’s the Educational -- the Educational -- I don’t know what it stands for, to tell you the truth.  

And I don’t know what that is.  So, it’s basically something that PDE houses, their backend database that 



has all the information.  I can find out.  There’s a link here that goes -- oh, Names and Addresses.  

Educational Names and Addresses. 

But again, in this little instructions area, there’s a Show or Hide Instructions area on each page 

throughout the Web application.  This is very helpful.  Before you maybe call your advisor or call the 

help desk, make sure you look in this instructions area, because it will have helpful information to help 

guide you.  It sometimes will have why you have to do it, what’s the PA code?  What’s the regulation?  

Sometimes it’ll have a Web link out to another resource, that will help you pull that information in. 

I failed to mention -- I did mention the Actions dropdown, which is going to from the next section or 

previous section.  There’s also a Help dropdown which will allow you to hide or show all the instructions 

on each page, or submit a help ticket directly from the Web application.  I will also, this morning, give 

you the direct phone number and the email address if you want to submit a help ticket offline.  Our help 

ticket system that you’re contacting, CAIU, is strictly technical.  We’re not experts of the content in 

Special Education.  You’ll want to direct content questions specifically to your advisor, Special Education 

Advisor.  But if you’re having problems with the Web app, entering information, knowing where to put 

the information, how to submit, how to gain access, then you call us.  Okay? 

>> Okay.  Any questions on that piece?  And actually, the most important thing that I think that Jill just 

talked about was the fact that you have to have that access at a certain security level, in order to be able 

to submit this plan.  And that’s probably one of the biggest questions we get towards the end of the 

process, the director will call us and say, you know, “I’ve completed the plan, but I’m not getting a 

button to be able to submit the plan.”  And the problem was not with us, the problem is that you have 

not been given that level of security to be able to actually submit the plan.  Now, that won’t hold you up 

as long as you can find the person that has that level, and they can assist you in submitting the plan at 

that point.  But it’s good to start checking now, to see what level you have, and that’s with your 

security -- 

>> Administrator. 

>> -- Administrator.  Okay?  So, Demographics, pretty straight forward.  The next section that you’re 

going to come to is the Special Education Planning Committee.  As a requirement to complete the 

Special Education component, we ask that you have at least, as part of your team, one administrator, 

one Special Education teacher, one General Education teacher and one parent.  So, we have the four 

required members.  Typically, what happens with this section, and we’ll see this when Jill goes in to 

show you how to enter those people’s names and roles, if a person is part of another planning 

committee, as part of the Comprehensive Plan, and for whoever has built that team under Teacher 

Induction, or whatever, has a Special Education teacher on their committee, oftentimes they will click a 

box that just shows that that person is part of now the Special Ed Planning committee.  So, what we 

tend to see, when we look at the committee for Special Education, is a litany of names that really did not 

all participate as part of the Special Ed Plan component.  What we’d ask you to do is to at least go in and 

make sure that the people that are listed as your Planning Team are actually your Planning Team.  And 

also, make sure that you have those four required people.  Many times, we’ll see 20, 30 people that are 



listed on this section, when we really then realize that they didn’t participate as part of that Planning 

Team, and it’s because they were pulled in from another section.  So, if we could jump to that piece... 

>> Sure, as Pat said, that the Special Education Planning Committee is in the Instructions area, the 

requirements for that, as well as the Professional Education subcommittee under Chapter 49, and that’s 

where really the bulk of a lot of the committee members are.  You ‘re going to notice that your 

committee that you entered about two years ago rolls over into the plan, so it’s very important to say, if 

those members are no longer part of your subcommittee, you need to edit that.  If you see members 

that rolled over from just an overall planning committee, or the Professional Education Planning 

Committee, I wouldn’t touch that at this point, only those such as Special Education subcommittee. 

>> [INAUDIBLE] 

>> No, because Phase One Comprehensive Plans, those that are doing Comprehensive Plan that is due 

November 30th, 2015, so that is actually viewed after your submission.  We did training with them this 

summer, over the summer, and we discussed the same types of things.  So, they’re right now in 

updating the Planning Committee, as well; they were notified of that.  So, you may have the 

conversation to say, when you meet with your administrative team, I know everyone’s working on 

updating their subcommittees and their overall committee and Comp Plans, I just wanted to see if we 

could talk about that, where we are with that right now.  But when you submit, that May 1st deadline is 

going to look for those four members on the Special Education subcommittee.  Okay? 

When entering or updating an editing member, it will ask you to list their first and last name, and it’ll ask 

you to designate their role.  Please make sure the role that you choose in the dropdown matches up 

with the role that is described within the instruction.  So, for Administrator, you must choose in the 

dropdown, “Administrator.”  If it would be a principal that’s on your subcommittee, don’t choose 

“Principal,” even though that’s their title.  Choose “Administrator,” because this is the description that 

the Web application actually runs on the backend to check for.  If you don’t have those specific names 

selected in the dropdown, it will kick back to you to say, “Insufficient members on your committee.” 

You will also want to be sure under Appoint to Subcommittee that you check that Special Education 

subcommittee, and then who they were appointed by, be it Administrator, a board member, 

community, peer teachers, whoever they were selected by.  Any questions about the committee? 

>> Okay.  The next section that we’re going to talk about, and it’s one of the buckets, as Jill described, 

the bucket is under Core Foundations.  And the first subcomponent under Core Foundations talks about 

Special Education Students.  And this is merely a count, a total count, of your Special Education student 

population.  So, again, this will have a number in there, you’ll need to update that for this current 

planning process. 

One of the questions we get asked is, should we be using our December 1st child count, or should we be 

using a real-time count?  That’s entirely up to you.  I would suggest you use more of a real-time count, 

because we know that this is not going to be due until May 1st.  As you get closer to that date, you may 



want to look at your rosters, make a determination what your count is, and go ahead and insert that 

number into the space. 

>> [INAUDIBLE] 

>> The question is, if that would include your students that are involved in IU operated programs as 

well, and yes, it would be. 

>> [INAUDIBLE] 

>> Yes, in APSs also.  This is not a number that we do compare to your December 1st child count, it’s 

merely a number that is part of a public document, if someone would look at that number just to see 

how many students are there in this school district with disabilities, or eligible for Special Education, 

they can just look at this number. 

The second subcomponent under Core Foundations is one that we really need you to pay attention to, 

because there’s been some difficulties in completing this section over the past number of years.  It’s the 

section that talks about Identification Method.  It is primarily for discussing your method for identifying 

children with specific learning disabilities, and only for discussing your identification method for 

students with specific learning disabilities.  As you know, there are two ways that we can identify 

children with specific learning disabilities; one is the “discrepancy model,” and two is an “RTII” model.  

Essentially, every school district across the Commonwealth is using a discrepancy model, because in 

order for you to be able to use an RTII model to identify children with specific learning disabilities, you 

would have to make application to the state, have that approved, and we only approve RTII 

identification for students with specific learning disabilities by building, elementary level and reading 

only at this point.  There are essentially only 33 school buildings that have been identified as buildings 

that are able to utilize the RTII method for identifying students with specific learning disabilities.  So if 

you are, in fact, one of those districts that has the buildings that have been approved, then you’re going 

to be addressing two ways to identify students with specific learning disabilities, and that will be the 

discrepancy model, and the RTII model.  If you are not one of those districts, then you should only have 

the discrepancy model in there.  Many times, when this section has been completed over the past 

number of years, districts misinterpret this statement, and they try to embed a narrative, and they put 

lots of effort into this narrative.  It talks about how they identify any student with a disability within their 

school district, starting with their pre-referral system, and describing that pre-referral system, and this 

gets to be paragraphs and paragraphs and paragraphs long.  And when we look at it as advisors, we tend 

to kick it back to school districts and say, “I’m sorry you did all that narrative, but you need to take it all 

out of there.”  So, be attentive to the fact that these are only going to be narratives that talk about your 

way of identifying students with specific learning disabilities.   Any questions on that piece? 

>> [INAUDIBLE] 

>> I’m glad you asked that question.  The question is, “Should we just list a sentence that says, ‘We used 

the discrepancy model’?”  We would prefer that you elaborate on that, and here’s why:  Again, the 

document is a public document, and many of the people who ask to see that document would not have 



a familiarity with what the discrepancy model really is.  So, what we ask is, the school districts develop a 

blurb that talks about how you look at the ability achievement discrepancy, and how you walked that 

path to making that determination if a discrepancy exists.  So, yes, we’d like to see a little bit more than 

just a statement; but we do often get just a statement.  We will often times kick that back, always kick 

that back to you.  Any other questions on that piece? 

The next piece under Core Foundations that you’re going to come to, the next subsection, will be 

Enrollment.  What you’re going to notice on the slide, and you’ll notice this also on the Web based 

application, is that there is a link to the Special Ed Data Reports.  And what we’re asking school districts 

to do, in fact, this will not be prepopulated for you, but what we’re asking school districts to do is to go 

to their Special Ed Data Report and look at their statistics, and draw some comparisons between your 

percentage of students enrolled in Special Education, and the state averages for students who are 

enrolled in Special Education.  What we’re asking you to do is, determine whether or not you are greater 

than or less than 10% discrepant from the state figure.  Let me explain that.  When we talk about a 10% 

discrepancy, what we’re talking about is actually a 10% discrepancy of the state figure.  So, let’s just say, 

for example, the state figure right now is 15% of students identified with eligibility for Special Education.  

If we take 10% of that 15%, we would have a figure of 1.5.  To be 10% above or below the state average, 

we ask you to do a plus or minus of 1.5 to that figure, and determine if you’re discrepant.  So, if you 

would think about the 15%, we’re going to take 1.5, which is 10% of the state figure, we’re going to add 

it to 15, 16.5 is the upper end, 13.5 is the lower end.  If your figure falls outside of that range, what we 

ask you to do is, discuss that as part of your plan. 

We’re also going to ask you to do that with each of the sub-categories, as you look down through.  So, if 

your speech enrollments are greater than 10% plus or minus the state average, we’d ask you to discuss 

that.  Let me be clear, too, that we’re not asking you to establish any targets, or any ideas about how 

you want to change that figure.  What we’re asking you to do is, discuss why you believe you may be 

discrepant.  In many cases, the numbers are going to fall where the numbers fall, but it warrants a look.  

So, again, if you’re greater than 10% above the state figure in a specific category of disability, you may 

want to look at that and talk about why that might be in your school district.  If you are greater than that 

10%, you may start to have some red flags going up, and you might want to start to talk about, maybe 

we should look at our pre-referral system, or these are the strengths of our pre-referral systems; you 

know, whatever you want to address as far as, why do you think this is happening?  You have a 

significant number of students that move from district to district, or you have an influx of students in a 

specific disability category; you may be talking about that.  But we’re not saying to you, if you’re 10% 

greater you need to dismiss kids.  What we’re saying to you is, it’s worth taking a look.  Worth taking a 

look at why that might be happening, and make some determinations from that point.  It’s a plan, it’s a 

three-year plan. 

>> [INAUDIBLE] 

>> The question is about looking at the Special Ed Data Reports online right now, and the most current 

right now would be the ’13-‘14s.  Yes.  Any other questions on enrollment? 



Now, obviously, if you’re not discrepant on any of those figures, you just want to mention that.  It’s not 

a good idea -- we didn’t talk about this earlier -- but it’s not a good idea to leave any blanks on a plan.  

Those will come back to you as a red flag. 

>> [INAUDIBLE] 

>> Yeah, the question is about describing the 10% discrepancy.  What we’ve said is that, it’s essentially a 

10% discrepancy, 10% of the state percentage.   Ten percent of the state percentage gives you the plus 

or minus calculation.  So, again, with 15% as being the state average of students identified with 

disabilities, you would look at 10% of the 15, which is 1.5, and do a plus or minus.  If it was 18%, we 

would take 10% of 18, 1.8,  would be plus or minus 1.8.  For every category -- you’d need to look at 

every category.  Some of them, what you’ll notice is that you’re going to have asterisks in those 

categories, and you’re not going to have a significant number of children in there.  Well, in many cases, 

you’re going to be aware of the fact -- you know those numbers, and you’re going to know that you’re 

not discrepant from the state averages.  You wouldn’t address it, if you were within that 10% range, you 

would just say we have no discrepancies that need to be addressed, or you might want to just identify 

that we do have a discrepancy in the following areas, with emotional disturbances, and for specific 

learning disability students with other health impairments, and have a discussion as to why that might 

occur. 

Okay, before we go to the next side, I’m going to talk a little bit about something that is surfacing 

throughout the Commonwealth that deals with addressing those issues that we just talked about with 

the discrepancy, and when we talk about making this plan public, there are some considerations that 

you need to make as far as end count, or sample count.  What you notice, and it was brought up in this 

last question, is that in many cases, on your Special Education Data Report, you would have had an end 

size of 10 or less.  As a Commonwealth, we have made the decision that whenever we publish a report, 

that if the end count is 10 or less, we replace whatever that number will be with an asterisk.  We’re 

going to ask you to populate some fields later on in your program profile, so we’ll have numbers of 

certainly 10 or less.  What we’re asking you to do as school district is to take that under consideration, 

because you’re going to need to make your report public at some point.  And what we’re going to ask 

you to do is, before you get to that point, is have some discussions in your school district as to how you 

want to reflect end count when you put that district plan up for public review. 

We’re not telling you that you have to have 10 or less, but that’s what we’ve decided as a 

Commonwealth that we asterisk.  And what we’re going to show you is, how you make that plan, once 

you’ve combined that, or put the plan up for public review, you’ll be able to make that plan into a PDF 

document.  What we’re going to show you are some steps that you can take prior to making that a PDF 

document, that will allow you to substitute end count numbers for asterisks.  However you decide to do 

that within your district is entirely up to you.  You may have something in your confidentiality plans, I 

don’t know; you may just have to have some discussions in your district as far as, if we’re going to put 

public reports out, do we want to identify a number that is intentionally small enough that would reveal 

any types of partially-identifiable information.  But that’s going to be entirely up to you, and we will talk 

about that one more time, as we talk about compiling the report, and making it available for public 



comment.  But it ties right into the fact that when you look at Special Ed Data Reports, in many cases, 

you’re going to see lots of asterisks because the end count is smaller than 10, 10 or smaller.  Any 

questions on that piece?  Just something to be aware of, and we’ll remind you of that later on in the 

presentation. 

Okay, before we go to the 1306 students and 1306.2 students, we’re going to give you a little break.  

Take about ten minutes, it’s five minutes until ten right now, by that clock.  We’ll go until five minutes 

after ten, and we’ll start promptly at five minutes after ten, and try and get you back on the road, here. 

>> All right, good morning!  My name’s Cortney Verner.  I’m also a Special Education Advisor with the 

Bureau of Special Education.  I actually serviced Allegheny Intermediate Unit 3, so I’m from Pittsburg, 

PA.  And we are certainly happy to be here visiting the eastern region.  We don’t often have an 

opportunity to do so, except for these trainings.  So, it’s nice to see new faces, and have some new 

communication. 

I’m going to pick up in the content areas where Pat previously left off, and we’re going to begin our 

discussion with Non-Resident Student Oversight.  Again, as Pat had mentioned earlier, most of this 

document within the Comprehensive Plan system will already have information contained within.  As a 

Phase One school district, you already entered that information previously, on the second half of that 

bridge.  So, it’s really nice that these narratives are already available to you through that online tool.  

But certainly, as we have further discussion about what kind of information needs to be contained 

within those narratives, and each of those content areas, you certainly want to give consideration to any 

modifications or addition of information that you would like to include in those sections. 

So, beginning with Non-Resident Student Oversight, these would be your 1306 students.  And what we 

ask you to do in this section narrative-wise, is to answer three questions that you are prompted to 

respond to within that content area.  We are asking you, how do you meet your obligation under 1306, 

with regard to servicing students that are identified, or thought to be eligible, that would include 

students both with IEPs, students with 504 service plans, and those students that perhaps may later be 

identified as such.  We want to know how you are servicing those students that are already identified, 

how you are delivering FAPE in those instances.  The last question asked, whether or not there are any 

barriers that exist to you servicing those students that may be placed in those 1306 facilities.  Now, 

when we refer to these actual physical locations and/or facilities, we’re speaking to those that exist 

within your catchment area in your district of residence, for which you function in the capacity as an LEA 

representative.  You are the host.  So, it’s those facilities located in your catchment area for which 

students are enrolled, that you are servicing, okay? 

Now, if, in fact, you currently do not have any facilities that are contained within your catchment area, 

you still need to answer these questions.  You still need to have a response, because your Special 

Education plan is three years in duration.  And as we know, these facilities are popping up more 

frequently.  So, you never know if, in fact, one may open during the life of your Special Education Plan.  

It is very easy to respond to questions one and two, whether or not you have a facility located in your 

catchment, because these are your obligations that you are responsible for under regulatory citation.  



And we have included in your PowerPoint in subsequent slides portions of the back that speak to what 

your obligations are for students located in these facilities under 1306, okay?  So, if you speak from a 

regulatory perspective, if, in fact, a facility opens in your catchment, you will know exactly what your 

obligations are, and what it is that you would have to do. 

Now, later in the plan, you will be expected to enter information regarding any facilities that currently 

exist.  So, what that means is, in the system, if you would please bring it up, Jill, on the screen, you will 

see dropdown menus that will allow you to enter that information in.  When we get to the final 

compiled document, there will be a beautiful chart that will populate that will list out those facilities, the 

services that are provided, and the number of students that it has, okay? 

>> [INAUDIBLE] 

>> Your question is, what did I just say?  I said that at the end, when the document is finalized, and the 

information has been compiled, there will be a chart that will list out any 1306 facilities that you have, if 

you do, in your catchment that you will have entered in those dropdown menus. 

>> [INAUDIBLE] 

>> The question is, will those facilities be pre-populated, or will you be responsible for entering them?  

You will be responsible for entering that information.  Our dropdown menus only allow you to enter 

information because we have no idea what facilities may exist in your catchment.  You are responsible 

for informing us, in that respect. 

>> And just to clarify, in this area, they are all narrative.  What Cortney’s speaking to, when there are 

dropdown menus available, that’s when under your Assurances, where you’re listing those facilities, the 

dropdown will be coming there.  But for this section, it’s all strictly narrative. 

>> Okay, that’s a critical piece of information.  So, if you didn’t hear that, I want to explain it to you 

again.  When you are completing the narrative and responding to those questions, those dropdown 

menus aren’t going to be in that very same section.  They will come up later in the plan, where you will 

enter that information, okay?  They’re not two together, they’re in separate sections, okay?  Right now, 

we’re speaking to the narrative piece that you will have to respond to.  But it’s a little bit more salient 

when we talk about what the information is going to look like when you later enter it into the system.  

Yes, question? 

>> [INAUDIBLE] 

>> The questions is, when I refer to the district catchment area, am I referring to those physical 

boundaries for which the areas you serve as a school district?  And the response to that is, yes.  I’m 

responding to the physical location that you are responsible for delivering services for students that are 

residents of your district. 

 



>> [INAUDIBLE] 

>> No.  The question is, in question one, as part of the narrative under 1306, is that designated for all 

students identified with disabilities, or only those within 1306 facilities?  That is specific to students only 

in 1306 facilities. 

>> [INAUDIBLE] 

>> It’s for all students within those facilities. 

>> [INAUDIBLE] 

>> Okay, let me back up.  So, your question is, is it for providing information specific to all students, or 

students with disabilities?  Is that your question? 

>> [INAUDIBLE] 

>> Okay.  For all three questions, because this is a Special Education Plan, you’re only responding to 

Special Education students who identified or thought to be eligible, okay?  Not all students, because 

certainly, you may be servicing other students that are not identified with disabilities in those facilities.  

Okay?  Any other questions?  Okay.  Yes? 

>> [INAUDIBLE] 

>> You’re not seeing what on the screen?  What are you looking for?  The three questions? 

>> Under Core Foundation, Special Education ... Core Foundation, Special Education, scroll down. 

>> And as you will see, all of that information within the system will come up and prompt you to what 

questions that you need to answer.  So, it’s not as if you have to sit down next to the tool with your 

PowerPoint handout to know what the questions are.  So, it’s sort of convenient in that manner, and will 

always be available to you as you need to complete that information. 

Next, we’re going to talk about 1306.2 students.  Those are students that are being serviced in adult 

correctional facilities that are under the age of 21.  Now, sometimes this does become a point of 

confusion, because we often think about those juvenile detention halls that might be within the 

boundaries of our school district.  But in this section, we’re only speaking to adult correctional facilities, 

okay?  And those students that are under the age of 21, or 21 and under, or who may be incarcerated in 

those facilities.  So, we’re going to follow this very same rule of thumb.  In this section, regardless if you 

have any adult correctional facilities within your boundaries, you are still going to respond to the 

questions within that narrative that you were prompted to answer. 

Later, in the Comprehensive Plan system within the software, you will also, I believe, Jill, under the 

Assurances, you will again get the dropdown menu that will ask you if, in fact, you do have an adult 

correctional facility within your boundary that exists, and you will need to enter the name of that 

facility.  There will be a dropdown that will say, “Type,” and I want you to pay attention this piece, 



because the dropdown menu will ask you is it a 1306 facility, or is it a 1306.2 facility?  So, you want to 

make sure that you choose the correction option that would be applicable, because that will again later 

populate the chart that will come up in your Special Education Plan at the end, that would indicate if, in 

fact, you do have those facilities located within your boundaries. 

We have also included additional citation information within your PowerPoint that speaks to those 

obligations that are specific to students with disabilities that may be incarcerated in adult correctional 

facilities.  So certainly, if you do not currently have a narrative that already exists in the system, you 

have the information available to you to be able to speak to that and answer those questions.  So, you 

have a narrative that may, in fact, be more general in nature, in case such a facility would open in your 

area.  Sure! 

>> [INAUDIBLE] 

>> You’re not going to count them in that chart.  So, the question is, if talking about students who 

attend those facilities that are located within your district, but not the students of your district that may 

be attending those facilities?  In either case, if that facility is located in your boundaries, and it’s either 

your own student who is a resident of your district, or if it’s a student who is from another district for 

whom you are the host, it doesn’t matter.  You have to meet obligations to all of those students with 

disabilities, because in every single instance, you are still the LEA who is responsible for the provision of 

FAPE, and those obligations that come under the regulations.  Okay?  That was a very good question. 

All right.  We are going to move into Least Restrictive Environment.  Again, this is another narrative 

content section, located within the Special Education Plan, for which you are going to be prompted with 

three questions.  Again, what’s nice about the system, and you being a district that is returning as Phase 

One, is that you currently already have a well-written narrative that’s been approved within this section 

on the Special Education Plan.  So now, you have the opportunity to review what currently exists in that 

system, and any information or program changes that may have occurred at the district level over the 

course of the last three years that you want to include that information within this section. 

I want to bring to the surface an area that oftentimes results in a return on a Special Education Plan, is 

that we ask you to speak to the supplementary aids and services that you as a district provide to your 

students that are identified.  We want to see that you are including all domains that are associated with 

supplementary aids and services.  We’re actually going to bring up a resource to you that is available on 

the PaTTAN Website, if you just go to the search engine, and you enter “Supplementary Aids and 

Services,” we have a wonderful publication that nicely outlines those domains by collaboration, 

instructional, physical environment, social, behavioral.  And then what you want to do is, once you’ve 

identified those domains, what you do as a district in terms of examples that demonstrate how you go 

about implementing supplementary aids and services to your students, so that they have an opportunity 

to participate in the least restrictive environment possible. 

Additionally, this question also warrants you to take a look at your Special Education Data Report, or 

your SEDR, with regard to the educational environments for LRE.  When we look at that indicator 

information as it is organized within the SEDR, we want you ask yourself, did you meet the SPP target, or 



did you not meet the SPP target in those three environments?  If not, we would like you to address that 

within this section, and include subsequent information or rationale as to why, perhaps, you have not 

met those SPP targets, and also what you are going to do to support your staff accordingly through 

training to address, perhaps, what some of those needs may be, as it relates to Least Restrictive 

Environment within those three categories.  

Now, what is imperative in this piece, is that if you are a school district that may already have a current 

or live corrective action verification plan as a result of typical monitoring, or if you currently have a live 

improvement plan, you want to refer to those documents and use them to help answer this question 

and provide information with your narrative.  Because really, you’ve already done most of the work to 

address those issues, and you want to pull it over into this section, because later, when we talk about 

personnel development, you are going to give consideration to those training needs in the domains that 

are required for you to provide that training.  And if you have already developed a good, professional 

development plan to address some of those issues, we aren’t asking you to do more work.  We aren’t 

asking you to do more training, but rather, take that information and streamline it, so that it is valuable 

within this context as well.  And I want to make it very clear at this point that we are not saying to you, 

you have to develop an improvement plan, you have to develop a correction action plan.  That’s if, in 

fact, you already have one that is currently active and in existence.  We want you to extract that 

information and include it whether you are responding to the narrative.  Okay? 

And again, as bullet number two indicates, you’re going to describe what programs you’re currently 

using locally that may be working well for you, what your future plans are, because it may not be that 

you’re adding a program the first year of the Special Education Plan, but perhaps in your two or your 

three, you have other plans for your school district to address this area.  So, we just want to make sure 

that you’re including all of that information.  And also, how you are utilizing resources that are available 

to you to assist in the support and development of those programs that you’re working on, or that 

perhaps may already exist.  And again, if you have a live improvement plan, or you have a live corrective 

action verification plan, you are already accessing those resources, so you certainly want to give yourself 

credit where credit is deserved, if, in fact, that’s an activity that you’re already carrying out. 

Additionally, as we had discussed within the 1306 and the 1306.2 areas, when we talk about Least 

Restrictive Environment, later in the plan, again, you will have dropdown menus for which you are going 

to enter information for students that are placed outside of the district.  Jill’s going to pull that up for 

you, so you can see where it is located.  Least Restrictive Environment Facilities is what you will click on.  

If you have students that you have placed outside of the district, you will then add what that new facility 

is.  The dropdown menu will allow you to say what type of entity it is, in addition to the facility name 

that you type in, because they’re not pre-existing within the system.  You will either have to add, and/or 

delete, because remember, you already have this type of information in your plan.  So, you will be 

reviewing, editing or adding as determined to be appropriate, based on which students you have out in 

which facilities, currently, okay?  And again, when you are writing this plan and entering that 

information, it is a snapshot of where you are at that given time.  The expectation is, after May 1st that 

you come back and you add or you change, you delete, you modify.  We do not expect you to change 

any content areas of your Special Education Plan once it is approved, with the exception of your 



program profile.  And we will talk about program profile a little bit later, okay?  But again, you want to 

review those facilities for the students that you may have placed out of the district.  If you’re no longer 

utilizing those, then you want to delete the ones that perhaps already exist within your plan.  We don’t 

need you to project where you may be sending students either; again, it’s a snapshot of that given time.  

Question? 

>> [INAUDIBLE] 

>> Number of students -- the question is, do we want to put all of the students within one group, or 

separate them by entity?  We would want to separate the students by entity.  Any more questions 

regarding the narrative, as it relates to Least Restrictive Environment, or how you will list out your 

corresponding facilities?  Okay. 

We’re going to talk a little bit about Behavior Support Services.  Again, another area of the Special 

Education Plan, for which you have already entered and have existing information.  You want to review 

the information again in this area, why?  Because it’s three years old -- a little over two years, actually, 

it’s not technically three yet.  But it’s over two years old.  And as the first question indicates, you are 

going to be prompted to provide a summary of your district policy on Behavior Support Services, and 

this can include school-wide positive behavior support.  Now, if your policy has changed within the past 

two plus years, which it may have, because if anybody is a current subscriber to PBSA, they have 

updated that policy.  You want to make those additive changes here in this section.  Now, we ask you to 

just provide a summary of what the district policy is.  Some LEAs, however, choose to cut and paste their 

entire policy.  That is okay.  You’re certainly going to read it and review it, but if you merely want to 

provide a summary with the key components, that’s absolutely fine, as well. 

We also want you, in this section, to talk about the type of training that you were providing locally to 

address behavior support.  Now, again, this is another section for which you need to address narratives, 

and then we’re going to talk about it again in Personnel Development.  So, if you ‘re talking about what 

you’re doing for positive behavior supports in this section, it does not mean you are not to put it later in 

your personnel development.  We want to pull that information through at a later time.  You, as a school 

district, are required to provide training under positive behavior support in two mandatory areas:  That 

is de-escalation, and positive behavior support.  School-based mental health is optional, but if you are 

doing it, please talk about it.  Include it in your personnel development calendar when we get to that 

point later in the plan, okay?  But you must provide those two types of training; so you want to talk 

about it from a narrative perspective in this section, and then we’ll address it in our professional 

development calendar when we get to Personnel Development, okay?  So, again, you want to credit 

yourself.  De-escalation is probably [INAUDIBLE] occurring on an annual basis, locally, so talk about it in 

your narrative, put it in your Personnel Development. 

All right.  Let’s talk about Intensive Interagency and Ensuring FAPE for more difficult or Hard to Place 

Students.  Again, this is another narrative piece that already exists for your entity within the system.  

You know what interagency procedures you have in place, and what types of relationships and supports 

that you have built that you as a school district are able to access to assist you in such circumstances.  



So, you want to review again that information that you already have that was previously approved, but 

as you know, as each year progresses, there are more interagency supports that become available to 

school districts that you may be accessing or utilizing currently, or at least minimally are available now 

to use, that previously may not have been.  So, even if this is an area for which you’re not accessing 

because you do not have any students currently that may be more difficult to place, certainly this has to 

be your little bag of tricks for which you are able to pull, if, in fact, you get into a situation that you need 

to use a more intensive interagency approach, okay?  So, you do want to give additional consideration.  

This is not just that standard response that you see from year to year, because again, we know that this 

is a field that is ever-growing, and there is continuity in supports and services that are available to you as 

a district perhaps this year, that hasn’t been in the past.  So, you just want to consider that, whenever 

you are reviewing.  And again, if you minimally just follow the three questions that you are prompted 

within the system, again, this will be in the Comprehensive Plan system.  You need not come back to 

today’s slides, but you will see right here listed for you, so the questions that you need to respond to. 

Now, as a side, as you are completing each of these content areas, and responding to each of those 

questions, if, in fact, you have any concerns or questions, you want to contact your Special Education 

Advisor.  If you work with them while you are online, or while the document is being developed, it will 

decrease the amount of back and forth or returns or rejections that occur, because as indicated earlier 

in the Demographics section, whomever is listed there is the person from your entity that will receive 

notification of those rejections, or those accepts.  So, if you don’t want your superintendent to have to 

get a rejection every time there’s a piece of this Special Education Plan that needs to be corrected, it 

really does ease that back and forth, if you have open communication with your Special Education 

Advisor, because our help and our intent as your advisor to support you is that by May 1st, you have an 

approvable document, that we will not have to continue to edit and revise after that date.  Okay? 

All right.  Lastly, we’re going to talk about strengths and highlights.  And in all honesty, this is an area for 

which truly, you really can’t go wrong.  You get to talk about your district and the wonderful things that 

you’re doing locally to support students with disabilities.  So, if there are any programs or services or 

supports that you are providing to your student population that perhaps is above what is required of 

you by regulation, this is where you want to allow that information to sign.  If you have ever participated 

in a cyclical monitoring, you know that in your administrative interview, that’s your opportunity to 

provide an overview of what you do locally with regards to your programs and services for students with 

disabilities.  And this is an area of the document for which you are going to do the very same. 

Now, again, just want to remind you, this is a public document.  There are those in the community that 

request a copy of this public document.  So, if you’re going to speak to what those supports and services 

look like, again, this is where that’s going to be reviewed by others in your community, within your 

district of residence.  And certainly, you may not think that there are requests for this document.  But 

there have been many requests that have come into our bureau for a copy of these documents with 

several different school districts.  So, we will always notify you if, in fact, such a request were to come in 

to our bureau, so that you are given the opportunity to provide that document to someone in your 

community that may be requesting it.  But we also want to be mindful that as a public document, we are 

double-checking our grammar and our spelling.  It is not possible as advisors for us to catch every single 



one that exists, because we are more focused on the content information, and assuring that you’re 

meeting those requirements as set forth by regulation.  But you do want to give it a very good read, 

because again, once it is approved and it is done, you will not have opportunity to go back, and we don’t 

want you to edit that document once it’s been approved. 

Now, that said, when we talk about editing and revising the document, once your Special Education Plan 

has been approved, it will be archived with the date it was approved and the information that was 

submitted.  So understand, even though this document is still open, and technically, through this 

system, you would be allowed to change something, we are asking you not to do that.  And we have 

archived what has been approved, okay? 

>> And just a side note, the only thing that you would then edit and update within the system within 

that three-year window is your SEPRN, which is in the same area under Program Profile.  And we’re 

going to go over that as well. 

>> Again, just one last piece of information as it relates to Strengths and Highlights -- when you look at 

your Special Education Plan collectively, you want it to be a representation of the continuum on services 

that you are providing locally, okay?  It’s a collection.  So, we want that to be evident in each of those 

areas that strengthen and highlight the very good place to put that information. 

Special Education Assurances -- in the past, if you’ve been around for a while, the manner in which this 

information has been collected has been through a narrative that the district has had to develop, and 

we have had to approve.  Now, in the system, we’ve kind of made your job a little bit easier, and that is 

already prewritten for you.  But we require you to read, agree, accept and check a box within the 

system, saying that I will, in fact, do everything that I need to do for special education, as I am required 

to do so as part of regulation.  So again, you need to read through the Assurances, and you need to 

check the box that you agree.  That is our commitment to the federal government. 

In this part, we talked about how enter facilities.  We are going to move into the Special Education 

Program Profile.  As we mentioned earlier, this is the only component of the entire Special Education 

Plan that may be updated or edited.  Following the approval of your Special Education Plan, as you 

would need to update this section, you will have to complete a SEPRN, or a Special Education Plan 

Revision Notice.  And there is an entirely different process that goes along with those submissions that 

we will talk about at the end.  But for the intent and purpose of today, and the development of your 

Special Education Plan, we do not require you to complete a SEPRN, because you are currently in your 

year of development when approaching your Program Profile.  However, please note, this is an 

important piece.  As you develop the current Program Profile, if you must move a classroom, delete a 

program, add a program, or there is a Transfer an Entity, you must account for that in the Program 

Profile and identify it as such, so that your advisor knows that they must contact you and set up an 

appointment if we need to physically review facilities as required under Chapter 14.  I would also highly 

recommend if that is the case, you pick up the phone and you call your advisor, or you send an email 

saying, “I have a new Program Profile.  I have moved a classroom, “ “I intend to move a classroom,” or, 

“I need to add a classroom.”  You want to have communication with your advisor because your plan is 



open.  It’s in open status.  We would never get notification through the system that you were making 

such a change while it is currently open, okay?  So, it’s to your advantage that you don’t have to deal 

with the SEPRN process, however, you still need to give appropriate notification to your advisor.  

Question? 

>> [INAUDIBLE] 

>> Moving a classroom.  So, the question is, if you -- once you move a classroom within a building, or 

from building to building, do you still need to notify your advisor?  And the response to that is, yes.  Any 

time you need to move a physical space, whether it is within a building, or between buildings, facility 

requirements are applicable, and we need to review those spaces.  Good question.  So, what we are 

going to do in the Pro-- another question? 

>> [INAUDIBLE] 

>> If it’s not a classroom, but a treatment room?  I will tell you this:  Treatment rooms, [INAUDIBLE] 

rooms, Calm-down rooms, those are not physical spaces that are governed under Chapter 14.  Chapter 

14 only speaks to those classrooms that carry caseloads and whatever types and levels of support that 

are designated, okay?  Now, not to say you don’t want to give consideration to those physical spaces in 

light of, but we do not have regulation that governs those specific types of rooms.  Another question? 

>> [INAUDIBLE] 

>> So, the question is, in the system, when you’ve done SEPRN, you don’t automatically get a 

notification sent to your advisor?  The capacity to complete SEPRN within the Comp Ed Plan system just 

came to fruition in ...? 

>> About five, six months ago, so Phase Three, we’re the first ones that really, after their submission of 

their last in May, they were able to complete it this summer. 

>> Mm-hmm. 

>> So, really, over the summer months was the first time that the capabilities were there, opposed to 

doing it in the eSP. 

>> Mm-hmm. 

>> That’s something we can work on, because currently, it does not notify.  Does it?  Oh, sorry, I 

misspoke.  It does notify. 

>> Mm-hmm.  [INAUDIBLE]. 

>> Now, what I say to you is, when you are at the mercy of any electronic system, we are supposed to 

get responses.  We are supposed to get notification.  But it just is always in -- best, safe, to contact your 

advisor to give them the heads up to say that you have submitted a SEPRN, because allow me to tell you 

this:  As we mentioned earlier, the rights that you get from your LSA to have control within the system 



will govern your ability to submit SEPRN.  So, if you are not labeled a Plan Leader, you will not be able to 

submit a SEPRN, okay?  I’ve had many of directors and supervisors say, “I did it.  It’s done.”  I don’t get 

the notification, and we come to find the work is in there, they added or they deleted, or they revised 

appropriately, but they were unable to submit it for me to receive the notification.  So, the capability is 

there.  We want you to utilize it, and we will talk about it very specifically at the end of today’s training 

on the plan of how the SEPRN process currently works.  But for right now, from today’s date until May 

1st, if you have changes that would have typically come in as a SEPRN, you are going to do them and 

build them within the confounds of the development of your Program Profile right now, with giving your 

advisor notification if there’s anything that requires a facility check.  Okay?  Are we clear on that piece? 

>> [INAUDIBLE] 

>> So, the question is, if you have a Submission button that you’re able to click on, does that mean that 

you have Plan Leader rights?  And that is, yes.  If you can see a Submit button, you’ve got it.  If you do 

not see a Submit button as you follow the process, then you do not.  Okay?  And again, your advisor has 

access to a PowerPoint presentation that can guide you step by step in the SEPRN submission process, 

and we’ll talk about that again at the end, because I don’t want to cloud anything with the live 

document that we have right now.  So, we’re going to follow the process together. 

I want to provide to you right now an example of how you enter information into the Program Profile, as 

it relates to your teaching staff and related personnel.  I’ll take questions once we go through an 

example, okay, because this is an area -- this is a very large content area of your Special Education Plan.  

And again, it demonstrates the continuum of services, and whether or not you have enough people and 

support to be able to provide it.  So, there are a lot of questions that come to surface when we start 

talking about this area of the Plan.  So, if you can just bear with me as we move through at least one to 

two examples, we will then take any of the questions that you may have that pertain to program 

content, okay? 

So again, the Program Profile is a demonstration, or a general overview, of the supports and services 

that you provide as a school district to your students on site, okay?  And it tells us whether or not you 

have the manpower to be able to provide those supports and services.  So, when I look at my teachers 

or my staff collectively, I’m going to enter them into the system by Program Position One.  Now, I need 

you to be all ears for this piece, because you were Phase One school district.  When you submitted your 

plan last time, you were a part of a bridge, as Pat indicated earlier.  The first half of you did your 

Program Profile through the old eSP system, and the second half, you actually did within the system.  

This past year, we contacted you through CAI View in an email that said, “If you did not go back and 

enter your Program Profile information from eSP, you must do that now.”  So, everybody has re-entered 

their information, because when we rolled over in the system, if you recall, we had lots of sad faces, that 

the Program Profile in eSP couldn’t be pulled through to the Comp Ed Plan. 

>> We tried. 

>> We did.  We truly -- it was not fun for anybody! 



>> [INAUDIBLE] 

>> Well, interesting... 

>> [INAUDIBLE] 

>> Okay.  So that was just some commentary about how user friendly the program is, however, I do 

promise you this:  I also am a creature of habit, and switching out through systems is very difficult also 

for myself.  But once you get in and you use this system more frequently, you’re going to find that the 

way that it is organized is so much easier, and makes more sense.  I promise -- I don’t make promises, 

but I promise you it is very easy to navigate once you become used to the system, and you have been in 

there more frequently. 

So that said, your staff, or the information that you had previously in eSP, is not located within the 

software system, or in the Web application.  So, in the Web application, you have entered all of those 

teachers and their corresponding FTEs, and the types of services and supports that they provide.  Now, 

in 2008, when Chapter 14 was updated, we started to utilize a process called proration.  How many 

people in the room are familiar with utilizing proration?  Okay. We’re going to go through this practice.  

So, what proration allows you to do is actually quite wonderful, as it gives you more latitude as an 

administrator on how you want to utilize your staff, and that the old way is, whatever you had the most 

of in your classroom is what we called it.  So, if the majority of your students were learning sports, we 

called them [INAUDIBLE].  Now, we’re going to call it exactly what it is.  So, in essence, where I may have 

had one teacher that was just my learning support teacher, or I had a teacher that was just my 

emotional support teacher, we know that their certification allows them to do it all, okay?  So, they can 

provide various types and levels of support, as their certification allows them to do, under Chapter 14 

requirements, as it pertains to types and levels and caseload maximum, okay?  So, that is how we’re 

going to approach this.  I’m going to do one easy, and then I’m going to do one that’s more variant. 

So, let’s begin with an easy teacher entry.  Let’s take one full time FTE.  Now, we understand that you 

may have some teachers that are part time.  But for the majority of your folks, they will be one full time 

equivalent, okay?  And if you have a half time person, or a .5 FTE in the system, your advisor will ask you 

about it just to make certain that it is, in fact, correct.  Or, if you have duly certified teachers, or whom 

are servicing Special Ed and General Ed, please know that the Program Profile should only account for 

the portion of their FTE that is responsible for special education, okay?  So, let’s start with Example One.  

I have a teacher that is going to provide [INAUDIBLE].  I have learning support teacher that is only going 

to provide learning support.  They’re going to provide itinerate learning support, and they’re going to 

provide supplemental learning support.  So, let’s enter in that segment, however, they’re going to be in 

two different buildings.  We’re going to put in the building grade, so you will have a dropdown menu, 

and you will choose whether or not it is a elementary, a middle, a junior high, a junior-senior high.  Pick 

the one that best fits.  Please note that if your entity is organized as such that perhaps you have a 

middle school that runs 4:00 to 8:00, we don’t have a piece there that addresses that, you can pick the 

one that best fits, because it’s not going to impact your age range restriction. 



We’re going to put in the Support Type, it’s going to be in a building that is for general education.  We’re 

going to be doing learning support, let’s do itinerate first.  The low age range, let’s pick five, and the high 

age range, let’s pick eight.  I’m going to split my teacher in half.  So, I’m going to give her 15 itinerants, 

learning support students, and I’m going to give her a .5 FTE.  And the reason I’m giving her a .5 FTE is,  I 

want to provide her with some cushion if she has growth in her caseload, because what I know is to 

figure out whether or not I have enough, I’m going to take the number of students on that itinerant 

learning support caseload, which is 15, and I’m going to divide it by the Chapter 14 caseload maximum, 

which is 50.  Point five is more than what I need.  And what we say to you is, when you are configuring 

how you’re going to assign your staff, give yourself enough cushion for growth.  We are only asking you 

to put in this area what that caseload currently is.  We do not want a projection, we want to know what 

it currently is.  We understand that you’re going to grow, but we may not come back and change 

anything about this, unless you believe you are going to exceed your caseload maximum, okay? 

So, I’m going to make her .5, I’m going to add the segment.  And as you can see, programs, position, 

whatever the number will be will have a line item that indicates the type and level of support assigned 

to this teacher and the corresponding FTE.  I’m also going to have this teacher provide supplemental 

learning support.  So, I now need to add another segment.  Within that segment, I’m going to have her 

in this -- we’re going to put her in a different building.  Let’s put her in middle school.  Let’s do General 

Ed, we’re going to provide supplemental.  Let’s do learning support, because we’re keeping it easy.  Let’s 

do a low age of 12 and high age 14.  Caseload, let’s give her 20.  FTE .5.  Do I have enough FTE to support 

20 students in supplemental learning support?  No.  So, if I put that in, I’m going to get a red flag that 

tells me I don’t have enough FTE to support.  So, that’s the nice piece of this system.  When we did it in 

eSP, or we did it by paper, you were responsible solely for the calculation, with your advisor to double-

check that once you submitted.  Now, it will let you know if you have exceeded, okay? 

So, let’s go back.  How about we give her 10 supplemental learning support students, and maintain the 

same .5 FTE.  Am I going to have enough coverage in that instance?  Yes, because I will have taken the 

10 supplemental, divide it by the maximum under Chapter 14, which is 20, which will give me exactly a 

.5.  So, this is an easy one. 

Now, understand, you can give your teacher any configuration that you have determined to be 

appropriate locally to service your population.  So, if I have to have itinerate and supplemental in 

Building One, I have itinerate and supplemental in Building Two, that’s okay.  You can do it that way if 

you want.  You can list out as many buildings as you want by type and level of support.  So, you can have 

some of them that potentially could have eight lines.  It’s however you have assigned that person. 

Now, please note here, in some instances, there will be [INAUDIBLE] caseload maximum, and we’re only 

sticking to Chapter 14 types and levels of support, that on the forefront will look as if you have exceeded 

age range restriction, but you have not.  For example, you’re a speech and language pathologist, they 

are servicing students ages five to 21.  Does that mean they’re in the same instructional group?  

Absolutely not.  So, in the system -- do we want to do an example? 

>> Sure. 



>> In the system, when you go to put in your speech and language position, whatever the number may 

be, it doesn’t matter, and we put in ages five to 19, you will get a red flag that, again, will pop up into 

the system that will ask you to provide a justification.  And within that justification, you will need to 

indicate that that person, or that position, is not servicing students within the same instructional group 

that are exceeding age range restriction, okay?  And speech is really the easiest one that does that.  

However, that does not mean it doesn’t happen, or that it is not appropriate.  There may be instances 

for which the IEP team has determined that a student needs to participate in an instructional group for 

which they have exceeded the age range restriction, but that is okay.  In that area, you will also get the 

Justification box that will pop up, that you will need to provide that rationale.  If it is appropriate, you 

need to say in your justification, “Student participates in an instructional group for which age range 

restriction is exceed, this has been determined by that student’s IEP team and incorporated within the 

IEP document.”  Okay? 

I understand that many school districts utilize IEPWriter as their software, there’s a little piece of paper 

that gets generated that says, here’s a waiver, check, check.  We do not consider that to be a waiver, 

okay, by regulation definition; but rather, the IEP document, that’s your legally binding document, and 

that’s where you would need to account for that rationale and that information.  Please note:  The 

question that often comes up is, if I have a student in an instructional group that is exceeding an age 

range restriction, do I need to write that in every student’s IEP that’s in that group?   And the answer is, 

no.  You need only account for that rationale for the student that has exceeded the age range 

restriction, okay?  So, that is the only student that needs to be accounted for formally, within your 

document. 

>> [INAUDIBLE] 

>> The question is, where in the document do you account for that information?  Our bureau has never 

given formal, written correspondence to say where you must put that information, again, because that 

is a decision that is determined by the IEP team.  They will make the decision as to where it would 

appropriately be included.  For the most part, I know in our experiences when we have reviewed IEPs, 

for which that is the case, we have seen LEAs include that information in the present levels.  We’ve 

never not accepted that.  I don’t want to stand here and say that that is the dictate, and where you must 

put that.  Did you have something to add, Pat? 

>> Just the reason that we have not really made a statement as to where that belongs in the IEP 

document is because the regulations really say that it’s the IEP team that determines the 

appropriateness of that placement, even though that child exceeds that age range.  So, it would just be 

somewhere within the IEP document.  And one of the things that I was talking about during some of the 

other training, you know, you’re establishing some common threads throughout the document, from 

present ed levels to strengths, and needs, and all that kind of thing, all the way up through the end of 

that document.  I think it’s a way -- I think you can make it seem very appropriate as to the reason why 

that student’s in there, if you start with present ed levels, and then just move through.  So, that’s usually 

where we stand. 



>> Now, that said, in your Program Profile, you’re going to include every support service that you 

provide to your students that carry caseload maximums under Chapter 14.  So, if you go to Chapter 14 

and you pull up the little chart that says, here’s how many learning support supplemental you can have, 

how many itinerant, how many full time -- every support you see listed in that table are those that you 

need to account for in the program profile .  So, I don’t want you to get confused when we start talking 

about contracted services, okay?  Here’s what we need you to understand.  If you contract a service that 

carries a caseload, or has a caseload maximum under Chapter 14, you must put them in your Program 

Profile.  It doesn’t matter if they are not your employee.  You, as the district, are providing that service, 

okay?  And within the program segment, we do allow you, under -- at the top there, where it says 

Operator, you may choose who is operating that on your behalf.  So, if it’s an IU person that you’re 

utilizing to provide DHIS, BVIS -- you want to choose IU.  If it is a private vendor, you can choose 

Contractor.  You have various types of operators within that dropdown, as it is appropriate for your 

entity, okay? 

Now, because you were contracting vision, because -- and I don’t want you to miss this, because it 

comes up often -- because you were contracting vision, because you may be contracting speech, 

because you may be contracting hearing services, do not put them under your contract services, 

because they carry caseloads.  So, they have to go in your Program Profile.  If you contract full sites, we 

have a place for that.  But they don’t carry a caseload maximum under Chapter 14, so they should not be 

in your Program Profile.  Other piece:  When you enter a contracted provider that carries a caseload into 

your program profile, you don’t need to know where Mary Jane is for every single district that she’s 

servicing on behalf of the IU.  You only need to know what she’s doing for you.  So, if she’s servicing two 

of your hearing support students, then you need to give her enough FTE to minimally support two 

hearing students, okay?  We don’t need to know what her FTE is that the IU has assigned her, or what 

her other caseload pieces may be in other school districts, okay?  All right.  You have a question? 

>> [INAUDIBLE] 

>> Okay.  We did talk about that one.  All right, so the question is, case managers versus providers of 

service.  In the Program Profile, you are going to assign that student, for the most part, to only one 

person, except for those instances that that student may be receiving additional related services; easiest 

case in point is, I have a student that is autism support, and speech and language.  They need to be on 

the speech and language person’s Program Profile, and they need to be on your autistic support 

teacher’s program profile.  The other question is, if I have a student that receives both autistic support 

and emotional support, do I have account for them once or twice?  If it’s two different individuals 

providing the support, you will need to account for them on both teachers’ roster, or their Program 

Profile.  They will be assigned to both.  If you have one teacher that perhaps is providing both types of 

support, which you’re allowed to do, based on how you have configured, you would account for them 

one time on that teacher’s caseload.  Now, if you would like to further complicate things, and add your 

entity, you have a teacher of record, and a teacher of service.  We say to you, that child must belong to 

one service provider, however you assign it.  It does complicate things, though, it really, truly does.  And 

that’s certainly a practice that, yes, continues to be utilized, but it is one that is quickly dissipating, 

because of some of the nuances that come along with utilizing it that way.  Okay?  Question? 



>> [INAUDIBLE] 

>> So, the question is, if a student receives several services by several different providers, does that 

mean that they will pop up on the Program Profile under several different program positions?  And the 

answer to that is, yes.  If those services are being provided by different individuals, they will be assigned 

to several different individuals, because a DHIS teacher has their maximum, a speech person has their 

maximum, and a learning support teacher may have their maximum.  So, however you have it 

designated within your entity.  Again, you may just have one teacher who’s delivering multiple types of 

supports, because that’s what they’re qualified to do.  However, you may have a student that’s receiving 

vision services, speech services and life skill support services, okay?   And in those instances, they will 

need to go onto separate rosters, because there were different assignments that are correlated with 

each of those types of supports.  Question? 

>> [INAUDIBLE] 

>> The questions is, those that should be under contracted services are only those that don’t carry 

caseloads?  The answer is yes, and we’re going to talk about contracted services next.  But for the 

purpose of the program profile, you’re only going to put any contracted service that you utilize that 

carries a caseload maximum under Chapter 14, okay? 

>> <Let me just interject, too, that we talked earlier about the enrollment of students, and you put in a 

fixed number, and it’s essentially an unduplicated count if the number of students are identified.  Your 

Program Profile is essentially a duplicated count.  If you added all the numbers in your program profile, 

it will exceed -- it should exceed your number of students who are enrolled in the school district, or that 

are identified with disabilities, because those children are going to show up on multiple programs 

throughout that Program Profile.  So, it is an administrative decision as to where you’d locate those 

children, but understand that what we’re trying to do is account for the fact that you have enough FTEs 

in each one of your programs to be able to accommodate the number of students that are enrolled in 

that program.  That’s really how we do that through this particular program profile. 

And then, before we go on, we recognize there is a place on the Program Profile that we really want to 

make sure we address, and it’s a special section where if you do click a box that says that this is a new 

program to your school district, if you’re familiar with the SEPRNs, this gives you the facilities survey that 

would have to be completed, if you are adding a program or moving a program.  You would be clicking 

this box so that you would get the facilities survey. 

>> And you know that anytime you get the facilities survey, you need to let your advisor know so that 

they can do the on-site review. 

>> [INAUDIBLE] 

>> The question was that for the position in class, will there be some instances in which you need to 

check both the position and the class?  And the answer to that is, yes. 

>> [INAUDIBLE] 



>> There’s no stupid questions. 

>> [INAUDIBLE] 

>> Okay.  So, the question comes up, is, if I move a Special Education class out of a Special Education 

classroom and I replace it with another Special Education class, is that still considered to be a needed 

SEPRN?  You will treat it as a move within the system, so that it is tracked accordingly.  Whether or not it 

is a move that requires your Special Education Advisor to do an on-site of your facilities is a discussion 

that you need to have with your advisor.  And the reason I say that is, even though it’s designated as an 

approved Special Education classroom, we know that other components of the building change, too.  So, 

if that was approved because it was an appropriate ebb and flow, but yet, you changed other General Ed 

classrooms that may have impacted that Special Education classroom, because we know hallways 

change in grade level, we have pods that are being created by subject area -- any of those components 

can, in fact, be impacted.  So, even though it’s one Special Ed for another Special Ed, it may not be the 

same type of components that go along with that, since there are so many variables.  And I would 

recommend that you have that discussion with your advisor to determine whether or not they need to 

do an on-site.  But you have to do a SEPRN regardless, if you’re moving.  Okay?  Good question! 

Now, before we move out of Program Profile, are there any more questions?  Again, this is a general 

overview of the continuum of services you’re providing at your district, and do you, or do you not, have 

the manpower to do that?  Question? 

>> [INAUDIBLE] 

>> Yes.  Okay, so in the Least Restrictive Environment facility, if you roll this out, which facilities your 

students are attending, even if it is one or if it is two, which is why we mentioned earlier to you how 

imperative it is to review that document before you disseminate publicly, and whether or not that 

would compromise any personally identifiable information.  And again, Jill’s going to show you how to 

extract those numbers out of the final document, so you can do it that way, because we, PDE, the 

Bureau of Special Education, need to know the facilities and need to know the number of students, but 

the rest of the public does not.  So, that’s why we’re saying to you, use your own discretion locally to 

make that determination.  We’re going to show you how to remove it, but whether or not you choose to 

do that certainly would be in alignment with whatever your entity’s currently confidentiality policy 

outlines, okay?  We’re not telling you to change that policy, we’re just saying, give it some thought, and 

be certain there is not a liability there for you, for which you would be compromising personally 

identifiable information, okay?  Good question! 

Okay, so let’s move into Special Education Support Services.  In this section, you will enter any of the 

support services information into the charts that are utilized to support the administration of your 

Special Education program.  That would entail directors of Special Education or your supervisor of 

Special Education, coordinators, whatever your local entity title names would be.  That also includes 

your school psychologist, your social workers your paraprofessionals and your personal care assistants.  

Again, those are all support services that do not carry caseload maximums, and this is the place where 

you would want to enter that information.  Very cut and dry.  Again, in the system, you would see there 



is a dropdown menu, just as you have in those other areas, when you get to the final document, it will 

take all of that information and consolidate it again into another chart. 

Special Education Contracted Services -- we already touched on this slightly when we were talking about 

the Program Profile.  You will only list in this section those contracted services that do not carry caseload 

maximums that weren’t accounted for in your program profile; that would include -- I want to make 

sure everybody hears this, really, because it will get kicked back to you, and it’s an easy mistake to 

make.  So, your OT, your PT, any other individually-contracted service providers, behavior specialists, 

whatever it may be that you are utilizing that you contract either from the IU, or from a private vendor, 

this is where you want to account for them.  If you contract your supervisory services, this is where you 

want to account for it.  Please do not put any contracted providers in this area that has to have a 

caseload maximum assigned to them that would have been attributed to your Program Profile.  

Question? 

>> [INAUDIBLE] 

>> So, the question is, if I have a contracted social worker, am I supposed to put her under contracted 

services and support services, or just one versus another?  I can see Pat wants to answer this one.  You 

go for it! 

>> When you think about these two tables that you’re going to build right here, and there’s one, is 

Special Education Board Services and one is Contracted Services.  It’s really the same types of services, 

although the first slide is actually building those support services that you pay for through your own 

contract; I mean, they are employees of your facility.  The second slide are those same types of roles 

that you contract out.  So, for example, some districts are large enough that they actually employ their 

own OTs and PTs.  So, if they do that, it goes on that first table.  But if you’re not large enough to have 

your own folks employed, and you go to the IU and say, “I want to contract OT and PT,” then you put the 

OT and PT on this second, under Contracted Service, okay?  So, that’s the difference between the two; 

same types of individuals or services, but one is employed by you as a school district, one is employed as 

an outside, if you see that one slide, it’s going to say that support services that are contracted through 

the IU, outside agency, or under individual contract, that provide the support service.  Okay? 

>> All right. 

>> One more question? 

>> [INAUDIBLE] 

>> Good, good question, whether or not if you have support services, where you have multiple 

individuals in those roles, do you have to break them out separately, or can you put them all together as 

one number?  It’s up to you.  In many cases -- and you’re only going to have that opportunity to -- well, if 

you look at the table building, the first table allows you to list by FTE, the second table only allows you 

to list by days, weeks, or hours, minutes, that kind of thing.  But on this first table, if you do have 

multiple school psychologists, oftentimes, districts really want to reflect the fact that they have seven 



individuals assigned to seven different location.  Or, they might want to just say, you know what, we 

have seven psychologists, it really doesn’t matter how we list them, we just want to reflect the fact that 

we have seven. 

>> [INAUDIBLE] 

>> So, if you had 15 -- right.  If you had 15 paraprofessionals -- and a lot of times, the districts will just 

say, if they have 23 instructional assistants overall, they want to make sure that people know we have 

six of them at the elementary building, we have two of them at the middle school.  You know, a lot of 

times, people really want to point that out.  So if you see in public documents somebody reviews that, 

you want to be able to say, hey, we’ve got it covered.  We have this many at this location. 

>> And I will say, that is actually a really important point, because if you are a district that is going 

through cyclical monitoring, or you are going to go through cyclical monitoring, if we have identified 

some issues related to process with any of those types of services, unless it is level-specific -- elementary 

versus middle versus high -- and I see that you have ten school psyches assigned to elementary, one to 

middle and give to high school, but your evals aren’t on time for your middle school students, I’ll know 

why.  So, that is really important information to outline in this section. 

>> Yes? 

>> [INAUDIBLE] 

>> The question is, if you contract paraprofessionals from another contractor, do they go under 

contracted services?  And the response to that is, yes.  You could choose the dropdown for Outside 

Contractor.  Yes? 

>> [INAUDIBLE] 

>> Through contractible-based behavior health?  Well, you would only put in -- there’s a dropdown for 

FTE, or is there -- no? 

>> No. 

>> A contractor -- 

>> I’m sorry, on Contracted, 13th?  Pull that one up.  It has -- is that, okay, I must be [INAUDIBLE], I’m so 

sorry!  Under Contract Support.  So, the question is, if you’re using School-based mental Health, my 

question is -- what I would put there is, if you’re using School-based mental health and you’re paying for 

a service because it’s something that you have written into a student’s IEP that has a disability, you want 

to account for it in your Special Education plan.  So, that’s how you have to think about this, document 

actually in its entirety.  So, any service, any person that I’m utilizing for my students that are identified, I 

need to account for it within this document.  Other questions? 

>> [INAUDIBLE] 



>> If your district is paying for any -- the question is, if you have a service that you are responsible for 

providing that came, perhaps, as a result of a due process hearing, whatever it may be -- any service that 

your district is paying for, for a student that’s identified, we need to account for it here.  And not to go -- 

if it’s a service that’s being contracted, then you would put that under Contracted Services, because 

that’s what those monies are being utilized for.  Are we good on support services and contracted 

services?  And again, if there’s any piece of information that you forget after you leave here today, that 

is absolutely okay, if you were paying attention.  You can call your Special Education Advisor at any time 

to get further clarification or assistance. 

We are going to talk a little bit about Special Education Personnel Development.  Now, as you recall, we 

made mention of this content area earlier in the document, when we were describing in some of our 

narratives the type of training that we are providing to our staff in the areas of Least Restrictive 

Environment, and Behavior Support Services.  Now, what we know is, in Personnel Development, we are 

responsible within those five domains to train every year, all five domains, during the course of this 

Special Ed plan, over three years.  So, every year, I must train on every domain.  Year one, year two, year 

three, I’m going to focus on each of these domains, okay? 

Within those sections, you will be asked to populate the duration of those trainings.  You will utilize the 

life [INAUDIBLE] of your plan.  And the plans run on the fiscal year, so in that section, you will need to 

put what the dates are for the life of the plan.  They will run July 1, 2015 to June 30th, 2018.   If you 

recall, in the past, in the old system, you actually were putting specific dates that you were conducting 

those trainings, and your Special Ed Advisor would review annually to ascertain that you conducted 

those trainings on those dates that you provided.  To make it easier on you, we just have you put in one 

date that encompasses the lifetime of that plan, and that you speak to each of those domains each year 

with regard to your training initiative, okay?  This is why, when we mentioned earlier about extracting 

information from other live documents that you may have, such as the CAV and the IP, if you’ve already 

incorporated that into your professional development calendar, put it in these sections as well, so that 

you, in essence, are not creating more work for yourself, but utilizing and giving yourself credit for 

whatever may also exist, but only in those instances that perhaps that is an applicable live document for 

your entity. 

So, in each of those areas, we would anticipate seeing a description of what your training activities are 

going to be at your entity.  In that section within the system, there’s an example.  Each domain listed 

out, you will click on that domain to create what your training is going to be.  You will have to provide a 

description of that training, and again, this is over the life of three years.  So, understand, you’re not 

doing it for each individual training that you have planned for each year, but rather, what you’re doing 

collectively is what will be included in those boxes. 

>> I would suggest under the Description, if you have your projected maybe months for each year, 

around the time when we offer PD, I would place those maybe within the description to help the 

conversation with your advisor.  The Special Education program area will automatically populate for you, 

since this is within the confines of a Special Education Plan, and in the details, just estimated how many 



hours, how many Number of Sessions.  So, for autism, if you’re doing the minimum, you would have 

Number of Sessions -- three, one per year.  [INAUDIBLE`]. 

>> We actually -- we were getting to that point, so that was a good conduit.  So, the concern that was 

expressed was, whether or not we are including all of the appropriate audiences.  And earlier, whenever 

Pat was explaining to you the components of the Comprehensive Plan, we looked at the training 

audiences, that same parent training, as a component piece.  And so, what we’d say to you is, as you 

approach these five domains -- and this is important to know -- we are not saying that you have to have 

parents in every single domain as your audience.  But rather, you need to include them at least in one 

area over the course of the Special Education Plan.  Additionally, through parents as being your 

audience, you also need to include your paraprofessionals as an audience in one of the other domains 

besides the paraprofessional domain.  Again, your Special Ed Advisor will be specifically looking to see 

that you have included parents and paraprofessionals in one of those domains as an audience to be 

addressed through that training.  Thanks, Juanita, that was a good conduit to training audiences. 

Additionally, as we discussed earlier, about behavior support, in this section, minimally, you are required 

to include training over the course of those three years that are specific to general positive behavior 

support, and de-escalation.  So, whatever you talked about in your narrative, make sure you have taken 

that information and exported it to include the specific detail here in this section.  If you are providing 

school-based mental health training, you want to include it also within the personnel development.  It is 

not required, but we will look to see that if you talked about it in your narrative, did you also include 

that information within your Personnel Development or Training piece?  Do you have any questions 

about either the content of your training, or the entry of data into the system on how to capture the 

training in each of those domains?  Okay. 

Let’s move on to Special Education Affirmations.  We briefly mentioned this earlier, and there was a 

question from the audience that spoke to the old way of how we used to gain signatures from the 

school board president through the paper-pushing process.  However, now, because the document and 

all of its processes are contained within the Web application, we do require that your board president, 

for approval purposes, receives an electronic signature, and that will be through utilizing the different 

rights they can be assigned through the system.  And actually, Jill is going to walk you through.  Please 

pay critical attention this piece.  And I tell you this because last year, we had several school districts that 

were pushing that timeline, because they were having challenges with regard to technical difficulties 

associated with obtaining the board president’s electronic signature. 

So, you really need to be ahead of the game with this one, so that it doesn’t later become a technical 

issue for you.  Now, that said, let me differentiate to you the types of help, or assistance, that you will 

have as you move through this process, because this is an appropriate time to meet that need.  If you 

are having issues within the software or the Web application system, you need to direct those questions 

to the CAIU help desk.  Okay?  The CAIU help desk number is located at the end of your PowerPoint 

presentation for you to access.  But any questions regarding the Web application or the data entry 

needs to be directed to CAIU.  If you call the PDE help desk for technical assistance, they will have no 

idea how to help you.  Okay?  And they will try really hard at first, until they figure out that it’s a CAIU 



question, okay?  The only time that you would ever need to ask that to PDE help desk is if you’re having 

issues with your general PDE portal login, okay?  That’s the only time you would contact them.  I will say 

this, if you accidentally call CAIU, they will easily navigate you back to the appropriate party, if that does 

happen.  If you have questions that are specific to the content or the development of your Special 

Education Plan as it applies to those regulatory requirements, and ultimately review and approval, you 

want to navigate those questions and concerns to your assigned advisor, okay? 

So, I’m going to allow Jill to move forward and present to you on how to obtain those electronic 

signatures. 

>> Thank you, Cortney!  One item that I mentioned before was, again, giving that -- start that process 

now of getting accounts, Web portal accounts set up for your board president and your superintendent, 

if they do not have those accounts.  Also, access granted to the Comp Plan application as either 

Author -- an Author can sign off on the plan.  I would not recommend giving Planning Leader access to 

your board president, because they may accidentally hit the Submit button, or something, prior to 

maybe than you want it to.  So, again, Author access.  I would also recommend, typically most school 

districts with their board president, there’s someone there sitting beside them to point them in the 

direction to get to this last step, which is under Plan Submission, Special Education Affirmation.   And 

they simply, once they have access to this plan, simply click Sign, and it will populate their name, the 

board president’s name, or at least it should.  They then type in the name specifically as it appears -- for 

you Harry Potter fans -- okay?  And then click, Sign.  Once they do so, both the school administrator or 

your superintendent, and the board president signs, you’ll see their electronic signature here with the 

specific date that they electronically clicked Sign.  It will not let you submit the plan without those 

signatures in place. 

So, again, let’s talk about that May 1st deadline.  You’ll need to look at when your board meeting is 

scheduled in April, okay?  You will then want to take that date and back it up 28 days, minimally, 

because that is when you have to do the public review, the 28-day posting of your plan  What I would 

recommend is, before that public -- that posting for that comment period, that you should just let your 

board president know, or let your superintendent -- say, “You need to let the board president know that 

we’re ready to post the public document for comment.”  Then, once that is complete, those 28 days are 

up, have that date on your calendar when the board president signs the document.  I’ve been asked, 

does this require a formal vote with your board?  That is up to the way that your -- the culture of the 

board.  Most of them, yes, there needs to be some type of formal approval process before the board 

president will sign the document.  Other -- it’s just we put it on the 28-day public comment time.  This is 

a feedback we’ve received if changes need to be made at all.  A lot of public comment I’m finding is 

specifically, if there’s a grammar or a spelling check that someone picks up on, and we’ll let you know 

about it, believe me. 

So, whether content changes need to be made or not, then you would want to have those signatures in 

place, and get ready to submit by that May 1 deadline.  Okay?  So, once those signatures are in place, 

the last step that you want to do is under the Plan Submission, it’s right underneath those Affirmations, 

click on Status and History.  When you click on Status and History -- this is very important -- a lot of 



people say they create their whole plan, they have it done, but they never Submit, the same as the 

SEPRN, as Cortney mentioned.  So, the last step, you’ll want to check your plan for issues.  And again, 

Author and Planning Leader can see this.  This will check all your plans to see if there’s anything missing 

from that plan, that’s required within the Web application.  It’ll come up with anything missing with an 

actual link to that section, so you don’t have to go back and find it.  Once all those changes have been 

made, when you check your plan for issues and it’s clean, that button here will turn to a Submit button, 

but only the Planning Leader will see the Submit button.  Okay? 

Once they Submit, that will then give you a -- actually, my husband gave me the okay to use his, as an 

example, because the training site doesn’t have all the data that I need.  So, I’m going to show you 

specifically from my district point of view what you’ll see within that Status and History section.  And 

what you’ll see, this is exactly as if you would log in with your school district, District Level Planning, 

Special Education, Filter, Plan Submission, Status and History.  These are Phase Three districts.  So, if I 

choose the Special Education Plan and click Change, you’re going to see all the record of when it was 

submitted, okay?  So, it was submitted by him six months ago, if you hover over, you can actually see 

the specific date and time.  Then, it went into the chief review five months ago.  They sent it back with 

some -- here are some changes that you need to make to your plan, okay, went back in revision, then 

they made the changes and went back into the Review Status, and finally, it was approved itself, so it 

was approved by...  Once that approval is made, they will, the superintendent and the director of Special 

Education will be listed on the letter that received the notification that their plan was approved.  You 

can also see that letter that’s archived in the backend, and you will also see here their actual plan, that’s 

been archived.  Only once it’s approved will that plan be archived.  Okay?  So, you can always go back to 

that approved plan, and your Status and History. 

So that’s kind of the workflow behind things.  One thing that you’ll be able to see, okay, in your plan, 

when you’re ready to put it up for the public comment area -- and this is where Pat said, this is where 

you can edit, and if there’s anything with, maybe, the end number is less than 10.  You may want to go 

and edit that information for what you’re putting out to the public.  Under the Plan Output Report 

section, you will notice by going there in your plan that you will see -- this is for the Comprehensive Plan, 

all this section, but if you scroll down under Additional Reports, you’ll see the Special Education Plan 

Report.  When you click on that, it will actually download and bring up a Word version, Microsoft Word 

version, of your plan.  It will give the duration of the plan, automatically put your school district, and all 

of the components that were entered in that plan.  Since this is empty, it’s not going to have -- populate 

all the data, but again, when you go back, it’ll build the chart that Cortney was speaking to of all the 

information  that you entered within each of those areas.  You will need to go through this and make 

sure everything is ready for public viewing.  Again, look at your policies, have the conversation with your 

administrative team to go through each of the areas, and maybe edit and update that information.  

Again, give yourself time to do that.  So, if we’re backing up from your April board meeting to March to 

even post it, I mean, we only have a couple of months.  So, I wouldn’t delay the process.  I would go back 

and get things moving along, so you’re not in a hurry-up situation at the end. 

>> [INAUDIBLE] 



>> Yes. 

>> [INAUDIBLE] 

>> Yes.  So, you’ll want to report -- great question!  Someone said, you’ll want to do a final save on that, 

because it is a Word document.  Be sure you’re not posting the word document to your Web site, make 

sure you save that as a PDF file, and place that, once it’s done, on being edited to your Web site.  

Regulation does say you need to post it for that 28-day public comment on your full Web site, and a 

hard copy at your public library.  Because of the public library having computers now, that requirement 

is no longer valid.  As long as you have it on your school Web site, that will meet the requirements for 

the public comment.  Yes? 

>> [INAUDIBLE] 

>> Yes.  Good question.  So, the question was, how long does it take for the board president to have 

access?  Really, as soon as they set up that PDE portal account, when they click Register on the portal 

account, once they do that, it takes 24 hours on PDE, then, to create that account.  And then, as soon as 

your LSA plucks them out and says, okay, they have Author access, I mean, that can happen very quickly, 

within a matter of days.  One thing I do have to tell you is, there’s a wonderful resource page for you to 

access, and I’m just going to quickly...  If you look, this is not on your presentation materials at all.  If you 

look at this tinyurl, this is the Comprehensive Planning PDE resource page.  But what’s more important is 

that it has Special Education information about Special Education Planning, but it also has a link out to 

our wiki that has all the new information that we update regarding the SEPRN process.  So, there’s a 

screencast on the resource page; many of you got it through the LISTSERV.  How many remember, like, 

July?  Did you get that message about the SEPRN and the functionality, and it gave a screencast?  If 

you’re not a member of the LISTSERV, please join that as well.  That’s our main delivery of 

communication. 

So, if you go to this tinyurl, I’ll just demonstrate this real quickly, it takes you out to this resource page, 

here, okay?  Save this, it gives a lot of great information, a Process of Review, your Phase, Chapter Four.  

Some of you asked, how many years, because there are some six-year planning components under the 

Comprehensive Planning Web umbrella, there’s a Chapter Four overview, talking about the Gifted Plan, 

and if you did a Pre-K Plan, and Teacher Induction.  Those are all six-year plans, but they still need to be 

updated on that three-year Comprehensive Submission deadline, so everything’s three years now; eSP 

used to be six years, everything is now three years for all LEAs. 

One thing that I mentioned is, going out to the Comprehensive Planning wiki site here, under Resources, 

on this wiki page, there is a subpage to the right for Special Education.  What I will also do is post an 

electronic copy of today’s presentation here, and also a link that will go to the recording for today, if you 

need to refer back at all.  But this provides the date that the communication for the SEPRN process was 

sent out, and also a little screencast of the SEPRN overview. 

So that screencast gives you an overview, once you have an approved archived plan.  So, after your 

May 1st submission, after it’s been approved, you will then be able to work on the SEPRN; typically 



that’s done in the summer months when changes are made.  So, once you get to that point, basically all 

it is, is going into that Program Profile piece again, under the Tools, and updating your Program, and 

clicking Submit.  It will flag anything new, it’ll flag anything deleted or updated for your advisor.  But 

again, this resource page, access to this page, I think, will be very beneficial and helpful to you. 

Back up -- so, we talked about the report, we talked about, again, the SEPRN.  Once your plan has been 

approved and archived, you’ll do your revision in the Program Profile section, the instructions are there 

for you.  Your advisor also has a PowerPoint that walks them through the review process. 

>> I’m going to talk more about SEPRNs for a second. 

>> Go ahead. 

>> Okay, so, and by the way, impressive how quickly you move among those buttons, and... 

>> Oh! 

>> As we mentioned earlier, your Special Ed Plan is active and open, therefore, you do not have to do 

the SEPRN process just yet.  Now, following the process as we have presented it in order, you now have 

a completed, approved Special Education Plan.  Now, the question becomes, there’s something about 

my Program Profile that I need to change.  More often than not, school districts focus on program 

development during the summer months, and we tend to get a majority of those Special Education Plan 

Revision Notices during the summer.  It does not negate the appropriateness that perhaps you may have 

during the school year to do one, however, now, we’re going to pick up utilizing this piece, since your 

plan has been closed and approved.  To submit a SEPRN, you will enter into your district Program Profile, 

you will select the appropriate dropdown menus when you go to edit the program position number that 

you need to conduct the SEPRN for, and that will ignite the process.  Again, if it is one that perhaps you 

are unfamiliar with that as a Phase One you have not conducted any, your Special Education Advisor can 

share with you a PowerPoint presentation that will take you step by step, slide by slide, snapshot by 

snapshot, so you know that you are completing that process from the technical standpoint 

appropriately.  Very easy to do.  Again, this is the only section, the only section under Special Education 

Plan that over the course of the next three years, you will have the ability to revise.  And you will revise 

it by going through the SEPRN process.  Okay?  All right. 

I’m going to turn it over to Pat, who is going to close our presentation for today. 

>> All right, thank you!  Any other questions so far?  We’re going to wrap up.  I just have a couple of 

reminders.  First and foremost, please do not hesitate to contact your advisor throughout the process.  

It’s very important.  They will really save you in the long run, a lot of time.  We’d rather have the 

questions up front than to have to get to the end of the process and have the questions then.  Okay?  

The second thing is, and we’ve said it so many times, and I’m sorry to keep drilling it to you, but please 

be attentive to these timelines.  The timelines are critical.  They really do move the process back, and 

you really have to be cognizant of that while you’re developing your Plan. 



The last thing I really want to talk about is the comment that was made by Cortney here at the very end. 

Understand that because you’re a Phase One district, you do not have to utilize the SEPRN process until 

after your plan has been approved.  What you have to be careful of is that you don’t go back to your 

other neighboring school districts and say, hey, we don’t have to do the SEPRN thing anymore, because 

then they automatically believe they don’t have to do the SEPRNs, but they still do, okay?  So, because 

you’re Phase One, it gets you out of that SEPRN process right now.  But you will be back in it.  The caveat 

to that is, please also understand is that there was a time when you worked on eSP and you completed 

your plan, and it was approved, it would lock that plan down so that you couldn’t edit any more of the 

components of that plan.  The Comprehensive Planning site doesn’t necessarily do that; so you will still 

have the ability to go in there and work on typing on those fields, and be able to change things.  What 

we say to you right up front is, we don’t want you to do that.  We know there’s a lot of Type A 

personalities out there that want to make sure that the numbers are always right in their Program 

Profile.  The only reason you change your Program Profile would be to move a class or move a program, 

add a program, delete a program or do a transfer of entities.  Other than that, we don’t expect you to 

keep those up to date in real time, it’s an impossible task to keep them up to date in real time, even 

though it might be one of those things that drives you a little crazy.  If you want to go in and change that 

FTE, or you want to change those enrollment numbers, you only have to do that when your plan is to be 

revised, okay?  So, don’t go back in and start editing your plan after it’s been approved.  Wait until it’s 

time for your cycle.  We approve the plans on a three-year cycle, and there is a reason for it.  Okay? 

If there’s no other questions, then I’ve gotten you out right on time for the early session.  You don’t 

have to come back to the afternoon session.  So, have a great Friday, enjoy the rest of the year! 


