
>> Okay, good morning.  We’re going to go ahead and get started.  Before I do introductions, I first want 
to make sure that everyone’s in the right place, this is a Special Education Plan Training, it is for Phase II 
school districts.  So if you’re a Phase II school district and you are going to be doing your Special 
Education plan you’re in the right place.  If you’re not, you can certainly sit in and listen to us but it 
probably won’t be of benefit to you, so hopefully we have everyone here who is a Phase II school 
district.  Let me start with introductions.  My name is Pat Scanlon, I’m a Special Education Advisor, I 
work in the Director’s Office, I’ve been doing the plan training for a number of years.  Plan training has 
morphed over the years so you’re kind of getting a newer version this year.  Co-presenting with me 
today is another advisor, Courtney Werner.  Courtney has also been doing the Special Ed. plan training 
with me for a couple of years, so again, she works in the West, she is assigned to the Western division.  
From Capital IU-15, we have Jill, oh I’m sorry not Jill, Kelly Fortney.  And we also have Nicole Miller.  The 
important thing to distinguish between Courtney and I, and Kelly and Nicole, is that Kelly and Nicole, 
from IU-15, deal with all of the technical aspects of the plan.  Courtney and I, and your Special Education 
Advisors, deal purely with the content portion of the plan.  So as we move through this training, and as 
you start to work on your plans, when you have difficulties with content, you’re going to contact your 
Special Education Advisor.  When you have difficulties with the technical aspects of the plan, then you’re 
going to need to contact Capital IU-15, and we’re going to show you how to do that as we go through 
part of this presentation. 
 
Okay?  The one thing that we’re going to say throughout this entire presentation is it’s very important, 
as you start to document your plan, that you keep in touch with your Special Education Advisor.  Our 
Special Education Advisors are assigned regionally.  If you’re not sure who your Special Education 
Advisor is, I’m really going to encourage you to come up and see us during the break or after the 
presentation, so that we make sure that we give you the contact information for your Special Education 
Advisor.  Okay?  Now the next question that I have for everyone in the group is how many people have 
never done a Special Education plan, that are in the room?  Okay that’s actually not too many but that’s 
good, I’m glad you’re here.  So the other folks I’m assuming then are veterans with this, is that correct?  
Okay.  Well we’re going to walk through all the different sections of the plan.  As we get into the actual 
components of the plan, we’re going to demonstrate them on the screen, show you actual screenshots.  
Here we have our remote site with our mics unmuted.  If you’re at a remote site would you make sure 
to mute your microphone please.  And that actually brings me to another point.  As we do this 
presentation, and we do show you the slides that have the actual screenshots for what you’ll be working 
on, what we do is encourage you to ask questions throughout the presentation.  Here in Harrisburg 
we’re going to walk a microphone around so that we don’t have to repeat the questions.  So when you 
raise your hand and you’re acknowledged for the question, we’re going to bring a microphone to you, so 
wait till you get the microphone before you start with a question  Right now we have downlink sites, and 
we also are live streaming this to all the advisors from the Bureau, so we have lots of people out there in 
the hinterlands and we’re not sure exactly how all this technology will come together, we’re hoping it’ll 
work well, but here in Harrisburg, if you have a question, once you’re acknowledged please wait for the 
mic. 
 
Okay, let’s get started.  What we want to talk about as far as Special Ed. planning is concerned is actually 
why we do the Special Ed. plan, and it’s not something that we sit in the Bureau and just decide things 
that school districts can do just to occupy your time.  There is some authority to doing the Special 
Education plan, and the authority actually falls into Chapter 14 Pennsylvania School Code, which talks 
about, “Each school district shall develop and implement a Special Education plan aligned with the 
strategic plan”.  And what you’ll notice in that statement is we’ve moved away from the terminology 
strategic planning, into now what we call comprehensive planning.  And we’re going to talk a little bit 



more about that, but when you realize how we’re going to enter the information for your Special 
Education plan, it will all be through the comprehensive planning website.  It talks about the Special 
Education plan being developed every three years, let me move that cursor out of the way.  It talks 
about, “A Special Education plan shall be developed every three years”, so that’s why we have Phase I, II 
and III, and you folks are now Phase II.  “Each school district’s plan shall specify the Special Education 
programs that operate in the district, and those that are operated in the district by intermediate units, 
vocational tech schools, and other agencies”.  So as we walk through this plan, you’re going to have to 
define for us, not only the programs that you implement within your school district, but if you run 
consortium classrooms, or if you have classrooms that are brought into your school districts through the 
intermediate unit, or any other agencies, you’ll also be discussing those as part of your Special Education 
plan.   
 
The requirements for the Special Education plan are going to look really familiar when we start into each 
one of the components, and these components are all described within chapter 14 as part of the 
requirement for Special Ed. planning.  The plans must describe early intervening services if the services 
are being provided.  The identification of children with specific learning disabilities.  It’s a big one.  
Identification of children with specific learning disabilities.  Examples of supplementary agent services.  
We’ll describe your access to a full continuum of placement options.  We’ll also have you describe some 
of your policies and procedures within your school district, to prevent inappropriate over-identification, 
or disproportionate representation by race and ethnicity of children with disabilities.  And we’ll describe 
all that as we go.  You also must describe your positive behavior support services, and de-escalation 
techniques.  It’s critical.  You’ll describe parent training for the three years of the plan.  And you’ll 
describe procedures for the education of all students with disabilities who are residents of the district, 
including those receiving Special Education in approved private schools with disabilities who are 
nonresidents, placed in private homes or institutions.  So we’ll be talking about what we refer to as the 
APS, and we’re also going to talk about 1306 students and 1306.2 students.  And if you’re not familiar 
with that we’ll do a description of that also. 
 
Once you’ve submitted your plan we have some steps that we have to walk through.  And as part of our 
responsibility under the regulation, we must affirm that all the services and programs that you describe 
in your plan are designed to meet the needs of students with disabilities.  Also that you have that 
description of the full range of services and programs, the placement of students, and meet the 
specifications that we’ve described as far as the format and the submission process.  The reason that we 
talk mostly about this slide is that, moving up towards the date of submission for your plan, it’s 
incredibly important again for you to be speaking to your Special Education Advisor if you have any 
questions or any kinds of concerns about what you’re inputting into those narrative sections or those 
tables that we’re going to ask you to build, because this process is a process that takes the Bureau some 
time, in order for us to submit that plan to the federal government okay?  So the issue is, or for us to 
affirm that we have the Special Education plan submitted by our LEAs.  So it’s very important, and you’re 
going to see by the timelines, that once the submission date hits, there’s not a whole lot of time left in 
the year in order to do that back and forth dialogue with your Special Ed. Advisor, so if there is 
something that we can’t affirm, we’re going to need to come back to you and have you clear that up for 
us.  So that’s why it’s better to get this all done ahead of time. 
 
As far as the history and timelines, how many people remember the old ESP system?  Oh certainly more 
people have the ESP system than that.  ESP was a good system, and that was an Electronic Submission 
Process that we used for Special Ed. plans for years.  It was a very good system, it worked very well, but 
it was a standalone system.  So in other words, what we did at that point in time was we wrote a Special 



Education plan, oftentimes the Director of Special Ed. wrote the plan, no one else helped.  The plan was 
submitted, the plan was printed off, and the plan sat on a shelf.  A number of years ago we started 
talking about implementing a comprehensive planning process in Pennsylvania.  The Bureau of Special 
Education saw an opportunity to become part of a bigger plan, as opposed to having this separate silo of 
just Special Education.  In other words, we could become part of the long-term planning of a school 
district which would involve some professional development, it would certainly involve the involvement, 
or it would include the involvement, of many other people within your school district, so that now we 
didn’t have this standalone plan that no one ever referenced, and no one ever went back to and said, 
hey listen, we’ve got this great thing for Special Education.  So when we jump on that bandwagon, we 
decided that we would be part of this comprehensive planning process.  For those of you who 
remember, we had to keep ESP in play for a number of years in order to complete what we called 
Special Ed. plan revision notices.  It’s now to that point where we’ve been able to pretty much shut 
down ESP, and everything is done for you now through the Comprehensive Planning site.  So for those of 
you who were familiar with going to ESP to change your program profile, you no longer do that at all, 
you will only be going to your Comprehensive Planning website.  Any questions on that? 
 
Okay.  The timelines, these are very critical.  Whatever you have to do, highlight them, circle them, 
whatever you have to do.  Your plan, your electronic submission of this plan, is due on May 1st of 2016.  
On May 1st of 2016, that plan must include electronic signatures by two people within you district.  The 
first is the Superintendent, and the second is the Board President.  So when you start to think about this 
process, and you start to think about these timelines and access to this system, there are a couple of 
people within your school district that will need to have access to this system, and be able to provide 
signatures, and probably the most difficult one to get onboard with this will be your School Board 
President.  You’ve got to get them beforehand because, by May 1st, they may be starting to plan for 
vacation, and you’re not going to have someone to make that second signature on this plan.  So it must 
be submitted to us May 1st, two signatures, electronically submitted.   
 
Now, another hitch to throw into this system is that a number of years ago Chapter 4 was changed, so 
that it required all of these plans to be available for public review 28 days prior to submission.  So if the 
plan had to be made available for public review 28 days prior to submission of May 1, that means your 
plan pretty much has to be completed by April 1.  So what we would say to you is this is not a process 
that you can sit on for a number of months, and hope to get it done by April 1.  Any questions?  Let me 
just talk a little bit about public review because we get a lot of questions about public review.  Each 
school district, or each Board of Education within your school district, will have a process in place as far 
as how they make those documents available for public review.  We don’t dictate that from the Bureau 
level but you’ll have the process in place at your school district, so when you call us and say well how do 
I make this available for public review, we really can’t tell you that, you need to go back and look at your 
School Board policies.  So please do that prior to the time that you need to have it available.  Districts do 
it in a variety of ways to make that available, either by putting it at public sites, they put it at the School 
Board, they put a notice in the paper, to make sure that people know that it’s there for review, they can 
come in and review that plan, but again, you’ll need to make sure that you review your policy within the 
school district to see how that needs to be done.   
 
Okay.  As far as the comprehensive plan is concerned what we’re going to find out is that we’ve taken all 
those silos that once existed, and put them into one comprehensive plan, and these are the different 
plans that the comprehensive plan now includes.  So you’ll see the Professional Education plan, Teacher 
Induction plan, you’ll see the Special Education plan, you’ll see the Gifted plan, you see a Pre-K program 
plan.  You’re going to notice that there are ways for approvals and disapprovals that happen, in other 



words there’s a tiered system for approvals and disapprovals through the comprehensive planning 
process.  One of the pieces that we’re going to talk about during this presentation is how do you submit 
what we call SEPRNs or, Special Ed. Plan Revision Notices, as part of now the comprehensive planning 
site.  Comprehensive plan web application, what we’re going to do now is take a second and have Kelly 
come up, and Kelly’s going to show us how to access that site.  And then we’ll talk about the different 
components. 
 
>> Can everybody hear me okay?  Yes?  Quiet crowd.  All right, good morning, my name’s Kelly Fortney 
and I’m an educational consultant at Capital Area Intermediate Unit.  What we’re going to do to start 
off, before we get into the actual content of this Special Education plan, is just walk through the process 
of gaining access.  How many of you have had access to this comprehensive plan before, been into the 
site?  Oh excellent.  Fantastic.  For those of you who have not, I’m actually going to go through what’s in 
your slides, so it has it bulleted for you but I’m actually going to go through it just to give you a visual as 
to what it looks like.  So for those of you who have never been in the comprehensive planning site 
before, the first thing to keep in mind is you do have to have a PDE portal account.  So in order to access 
an account to the PDE portal, you can go directly to the education, whoops I got to switch screens here.   
 
[silence] 
 
Okay, here we go.  So if you go to education.pa.gov, and scroll down to under where it says access my 
PDE suite, there will be a register link at the bottom of this screen, so this is again, the first step in 
gaining access to that comprehensive planning application.  If you already have a PDE portal account 
that’s fantastic, but once you do fill this information out, if you do need an account, once you click 
register you’ll be given a form to fill out which will generate your PDE portal credentials.  Once you 
receive those credentials, you will then be able to join the comp. plan application, which is basically just 
like Tim’s reports, if you’re familiar with that.  In order to gain access to the comp. plan application, 
you’re going to go back to where we just were, to gain access to the PDE portal.  This time you would 
have your PDE portal credentials, so you’ll go ahead and log in, and you’re more than welcome to play 
around on your computer if you already have yours, to walk through this process as well.  So on this 
stream you will notice there’s a view join groups at the top of the page.  And once you click that there 
are two different hyperlinks you can click to join the comp. plan group, so once you click the hyperlink, 
you can then enter in the keyword comp. plan.  So from this screen you can see there’s basically either 
three or four different roles that you can request access to.  Once you view join a group, your 
information will be sent to your local security administrator at your institution, and they will be able to 
grant you the access and membership to  whatever role you selected.  So this is a really key portion to 
the comp. plan application in terms of what your role should be when you are completing the Special 
Education plan.  As you see from the screen there’s viewer access, planning leader access, and author 
access.  Viewer access is simply that, you can basically log in and view the information listed in the plan.  
If you are going to be editing any information, completing any of the information, or signing it, you need 
to at least have author access, so that would be your Superintendent, your Board President who need to 
sign the plan once it’s complete.  And then the planning leader is more or less the super user of the 
Special Education plan or the comp. plan applications.  They will be the ones who can basically do 
anything, they can view the plan, edit the plan, check the plan for issues, which we’ll walk through 
towards the end of our presentation, and then ultimately be able to submit the plan, through the web 
application, so it goes to the Special Education Advisor.  So if you’re the person who would be in charge 
of submitting the plan, you’re going to want to make sure that you have planning leader access.   
 



Once you click join group next to one of these roles, that message will be sent to your local security 
administrator where they will then be able to granted you the proper access.  Once that’s all done, 
hopefully most of you are in that same boat, you will go again, back to where we were, 
education.pa.gov, click on access my PDE suite once again, and then at that point you should have the 
comp plan application, which is where we’re going to head into to get the Special Education plan 
components.  Once you log into the comp. plan application, you will mostly, most all of you will see your 
school district listed in this first banner.  And once you select that banner it will open up to where you 
can either view your district level plan, or the school level plan.  Someday we’ll get there.  Okay.  So as 
you can see here, the district level plan is at the top, that is the entire comprehensive plan that Pat has 
just mentioned, that has all of those different plans now within it.  The school level plans are 
underneath.  In order to get to the Special Education plan components, you’re going to click on your 
district level planning, and this will open up the entire comprehensive plan.  Since you’re just going to be 
focusing on the Special Education plan component, on the right-hand side you will be able to filter just 
for the Special Education information.  Once you select Special Education you can click filter, and now all 
of the components that show will populate here soon.   
 
[silence] 
 
Here we go.  Now these are all of the components just specifically for the Special Education plan.  So 
what we’re going to do is Pat and Courtney are going to go through each of the sections, and once 
they’re done giving you the background information on each of the sections, I’ll toggle back to the 
application to show you exactly where they are, and also how to input that information.   
 
>> Actually don’t toggle back, just stay here and we’ll just walk through it. 
 
>> Are you sure? 
 
>> Yeah, ‘cause it takes too long to toggle. 
 
>> Okay, all right.  Scratch that, we’re just going to. 
 
>> Hey we’re not going to toggle back and forth because there’s a, if you notice there’s like a five second 
delay in the way that the screens pop up, so what I’m going to do is have Kelly bring the actual screen 
onto the, the screenshot onto the viewer here, and then what we will do is talk about the content of 
that slide.  I also want to back up.  I was remiss when I did introductions this morning because I forgot to 
mention our new Acting Division Chief in the West.  Our new Acting Division Chief in the West is Amy 
DeLuca.  For those of you who don’t know Amy, Amy’s been around for quite some time with the 
Bureau, very knowledgeable.  As part of her roles and responsibilities, Amy will be taking over the 
supervision, or the oversight of the Special Education plan.  So, in other words, for those of you who are 
veterans and remember contacting Jean Inskip, Jean is no longer with the Bureau of Special Education, 
she has moved on to another Bureau, but Amy will be now the contact person or the lead person with 
Special Education planning, and we’ll make sure that we give folks her contact information a little bit 
later.   
 
Okay, as I said, rather than jump back and forth, what you can do is refer to the slides that I’ve provided 
for you in the handout as far as the content of each slide, but we’re going to actually look at the slides as 
we get down through.  The piece that’s very important about the slides that you have in front of you, is 
if you look at the very top of that slide, it will have the header for whichever section of the plan you’ll 



find that content.  So if you get lost somewhere through your planning process and you’re wondering 
well where do I find this particular item, well it’s under core foundations, and you’ll be able to see that 
because of the slide that you have in front of you, so hopefully that will eliminate some of that hunting 
and searching through the document in order to find the place where you need to enter content.  So the 
first piece we’re going to look at is under the district profile.  And under the district profile we’re going 
to look, and can you just shrink that and show them how that works again?  So there you’ll see all the 
different subsections of the plan, we’re going to go to district profile, and we’re going to talk about 
demographics.  Another piece that we did not mention that is very advantageous to all of you who are 
working in a Phase II district is that, all of the information that was populated into your plan from the 
previous submission, is still there.  So in other words, when you open this screen, there should be the 
demographics, all that should be populated.  The piece that you have to be very conscious of is whether 
or not that information is updated.  So as you look down through you’re going to see that you need to 
make sure that you have the correct address for your school district, and most importantly, you need to 
have the Superintendent information updated because we know that that person changes roles quite 
frequently, and we also need to have a current email address for your Superintendent.  It’s also <no 
audio> for Special Education so that we have your current name, and your current email address.  Okay? 
 
We can go to the next piece under demographics.  The second section under demographics is your 
planning committee.  Under the planning committee, as I mentioned before, I kind of alluded to before, 
at one point in time the Special Ed. Director sat down, typed this plan, submitted it to the Bureau, put it 
on the shelf and it was never seen again.  We highly recommend that you include a team to help you 
develop, or review, your Special Education plan.  Our recommendation is that you have a Special 
Education teacher, a General Education teacher, a parent, and obviously an administrator like yourself.  
We highly recommend that.  One of the things that you will realize and you go through certain 
components of this plan, is that there are other people within your school district that hold a 
tremendous amount of information about that particular narrative or that particular section, and  can 
really help to expedite this process.  And as I said before, this is a process you want to keep moving.  
One of the things that Kelly can show us, or is showing us right now, is that if you open any of the 
sections on the plan, if you look at the top of the plan, it will allow you to see the instructions.  So pretty 
much everything that I’m telling you, you will find under the instructions, so you can hide those or you 
can show those.  But if you have any questions you can always go back to the instructions.   
 
Let’s look at the team now.  Go ahead and show us the team membership there and I’ll talk a little bit 
about that.  What you’ll notice under team membership is that there are a number of people, in fact in 
this particular case there are a tremendous number of people under this team.  As we’ve talked about 
before, the Special Ed. plan is part of the comprehensive planning site.  So if a person has been assigned 
from another committee to the Special Education plan, they will show up as one of the team members 
of your plan.  The one caution I have to that is that, when you get this listing of people that are part of, 
now showing up as part of your planning process, you may want to keep them in the loop some way, in 
some way.  Because you’re going to have people listed there, that you may not see quite frequently, as 
part of that plan, but they’ve been assigned by someone else to be involved as part of the Special 
Education plan.  And Kelly, if you want to show us how that works as far as assigning people and adding 
people. 
 
>> Sure.  So when you add members to your planning committee there are two options, you either have 
the option to appoint them to your Professional Education committee, which is part of your Professional 
Ed. plan, as well as, once you get into the comprehensive plan, it’s where you’re developing your goals, 
your strategies, your implantation steps.  So in order to appoint them to the Special Education 



committee, there’s a, the bottom section after you enter in their name, their role, you can actually 
appoint them directly to just the Special Education committee.  That way, when you go to pull your 
report, which we’ll show you at the end, to prepare it for public review, only those that are appointed to 
your Special Education committee will appear on your plan.   
 
>> Okay any questions on adding members to your team?  Okay, the next section, we’re going to stay in, 
or actually we’re going to move to core foundations now. 
 
>> Yeah, and just a couple of things within the web application as I’m navigating through.  There’s a 
compass in the upper left-hand corner that’s basically just a navigational pane where you can skip from 
one section to another within the Special Education plan.  You can also use the top two buttons, the 
actions button will help you navigate between the previous screen that you were on, and then going 
into the next section as well, so you can use either one of those.  However the next section we’re going 
into is core foundations which has several different subsections underneath, so we’re just going to stick 
in that one section for a little while.  There’s also a help button at the top of the screen which will allow 
you to either hide the instructions on the page, which, again, as Pat said, probably not one of our biggest 
recommendations just because the instructions do provide you with the guidance that you need for 
those sections giving you the requirements needed, and you’re also able to submit a help desk ticket 
that goes directly to your PA planning support team.  We’re lucky enough to have two of those 
individuals here with us today, Erin and Andrew, if you guys want to wave.  So they are there from, 
what, seven to four or so, answering any of the questions that come through either phone or submitting 
the help desk ticket, so any time you have any technical troubles within the plan, feel free to submit that 
ticket to them.  So I’m going to navigate to the core foundation section where we’ll head next.   
 
>> Now as you notice, when Kelly opens the core foundations, you’re going to see a number of different 
headers under this section.  We’re going to walk down through each one of those sections as part of the 
presentation to give you the content piece.  First one we’re going to look at though is Special Education 
students, and what this particular section will be is an unduplicated count of your Special Education 
students within your LEA.  And we’re going to talk about two different types of samples, we’re going to 
talk about an unduplicated count, and we’re going to talk about a duplicated count.  An unduplicated 
count is basically all of the students within your school district, a fixed number of the number of 
students within your school district who are identified as eligible for special education.  When we start 
to build a program profile, as we move through the presentation, what you’re going to find is that we’re 
going to be able to duplicate numbers of students based on their assignments to different program 
segments.  In other words, you may have a student who is identified as receiving learning support, and 
that student may also be receiving speech and language support.  As we build the program profile, that 
student will show up again on your learning support program, and also on your speech and language 
support program.  So that student is essentially duplicated because they show up in two different places 
on that program profile.  If we added all the numbers of students on a program profile, it would far 
exceed the number of students within your school district.  So this number, as far as enrollment is 
concerned, is an unduplicated count, all right?  So essentially it’s the total number of students who are 
enrolled in your school district. 
 
The next subsection underneath core foundations is going to be the, do you want to show, is there 
anything? 
 
>> Sorry. 
 



>> That’s okay, go ahead and show that.   
 
>> Once you click edit you’re just able to enter in the total number of unduplicated Special Ed. students, 
and click save. 
 
>> Just the one number and you’re done with that section.  The second section is identification method.  
As you know, in Pennsylvania there are two ways to identify students with specific learning disabilities.  
The first method is what?   
 
>> Discrepancy. 
 
>> Discrepancy model.  Second is?  RTII.  All that we want you to do in this particular section is describe 
the way that your district identifies students with specific learning disabilities.  Now keep in mind that 
every LEA across the Commonwealth is still using the discrepancy method.  There are school districts 
across the Commonwealth who have been approved by the Bureau of Special Education, to utilize RTII, 
as a way to identify students with specific learning disabilities, by buildings and by levels.  So unless you 
are an LEA that has been approved by the Bureau of Special Education, to be utilizing RTII as a method 
of determining whether a student has a specific learning disability, then you will not address RTII in this 
section.  The other piece that comes up in this part of the plan when LEAs are submitting this to their 
advisors is that they automatically look at this section of identification, and really feel a need to go 
through the way they identify all students within their school districts.  So they start with that pre-
referral system and they talk about all the screening and they talk about all the interventions, and they 
talk about everything that they do to identify a child with a disability within their school district.  When 
we look at that as an advisor, we appreciate all that work that you’ve put into that description, but 
we’re going to kick it back to you and say you need to delete most of this.  So keep that in mind as 
you’re doing this section, this is only to describe for us the method that you use to identify students with 
a specific learning disability.   
 
The other cautionary thing that I will mention here is that, oftentimes school districts will take the easy 
way out and say, we use the discrepancy model, and they think they’re done with that, will kick it back 
to you and say you need to describe the discrepancy model for us.  And we say that because this is in 
fact a public document.  Parents may ask to see this document, and not be familiar with what the 
discrepancy model really entails.  So you’re going to need to come up with a brief description of what 
the discrepancy model looks like in your school district.   
 
[silence] 
 
Okay Kelly, you want to show us that one? 
 
>> As Pat said, if you just want a quick edit, you’ll be given the opportunity to enter in your narrative, 
and then quick save.  We do have a couple of different options within the narrative sections where you 
can paste from a Word document, you can use spell check, but again, just double-check all of your 
grammar and things to make sure it’s all cleaned up.   
 
>> And that’s really important too because you can utilize the rich text box in order to make your 
narratives, you know, look nicer or to be more presentable to the public.  The piece that we will also say 
to you is that there is a spell check in each one of these.  When we review the plans as advisors, 
sometimes we will catch spelling errors or grammatical errors or words that are missing throughout 



your narratives, but oftentimes we’re looking for that content, and it’s also difficult for us sometimes to 
go back to a school district and say listen, I’m going to have to reject your plan because you have so 
many misspelled words in this section.  So we highly encourage you to do the spell checks before you 
submit the plan, make sure that those are correct, and you’d be surprised at how many come in that we 
have some difficulties with.  The other piece that you have to be really cautious of is that you can work 
in a Word document, and paste it into this document.  There are some instances where there are hidden 
codes within Word, that as you cut and paste into this system, you’ll start to see some symbols and 
some different characters that show up in your narratives that aren’t supposed to be there.  So you may 
want to be careful with that when you cut and paste.  The other piece that’s very important is that, if 
you type all your information into a Word document before you put it into the Special Education plan, 
and something happens to your computer, you’re going to lose all your information.  If you work in this 
system, this system is backed up, so every time you click up the save button, your information is there.  
So that way, if you call the help desk and say listen, I don’t know what happened but I can’t find my 
description for identification of students with specific learning disabilities, they may be able to save you 
on that one.  So we really encourage, if you work in the system, we don’t require you to work in the 
system, but there are some advantages to that. 
 
The next section, this is called enrollment.  This is still the core foundations, and what you’re going to 
notice is there’s a link that you can click on to look at your Penn data reports or your Special Education 
data reports.  Is everyone familiar, is anyone not familiar with their Special Education data reports?  This 
will be a link to take you to those reports.  If it works.  There it goes.  Special Education plan data 
reports, or Special Ed. data reports, and what we’re asking you to do in this section is to review your 
data, and determine whether or not you’re discrepant from the state figures, and if you are discrepant 
from the state figures, we’re asking you to address that within this narrative.  Now how do you 
determine whether or not you’re discrepant from the state figures?  The way that we look at the 
discrepancy is that it needs to be ten percent or greater discrepancy from the state figure.  It’s ten 
percent of the state figure, which means, let’s just say that it’s ten percent of the state figure, which 
means let’s just say that the overall enrollment for students with disabilities in Pennsylvania is 15 
percent.  Ten percent plus or minus would be 1.5.  so essentially, every, the range that we’re looking at 
is 13.5 to 16.5.  If you are outside of that range, we’re asking you to address that as part of your 
narrative.  Question.   
 
>> What about when you have small n sizes, so, for example, we’re a relatively rural district, we’ve got, 
we often see 50, 75 percent out of state line if, in some of the visually impaired or MDS, those sorts of 
disability categories? 
 
>> That’s an outstanding question and we’re going to talk more about that also as we go through the 
presentation.  In regards to school districts that have a small n size, and one or two students can actually 
make you greater than ten percent discrepant, either above or below the state figure, what we’re not 
saying to you is, if you’re above that state figure, you need to start dismissing kids automatically, or if 
you’re under that state figure, that you need to start identifying more kids in that particular category.  
It’s one of those situations where it just warrants a look at it, and when you can make a description like 
that, that’s the type of narrative we would see.  We would see that the district has a small n size, that 
one student makes this much of a difference in the way that we would calculate that figure, and it kind 
of is what it is I guess, you know that’s what I mean, but it’s worth the narrative when you see that.  
Now if you are a district, again, that has a large n size and you are ten percent, greater than ten percent 
or less than ten percent discrepant, it still warrants a look.  We’re not going to tell you to dismiss all 
those kids that are on the over-enrolled piece, or if it is over-enrollment, and we’re not going to tell you 



to go identify more kids, but it’s worth taking a look.  For example, some school districts might have a 
higher population of students within intellectual disabilities, and the reason that they believe they have 
a higher number of students with intellectual disabilities is that there’s been a number of group homes 
that have been set up in their school district whose primary clientele is, are, students with intellectual 
disabilities, and those students are not coming to your school.  For whatever reason you’ve got an influx 
of students on a certain category that may have bumped you up for that particular year.  So you can 
utilize that area to discuss that.  We’re not telling you that you have to change things dramatically but 
we’re asking you to review it, talk about it, why does this happen, what can we do to maybe change this 
number?  Or impact on this number.  Okay?  Any questions about the enrollment piece? 
 
Yeah it’s going to be the narrative, okay.  You want to take a break or you want?  Okay, it’s now ten 
o’clock.  How about if we take a ten minute break?  I’m going to switch mics with Courtney and then. 
 
>> Okay, we’re going to go ahead and get started.   
 
>> I might go and pick you up over here. 
 
[background chatter] 
 
>> Testing, testing.  Okay, we’re going to continue under core foundations, and we’re going to begin 
with incarcerated student oversight.  It still sounds low. 
 
[background chatter] 
 
A little bit better?  Yeah, that’s better.  All right.  So, as Pat had mentioned beforehand, the sections of 
the comprehensive plan are divided into content areas, and then within those content areas we have 
additional subsequent information that you are going to place related to Special Education.  Earlier 
within the web application piece there’s a nice filter in which you’re able to bring up just the Special 
Education components that contribute to the Special Education plan, and when we get back to the web 
application portion, we’re going to show you again how to do that so it nicely brings up only the content 
pieces that you need to be responsible to as part of the Special Education plan.  We’re going to talk a 
little bit more though right now about some content information that you need to incorporate within 
the plan specific to incarcerated student oversight or those areas, actually we’re going to start with 
nonresident student oversight in 1306 versus 1306.2.  Okay.  So in 1306, these are your students that 
are located in facilities that are within your district’s catchment area for which you function as the host 
LEA.  If you have such facilities in your area, you need to answer specific questions within the system in 
this section.  If you do not have those types of facilities located within your catchment, you still need to 
answer these questions as they would apply if one were to in fact open during the life of your plan.  
Because if you remember, the Special Education plan is in a three-year time period, so a lot can happen 
for a district within those three years.  Again, if you are unsure of the types of programs that exist within 
these facilities that are in your catchment, you can certainly pose the question to that facility, if they 
have multiple programs, to find out what type of licensure they may in fact have so you know what 
would be applicable with regards to them functioning as a 1306 facility within that program.  
 
Again, you will be prompted within the web application, to respond to three questions.  These questions 
are located within your handout but it is not necessary for you to have to toggle between the two.  As I 
said, it’s going to be located in this section within the comprehensive plan, so each of these written 
prompts or questions that you must respond to,  are located there for you for your convenience.  The 



first question is asking you to explain how the district meets its obligations under 1306.  In terms of how 
you locate, identify, and serve students that are either eligible for Special Education, are thought to be 
eligible, well they fall under that 504 piece.  Secondly, we’re asking you to explain how you provide a 
free and appropriate public education within the least restrictive environment.  As a side note here, in 
instances where you’re functioning in the capacity as a host LEA, you’re still including those students’ 
district of residence within those types of decision-making processes, meaning that you’re keeping them 
informed, you are required to do so under 1306 regulation, but it’s best practice effort, it’s good to keep 
them within that informational circle, because those are the types of students that eventually will 
transition back to their districts of residence.  Lastly, we ask you to talk about any problems or barriers 
that may exist in terms of your ability as the host LEA to provide educational services for those students 
in those facilities.  And obviously, if you currently don’t have any of those facilities located within your 
catchment, then you’re obviously not going to have anything to respond to as part of question number 
three.  But you can certainly respond to one and two with regard to what your obligations are under 
regulatory requirements as the host LEA. 
 
Just as a reference, there is a Basic Education Circular, or BEC, that is available to you as a resource on 
the PDE website, that’s listed, so if you are unsure about what your obligations are under 1306, and/or 
1306.2, it nicely outlines what it is in terms of your responsibilities as an LEA.  1306.2 is specific to 
juveniles that are incarcerated in adult facilities.  And what we want to highlight in this section is that 
those are students that are in adult correctional facilities, not to be confused with your students that are 
in detention centers.  Because later in the system, we’re going to talk about how you’re going to list out 
each of those facilities within a subsequent table that will match what you’re putting in the narrative 
portion of the section.  Again, adult local correctional institutions and facilities.  If you do not have any 
that exist, we ask that you expand on how you would go about implementing your obligations under 
that regulatory requirement if in fact one were to open.  Certainly they don’t open as frequently as we 
would see perhaps a 1306 facility, but still requires our attention if in fact that were to happen over the 
course of the Special Education plan.   
 
As a side, earlier, Pat had mentioned to you about not being so new to the comprehensive plan system.  
Whether this is your first go, or use of the system, or completing a Special Education plan, from a 
technical perspective, as a Phase II school district, your district already has information within the 
system that you are able to easily access.  That said, a lot of the component information that we’re 
discussing here today really isn’t going to change.  Regulation hasn’t changed, so the narratives that 
perhaps you included into that plan previously, are still going to be present for just to review, updates, 
and any necessary modifications that you think you need to make and/or expand or add to your plan.  
Least restrictive environment.  Again, we continue in core foundation.  And this is quite the lengthy and 
in-depth section, and there are other areas that we’re going to talk about, again we’re going to be listing 
out information and subsequent materials, but for the purpose of narrative explanation, you will be 
prompted in the system with three questions that you must respond to, the first of which is asking you 
to describe what your procedures are in terms of how you’re ensuring the provision of safe within the 
least restrictive environment, with the use of supplementary aids and services, and how those are 
achieved satisfactorily locally at your district.  We also ask that, in this section, when you are describing 
supplementary aids and services, there is a really nice supportive publication that’s available to you on 
the PaTTAN website, that outlines what that framework is in each of those five domains.  You certainly 
want to reference the domain, however, in addition, we want you to complement what you do locally in 
terms of what those services and supplementary aids look like within each of those domains.  Certainly 
in that publication, we have examples that you may be doing more than what is in that publication as 
you review it.  Now as you will see here with the different categories and examples, again, these are just 



examples, this doesn’t mean this is what you are required to do, but it may be something that you are 
already doing.  Or, think about it from the perspective of what it is that you want to do, because you are 
looking into the future over a three-year course or period of time.  So, if you don’t reference each of 
these domains within that narrative section in response to question one, that Special Education plan will 
be returned to you for necessary revision.   
 
[silence] 
 
The next question that you are going to be prompted with is how the district is utilizing evidence-based 
models and other initiatives, activities, trainings, to support the provision of education within the least 
restrictive environment.  And more specifically, this is a really nice place to incorporate information if in 
fact you currently have either a Corrective Action Verification Plan, or if you have an Active 
Improvement Plan.  Because as part of those activities, you are already required to provide training, and 
so you want to incorporate that within the section since we’re asking you to expand upon how you’re 
addressing any issues that you’ve identified in terms of the provision of state within the least restrictive 
environment.  Now if you don’t have an active CAV, or you don’t have an active Improvement Plan, 
we’re not telling you you need to develop one.  I want that to be really clear in this section, we’re just 
saying, this is a nice conduit for you to be able to take that other information and incorporate it into the 
section, to talk about what it is that you’re already doing locally.  Lastly, you are asked to discuss and 
refer to the State Performance Plan target, with regard to how your LEA is performing in the least 
restrictive environment.  More specifically those three areas that we look at, 80 percent or more, 40 to 
79, and other settings.  When you click on the link that will take you to the SEDR report, or the Special 
Education Data Report, you are going to see a list of completed fiscal years that you may choose from.  
You’re going to go with the most recent completed fiscal year, which would be 2013-2014.  If you go to 
data at a glance, you will see a link for ’14-’15.  And the question that more often than not is posed is, 
well which data are we supposed to be  using with regard to a reference narrative?  You want to use the 
most completed fiscal year as your reference point because that says whether you did or you did not 
meet the SCT target.  But it doesn’t preclude you from utilizing more current data in relation to those 
educational environments to support what you’re practices are with regard to least restrictive 
environment.  I just want to make sure that we’re really clear, and again, as you can see, here on the 
screen we have the State Performance Plan, you click on there, you will enter what type of person you 
are, parent, administrator, submit, you can either find your district by way of ABC order, or if you want, 
you can find it by your IU.  And then, up at the top, will you put the cursor on data at a glance?  The data 
at a glance will give you the ’14-’15 snippet.  Again, that piece however will not have the SPP target 
included, that will only have a comparison with regard to your local educational agency, and the state.   
 
Okay.  Moving forward.  Behavior support services.  Again, we are still in core foundations.  What we did 
with the organization of this presentation in slide, was set it up as you would see it within the system 
when you filter out those components that are specific to special education.  When we get to behavior 
support services, you will again, in the narrative section, be prompted with three questions that you 
must respond to.  Because this is an area for which we have had a lot of movement and progression with 
regard to supporting students with disabilities, this is more than likely a section that’s probably going to 
require a lot of modification and/or updates depending on what you’re doing locally to support students 
with disabilities that may need behavior support services.  The first question is asking you to provide a 
summary of your district policy in relation to behavior support services.  This also includes your general 
school wide positive behavior support activities that may be occurring.  Sometimes LEA like to take their 
entire behavior support policy and incorporate it within that narrative, you are not required, we’re 
merely asking for a summary, but if it’s easier for you to include the entire policy with additional 



information or expansion, that’s certainly fine as well.  Question number two asks you to describe the 
training that you provide to your staff in the utilization of positive behavior support, the escalation that 
may be requiring immediate intervention.  The two areas, with regard to positive behavior support, that 
you are required to do training, is going to be in general positive behavior support, and de-escalation, 
and we’re going to talk about that later when we get to personnel development.  However, if you are 
doing school-based mental health training, or you’re providing supports and services, you want to 
include that information in this section as well.  Certainly you want to give credit where credit is due.  
Minimally, we must have the de-escalation in the positive behavior support, but if you are doing a 
school-based mental health component, this is where you want to include that information.   
 
Intensive interagency.  Actually you know what, before we move into that section, I want to go back to 
least restrictive environment, because something that we didn’t mention a little bit earlier in enrollment 
in relation to n size, there was a question that was posed about n size in terms of how it’s impacting you 
locally, but I just want to take a moment to talk about n size in terms of your discussion of students and 
services that they’re receiving in the continuum locally, and number assignment.  When we are 
referencing perhaps how many students we have placed out in other facilities, when you provide a 
Special Education plan at public request, that information with regard to the number of students, and 
the state facility, are there for everyone to see.  As a rule of thumb, we at the Bureau, as a state 
educational agency, use an n size of ten as our cutoff.  That’s what we utilize internally.  However, we 
encourage you to reference whatever your confidentiality policy may be locally, or confidentiality plan 
that’s included as a part of your policy, with regard to how you handle n size and public dissemination of 
information.  Because certainly you wouldn’t want the information you have included in your Special 
Education plan to be personally identifiable in nature.  So we are asking that you give that consideration 
and review.  Later, when we get back to the web application, Kelly is going to share with you how you 
generate a Word document as your final out plan report, but how you may redact that information so 
that you can take numbers out, so there isn’t a correlation if in fact you happen to be a more rural 
school district with a smaller n size, okay? 
 
Intensive interagency.  Again, when you go into the system, you’re going to be prompted with the 
questions that you must respond to.  This is another area for which typically the information that is 
included is already well-versed and prepared for you just to be able to go in the system and modify it 
accordingly.  Certainly, if you are having any difficulties in placing students with disabilities, you want to 
include that information in this section.  Talk about what procedures and analyses you’re using to help 
determine any gaps that may exist within the continuum of the Special Education services that you 
provide locally, and what placement options may, or may not, be available for students with disabilities.  
You want to talk about programs that have been successful locally for you, educational placements that 
you may currently be utilizing, or may in fact be available to you to use if the need ever presented itself.  
You also want to include an overview of services that are provided through interagency collaboration 
within your LEA.  Also, if there’s anything that you’re doing to support that expansion of the continuum 
of services that you are required to provide, this is where you want to put that information.  Again, what 
you may have planned in terms of your interagency coordination over the next three years, may look 
significantly different than it has in your task, depending on the demonstration of local needs for your 
students with disabilities.  And again, because we’re looking towards the future, what are your plans 
over the course of the next three years?  What does your student enrollment look like?  Is there a trend 
in the types of students and educational programming needs that have been presenting themselves that 
may have been different than in years past?  This is where you want to incorporate that information.   
 



Strengths and highlights.  You will be prompted to provide information with each of these specific 
component areas.  This is a section that is very easy to write and/or respond to, because it really 
provides you with an opportunity to let what your entity is doing locally shine for all to see.  This is 
where you want to say how you have also expanded on your continuum of services.  This is what we do, 
this is what we do that goes beyond the benchmark, or the meaning of the requirement.  Talk about 
what your plans are for the future for the district in terms of your provision of services and support to 
students with disabilities.  We don’t have any minimal requirements, but certainly how you go about 
articulating what your program looks like locally is imperative in this section.   
 
[silence] 
 
What Kelly is going to do now, is she’s going to bring up the web application, and because the handouts 
that you have already list out each of the component areas in each content, we’re going to follow that 
as I speak but we’re going to work in the web application.  But everything is coordinated with one 
another.  So Kelly, would you please, before we get started with this section, could you please go back to 
the initial log in and show them how they can filter out the specific Special Education components 
please?   
 
>> Sure.   
 
[silence] 
 
Okay, so this is just a review of what we walked through at the very beginning just to make sure you’re 
filtering out from the comprehensive plan.  So when you click on district level planning, the components 
that appear initially are all of the comprehensive planning components.  So in order to just filter for the 
specific Special Education plan component, you can use the drop-down on the right-hand side to select 
Special Education, and then filter.  And then all of the components that appear will just be those that 
need completed for the Special Education plan.  Now that said, we have covered all of the components 
related to core foundation, now we’re going to move in assurances.  So in your handouts the next box 
that talks about Special Education assurances, easily enough, here it comes in the drop-down, Special 
Education assurances.  This is a section, if you would click on it Kelly, under Special Education 
assurances, it’s probably the easiest to complete because really all you’re going to do is check the box, 
to say that we will abide by all of our obligations with regard to providing a full range of programs and 
placements, your child finds in outreach, LRE, that, if you need to change anything about your program 
profile, you will only do so via the SEPRN process, or the Special Education Plan Revision Notice.  That 
students with disabilities are participating in state and local assessments, and lastly, there’s going to be 
a check mark to show that your utilization of access funds are only used to enhance or expand upon 
current services for students with disabilities. 
 
Continuing within the assurances section, you can also get, on the drop-down menu on the left, when 
you want to see where each of those content areas are located, it’s nicely organized, you don’t always 
have to go back to the homepage, but what we’re going to move into now, are the 1306, and the 1306.2 
facilities.  Now we discussed, under core foundations, those narrative requirements are questions that 
you have to respond to with regard to those types of facilities.  Next, under assurances, this is where 
you’re going to list out any of those facilities that may exist within your physical catchment area for your 
district.  If you do not have any facilities that exist with regard to 1306 or 1306.2, then you won’t put 
anything in these drop-down menus because there aren’t any.  When you add a new facility, you will 
choose, in the drop-down, what type of facility it is, is it a 1306 under nonresident, or is it a 1306.2, 



incarcerated student in an adult correctional facility.  You’ll add the name, what types of educational 
services, if any, that facility is providing, and then the number of students that are receiving the services 
at those facilities.  A question that’s often popped up here is, if I don’t have any facilities in my 
catchment, but I have students that go to those facilities, do I have to put them in here?  And the 
answer is, no.  You’re only going to put students’ number if you have that facility in existence in your 
catchment, and you are the LEA.   
 
[silence] 
 
Okay?  Moving into.  Do I want to go to least restrictive?  Let’s do program profile next.  We’re going to 
move into program profile.  This is probably the most critical section in terms of demonstrating what the 
continuum of services are at your local entity, so we’re going to spend a little bit more time in this 
section.  It’s also one that typically you review annually.  And when I say review annually, it means if 
anything about your services have changed, this is the section where you would account for that.  You 
are not required to update this annually, but if something has changed, then you would need to update 
this section.  Because you are a Phase II district, and you are in your year of development, you do not 
have to go through a SEPRN process to update your program profile.  If [INAUDIBLE], and you decide you 
need to change something programmatically as it’s represented in your program profile, you will then 
have to submit a SEPRN.  But for the intent and purpose of today in your year of development, we’re 
going to talk about the program profile, as it will be developed and exist, prior to approval.  Okay?  
Moving into program profile.   
 
>> Courtney. 
 
>> Yeah? 
 
>> You want to mention too that this is the only section that they need to revise.  One of the things I do 
want to mention here because it’s really important, this is the only section of the Special Education plan 
that should be revised after it’s been submitted and approved.  So what you’re going to find is that, if 
you would log into the system even after your approval, you can still type and change things within the 
plan.  We do not want you to do that.  Everything that’s in that plan, as of the date that it’s approved, 
stays locked until the three years are up.  The only piece that should be changed over the three years of 
this plan would be the program profile, and we’re going to describe how to do that when it becomes 
necessary.   
 
>> Okay. 
 
>> Thanks. 
 
>> Okay.  Now what we ask is, as we go through this.  We have a question, yes. 
 
[silence] 
 
>> Okay, backing up to least restrictive environment facilities, if we have students where we have one 
student placed, we still add the facility even though it would be very identifiable? 
 
>> Yes.  Because the Bureau of Special Education needs to know how many students are associated with 
that facility.  That’s also information, if you are a district going through the cyclical monitoring process, 



that is imperative for consideration by your Chairperson when we’re looking at the types of support that 
you may need, that would be directly associated with a disability type, or type and level of support, 
programming these.  But yes, you have to put the name of the facility and the number of students 
within that table.  However, as I mentioned earlier, this is the section where you need to consider n size, 
so if there is a public request for that document, you can redact it, so that that doesn’t come up for the 
rest of the community to see.  So although BSE needs to know, you need to take that information out 
whenever you get a public request for a copy of the Special Education plan, or going back to the Chapter 
4 requirement of the 28 day public period for review, you don’t want those numbers to be in that copy 
that you’re posting and sharing with the public for review because of confidentiality reasons.  So not 
only are you giving that consideration with regard to what you’re writing in your narratives in LRE, when 
it asks you about the number of students, but you also have to give that consideration when you’re 
completing information in each of those tables related to your facilities, albeit it 1306, 1306.2, or your 
out of district placements. 
 
>> Keep in mind that the information that’s entered on the website can only be viewed by those people 
who have log-ins and passwords.  It’s only when we ask you to generate that final report, to make 
available for public review, that we remind you that confidentiality becomes the issue.  Because the 
people that are going to look at the actual document will not have access to the Special Ed. plan on the 
website.  So it’s, we need the numbers on the website, you need to protect confidentiality in the public 
review.   
 
[silence] 
 
>> Would you report a facility that you’ve used in the past, don’t have a student currently, but might in 
the future? 
 
>> Yes.  Because the life of that plan is three years, and the question is, do you have, and once a student 
is enrolled in that facility, what your obligations are.  So at some given point over the course of those 
three years, if a student who has a disability, or may even be thought to be eligible, were to enter that 
facility, you have all of the subsequent obligations that come along with those regulatory requirements, 
so you need to have, not only that facility listed, but you need to respond to the narrative questions in 
relation to that facility.  When you, is there a question, I hear a question. No?  Okay.  So going back to 
these facilities tables related to least restrictive environment, I’m going to ask you to scoot back there 
Kelly.   
 
[silence] 
 
>> I just tried, it won’t let you enter a facility unless you have at least one student there.  You can’t list 
facilities. 
 
>> Under least restrictive or under 1306? 
 
>> Under least restrictive environment facility. 
 
>> Okay but I, we were talking about 1306, we weren’t talking about LRE facilities when that was posed 
at this table.  He said, if there’s a facility that exists. 
 
>> No LRE. 



 
>> Oh LRE, I thought he was talking about 1306. 
 
>> No.  No, there was misunderstanding on the question I think. 
 
>> Okay.  
 
>> The key piece, when you’re listing or creating the tables, you cannot create a line item on the tables 
without a student enrolled in that line item.  It’s not called a line item, it’s actually just a line on a table.  
However, in the discussion section, when you’re talking about least restrictive environments, and you’re 
talking about 1306 and 1306.2 facilities, you certainly can discuss those pieces.  For example, in your 
particular case, under least restrictive environment, you have a facility within your attendance area that 
you tend to use as a part of your continuum of placement options, currently we have no students at that 
facility, but we anticipate maintaining that facility as an option, do you know what I mean?  So you can 
talk about that but it will not let you list it.   
 
>> Right.  Again, when you look at least restrictive environment facilities within the system, you’ll be 
able to add in, put in the name, drop-down, with regard to type of facility, and then under that you’ll list 
the type of service that is provided there, and then the number of students that you have placed.  Going 
back to assurances, we’re going to talk about the Special Education program profile, we’re going to give 
you some examples, so we just ask that in this section, following the examples and some of the 
commentary, that we then afterwards respond to questions because typically, as we go through the 
examples, questions are answered, and then, after the examples provided, if you still have questions 
you can certainly pose those.  Within the program profile position, as I mentioned earlier, this is where 
you are demonstrating what your continuum of services are locally.  All of your types and levels of 
support, all of your caseload representation, your program position.  The way that the comprehensive 
plan is set up, it makes the information more streamlined by program position number, so that, what is 
being provided isn’t now just directly associated with a person, but rather a number, and it really gives 
you a little bit more flexibility in terms of switching people in and out of program positions, because 
people may change, but your program, in many instances, is not.  Nonetheless, we’re going to enter this 
information, and because you’re Phase II, you already have a completed program profile.  If you are 
anticipating any changes to your program for this year, prior to your May 1 submission, you may make 
those changes within your program profile, that does not require you to complete a SEPRN.  However, if 
you are making changes such as moving a physical space, deleting a program, changing a program, we 
ask that you alert your assigned Special Education Advisor, because they need to make the 
determination as to whether or not an onsite visit is required with regard to facility requirements, as 
they may apply, based on the change that you’re making.   
 
And again, if there’s anything that you are not 100 percent positively sure about as you’re going through 
the completion of the plan, you want to contact your Special Education Advisor.  Because any changes 
or revisions that need to be made, will always be bumped back to who you have assigned in 
demographics.  So if that is your Superintendent, every time something needs to be revised or changed 
with your Special Ed. plan, your Superintendent is going to get the notice.  So having that 
communication with your Advisor makes it a whole lot easier so there’s not too much back and forth for 
you in the system, so that when you go to submit by May 1, it looks what it’s supposed to look like for 
approval purposes.  So again, any changes to this program profile that you are posing for the upcoming 
year, you want to have that discussion with your Special Education Advisor contact.  The other piece in 
this section that’s important to note is that the way that it is built, if there is any piece of information 



that you put in that isn’t regulatory sound as it applies to caseloads, maximums, age range restrictions, 
the system will prompt you to revise that information.  In years past we hadn’t had that capability, now 
we do.   
 
So we’re going to go through one example.  In your handouts you will see we put a fairly easy reference 
point.  When Cadre 14 was updated in 2008, it gave local administrators the latitude to prorate 
utilization of Special Education teachers.  Meaning, we’re not using just one whole FTE or one teacher 
body to provide one type of class, but rather we use a program position, or a Special Ed. teacher, in 
various ways, to provide various types and levels of support.  So now we’re calling it exactly what it is, it 
isn’t just what the majority of the class may be.  So in essence, each program position that you enter 
into the system, may have multiple line segments depending on what their job duties and subsequent 
assignments may be.  This is a fairly easy example.  This is a teacher for which I utilize one full-time 
equivalent.  I have one teacher designated.  And this teacher is providing supplemental learning support 
in two different types of buildings.  Knowing what the age range restrictions are, and what the caseload 
maximums are based on Chapter 14, and you want to go into Chapter 14, I believe it’s 14.120, 
Personnel, you will be able to do the math to determine how much room you have to assign the number 
of students to that type or level of support for each of those segments.  So for example, at the high 
school, this teacher’s providing supplemental learning support to students ages 12 to 16.  We have 
assigned four students to that caseload.  And again, this is only a snapshot of where you are in the here 
and now in the development of your Special Education plan.  I’ve assigned .2 FTE.  Which is enough 
coverage to take care of four supplemental students in learning support, because if we look at Chapter 
14, we can have up to 20 students in learning support.  So if I only had four, I would take the four, divide 
it by the 20, I know what my minimum is that I need of that full-time equivalent to provide that support.  
So as you can see, I still have .8 FTE of that person that I can utilize.   
 
So in the next section, supplemental learning support, six to nine, there’s 12 students assigned.  .8 is 
more than enough to cover 13 students in supplemental learning support at the elementary level.  So as 
you can see, if you are utilizing a part-time teacher, which would be a .5 FTE, or if you’re using a full-time 
teacher, which is a 1.0 FTE, you have a lot of cushion in terms of how you’re going to assign them their 
line segments within the system.  We encourage you to always use your maximum FTE as your cushion 
within the system because, if you gave it just a bare minimum, and a teacher grew by one student on 
let’s say that first line segment, then we would have to go in and modify the FTE, because you’re 
representing that you have enough manpower, enough person, to support the number of students that 
need that type and level of Special Education support.  So you have a lot of latitude in terms of what you 
are assigning your teachers to do, you’re giving yourself cushion within the FTE so that you have growth 
in your caseload, because we know some teachers might get a plethora increase of students that are 
itinerant learning support versus full-time learning support, versus supplemental emotional support.  So 
you can really use your own judgment locally in terms of what you would project that to look like, so 
that you’re cushioning yourself enough in any of those one line segments. 
 
As Pat mentioned earlier, in the Special Education plan, at the beginning under enrolment, we asked you 
for an unduplicated count.  In this section, you can have a duplicated account, as he said earlier.  Why?  
Because students may be assigned for the provision of service to more than one teacher, more than one 
program service.  The best example is your students that might be learning support and receiving speech 
and language, or vision, or hearing, as a related service.  Every type of support that carries a caseload 
under Chapter 14 requirements, must be accounted for within your program profile.  So the easy part is 
our caseload assignment for all of our teachers.  Let’s talk about your related services.  So more often 
than not, your BVIS, your DHIS, your speech and language, will see students on a caseload that are 



beyond what the age range restrictions are under Chapter 14, yes?  So in those instances, there’s going 
to be a red flag or a box that comes up that asks you to give a justification.  Are those students truly 
exceeding the age range restriction when that box comes up?  Not always.  Because it doesn’t 
necessarily mean they are in the same instructional group.  If you’re speech and language, and your 
caseload is three, or five to 21, it doesn’t mean they’re getting their speech and language services 
together.  So in that justification box, that’s what you need to say.  That students are not exceeding age 
range restrictions, they are not within the same instructional group.   
 
Now, let’s say you do have students on a teacher’s caseload that are exceeding the age range 
restrictions, and are in the same instructional group.  Case in point more frequent than not, life skills 
support.  I may have one student in my instructional group exceeding.  In that justification box, you will 
say, student exceeds age range restrictions, this has been an IEP team decision, because where we 
account for the exceeding of the age range restriction, has to be in the IEP which is your legal binding 
document.  The other question that comes up in this section is, if I have a student that exceeds the age 
range restriction, do I have to include it in every student who’s in that instructional group’s IEP?  No.  
You only need to put it into the IEP of the student that is exceeding the age range restriction.  Now that 
said, referencing that caseload chart under Chapter 14, Personnel, is where you want to go to be able to 
play with your numbers to have that cushion.  If you have a part-time FTE or a part-time teacher, your 
advisor may contact you just to confirm that that’s what you truly meant to put in your program profile.  
Additionally, if you utilize teachers who may be dually certified to provide instruction under General 
Education and Special Education, you’re only accounting for the portion of the FTE that is specific to 
Special Ed. in the program profile.  Because we don’t care what they’re doing in Gen. Ed.  We only care 
about their assignment as it applies to Special Education.   
 
One more thing.  That also applies to those program positions for which you may be seeking those 
related services from an alternate entity.  That being, a private provider or vendor, and/or the 
Intermediate Unit.  More often than not, many LEAs will utilize the IU for provision of DHIS, BVIS, and/or 
speech.  If that is the case, you to don’t need to know their FTE and their caseload assignments as it 
applies to every district that they serve, but rather, you only need to have enough FTE assigned to the 
number of students that they’re serving in your district.  Now, if you have any questions with regard to 
program profile, this would be your opportunity to pose them.   
 
[silence] 
 
>> The question I.  The question I have is, when you have like, a program like emotional support, and 
you have multiple levels in there like itinerant, supplemental, full-time, do you put them separately on 
here?  And then is that, you look at the number of students and put those FTEs based on the number of 
students in that classroom? 
 
>> No.   
 
>> Okay. 
 
>> So here’s what you’re going to do.  If I have an emotional support teacher that’s providing various 
levels of support, let’s say they’re doing ES itinerant, ES supplemental, and ES full-time.  For each of 
those lines, the number of students that they’re seeing itinerantly, they need to put in there.  The 
number of students on their caseload that they’re seeing for supplemental, has to have its own line, and 
then the number of students that they’re seeing for full-time has to have their own line.  And then, you 



need to make certain that you have assigned enough FTE to each of those levels of support, to cover the 
students that they’re seeing.  So teachers can get really confused by your configurations because they 
just think, oh I have 15 students, I’m at my max.  It doesn’t work that way.  I am one full-time equivalent 
or employee for my district, and I could make you whatever I want you to be as a local administrator.  I 
could give you five itinerant kids.  I could give you two supplemental kids, I could give you three full-time 
emotional support kids, and have enough FTE to cover you.  But you have to demonstrate that in each of 
those segments.  So when we say, call it what it is, you need to represent exactly what that program 
position is doing, ‘cause that in essence is the representation of your continuum of services.  You’re 
showing that we’re providing all types and levels of support, and this is where we’re looking at it.   
 
[silence] 
 
>> So when I go into my program profile, and I click that I want to make a change, it takes me to the 
revision process of the SEPRN.  Am I making the change through an SEPRN or am I making the change 
through this new Special Ed. plan? 
 
>> No, you are making the change through the Special Education plan.  There should be a drop-down 
that’s asking you to do it as a SEPRN, and actually Kelly could speak to this certainly because we were 
going to talk about the SEPRN process following the program profile, but right now, in your year of 
planning, you are not going to treat it as a SEPRN, but rather you’re just editing what already exists in 
the system.   
 
[silence] 
 
Kelly did you want to comment on what she’s seeing in her drop-down menu? 
 
>> Sure.  So, within the program profile, let me go back to the main section.  Right now, as Courtney had 
mentioned, since you’re in the development phase, once you click revise, you’re given the drop-down 
menu as to what type of revision that you’re going to be making.  Once you click that and start your 
revision, you’re just revising your Special Education plan, you’re not actually going through the SEPRN 
process because you’re in your development phase right now.  Do you want me to? 
 
>> You want to walk through the actual SEPRN? 
 
>> Well, before we move on to SEPRNs, I just want to make certain that everybody understands how to 
enter their information into the program profile as it applies to all the types and levels of support that 
your various program positions provide.  Okay?  Any questions from our downlinks, eight and nine?  All 
right, I didn’t realize I wasn’t projecting here.  We’re going to move into the SEPRN process now.   
 
>> Let’s just, before you do that let’s go. 
 
>> Yeah. 
 
>> Let her demonstrate that one more time because it wasn’t on the screen. 
 
>> All right, let me go through that process one more time in terms of you revising the program profile 
that’s in your application currently.  As Courtney mentioned, you are still in your development phase 
since you will not be submitting until May 1st.  So whenever you, if you have changes to your program, 



you will just click revise, choose the type of revision that you’d like to make, and you’re clicking a 
revision button to start the revision but it’s not actually the SEPRN process at this point since you are 
still developing your Special Education plan.  Make sense?  Okay.   
 
[silence] 
 
Okay, to go through the SEPRN process, I’m actually going to log in to a Phase I school district, and that 
is just because they have already submitted their plan, had it approved, and it’s been archived, which 
means now they have the ability to go in, make changes to the program profile, and start the revision 
process, if they have changes that year.  So again, I’m going to log into their district level plan because 
that’s where the Special Education plan is located, filter by Special Education.  And in the plan’s 
submission area, and this is just to verify that your plan was submitted, approved and archived, I’m 
going to drop the history button down to the most current Special Education plan because this is the 
one, again, this is a Phase I so their timelines are going to be different, but this is the plan that they just 
submitted and had approved.  I’m going to click change so that the system reverts to that Special 
Education plan.  And you can see that they had, let’s go back down here, they had their Special 
Education plan approved, and it has been archived.  So now, since they’ve submitted and approved and 
had their plan achieved, they have now made their, now noticing that they need changes made to their 
Special Education program profile, you will go through the revised area.  So before, well before you click 
revise let me back up a little bit.  You will go in to where we were under assurances with the Special 
Education program profile, and then make those necessary changes, so it’s the same process that you 
went through, or that you’re going to be going through now, but this is when your Special Education 
plan has been approved and archived.  Once you make those changes to the program profile, you’re 
going to go back into your status and history area, and again this will only be those who have planning 
leader access to the plan will be able to make those changes and submit the revised copy.  Again I’m 
going to filter for the Special Education plan, the most recent one, so yours will be 2016-2019.  And then 
click the revise button.  That will go through the revision process and resubmit that SEPRN to your 
Special Education Advisor.   
 
>> Okay, so to reiterate again in this area, you’re only going to do a SEPRN if there’s something about 
your program profile that needs to be modified following the approval and archiving of your plan, that 
would be specific to the need for a revision request.  Also, to reiterate yet again, this is the only section 
of the entire Special Education plan that, over the course of the three years, you are permitted to 
change.  You cannot go back and change anything else about the Special Education plan for three years 
besides your program profile.  Because we must adhere to regulatory requirements with regard to the 
continuum of services that you are providing locally.  Question. 
 
[silence] 
 
>> So in my district we are taking over two IU classrooms starting December 23rd, is the last day for the 
IU.  So would I do a SEPRN for that or I would not be able to do a SEPRN until I would include that in my 
new plan? 
 
>> Well, it’s already open for development, so when you leave here today, technically you’re in your 
development stage.  So you would not utilize the SEPRN process as Kelly just described it.  However, 
that’s a change in entity, so you need to contact your Special Education Advisor because there’s a 
different level of involvement beyond just the program profile edit piece that goes along with that 
revision, that you need to have further discussion and follow-up activity. 



 
>> Okay. 
 
>> Okay. 
 
>> All right, thank you. 
 
>> Good question.  You have another question over here. 
 
[silence] 
 
>> If we are considering adding a program to the profile for the coming school year, in anticipation of 
adding that would we put it in here now so that it’s approved, or should we… 
 
>> Correct. 
 
>> …wait until later and then submit? 
 
>> I mean it’s.  Again, this is a snapshot of where you are currently.  So depending on when you are 
attempting to implement that change, is when you would put it in.  so for example, if you’re adding a 
new program but it’s not yet in place, or it hasn’t been Board approved, you’re certainly not going to put 
it in until that occurs.  So if you’re adding a program once your plan is approved, then you’ll have to go 
through the SEPRN process.   
 
>> Okay thank you. 
 
>> You’re welcome.  Any other questions here in Harrisburg?  IUs eight and nine?  Okay.  Let’s move into 
Special Education support services.  We are still in the section of assurances.  In this section of the 
Special Education plan, you are going to, in a table, enter information specific to all of those services 
that support the administration of your program.  This includes your Special Education Director, any 
supervisors, whatever your local title name may be, any of those individuals, paraprofessionals, PCA, 
that are utilized to support the program, should be incorporated.  A question that is a prevalent one in 
this section is, do I have to list all my paraprofessionals, or all my PCAs individually, or may I just 
associate a total number with PCAs and paraprofessionals?  And really that is at local discretion.  A lot of 
LEAs like to show here’s how many I have assigned to my elementary, middle, high school program, they 
like to differentiate in their title usage, PCAs versus paraprofessionals, so that people can better 
understand their utilization of those individuals as it applies to educational planning and provision of 
service.  So that really is to local discretion.  However, it’s really nice if you do differentiate because it 
provides a really nice reference point when you’re talking about the variety of programs and services 
that you are providing locally.  You will put where those services are provided, and then how much of an 
FTE you’re utilizing.  And that’s critical because, in some of the support services, there are people locally 
that may be split by their FTE in terms of duty assignment and program assignment.  That said, in this 
table we only want to know the amount that is directly related to Special Education.  Okay? 
 
If we go back into the web application, and you go to the assurances section, click on Special Education 
support services, you will see exactly how you need to enter that information.  You will probably already 
have a list that’s in your plan currently, and so you would just obviously modify it accordingly.  I’m going 
to have you stay in the web application.  The next section as a part of assurances are the Special 



Education contracted services.  You may reference your handout but we’re going to stay in the web 
application because all the components, again, are right there.  When you enter in Special Education 
contracted services, do not put in those contracted services that hold caseload requirements under 
Chapter 14.  So whereas you may contract speech and language, BVIS, DHIS, from the IU or private 
vendor, you will not list those contracted services here, because you accounted for them in your 
program profile, because they carry caseload requirements.  Rather, in contracted service, you will put 
every other contracted service that is specific to Special Education, such as, PT, OT, psychological 
services, social work services, whatever it is that you may be contracting that doesn’t carry a caseload, 
will go in this box.  When you go to add in those services, you will see under operator in the drop-down 
menu, you will be able to choose what type of contractor you’re utilizing, whether it be the IU, whether 
it be a private vendor, that’s where you will account for it.  Question. 
 
[silence] 
 
>> We just moved from having our own paraprofessionals and PCAs to an agency.  Does that move them 
from specialized supports and services down to contracted, ‘cause we contract through them and 
they’re employed by that agency? 
 
>> That’s a good question.  Do we want to put, I’d say put them in both ‘cause you want to show that 
you’re, those are your supports and services, or would you just put it in one versus another? 
 
>> You’re trying to contract, well you’re going to contract… 
 
>> Yeah. 
 
>> …them through an outside agency you said? 
 
>> Yes, we contracted with this agency and they have, they do all the employment for them, they’re just 
in our schools providing the service, they do the training, everything. 
 
>> Yeah they would disappear from your support services and go to contract. 
 
>> Okay.  All right, thank you. 
 
>> Say that answer again, we couldn’t hear. 
 
>> The response that I gave was that, because they’re now being contracted, they would essentially 
disappear from the support services and now be listed on their contracted support services.  The first 
section, if we can jump back to it.  Sorry.  Actually those are folks that are actually employed by the 
school district essentially, they’re ones that you pay, you pay their salary.  If you’re moving to an agency 
then you’re actually contracting with the agency, that’s what the second chart is for.  The other thing 
that you’ll notice on the second chart is that we don’t ask for FTEs, we allow you to put in there days, 
hours or whatever it is because, when you contract with an outside agency, you may be only paying for 
one half hour every two weeks, as opposed to employing someone with an FTE, with a full-time 
equivalent.   
 
[silence] 
 



>> The other question I have is on page 14, the slide that says contracted services, and then you flip over 
to 15, it says, “Important note.  Special Ed. contract services do not include program”.  So, when I’m 
thinking of programs like through the IUs, like I have an MDS class and I have a DK class, that’s a 
program, this is services, so if I get services like deaf and hard of hearing services, that’s where I’m listing 
that, no? 
 
>> When Courtney mentioned about having, or carrying caseloads under Chapter 14, this would be all of 
those programs under Chapter 14 like speech and language support, deaf and hearing impaired support, 
blind and visually impaired support, those are all still programs under Chapter 14.  It gets confusing 
because oftentimes you contract with someone to provide those programs, but they are in fact 
programs.  As long as they’re a program they have to be listed on a program profile.  The reason behind 
that is that we have to be able to say, as a state educational agency, that a local education agency has 
enough, or employees enough FTEs to cover every program within their LEA.  So if you don’t list that 
BVIS program on your program profile, we can’t look at how many students that person sees based on 
that particular FTE.  So for example, with the BVIS, you may only have one student who receives BVIS 
services so you contract, you have someone from the IU come in from the IU, you’re only paying for 
maybe a .02 FTE, so what we would see is one student listed under that caseload, and that assignment 
would be .05 FTEs.  So we would be able to say okay, that LEA has enough FTEs assigned to that 
program, in order to accommodate the needs of that student.  You can’t, you don’t have that option on 
contracted services.  So programs go on program profile, services tend to go on the other lists. 
 
>> Can you give me an example of what a service would be? 
 
>> OT, PT.  Sometimes nursing services will go on there, sometimes you’ll, if you have a nurse that’s 
assigned to a particular student that’s a service, so many FTEs.  Social workers.  Sometimes.   
 
>> That is not employed by us. 
 
>> Well it depends, I mean some school districts are large enough that they do employ their own 
people, they’d be on the first services chart, but if they’re contracted they go on the second one.  So if I 
employ my own OT/PT, it goes in that first chart, the services, special education support services.  But if I 
have to go to the IU for those OT/PT services, then I consider it contracted.  It’s not mine.  I pay a 
contractor with the IU, that person comes in, provides the service, and they go away, they don’t, they’re 
not my employee. 
 
>> So we put them under the program profile and contracted services, those two places? 
 
>> Program profile are purely programs.  If you look at programs under Chapter 14 you’re going to see 
learning support, life skill support, multi-disability support, you’re going to see autistic support, you’re 
going to see all those types of supports underneath Chapter 14, okay?  Those are programs, those go on 
program profile.  What you’re not going to find under programs in Chapter 14 are occupational therapy, 
physical therapy, social services, social workers, school nursing, you’re not going to find those as defined 
under Chapter 14 as a program.  If it’s a program, program profile.  If it’s a service, it goes on support 
services.  It can either go on your own services or it can be contracted.   
 
>> So if I have, if I’m contracting my psychologists. 
 
>> Wait one minute.   



 
>> If we’re contracting some psychology time, so that we have enough psychologists to cover, that goes 
under contracted services because they’re independent, they come in, and they don’t have a caseload. 
 
>> That’s correct. 
 
>> Got it. 
 
>> Yep that’s exactly correct.   
 
>> And I don’t know if this helps but I would look at those contract services as more of a medical nature.  
Things like occupational therapy, physical therapy, nursing services are more medical, they’re not a 
standalone program, they’re medical services provided to a child.  I don’t know if mine’s [INAUDIBLE] or 
not. 
 
>> There certainly is some correlation to that.  Primarily the issue is that, when we look at those support 
services, are they employees of your school district, or are you contracting them?  That’s why we make 
the distinction here.  They’re either yours, or you contract with someone else to provide them.   
 
[silence] 
 
Any other questions on program profile or Special Education support services?  How about the downlink 
sites?  Okay.   
 
>> Hang in there we’re almost to the end here.  We’re going to move now into the district level plan 
section, specific to the Special Education personnel development.  This is where we’re going to see some 
carry over in previous narrative sections, with regard to what we’re doing or plans for the district from a 
professional development perspective.  There are five topical areas that you are required to provide 
training on for the next three years, that being autism, reading, behavior support, paraprofessional, and 
transition.  To note, in this section, in each of those areas, you have to train every year in each of those 
topics.  Every year I’m going to provide training in each content area.  So when you go into your creation 
of adding a training, under duration, you are going to put the life of the plan, so that you are 
demonstrating that you are providing training in that content area every year for the next three years.  
So you will date that July 1, 2016, to June 30, 2019.  Because you have to train on those topical areas 
every year, again, this is where we say, if in fact you have an active CAV, or Improvement Plan, you want 
to draw from the training that you’re already required to provide as a part of that plan, and you may in 
fact incorporate it into the topical areas that could in fact be applicable in your local instance.  So take a 
look at what you may have to see what you can utilize, that would satisfactorily meet those 
requirements.   
 
Again, in the positive behavior support section, you minimally need to include the training for positive 
behavior support and de-escalation.  Do not forget school-based mental health, if in fact that’s training 
that you plan to provide over the course of the next three years.  Another note with regard to 
audiences.  As you’re filling in the information, the components related to a training explanation that 
are specific to Special Education will prompt you in the system.  When we talk about the audiences for 
which you are providing that training, you minimally need to include parents in at least  one of those 
topical areas for your training annually.  The same applies to your paraprofessionals.  Although they 



have an entire topic designated to them, they still need to be an audience included in the four remaining 
topical areas on an annual basis.  Okay?  Any questions about personnel development?   
 
>> Can you just repeat the statement about parents? 
 
>> Okay, she asked to repeat the statement about parents.  There are two audiences that must be 
included in your training.  The first are your parents, and the second are your paraprofessionals, even 
though they have an entire content area designated to them.  We’re just saying, when you are 
representing the three year duration of trainings in each of those topical areas, you need to have 
parents as an audience in one of those, as well as your paraprofessionals.  Good question.  This is pretty 
cut and dry as you can see, Kelly did you want to take them through each of the sections?  You’re really 
just, for the most part, checking off what it is that you’re doing as it applies to each of those content 
areas, and how you can embed those pieces into the district plan.  You have another question. 
 
[silence] 
 
>> Can I go back to training for a second?  If we’re not providing the training but let’s say the IU provides 
the training, or another, we do some consortium where we have other school districts provide but our 
staff goes there, can we include them there? 
 
>> Yes, because the IU is doing that on your behalf correct?  You are sending your people to that 
training, that is what you have planned for them, and it would be just as if they were going off to a 
conference. 
 
>> Okay. 
 
>> The same applies. 
 
>> And parents too, we can just say parents could go to these transitional meetings that are available? 
 
>> If you’re providing that, the opporutity for them to be able to engage in those trainings, then that’s 
where they could be an audience. 
 
>> Okay.  All right, thank you.   
 
>> All right.  We’re going to move into plan submission affirmation.  In previous years, since we have 
come into the comprehensive plan system, when we complete the affirmation, that used to be by the 
paper process.  You were allowed to sign, fax, and then send via US mail.  In the new system, there has 
to be an electronic signature assignment.  And this is imperative because believe it or not, this is a glitch 
that often can delay your meeting of the timeline for May 1.  So for you to be able to submit your 
Special Education plan, both your Superintendent, and your Board President, needs to have a PDE log in, 
to get into the comprehensive plan, and be assigned a signature so that they may place their name at 
the end of the affirmation within the plan.  Be careful however, that if your plan is returned to you, that 
when you resubmit, you continue to have both signatures.  Superintendent and Board President.  This is 
a really important time to also mention to you that, at the end of your presentation, you have contact or 
a help desk member.  What Pat had mentioned earlier, when you have issues and questions with regard 
to contact, or content, you would contact your Special Education Advisors.  If you have issues with the 
PDE side of things, that being your log in to the portal, then you want to contact the PDE help desk.  If 



you have questions as they would apply to use of the web application, then that’s when you want to 
contact the CAIU help desk.  And certainly, if you mistakenly contact one versus the other, they will 
redirect you, but CAIU does that rather fast so that’s a good thing, if you accidentally call them for a PDE 
question, so.  But as we said, this is the place where you put in your electronic signatures, in the past it 
was just your written, you will do it now within the system so that when you go to submit it there’s no 
other follow-up or subsequent paper and pen piece to it.  Do we have any questions about the 
affirmation?   
 
[silence] 
 
Okay.  Well that concludes the content piece with the Special Education plan.  And now what Kelly is 
going to do is take you back into the web application system, to show you how you generate that final 
total output report, so that you have the ability to redact any personally identifiable information. 
 
>> All right. And just a reminder for the affirmation section, just to make sure that your Board President 
and Superintendent have at least author access to that application, so they are able to sign the plan.  So 
in order to run an output report of your Special Education plan to prepare for public review, in the 
application’s very last button you can select is the total plan output.  When you select the total plan 
output, the top of the screen will have the comprehensive planning component.  So if you scroll down 
towards the bottom of the page, you will see the Special Education plan report.  As you can see, that will 
download as a Word document for you, so that you have the ability to go in and redact any of that 
student identification information, to remove that prior to public review.   
 
[silence] 
 
>> All right, do you guys want to wrap up? 
 
>> Okay.  That wraps the. 


