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SPEECH/LANGUAGE THERAPY PROCEDURES

Beginning of the School Year 

1. You may use the first two weeks to build a therapy schedule, prepare student materials, compile student information, perform screenings, etc.
2. Therapy will be conducted Monday through Thursday.  Friday will be used for diagnostic testing, IEP writing, conferences, speech therapy meetings, and screenings.  Fridays MAY be used to make up minutes on student IEPs due to illness, etc.
3. Your student roster will be distributed the first day of school.  You should be able to locate your student files within your building.  Contact the special education office if you have questions.  
4. Obtain class lists from the school secretary to locate the students on your roster.
5. Contact all classroom teachers either verbally or in writing regarding students who are new to the district.  These students can be screened without parent consent.  You will need to inform teachers about students who currently have an active speech/language IEP.

6. It is important that you inform teachers about screening procedures and the referral process.  Either give teachers a packet of information about the process to refer a student, or have a short in-service at a staff meeting to explain the process.  Each teacher should be provided a copy of the Speech-Language Checklist and the informational letter regarding adverse effect.  
7. Set up a working schedule with students already enrolled in therapy. Students may not be scheduled during any core academic subject time.

Initial Case Study Evaluation Procedures for Students whose only concern is speech and/or language
1. When you receive a referral from a teacher, send “Parent Permission to Screen” to parent.  It should be signed by the child’s classroom teacher, who should have already discussed their concerns with the child’s parent.

· ALL CSEs  must be completed within 60 school days from the date of the signed consent.
2. Complete appropriate screening once parent permission is received.

Suggested screening instruments are:
	Age 3 to 6
	Fluharty

	Kindergarten
	Joliet 3 Minute Screening, SOLST, BLT Screening, Speech-Ease, CELF Screening, Fluharty

	1st Grade
	SOLST, Speech-Ease, BLT Screening CELF Screening, Fluharty

	2nd Grade
	JOLIET, CELF, SOLST

	3rd and 4th Grade
	CELF

	5th Grade
	Joliet, CELF

	6th – 12th Grade
	Screening Test of Adolescent Language (STAL)


3. If the student PASSES the screening, send the following to the parents:
a. Notification of Decision Regarding Referral (ISBE 34-57A) (Appendix 4).  Check the box indicating that a review of the referral has indicated that an evaluation is not appropriate at this time.  Give reasons and other relevant information in the box below.  Send the original to the parent, a copy to the referring person, and make a copy for your records.
b. Explanation of Procedural Safeguards (Appendix 13).  This information sheet must accompany ISBE 34-57A. 
List all students who pass the screening on Screening Log (Appendix 19).  This form will be turned into the Special Education Office at each speech/language monthly meeting. STOP – NO FURTHER TESTING NEEDED.  Send a copy of your file to the special education office.
If the student FAILS the screening, send the following to the parents:
a. Notification of Decision Regarding Referral (ISBE 34-57A).  Check the box indicating that a review of the referral has indicated that an evaluation is appropriate at this time.  Give reasons and other relevant information in the box below.  Send the original to the parent, a copy to the referring person, and make a copy for your records.

b. Conference Notification 34-57E (check first box indicating additional data is needed) (Appendix 5).  Invite the student’s parents, SLP, general education teacher, special education supervisor, and building principal.
c. Speech/Language Conference Confirmation (Appendix 20).
d. Explanation of Procedural Safeguards.  This information sheet must accompany ISBE 34-57A. 

5. Prepare Consent for Evaluation (ISBE 34-57B page 1 of 2) (Appendix 6) and “Domains” sheet (ISBE 34-57B page 2 of 2) (Appendix 6).  Illinois School Code states that you must get all IEP team members’ input in completing the Domains sheet, but you do not have to hold a formal meeting.
6. Hold “Domains” conference:

a. Complete/review Domains sheet with input from all team members
b. Obtain signature from parent for consent to test

c. Give Explanation of Procedural Safeguards to the parents.  
7. Complete Initial Evaluation Procedures:

a.   Complete S/L testing

b. Complete S/L Case Study Report (Appendix 21)
c. Prepare draft IEP (Appendix 12).
8.  Schedule Eligibility Determination/IEP Conference 

a. Send Conference Notification (check boxes 2,3,& 4) (ISBE 34-57E). A minimum of 3 people must be in attendance including an LEA representative (special education supervisor, principal, or other designee).

b. Send Confirmation of Conference

c. Send Explanation of Procedural Safeguards to parents.  
d. Send student name and birthdate to special education office for entry into IEP database.
9. Eligibility Determination/IEP Conference
a. Sign in on front page of IEP indicating attendance (SLP can also act as the LEA representative, but still have to have at least 3 people in attendance). If the parent is not in attendance and a phone conference is conducted, note on the parent signature line that a phone conference was conducted.  Check “elig. review” box to left of signature line.
b. Give Explanation of Procedural Safeguards and have parent initial to confirm they have received rights on the bottom of the first IEP page.
c. Review testing results with IEP team.
d. Review Case Study Report with IEP team.
e. Eligibility Determination- form IEP 1A&1B (Appendix 7)  Review and sign agreement or non-agreement.  If anyone at the IEP meeting disagrees, they may state in writing why they do not agree and it will be attached to the eligibility determination.
· If student is NOT ELIGIBLE give Parent Notification of Conference Recommendation 34-57F (check box 1) (Appendix 9).  This is the END OF CONFERENCE.
· If student is ELIGIBLE, give Parent Notification of Conference Recommendations 34-57F (check box 2 and 4).  Insert “Speech/Language Impairment” as the eligibility determination on the line after box 2.
f. Check box to left of signature marked “IEP” and write IEP.  
g. Fill out Parent/Guardian Consent for Initial Placement (ISBE 34-57G) (Appendix 10).  Have parent sign to give consent for placement AND to waive 10 day interval if parents want services to begin right away.
h. Give the parent(s) the Explanation of Procedural Safeguards and copies of all documents.

Initial Full Case Study Evaluation Procedures 
a. A copy of the Consent for Initial Evaluation will be sent from the Special Education office indicating consent has been received and a speech screening needs to be completed.

b. Complete screening.
c. Send “Green Sheet” (Appendix 18) to Special Education office (Denise Smith). It can also be emailed on template form.  If the student fails, make sure to indicate at the bottom of the form that the psychologist should send IQ scores when testing is completed. IF THE CHILD IS OVER 6, calculate and use the Mental Age to screen again.  IF THE CHILD IS UNDER 6, use the child’s chronological age.
d. If the child is screened again using the MA and fails, complete diagnostic testing, speech/language case study report and draft tentative IEP speech goals.

Eligibility Considerations

a. Speech/Language Impairment is a secondary eligibility when:

· Speech eligibility is articulation only and is NOT RELATED to the student’s primary disability.
· Student’s primary disability is motor-based learning disability (lower PIQ) and speech eligibility is NOT RELATED to the studen’s primary disability.
· Student’s primary disability is UNRELATED to the child’s speech eligibility, i.e., a child with an Emotional Disability.
b. Speech and Language are considered to be a related service when:

· Student’s primary disability is language based learning disability (lower VIQ) and area of concern is NOT articulation.
· Student’s primary disability is impacted by speech and language delays or concerns, such as autism or mental impairment.
Referral for Additional Related Services
1.  The Special Education teacher fills out the Referral for Additional Related Services.  

3. Send the Parent Permission to Screen form (Appendix 8) to the parent for their signature.  
4. After screening the student, complete Form 34-57A, Explanation of Decision Regarding Referral, indicating whether or not an evaluation is appropriate, giving reasons and factors for the decision. 
5. Hold “domains” conference:

a. Complete/review domains sheet with input from all team members (page 2 of 2, ISBE form 34-57B)
b. Obtain signature from parent for consent to test (page 1 of 2, ISBE form 34-57B)
c. Give Explanation of Procedural Safeguards to parent.  

6. Complete S/L testing and S/L Case Study Report (Appendix 21)
7. Schedule Eligibility Determination/IEP Conference with student’s teacher (case manager):
a. Send Conference Notification (check boxes 2,3,& 4) (ISBE 34-57E). A minimum of 3 people must be in attendance including an LEA representative (special education supervisor, principal, or other designee) and Confirmation of Conference.
b. Send Explanation of Procedural Safeguards
8. Eligibility Determination/IEP Conference:
a. Review testing results with IEP team and determine if speech will be a related service or a secondary eligibility.
b. Complete on existing IEP (page 1) date of addendum, signatures of conference participants, (page 2).  Use the IEP short form to list testing results and adverse affect, add goals and objectives and add minutes under related services. 
c. Give parent Notification of Conference Recommendations 34-57F (check box 4) and Explanation of Procedural Safeguards

9.  Make copies of pages that were amended for parent, SLP, teacher and special education files. 

Annual Review Procedures

1. Students with an IEP for speech only:
a. Annual review is one year from the current IEP conference date. Make sure to prepare for conference approximately one month prior to due date.

b. Complete probing

c. Review progress on goals and objectives quarterly and document on IEP; send parent copy of progress report.
d. Schedule annual conference.  Send ISBE 34-57E Notification of Conference (mark box 4), conference confirmation, and procedural safeguards.
e. Prepare draft IEP goals and objectives.
f. Give the parent a copy of Notification of Conference Recommendations (ISBE 34-57F) and Procedural Safeguards.  Provide copies of all documents to parent.  Make sure parent initials on first page of IEP that they have received the Safeguards and that they have been explained to them.
2.  Annual Review for all other students who have speech as a secondary eligibility or related service:
a. Check with special education teacher when she/he has scheduled conference; you will be emailed a copy of the staffing notice by the special education office (Eva Schwander).
b. Complete probing

c. Update progress on hard copy of IEP or on public drive.

d. Coordinate IEP writing with teacher so goals can be written on public drive.
e. Attend IEP meeting.
Three Year Re-evaluation Procedures for Students with an IEP for speech only
Re-evaluation is due 3 years from initial evaluation conference date

1. Send Conference Notification (check boxes 2,3,& 4) (ISBE 34-57E). A minimum of 3 people must be in attendance including an LEA representative (special education supervisor, principal, or other designee), Confirmation of Conference and Explanation of Procedural Safeguards to parent also.
2. Eligibility Determination/IEP Conference:
3. Review domain sheet and determine if testing is needed to determine eligibility.
4. Obtain signature for parent for Consent for Evaluation (“Re-evaluation” box) and give parent copy of Explanation of Procedural Safeguards.
When the IEP Team determines no further testing is needed to determine eligibility:
1. Parent signs agreement on Page 1 of 1 that no further testing is needed.

2. Use Eligibilty Determination pages (IEP 1A and 1B) to document continuing eligibility, educational impact, and other considerations. 
3. Complete IEP.
4. Give parent Notification of Conference Recommendations 34-57F (check box 2 and 4) and Explanation of Procedural Safeguards. Provide copies of all documents to parent.  

When the IEP Team determines further testing is needed to determine eligibility)

1. Complete any additional diagnostic testing need to make appropriate recommendations.
2. Complete S/L Case Study

3. Send Conference Notification (check boxes 2,3,& 4) (ISBE 34-57E). A minimum of 3 people must be in attendance including an LEA representative (special education supervisor, principal, or other designee), Confirmation of Conference and Explanation of Procedural Safeguards to parent also.
4. Use Eligibility Determination pages (IEP 1A and 1B) to document continuing eligibility, educational impact, and other considerations. 
5. Complete IEP.
6. Give parent Notification of Conference Recommendations 34-57F (check box 2 and 4) and Explanation of Procedural Safeguards. Provide copies of all documents to parent.  
Three Year Re-evaluation Procedures for Students with Related Services 

The school psychologist will schedule the domains conference.  You will participate in the domains conference; if additional testing is needed, you will need to evaluate the student and participate as per the full case study procedures.
Amending an IEP

1. Send Conference Notification (check boxes 2, 3,& 4) (ISBE 34-57E), Confirmation of Conference and Explanation of Procedural Safeguards to parent.  A minimum of 3 people must be in attendance including an LEA representative (special education supervisor, principal, or other designee).
2. Use MDC Short form to document why amendment is being made; participants can sign in on MDC short form.
3. Make changes on current IEP to goals/objectives and services or minutes.
4. Copy or print only pages that are revised.
5. Give parent Notification of Conference Recommendations 34-57F (check box 2 and 4) and Explanation of Procedural Safeguards. Provide copies of all documents to parent.  
6. Provide a copy for special ed teacher, special ed office, SLP and any other participant 

Discontinuing Speech/Language Services

If the child’s primary or secondary eligibility is Speech/Language Impaired you must do a re-evaluation.  Follow the re-evaluation procedures as outlined on page 4 to determine continued eligibility for special education services.  Other steps are as follows:
1. 
Evaluate the current IEP goals and objectives.

2. Give parent Notification of Conference Recommendations 34-57F (check box 2 and 4) and Explanation of Procedural Safeguards. Provide copies of all documents to parent.  

If speech language is a related service, a formal re-evaluation is not required, but you must document why the child is being dismissed.  Use an MDC short form to document test scores, progress, etc., and follow the procedures for an IEP amendment to remove the related service. 

When services are being discontinued, there is a ten day waiting period within which parents can challenge the change of service.  Do not drop students for at least 10 days after any conference UNLESS the parent has signed that they agree to waive the ten-day waiting period.
ISP Guidelines and Procedures

Students who are eligible for special education services in Collinsville Community Unit School District No. 10 (CUSD 10) and have been placed in a private school by their parents may receive special education services.  If the parent declines an IEP, services will be delivered through an Individual Services Plan (ISP).  These procedures also apply to students who are home-schooled by their parent(s).
If the student is being evaluated and this will be an initial IEP or ISP, follow the same procedures outlined on page 1 through 3 up to the point where you write the student’s IEP. Follow the procedures outlined in the ISP Guidelines (Appendix 15) to develop a Services Plan for the child if the parent(s) chooses not to accept an IEP from Unit 10.
ISP NOTES:

· “Latest Eligibility Date” is the date of initial staffing when you found the child eligible. 

· On the first page, parent signs in on the first page of the IEP form.  Indicate on the top of Page 1 that this is an ISP rather than an IEP.  AFTER the meeting has been held, the parent will also sign the “”Parent/Guardian Consent for Individual Services Plan.” Use the IEP goal and objective pages and the Services page to complete the ISP.
· Conferences do not have to be held at the private school. They can be held anywhere that is the most convenient for the participants.

· Transportation for the private schools will be made by the SLP (if the student requires transportation).

· If you are absent the day of your private school services, you must call the bus company and school to cancel therapy for that day.
· You may not start the ISP until ten days have elapsed.  If the parents wish, they can waive the ten days.  You can check the box and have the parent initial on the consent form.
Transfer IEPS 

1. Implement the IEP as written if it is acceptable to the IEP team and the parent.  Make sure to have the parent sign Consent for Initial Placement form (34-57G) and prepare a new first page of IEP.  Document the meeting using an MDC short form. 

2. If there is not a re-evaluation date in the documentation you have received, use an MDC short form to document absence of re-evaluation date and any other information necessary.

3. If the IEP is unacceptable, you must note on the MDC short form that a new IEP will be developed and indicate why it is not acceptable.  This needs to be done WITHIN TEN DAYS of the day the student starts school.

4. If the only documentation that is received is an IEP, contact the special education office to request additional records.  You must implement the IEP even if no eligibility information is available.
Extended School Year Procedures

To add ESY services to a student’s existing IEP, follow the procedures for conducting an IEP amendment. The following changes apply: 

1. Use existing IEP and check the “IEP Addendum” box at the top of the form, add the current date, and write “ESY” on the “other” line.
2. Have participants sign in on an MDC short form and indicate on the form that you are adding ESY to the student’s IEP.
3. Highlight current goals you want to be addressed during summer program.  No new goals should be written.
4. On the “Instructional & Educational Accommodations” (page 11 of IEP template) check ‘yes’ on the ESY plan at the bottom.

5. Add dates and minutes on existing IEP (page 14 of IEP template) on the “Educational Services and Placement” page, indicating ESY in the Instructional Services column.
6. Provide a copy of the revised pages of the IEP for parent, special education file, and SLP.
7. Extended School Year services do NOT have to be provided during summer school.  They are NOT the same.  ESY can be provided during summer school if it meets the needs of the child, or may be extended beyond those dates, provided at a different location and time, etc.
Progress Reports

Progress reports should be sent home quarterly. Review the goals and objectives, note the student’s progress on each objective you are evaluating, and send a copy to the child’s parent. Additional progress reports can be used at the discretion of the SLP.  Progress can be noted on IEP located on the public drive at your school. At the end of the school year, an updated progress report of all students should be sent to the Special Education Office. 

Monthly Report

1. Roster: A monthly report of all students on your caseload for each school will be sent to you. Update any changes in red ink and return to the Special Education Office on the date specified.

2. Mileage Report: Your mileage report is to be completed monthly and submitted at the end of the month to the Special Education Office.  All mileage incurred between schools and school related business is reimbursable. Mileage forms are located on the district website (Appendix 26).
3. Medicaid Billing/Time Study: There will be yearly training on how to complete your service logs and time studies.  You must turn your fee-for-service (service logs) in monthly.  You should keep case notes on each child for whom you complete a service log and sign off on them (Appendix 23).  You may only bill for the amount of services on the eligible child’s IEP.
4. Screening Log: Send to special education office monthly.
Year End Procedures
1. Complete all progress reports and give copy to teachers to be placed in report cards.
2. Send a copy of all updated IEP’s to the special education office.
3. Update your roster and transfer files to SLP for the next school year.
Miscellaneous
When services are begun initially, changed, or discontinued, there is a ten day waiting period within which parents can challenge the change of service.  Do not drop students for at least 10 days after any conference UNLESS the parent has signed that they agree to waive the ten-day waiting period.  You may have the parent check the box on the initial consent form to waive the ten day waiting period prior to placement.
Remember that for a student to be eligible for services there must be EDUCATIONAL relevance.  Services must be educationally relevant, based on a curriculum and the child’s developmental needs, offered in the least restrictive environment, and required for educational progress.
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