	GENERAL FILE REVIEW CHECKLIST




Student Name: ____________________________________________________	Date of Review: ______________________________	         

School:  __________________________________________________________	Birth Date: __________________________________

Exceptionality: ____________________________________________________	Reviewer: __________________________________
	 
IEP:  Initial ___ 		Annual Review ___ 		Other ___


Instructions:  The individual student file review form provides district/agencies with an assessment tool to be used during the data collection process of the Comprehensive Self-Assessment Desk Audit (CSADA).  This document allows a comprehensive review of student referral, evaluation, development and implementation of the individualized education program (IEP), and placement.  Review all meeting documentation and support data held within the year prior to the current IEP.

The rating chart is:  Y = yes   N = no   NA = not applicable. 
 
Record comments or concerns in the Comments column.  Reviewers should use the IEP Directions provided by the Office of Special Programs, Extended and Early Learning (OSPEEL) to verify compliance standards.  Probe questions have been included to assist the reviewer in determining the compliance rating.    Results of the IEP review will be used to respond to Indicators on the CSADA.


	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	Chapter 10
	Procedural safeguards were provided to parent
	Check meeting notice or county mass mailing list.
	
	Y/N

	Chapter 5
	The IEP contains the following required components:
	
	
	

	Chapter 5 Section 1.C
	The current IEP has been reviewed within one year from the date of the previous IEP.
	
	
	Y/N/NA

	Chapter 5 Section 1.D
	The IEP Team consists of the proper membership

	
	
	Y/N/NA

	Chapter 5 Section 2.C
	The IEP Team considered special IEP factors:

	
	
	

	
	Strengths, weaknesses
 
	

	
	Y/N

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	
	Concerns of parent
	
	
	Y/N

	
	Evaluation

	
	
	Y/N

	
	Academic, developmental and functional needs

	
	
	Y/N

	
	Assistive technology
	
	
	Y/N

	
	Communication needs

	
	
	Y/N

	
	Progress
	
	
	Y/N

	
	Acceleration (gifted only)

	
	
	Y/N/NA

	
	Behavior

	
	
	Y/N/NA

	
	Limited English 
Proficiency

	
	
	Y/N/NA

	
	Braille (blindness/low vision only)

	
	
	Y/N/NA

	
	For deaf and hard-of-hearing
	Were the following considered?
· Language needs
· Opportunities for direct communication w/peers and professional personnel in student’s mode of communication
· Academic and full range of needs

	
	

	Chapter 5  Section 1.F.4
	Transition services for students 16 & older

	Was parental permission obtained to invite other agencies?
Was notice sent to agency representative(s)? 
(Post secondary education, vocational education, integrated employment/supported employment, continuing and adult education, adult services, independent living or community participation)

	
	Y/N/NA

	Chapter 5 Section 2.F
	Transition services
	Are transition services noted?  Are transition services linked to transition goals?


	
	Y/N/NA

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	Chapter 5 Section 2.C
	Transfer of rights at age of majority
	IEP Part III B: Transition Planning
Is the age of majority addressed on the IEP one year before the student’s 18th birthday?

	
	Y/N/NA

	
	Transition planning
(for students 16 and older)
	1. Was a transition assessment reviewed?
2. Were student’s preferences and interests considered?
3. Were postsecondary goals identified? (Was the student’s cluster and major noted?)
4. Does the IEP include coordinated and measurable annual goals and transition services that will reasonable enable the student to meet postsecondary goals?
	
	Y/N/NA

	Chapter 5 Section 2 
	IEP Contains the following required components
	
	
	

	
	Present levels of academic achievement and functional performance
	
	
	

	
	Summative Assessments
	Is the summative assessment data documented?
	
	Y/N/NA

	
	Formative/Benchmark Assessments
	Is the benchmark/formative assessment data documented?
	
	Y/N/NA

	
	Narrative
	1. Are MDET reports and current achievement data reflected in the Presents Levels?  
2. Are needs identified as to what can be helpful in supporting the student in the general education curriculum?
3. Are Present Levels developed considering the student’s progress on the annual goals from the previous IEP?
4. Did the student make yearly progress?
5. If the student did not make yearly progress, a) were the goals and objectives changed in the next IEP to assist the student make progress and/or b) were the services changed in the next IEP to assist the student make progress?
6. 
	
	Y/N/NA

	
	Linkages
	Is there a direct relationship between the assessment data, Present Levels, goals and /or objectives?

	
	Y/N/NA

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	
	Annual Goals
	1. Is there a direct relationship between the goals and objectives and the Present Levels?
2. Are the goals measurable?
3. Are there needs that were identified in the Present Levels that did not result in a goal and if not, is there a rationale as to why?
4. If the student did not make progress were goals changed in the next IEP to support progress?


	
	Y/N/NA

	
	· Time frame
	Does the timeframe indicate the date or time period the goal will be accomplished?

	
	Y/N/NA

	
	· Condition
	Does the condition specify the circumstances under which the behavior will occur?

	
	Y/N/NA

	
	· Behavior
	Is the behavior stated in positive terms and does it refer to observable, measurable actions the student will perform?

	
	Y/N/NA

	
	· Evaluation procedure with criteria
	Do the evaluation procedures identify specific methods used to determine whether the goal has been attained?

	
	Y/N/NA

	
	Short term objectives
	If applicable
	
	Y/N/NA

	
	· Time frame
	Does the timeframe indicate the date or time period the goal will be accomplished?

	
	Y/N/NA

	
	· Condition
	Does the condition specify the circumstances under which the behavior will occur?

	
	Y/N/NA

	
	· Behavior
	Is the behavior stated in positive terms and does it refer to observable, measurable actions that the student will perform?

	
	Y/N/NA

	
	· Evaluation procedure with criteria
	Do the evaluation procedures identify the specific methods used to determine whether the objective has been attained?

	
	Y/N/NA

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	
	Mastery/progress codes (May need to be verified through interviews)

	
	
	Y/N/NA

	
	Critical skills
	Is at least one critical skill identified for monitoring ESY eligibility?
	
	Y/N/NA

	
	Supplementary aids, services/program modifications

	Are services identified to support the student in the general education environment?

	
	Y/N/NA

	
	Location of services

	    
	
	Y/N/NA

	
	Extent/frequency

	
	
	Y/N/NA

	
	Initiation date

	If the parent did not attend, is the initiation date 10 days after the IEP Team meeting date?
	
	Y/N/NA

	
	Duration date

	
	
	Y/N/NA

	
	Special education services

	Are there services stated to support each goal?
	
	Y/N

	
	Direct (D) or
Indirect (I)

	Direct services are instruction, therapies or interventions provided to an eligible student in the general education classroom (GEE) or special education environment (SEE), the home or community settings.
Indirect services are services provided by a special education teacher to the student’s teacher(s) to directly benefit the student.

	
	Y/N

	
	Location of services

	General Education Environment (GEE) 
OR Special Education Environment (SEE), not both
	
	Y/N

	
	Extent/frequency

	Is the extent and frequency noted  (i.e. minutes per week, minutes per month, etc.)?
	
	Y/N

	
	Initiation date

	If the parent did not attend, is the initiation date 10 days after the IEP Team meeting date?
	
	Y/N

	
	Duration date

	
	
	Y/N

	
	Related Services

	
	
	Y/N/NA

	
	Direct (D) or
Indirect (I)
	
	
	Y/N/NA

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	
	Location of services

	SEE or GEE
	
	Y/N/NA

	
	Extent/frequency

	Is the extent and frequency noted (i.e. minutes per week, minutes per month, etc.)?
	
	Y/N/NA

	
	Initiation date

	If the parent did not attend, is the initiation date 10 days after the IEP Team meeting date?
	
	Y/N/NA

	
	Duration date

	
	
	Y/N/NA

	
	ESY Services
	Is the IEP Team looking at the data collected on the identified critical skill to determine ESY services?
	
	Y/N/NA

	
	Direct (D) or
Indirect (I)
	
	
	Y/N/NA

	
	Location of services

	
	
	Y/N/NA

	
	Extent/frequency

	
	
	Y/N/NA

	
	Initiation date

	
	
	Y/N/NA

	
	Duration date

	
	
	Y/N/NA

	Chapter 5 Section 2
	The IEP contains the following required components: 

	
	
	Y/N/NA

	Chapter 5 Section 2.I
	State/district achievement tests
	Is testing indicated?
Are there accommodations?
Are the specific tests for which accommodations are to be provided indicated?
Are these accommodations given on a regular basis for all tests (not just WESTEST or ACT)?

	
	Y/N/NA

	
	Extent of participation with non-exceptional students

	Are there classes listed the student would not participate with non-exceptional peers?
	
	Y/N/NA

	
	Percentage of time

	Is the percentage of time in special education and general education setting calculated correctly?
	
	Y/N/NA

	
	Placement options

	
	
	Y/N/NA

	
	Least Restrictive Environment considerations
	Are all boxes checked?
	
	Y/N/NA

	Citation
	Compliance Standard
	Probe Questions
	Comments
	Rating

	Chapter 5 Section 2.K; Chapter 10 
Section 6.A
	Was parental consent obtained for initial placement?

	Is this the initial IEP?  If not, did the district/agency obtain parental consent for initial placement?
If this is a transfer student, the district may not have this information.
	
	Y/N/NA

	
	Medicaid
	Was parent consent obtained, if applicable, to release information from educational records within the current school year?
	
	Y/N/NA

	Citation

	File Review Compliance Standard
(Policy 2419, §126-2-1)
	Required Documentation/Verification Questions
	Comments
	Rating

	Chapter 2 Section 3.B;
Chapter 4 Section 1;
Chapter 5 Section 1.D; Chapter 10 
Section 5
	Parent Involvement
	Any of the following questions may be used to determine parent involvement:
Did the parent: attend the SAT?
                          complete the parent report?
                          attend the EC?
                          attend the IEP?
Districts/agencies cannot compel parents to attend, however, the reviewer should see evidence opportunities were provided for parents to have input.

	
	Y/N/NA

	Chapter 10 
Section 3
	Prior Written Notice
	If the parent did not attend SAT, EC, or IEP meeting, or if the parent disagreed with the committee decision does the file contain a copy of the PWN?
	
	Y/N/NA

	Chapter 4

	Eligibility Determination
	Linkage between reports, criteria and eligibility determination: 
1. Did the Eligibility Committee follow the eligibility criteria to determine the student requires specially designed instruction?
2. Did the EC use the MDET recommendations?
	
	Y/N/NA

	Chapter 5 Section 3.B
	IEP Amendment
	Does the IEP amendment contain all necessary components?

	
	Y/N/NA

	Chapter 5 Section 1.D
	In Lieu of Attendance Report

	Was this report completed when required?
	
	Y/N/NA
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