These are the school records of

for the school year

/

Student Records Keeper
Record keeping is an important part of family involvement in your child’s education. Organizing your child’s records better helps you to locate, monitor, and track specific problems and resolutions. It allows you to easily access medical information, past IEPs, therapy information, district handbook and policies, attendance records, test scores and report cards in one convenient location.
What are my child’s educational records?
Your local educational agency (LEA), the home district in which you reside, is responsible for maintaining your child’s educational records. Your child’s permanent record
includes your child’s name, date of birth, address, attendance record, grades, etc. Your child’s temporary record includes all other records such as psychological test results,
IEPs, behavior reports, etc. You have the right to inspect and review these records.
How do I get them? What do I ask for?


If you do not currently have a copy of all of your child’s records, and wish to receive a copy, send your request in writing to your local school district and include your
child’s name, date of birth, and current attendance center.



If you want a complete set of records, be sure to indicate you are requesting both “permanent” and “temporary” records.



If you do not need your child’s complete records, identify which documents you are requesting.



You may be charged a copying fee by the district.

How do I organize them?
You have several options for organizing your child’s school records. Use the method that works best for you. Keep the records in a binder, expandable file, or storage box.
You may want to highlight the date on each document to make it easier to organize the records.
Organizational Options:


In Chronological Order: Place your child’s school records in order of date (oldest to newest or newest to oldest). Look for “exam date” on testing results and
“conference date” on documents developed during school meetings.



By school year: Have a separate file for all documents generated during each school year.



By type of document: Sort all records by categories such as IEPs, psychological tests, independent evaluations, therapy reports, behavior assessments and plans,
grades, correspondence with school staff, etc. Then organize items in each of these categories by date.

Bring your copy of your child’s current IEP to the annual review meeting. Progress toward goals will be reviewed and you will be able to follow along as team members
discuss you child’s accomplishments.
Resource on Record Keeping: The book Emotions to Advocacy, from www.wrightslaw.com is especially helpful.

ISBE Parent’s Guide/ISBE Record’s Keeper
ISBE Parent’s Guide:
Educational Rights and Responsibilities: Understanding Special Education in Illinois is a document, developed by the Illinois State
Board of Education for parents and others to learn about the educational rights of children who have disabilities and receive special
education services. (Updated 6/09)

For a copy of the ISBE Parent’s Rights Guide:
http://www.isbe.state.il.us/spec-ed/pdfs/parent_guide_english_pf.pdf

ISBE Record’s Keeper:
This booklet is for parents to use to keep important information about their child and his/her special education and related services.
It is a companion to Educational Rights and Responsibilities: Understanding Special Education in Illinois.
Records play an important role as you plan your child’s education. Dates, people, meetings and reports are important throughout
your child’s educational career. The records keeper was developed to assist parents in preparing for Individualized Education Program
(IEP) and transition meetings; getting ready for evaluations and reevaluations; and keeping track of paperwork and other materials.
This booklet cross-references the Illinois State Board of Education (ISBE) publication, Educational Rights and Responsibilities: Understanding Special Education in Illinois. At the bottom of each page you can locate the page number(s) that references a section or pages in the guide. The guide offers information to increase your knowledge and understanding about the topic or issue.
For a copy of the ISBE Record’s Keeper:
http://www.isbe.state.il.us/spec-ed/pdfs/student_records_keeper.pdf

Student Brochures and Portfolios
Student brochures and portfolios are a great way to provide information about your child to school staff at the beginning of a new school year
or at an IEP meeting. Brochures may be designed on a computer and include photos or clip art or may be printed by hand on paper. It is the
personal touch that is important. Portfolios should be designed to show a “picture” of the whole student using a variety of evidence and documentation.

Suggested information to include in a student brochure:

Suggested information to include in a student portfolio:



Date of birth

(limit to a maximum of 20 pages)



Family dynamics



Title page listing the student’s name and the purpose of the portfolio



Interests and extracurricular activities



List of contents (limit to maximum of 5 items)



Strengths



Basic information on the student and his/her family



History



Samples or list of typical activities of the student



Needs and the supports that have previously been successful



Scores, test results, evaluation data, medical data (edited into brief
format)



Dreams, visions, goals



Academic work samples



Sensory information (if appropriate)



List of accommodations that have been successful



Samples of art work/hobbies (optional)

PHOTOS ADD A PERSONAL TOUCH

PHOTOS ADD A PERSONAL TOUCH

Schoolwork Samples
It is important to keep samples of your child’s work to help you determine:


If your child is making progress



What areas your child is struggling in



What skills your child has gained

Parental Concerns
Prior to attending your child’s IEP meeting it is important to prepare by creating a list of concerns you would like to discuss at the meeting.
Sample Parental Concerns List:
Parental Concerns as of 3-8-2012
Jessica Conlin
1. Lack of progress in reading skills
Data shows a gain of only 3 months for this school year
Gains need to be more than 1 year to close gap with peers
Continue using current curriculum but add intensity?
Change the approach/curriculum?

2. Continued difficulty with note taking
Jessica can’t listen and write at the same time
Having peer share notes has not been used consistently
Is further testing needed to understand this skill deficit?
Discard accommodation of a peer helper?
Provide copy of teacher’s outline/notes?

3. Assistive Technology
Consideration of AT is needed to address reading/writing skills
Evaluation is needed to determine if AT can meet needs that are
not currently being met by accommodations and modifications

School Communication Log
Communication Log
Date & Time

Person I Spoke With

What we Talked About

A communication log can be used to document who you have been in contact with at your child’s school and what you spoke about and
can be used for future reference.
Note: If your child reports being the target of bullying, you can also utilize the communication log to documents/incidents of bullying
reported to you by your child.

Current IEP / Section 504 Plan
Section 504

IEP
Eligibility Categories:

Eligibility:



Autism



Deaf-Blindness

Persons with a physical or mental impairment that substantially limits
one or more major life activities, who has a record of such impairment, or who is regarded as having such impairment.



Deafness



Emotional Disability



Hearing Impairment



Caring for oneself



Bending



Cognitive Disability





Reading



Multiple Disabilities

Performing manual
tasks



Concentrating



Orthopedic Impairment



Seeing



Thinking



Other Health Impairment



Hearing



Communicating



Specific Learning Disability



Speaking



Speech or Language Impairment



Breathing



Traumatic Brain Injury



Learning



Visual Impairment



Working



Developmental Delay (ages 3 through 9)



Eating



Sleeping



Walking



Lifting

Note: Required members of the IEP team may be excused from part or all of the
meeting only if you and the school agree in writing. If you agree to excuse a member, that person must give written input to you and the team before the meeting.

Major life activities are defined as, but not limited to:

Behavior Intervention Plans
A Behavior Intervention Plan can help parents and school staff to:


Understand the meaning, or function, of behavior



Understand what may be causing the behavior to happen



Understand ways to change the environment to support the students needs, &



Plan how to teach the student appropriate behavior

The first step in developing a good behavior plan is to conduct a Functional Behavioral Assessment, or FBA. The FBA is a process to improve
understanding of problem behavior in order to identify what skills need to be taught, and to develop a better behavior plan. The process includes observation, interviews and data collection to identify when, where and why the behavior is occurring.
A good FBA should include a hypothesis about the function of the behavior, based on the following information:


An objective description of the behavior



The places or situations where the behavior happens and does not happen



Events that happen just before and after the behavior



Additional information, including the student’s health, medication, and strengths

The IEP team should use the information from the FBA to develop a plan to:


Teach replacement behaviors which have the same function as the problem behavior



Make changes to the situations that contribute to the behavior, and



Teach other missing skills which increase the likelihood of the appropriate behavior happening

It is important to remember that the purpose of a BIP is not to outline punishments, but rather to define what the adults will do differently
to better support the needs of the student and to teach the student needed skills.

Current Evaluations
School Evaulations


Within 14 school days of receiving an initial request for a Case Study
Evaluation, a school must either set up a meeting with the parent to
get consent for testing, or provide the parent with a denial in
writing explaining why testing is not needed.



If the school is in agreement with the parent’s request a meeting
will be held to determine whether an evaluation should be completed. If yes then a meeting is held to determine which areas the
student will be evaluated in and to get parental consent.



The school district has 60 school days to complete the evaluation
process. This timeline does not begin until the parent signs consent.



By the end of the 60 school days the evaluation team must meet
with the parent to determine if the student is eligible for special
education. If the child is found eligible the IEP team including the
parent must develop an IEP for the student.



Initial placement does not occur until the parent signs consent.



Parents can request evaluation reports be provided to them prior to
the IEP meeting.



Reevaluations must occur at least once every 3 years, unless the
parent and the school agree that a reevaluation is unnecessary
based on the existing information on the student. If the district
feels the re-eval is unnecessary, a parent still has the right to request the re-eval go forward.

Independent Evaluations
Parents have the right to seek their own Independent Evaluation, by
privately paying. The school must consider the results of the Independent Evaluation.

Independent Educational Evaluation—IEE
A parent has the right to request an IEE at public expense if they believe that the evaluation completed by the school district does not
provide an accurate picture of the student’s abilities/areas of need.
A parent should make this request in writing. The district can either
agree to or deny the request and must provide its answer within 5
calendar days of the parent’s request. If the district denies the request, it is required to initiate a due process hearing in order to allow a due process hearing officer to decide whether the student
should be independently evaluated at public expense.

Note: No single test, by itself, may be used to determine whether a child has a
disability, or to determine educational needs.Formal and informal tests, observations, parent information and other measures help schools and parents determine the need for special education and related services.

RtI—Response to Intervention
What is RtI?: RtI is an approach for redesigning and establishing teaching and learning environments that are effective, efficient, relevant and
durable for all students, families and educators. RtI involves an education process that matches instructional and intervention strategies and
supports to student needs in an informed, ongoing approach for planning, implementing, and evaluating the effectiveness of instruction, curricular supports, and interventions.

Note:
Parents can request a Case Study Evaluation
at any time prior to, during, or following
their child’s involvement in an RtI process.

Resources:
http://www.isbe.net/RtI_plan/default.htm
http://nrcld.org/free/downloads/ABC_of_RTI.pdf
http://www.parentinformationcenter.org/images/
RTI%20Booklet%20PQ.pdf

Report Cards/Progress Reports

How will I know if my child is making progress?
1. Review special education sources including: most recent evaluation results, goal acheivement, progress reports, IEP.
2. Review regular education sources including: information from classroom teacher and state/district-wide assessments.
3. Review information from outside the school including: independent evaluations and your own personal observation of skills at home and
in the community.

What if my child is not making progress?
If you think your child is not making meaningful educational progress, you can request a meeting to discuss revisions to the child’s IEP. The
school cannot guarantee that a child will achieve the goals in the IEP; however, the school must make a “good faith effort” to assist the child to
do so. An IEP team meeting can be held to discuss and plan revisions to improve the rate of progress. Your child may need changes in:


special education or related services



assistive technology



curriculum or method of instruction



educational setting

If your IEP team cannot agree whether or not your child is making meaningful progress, additional evaluation to provide educational data may
be needed.

Medical Information Provided to the School

School Calendar/Handbook

