Graves County SPED Folder Organization
**RECORD OF ACCESS/FERPA DOCUMENT:  Stapled to front of folder #1.  Complete student demographics as dictated by document.
FOLDER 1:  CURRENT IEP
· Current IEP (filing 9 week progress reports with it throughout the year)
· Assistive Technology Screener/Checklist
· Accommodations/Modification Document
· Behavior Improvement Plans
FOLDER 2:  DUE PROCESS
· Conference Summary (following documents stapled)
· ARC Meeting Notice(s)
· Referral (with associated data)
· Consent for Evaluation
· Eligibility Documents (with Exclusionary Factors document attached)
· Suspected Change of Disability Form (with associate data)
· Consent for Services (prints with eligibility document – only needed ONCE unless dismissed as some point)
· Documents/Data provided by parent and used to make decisions
· Data used to make decisions
FOLDER 3:  PARENT CONTACT
· Contact Log (filed yearly)
· Determination of Student Representative (with necessary documentation)
· Consent for Release of Information 
· Revocation of Services
· Notes from parents (who can represent them or hear student information)
· Parent requests for information
FOLDER 4:  INITIAL EVALUATION
· Multidisciplinary Report (folder) that supports initial eligibility.  Includes:
· Screenings, copy of referral, copy of consent for evaluation, copy of evaluation plan, assessment results/interpretations, copy of observations completed, doctor’s statement, RTI data, work samples, grades, attendance, transition assessments, FBA, behavior logs, outside evaluations/reports that were considered, etc.
FOLDER 5:  RE-EVALUATION FOLDER
· Multidisciplinary Report (or Record Review) that supports determination of continued eligibility for eligibility for new category).  Includes:
· Suspected Change of Disability form (copy), RtI data (to support new eligibility area), consent for evaluation (copy), re-evaluation plan (copy), assessment results, behavior observations, screenings, performance data (grades, CBM, STAR), progress data, medical statements, attendance, FBA, work samples, folder review worksheet, behavior logs, outside reports that were considered, etc.
FOLDER 6:  OLD/OUTDATED IEPs
· Previous IEPs (ordered from oldest to newest in front) with attached documentation relative to the implementation of that IEP, such as:
· Progress reports
· BIP
· AT Screener/Checklist
· Accommodations/Modifications Document
FOLDER 7:  MISCELLANEOUS
· Any information relative to the delivery of special education services or the student that doesn’t fit in other folders
[bookmark: _GoBack]FOLDER 8:  MEDICAID (green)	
· Consent to bill Medicaid
· Annual notification
· Health Service Logs
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