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    TCM TIDBITS 
REMEMBER TO PUT THE RECEIVED DATE ON THE “CONSENT TO 
TEST”. Even if it is the same date that it is signed. 
 

 
 
 
 
 
 
 
 
s 

 
 

If you have read this entire message, be one of the first three to respond “TCM’s are AWESOME” to lwillis@dsdmail.net for a prize! 

The TCMs will be out checking transferring files. 
Be sure to address the education level change for 

students transferring from Preschool to 
Kindergarten, Jr. High to High School, to Post-High 

School. (Include Related Services that will be 
continuing the next school year).  Please 
remember district policy states that any 

transferring files that have IEP’s or Eligibilities due 
before November 1st, must be held before the file 

is transferred to the receiving school. 

 

MEETING EXCUSAL 
There should never be more than 
ONE meeting excusal at an IEP 
meeting at a time. 

 

Thank you all for your help with 
the December 1st count! 

 
Be sure to FINALIZE ALL FORMS? 
Have you finalized your progress 
reports from 1st term? 

Finalizing documents and 
checking the “Pending Listing” 
report in myIDEA is the most 
effective way to ensure that 
your students will be counted for 
funding purposes. 

 Just a friendly reminder: Re-evaluation Data Review (RDR):   -- (Link: RDR PIE Document) 

• An RDR must be held before the re-evaluation for Eligibility begins.  
• The RDR can be held at the annual IEP meeting before Eligibility determination is held. The RDR is valid for 

365 days.  
• Parental consent is required for assessment.  Consent for re-evaluation is valid for 180 days. The IEP team 

decides whether there are sufficient data to continue eligibility.  
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https://livedsdmail-my.sharepoint.com/personal/sped504pie_dsdmail_net/_layouts/15/guestaccess.aspx?guestaccesstoken=PdTIF22mUKF%2fHvj8I2K6fZtx0g8HELixxIl0f8MEzfg%3d&docid=2_0db76313f9a53425c842a773038cb86aa&rev=1
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Special Classroom, Preschool, Elementary and Secondary File Transfer Procedures 
This document addresses the transfer of files from Pre-School to KG, 6th to 7th; 9th to 10th; 12th to transition programs. These 
guidelines include files for students in special classrooms (i.e. learning centers, functional skills) that will be transferred to a new 
school location. These guidelines do not apply to files where a change of placement to a more restrictive placement (self-contained 
classroom) is team decision.  
1. Role of TCMs  

• Review all files that will transfer between Special Classes (LC & FS), Preschool, 6th, 9th and if appropriate 12th grades. 
Complete a TCM Compliance Checklist for each file.  

• The checklist is kept outside of the special education record and transferred to the receiving school for their review.  
• The receiving school can destroy these after the corrections have been verified.  

• Train and assist paperwork assistants in file management in the sending, receiving, and daily management of files.  
2. Role of Sending Team (all Special Education Professionals involved in file transfers)  

• Ensure each student has a current IEP which will not expire before November 1 of the next school year.   This deadline is 
applicable for all transferring students, including those students transferring to the post-high programs housed at the Vista 
Education campus. 

• Complete the section of the IEP called “Change in Service Time when Education Level Changes.” Specify how service 
time/location will differ for next year. Either mark that there is no change, or summarize the change in the text box.  
 

 
 

• Complete the transition plan for all students turning 14 in the IEP year.  
• Ensure that evaluation and student eligibility are current and that the eligibility is not due before November 1st of the next 

school year (for students who will transfer to a new setting).  
• Ensure that all open forms are finalized on myIDEA! 
• Review TCM File Compliance Checklist and correct all errors.  
• Align the student’s IEP services, placement, and proposed schedule. (See 5 + 1* Compliance Reasons to Return a File). 

• Complete change of placement indicating start date of next year if appropriate.  
 

Transfer ALL files (active and inactive) to the receiving school no later than the last Friday in April of the current School Year.  
For the 2017-2018 school year, this is Friday, April 26, 2019. TCMs will be reviewing all transferring student files by April 26, 
2019 regardless of education programs (LC, FS, Speech [only]) 
• The receiving school should return any files that require corrections by May 10, 2019. Corrections are to be made and file 

returned by May 24, 2019 (See list of “Reasons to Return a File”).   
Please note, these timelines differ for Learning Centers & Functional Skills whom hold file fairs on May 18th, 2018. 

• Progress reports that haven’t been completed can be sent via Pony to the receiving school after they’re done.  
• Year-round elementary schools need to follow this date because junior high teams need to review the files. Year-round 

schools can still access records on myIDEA.  
• Complete a File Transfer Log with a list of names indicating the active and inactive files being transferred. Keep one copy for 

your records and provide the receiving school a copy.  
• A Note for Special Classroom Teachers: Avoid involving the anticipated self-contained teacher. Sharing teacher names with 

parents and suggesting specific schools creates parental expectations for student placement that may not be fulfilled.  
Role of the Receiving Team (all Special Education Professionals involved in file receipt)  

1. Review the School to School Transfer Form and the student files for compliance.  
2. Receiving school can return ACTIVE files that require corrections within 10 contract days of date of receipt (See 5 + 1* 

Compliance Reasons to Return a File).  
3. If there is a question regarding the file compliance, contact your TCM.  
4. Corrections must be made and file returned by May 24, 2019. 

 
Deliver files to SPECIAL EDUCATION DEPARTMENT PERSONNEL ONLY - not school custodian, office staff/secretaries 


