Zionsville Community Schools

Unified Student Services
Instructional Assistant
Paraprofessional
ADDENDUM

Important Notice: This Handbook Addendum is subject to change at any time and staff
members are instructed to check the ZCS Employee Portal for the most updated version of this
handbook. If unable to access electronically, it is the responsibility of the staff member to
contact their ZCS Human Resources Department for assistance.

Revised July 2025
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Zionsville Community Schools

900 Mulberry Street * Zionsville, Indiana 46077
317.873.2858 e www.zcs.k12.in.us

Dear Colleague:

It is my privilege to welcome you to the Unified Student Services Staff at Zionsville Community
Schools. Here in ZCS, we are dedicated to our Strong in Every Way (SIEW) initiative. The goal of
SIEW is building connected, resilient, self-aware and culturally adept young people during their
formative years in our school community. SIEW is a decision-making and directional vehicle for
our organization that is made up of three domains: Developing Connections, Developing Assets
and Resources, and Developing Cultural Understandings. You can find more information about
these domains on our website. You will be an integral part of this work that we do every day in
our school communities for the young people we serve. Thank you for choosing to be a part of
our team.

ZCS is committed to being a great place to work. We recognize that our employees are our
greatest asset. Our students cannot thrive unless the staff is thriving. Please do not hesitate to
share suggestions and concerns with me. This Unified Student Services Addendum is intended
to provide you with a supplemental understanding to the Core Classified Handbook of specific
expectations from the employees in this department and what you can expect from this
organization. The policies expressed in the handbook are designed to create a positive work
environment. If after reading this handbook you have any questions, please consult with me.

Once again, welcome to Zionsville Community Schools! We are so grateful that you are here!

Casey Allen

Director of Unified Student Services
callen@zcs.k12.in.us

317-873-2858 ext. 11950
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OBJECTIVES

PURPOSE

The Unified Student Services Department of Zionsville Community Schools provides the
programs required by IDEA (The Individuals with Disabilities Education Act) and the State of
Indiana Article 7 statutes and regulations. ZCS special education and related services are
available to students from age 3 through the age of 22. ZCS offers a full continuum of
placement options and services for students with special needs as deemed appropriate by the
case conference committee. Students receiving special education services are educated in the
setting that most adequately meets their diverse instructional, social/emotional, and related
service needs.

CONFIDENTIALITY

Confidentiality Statement:

As an employee of Zionsville Community Schools, | understand that some of my work will
involve access to information/records that are considered confidential. | acknowledge my
responsibility to respect the confidentiality of student, staff, or school district records, to follow
procedures in order to protect privacy, and to act in a professional manner, both to the

public and over the phone. | further understand that if | am found acting indiscreetly with
confidential material or not protecting privacy of a student, staff, or school district through my
actions, | will be dismissed from my job immediately. | understand this action to be

necessary in order to maintain high professional standards and the integrity of Zionsville
Community Schools.

INSTRUCTIONAL ASSISTANT

In order to assist all students in achieving success, a team approach is necessary. This team
includes teachers, parents, and instructional assistants (IA’s). 1A’s may help with student
planning, implementing, and administering services for students depending on the level of
need. Typically, IA’s follow the plan put in place by the special education or general education
teacher. However, because the IA works so closely with the students, the IA’s input is highly
valued, and the IA should always feel comfortable contributing to the planning process.

CONTINUUM OF SERVICES

For students with disabilities from age 3 until the student is age-eligible for kindergarten, ZCS
offers a continuum of preschool services. The student’s developmental, educational, and
behavioral needs are considered by the case conference committee when determining the
appropriate placement in the least restrictive environment.

For students who are age-eligible for kindergarten through age 22, ZCS offers a continuum of
services that includes, but is not limited to:
= Special education services and supports being provided in the general education
classroom (often referred to as “inclusion”).



= General education classroom placement supported by services and assistance
that are provided outside the general education classroom (often called
“resource services”), along with the supports included in the general education
classroom.

= Separate classrooms that provide instruction in functional academics, life skills
and basic skills, and/or address behavioral challenges (this placement may or
may not be in addition to the student’s participation in one or more general
education settings or classes).

There are times, albeit rare, that a student may necessitate a one-on-one instructional assistant
for support due to physical limitations or other needs as determined by the case conference
committee. A one-on-one support situation could occur in any setting across our continuum of
service.

EXPECTATIONS

WORKING HOURS

The building principal or assistant principal (your direct supervisor) will assign work hours. All
non-benefitted employees will work no more than 29 hours per week. Hourly employees are to
clock in and out using the time clock kiosk or app each day. Hourly pay is calculated and
rounded to the nearest five-minute interval. Employees must work only their assigned and
approved hours. All overtime must be pre-approved by your building administrator.

ATTENDANCE

Regular and punctual attendance is critically important to the successful operation of ZCS. If
there is a need to be absent, it is expected that the employee communicates with their
building administrator and teacher of record (TOR) as soon as the absence is known.
Excessive absenteeism negatively impacts the department/school as peer employees must
have larger workloads to carry out the duties of the absent employee and required student
services may not be met.

Absenteeism beyond an employee’s balance of paid time off must be approved by Human
Resources and building administrator prior to the absence taking place when foreseeable. In
the event an absence is unforeseeable, and the employee does not have paid time off to
cover the absence, the employee is still responsible for communicating with Human Resources
and your building administrator about the need for the absence. The absence will be without
pay and may lead to disciplinary action up to and including termination.

DRESS CODE

Cleanliness and appearance are expressions of an employee’s personal pride and reflect
Zionsville Community Schools’ high standards of good grooming. Employees are expected to
show good taste, avoiding extremes of dress and personal grooming which might be unsafe or
interfere with job performance.



BENEFITS

PAY POLICY

Record your hours worked utilizing the time clock kiosk in your building or the app on your
phone. Please contact your building secretary with any questions regarding the system. You
may also contact the payroll specialist if you have any questions regarding payroll. Please plan
ahead for the break in pay due to school holidays (Fall Break, Thanksgiving Break, Winter &
Spring Break, etc.).

BENEFITS

Zionsville Community Schools offers a comprehensive benefit package to eligible classified
employees. Eligibility for benefits is based upon employee group and/or hours worked. All or
some combination of the benefits listed below are only available to eligible employees.

Health Insurance
e Medical, Dental and Vision Coverage
o Silver Plan (PPO)
o Eagle Plan (CDHP/HDHP) + Health Savings Account with Employer
Contributions
o Network: Ascension St. Vincent Employer Network, Ortho Indy, and
more.
e Onsite Employee Wellness Clinic — Medical care, mental health counseling,
nutrition/dietician services, and sports performance services available at no cost
to those who are enrolled in the ZCS Health Plan.

Corporation Provided Benefits and Voluntary Offerings
e Life Insurance and Long Term Disability
e Medical Reimbursement Accounts (Flexible Spending — Healthcare, Dependent
Care, and Flex)
e Employee Assistance Program
e Supplemental Insurance Options

Retirement
e 403(b) Voluntary Retirement Contribution & ROTH Deferral Option
e 403(b) Employer 3% Match
e 457 Account Option

Employees may contact the HR Coordinator at 317-873-2858 to review benefit options in more
detail or with any questions.



PAID TIME OFF (PTO)

181.5 Day Instructional Assistants and Paraprofessionals

*Sick

*Personal

*Prorated according to start date

Sick Leave

Sick Leave days may be used after the first of the month following 30 days of
employment with ZCS. Employees may use their annual allotted sick leave days to be
absent from work for personal or immediate family illness or the birth of a child
(spouse).

Immediate family shall be defined as: Spouse, child, sister, brother, mother, father,
mother-in-law, father-in-law, grandparent, grandchild, and any other member of the
family unit living in the same household.

Unused sick leave will roll over to the next year and may accumulate indefinitely.

All sick leave days should be communicated with the building administrator and TOR
with as much advance notice as possible.

Personal Business Leave (PBL)

PBL days may be used after the first of the month following 30 days of employment with
Zionsville Community Schools. Employees may use their annual allotted personal leave
days to be absent from work to conduct personal business. These days are to be pre-
arranged and approved by the building administrator. Accumulated days (beyond the
maximum allowed) automatically roll over to accumulated sick leave. The number of
available allotted days is listed on employees’ pay advices. PBL days should be
communicated with the building administrator and TOR with as much advance notice as
possible.

Sick and personal days may not be used for the final two weeks following an employee’s
notice of separation / resignation from Zionsville Community Schools. Sick leave may be
used with an accompanying doctor’s note.



SEVERANCE

For employees hired prior to July 1, 2024, only:

Employees who are eligible for medical benefits are also eligible for severance benefits.
Severance benefits are provided upon separation of employment. To qualify for this severance
benefit, the following requirements must have been met:

1. Ten (10) years of service in the School Corporation (or its components prior to
consolidation); and

2. Must have reached the age of fifty-five (55) by July 1 of the year of severance, or; must
have completed twenty (20) years in the School Corporation or its components prior to
consolidation, regardless of age.

The severance benefit consists of a single payment which is the total of:

1. S$25 for each full year of service in the School Corporation (or its components prior to
consolidation); plus

2. S15 per day for each day of unused accumulated sick and personal business leave.
Because of the varied schedules, the number of years of service and number of unused
sick and personal days will be prorated.

In the event an employee who has completed twenty (20) years in the School Corporation (or
its components prior to consolidation) and who is under fifty-five (55) years of age, becomes

totally disabled (as certified by a doctor approved by the School Corporation), that employee
shall qualify to receive the severance benefit.

Should an employee who has met the requirements above pass away prior to receiving full
benefits, the remaining benefits shall be paid to the employee’s designated beneficiary or to
the employee’s estate.

PROFESSIONAL DEVELOPMENT

Nonviolent Crisis Intervention Training

ZCS staff members are trained on how to effectively analyze and mitigate the risk level of a
behavior using strategies that are reasonable and proportionate. The philosophy of the best
“Care, Welfare, Safety & Security” for all individuals involved in a crisis situation is the core of
the training.

Back to School and On-Going Training

Every August prior to the first student day, all instructional assistants are invited to attend a
professional development opportunity with leaders from our USS department. Throughout the
school year, there are a number of professional development opportunities presented from our
USS leadership team. If you are in need of specific training, please don’t hesitate to reach out.



ROLES AND RESPONSIBILITIES

Support student(s) within a classroom-school environments
O Resource classroom
O Essential Skills classroom (Life Skills, Functional Academics, Autism)
O Intense Intervention or Behavior Resource
O As aone-on-one
O SOARS Program
Assist in implementing a student’s individual academic and/or behavior
accommodations or modifications.
Pre-teach and/or Reteach Academics/Social Emotional/Executive Functioning Skills
Coach/Support colleagues
Assist with feeding
Assist with personal hygiene and toileting needs
Behavioral support
Collect Data
Support students during employment opportunities or community-based outings
Other duties as assigned by TOR, building, or district administrator

EXPECTATIONS FOR WORKING IN A SCHOOL
Respect the dignity, privacy, and individuality of all students, their family, and staff.
Maintain Confidentiality.
Show interest in students and adapt instruction to their unique learning styles.
Recognize the teacher as the lead in the setting.
Discuss concerns and questions about the teacher or their teaching methods with the
teacher at an appropriate time, i.e., after, not during, instructional period.
Readily share information about students and the educational setting with the teacher.
Refer concerns about the students, parents, teachers, administrators, and community
members to the supervising teacher.
Be cooperative and honest with all staff, administrators and support staff members.
Do not communicate student progress or concerns to parents or others unless directed
to do so by the supervising teachers.
Recognize that the supervising teacher has the ultimate responsibility for instruction
and management of the educational environment.
Ask the supervising teacher for direction and guidance when questions arise.
Attend district and building professional development opportunities that are presented
throughout the year.
If a family seeks to employ an instructional assistant in their home, please contact your
building administrator for advice.

EXPECTATIONS FOR WORKING WITH STUDENTS
Become aware of the specific needs of the students. Read through the student’s
Individualized Education Plan (IEP). Understanding the student’s plan and goals helps



eliminate confusion and provides a better understanding of what the expectations are
for the student.

= Allow students to be as independent as possible. Know students’ limitations and
abilities. Hovering over them and doing too much for them can hinder their progress
toward independence.

= Be positive with each child. Give many verbal and non-verbal praises.

= Be very careful in regard to age-appropriate hugging and touching.

= Use hand over hand procedures or physical prompts only after you have been trained,
and it has been approved by your teacher.

= Avoid sarcasm. Many students do not understand sarcasm.

= Treat each child as an individual.

= Be kind, consistent and firm.

= Ask the teacher to demonstrate new tasks or skills: observe the teacher, and then ask
the teacher to observe you until both of you are comfortable with that skill.

BEHAVIOR STRATEGIES

= Students should be taught behavioral expectations. They may not understand what you
want them to do as easily as other children. Do not assume they know just because they
are a certain age.

= Use positive behaviors to support and reinforce students for attempting to or staying on
the group/individual plan.

= Know when to choose your battles, getting students to their ultimate goal does not have
to be a battle of wits. Avoid power struggles.

= To increase behavior momentum, use clear commands with less than 5 words in the
sentence and give the student time to process the information.

= Offer choices.

=  Make simple requests (“sit down please”) and demonstrate.

= Do not use the term “bad’ (as in “your behavior is bad”), use “inappropriate” or
“unacceptable”. Itis the behavior that is inappropriate or unacceptable, not the
students themselves.

= Follow through with all discipline and rewards.

= Maintain a positive attitude.

= Give immediate feedback; encourage students to correct mistakes.

= Let the students know when they do well. Show enthusiasm.

= At all times, encourage students to think through situations and be independent.

= Give one direction at a time.

QUESTIONS TO ASK SPECIAL EDUCATION/GENERAL EDUCATION TEACHERS
= Clarify lunch and break hours based on student’s needs.

= What records are you responsible for keeping?

= What are the playground rules and regulations?

=  Where are the supplies kept and how are they obtained?

=  What is the line of communication and authority you are to follow?



How should you respond when a parent asks about their child’s functioning in the
classroom?

What student records are available to you?

What is expected of you in terms of student discipline?

What course should you follow if you feel that you do not have enough to do?
What is expected of you in terms of confidentiality of student records?

How should you communicate if you need to be out?

How will the teacher of record communicate if they will be out?

HELPFUL TIPS
See the person who has a disability as a “person” first—like anyone else. Use person
first language (i.e. Katie has Autism, not Katie is Autistic.)
Celebrate what the person can do. Remember that difficulties may stem more from
society’s attitudes and environmental barriers than from the disability.
Always ask a person with a disability if they want assistance before you help them.
Speak directly to the person with a disability rather than through a third party. Help
draw the person into the group. If the subject of the disability comes up, discuss it with
the person rather than with others who may not be present.
Be considerate of the extra time it might take the person with disability to get things
completed.
Guide each student toward independence!
Develop a relationship with each student. Find out their interests in and out of school.
Give them personal space and teach them to respect the personal space of others.
Give them ownership of their work and space (even the smallest things, desk, backpack,
paper, are important to students).
Notice body language of students and learn to anticipate their next move (i.e. what
triggers their difficulties within their day and how can you help them through it?)
Understand the student and how the disability is manifested.
Obtain information about the student’s learning style, needs and preferences.
Be proactive and do what is necessary to maintain a relationship of trust with teacher(s)
and student(s) you serve.
Fair is not always equal. For example, extended time on an activity would be helpful to
everyone, but it is not needed for all students. A student’s accommodations are put in
place based upon the individual needs of the student in order to access the general
education or special education curriculum.
Familiarize yourself with individual Behavior Intervention Plans and unique learning
needs of the students with whom you will be working. Learn how to read the basics of
an IEP (specifically, where to find the accommodations and modifications and what to
do with them).
Keep all information confidential.
Learn how to provide the basic accommodations, such as extended time, scribe, using a
graphic organizer, and helping a child take sensory breaks.
When administering progress monitoring assessments remember to follow all
standardized instructions and check and recheck for accuracy.
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THE BEST INSTRUCTIONAL ASSISTANT

= Needs to be flexible, as student schedules, student assignments, techniques, and
routines are all subject to change.

=  Follows through with instructions of building admin/TOR and team of professionals.
Regards all team members with respect, realizing all are important contributing
members to the student’s progress.

= Needs to be a willing learner. Listens, asks questions, follows instructions and asks for
clarification from building admin/TOR. Always directs questions and concerns to the
TOR first, who then routes questions and information.

= Keeps accurate records as instructed by TOR, such as program data, contacts from
parents and any concerns or observations about a child’s health and safety, etc.

= Keeps information about students and their families private and confidential as Public
Law 105-14 (IDEA) and FERPA require. Understands what is heard and seen in school is
confidential. Information is not to be used as conversation or gossip with staff or in the
community.

= Assituations arise with students or others, remember to STOP, THINK, and then ACT.

= Mature attitude and behavior are a must.

= Realizes the importance of listening to instructions and training in techniques. Views
work with students as important. Therefore, any details, observations or concerns about
a student are noted and reported to the teacher of record and/or general education
teacher.

= Views work as a challenge not as insurmountable obstacles. Utilizes follow-through,
creativity and persistence.

= Has a strong belief in the importance of working with students. Realizes the negative or
positive image one can give to others through comments, gestures, expressions and
behaviors. Therefore, chooses to emphasize the positive “We can!” attitude knowing
that trying on a daily basis eventually leads to success.

= Believes that ALL students can learn and contribute to their community.

= Has fun with students.

SPECIAL EDUCATION ELIGIBILITY
Article 7 defines 13 eligibility categories in which students can be determined eligible for special
education services.
=  Autism (ASD)
= Deaf & Blind (DB)
= Developmental Delay (DD)
= Emotional Disability (ED)
= Deaf or Hard of Hearing (DHH)
= |ntellectual Disability (Mild, Moderate, Severe)
= Multiple Disabilities (MD)
= Orthopedic Impairment (Ol)
= Specific Learning Disability (SLD)
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= Speech/Language Impairment (SI/LI)
= Blind or Low Vision (BLV)

= Other Health Impairment (OHI)

= Traumatic Brain Injury (TBI)

Autism (ASD)

Autism is a developmental disability which usually affects communication and social
interaction. This is a lifelong disability characterized by impairments in communication, learning
and reciprocal social interaction generally evident by age 3.

Deaf-Blind (DB)

Deaf-Blind is a concomitant hearing and visual impairment, which causes severe
communication or other developmental and educational problems. Students with dual sensory
impairments include: those who are deaf and blind, those with hearing/visual impairments of
mild to severe degree with additional learning or language disabilities, those with severe multi-
handicaps due to central nervous system dysfunction.

Developmental Delay (DD)Developmental Delay is an eligibility category solely for students
who are at least 3 and less than 9 years of age. Developmental Delay means a significant delay
in one or more of the following developmental areas:

—Receptive or expressive language; Cognitive development; Gross or fine motor developmental,;
Social or emotional development; or Self-help or other adaptive development.

Emotional Disability (ED)

An emotional condition that, over a long period of time and to a marked degree, consistently
interferes with a student’s learning progress. Emotional conditions include but are not limited
to the following: A tendency to develop physical symptoms or fears associated with personal or
school problems, a general pervasive mood of unhappiness, an inability to build or maintain
interpersonal relationships, or inappropriate feelings under normal circumstances.

Students’ behaviors may either be aggressive in nature (striking out, uncooperative) or conflicts
such as depression or anxiety which may cause the student to withdraw. It is often difficult to
determine the cause of an emotional disturbance.

Deaf or Hard of Hearing

Hearing impairment is a hearing loss that: With or without amplification adversely affects
educational performance and developmental progress; may be permanent or fluctuating, may
be mild or profound in nature, may be unilateral or bilateral; and may also be referred to as
hard of hearing or deaf. There is a wide range of hearing loss. Some children may only hear very
loud sounds while others hear normally except for specific low or high pitches. The term deaf
implies that a person has a very severe hearing loss and relies primarily on lip reading or sign
language for communication.
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Specific Learning Disability (SLD)

A specific learning disability is a life-long condition characterized by severe specific deficits in
perceptual, integrative or expressive process that severely impair learning efficiency. This may
be manifested in disorders in listening, thinking, speaking, reading, writing, spelling and/or
math. Eligibility determination is based on "insufficient progress" after the student has
received "appropriate, research-based instruction.”

Intellectual Disability (ID)

An intellectual disability is demonstrated by significant delays in intellectual functioning and
adaptive functioning and adversely affects educational performance. (An Intellectual Disability
is further classified as mild, moderate, or severe in nature.

Multiple Disabilities (MD)

Multiple Disabilities means two or more coexisting disabilities, one of which must be a
significant intellectual disability. The coexisting disabilities are lifelong and interfere with
independent functioning, and it is difficult to determine which disability most adversely affects
educational performance, for example, a student may have a significant intellectual disability
along with physical and/or sensory (hearing or vision) disability. This term does not include
deaf blind. See characteristics and strategies for specific areas depending on student needs.

Orthopedic Impairment (Ol)

An orthopedic impairment is a physically disabling condition which is determined to be a
serious impairment of a student’s locomotion or motor functions, and which adversely affects
educational performance. The term may include impairments caused by congenital anomaly,
diseases such as muscular dystrophy, or impairments from other causes such as cerebral palsy,
amputations, and fractures or burns that cause impairments.

Language Impairment or Speech Impairment (LI/SI)

A Language or Speech Impairment is characterized by one of the following impairments that
adversely affects the student’s educational performance:

Language impairments is the comprehension or expression of spoken or written language that
affects the students’ primary language systems: word retrieval, phonology, morphology, syntax,
semantics, and pragmatics.

Speech impairments may include one or more of the following:
eArticulation disorders that are incorrect productions of speech sounds such as
substitutions or additions.
eFluency disorders that are disruptions in rhythm of speech, occur often, and are
markedly noticeable to the student or listener.
*\oice disorders that are abnormal productions of pitch, intensity, resonance or quality.
eLanguage disorders that are impairments in the comprehension or expression of
spoken or written language.
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* A severe communication deficit which may require the use of an augmentative system
such as gestures, sign language, picture/word/sentence boards or electronic devices
(includes students who are “nonverbal” or do not have vocal language).

Blind or Low Vision

A vision loss that, even with best correction, adversely affects educational performance. A
student is considered blind when they cannot successfully utilize vision as a primary channel for
learning and exhibits such a low degree or amount of visual acuity or visual field that vision is
not considered as a primary mode of learning. A student with low vision exhibits a reduced
visual acuity or limited visual field that inhibits optimal processing of information through the
visual modality and requires modification to enable the student to benefit from the educational
program.

Other Health Impairment

A medical condition that adversely affects a student’s performance and is manifested by limited
strength, vitality, and alertness due to chronic or acute health problems. It may also be
manifested by heightened alertness to environmental stimuli that results in limited alertness
with respect to educational performance.

Traumatic Brain Injury (TBI)

Traumatic Brain Injury is an acquired injury to the brain caused by an external force, resulting in
total or partial functional disability or psychosocial impairment or both, that adversely affects a
student’s educational performance. The term applies to open or closed head injuries resulting
in impairments in one or more areas such as: cognition, language, memory, attention,
reasoning, abstract thinking, judgment, problem-solving, sensory, perceptual and motor
abilities, psychosocial behavior, physical functions, information processing and speech.

ALPHABET SOUP
There are many different acronyms used in the world of special education. Below we have

provided some of the more commonly used acronyms.

Common Acronyms used in Special Education

ACR Annual Case Review

ASD Autism Spectrum Disorder
AT Assistive Technology

BIP Behavioral Intervention Plan
BLV Blind or Low Vision

CCC Case Conference Committee
DD Developmental Delay

DB Deaf-Blind

DHH Deaf and Hard of Hearing
DP Developmental Preschool
ED Emotional Disability

EL English Learners
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ENL English as a New Language

ES Essential Skills

ESY Extended School Year

FAPE Free Appropriate Public Education
FBA Functional Behavioral Assessment
FP Foundational Preschool

1A Instructional Assistant

ID Intellectual Disability

IDEA Individuals with Disabilities Education Act
IEP Individualized Education Plan
ISP Individualized Service Plan

Il Intense Intervention

LI Language Impairment

LRE Least Restrictive Environment
MD Multiple Disabilities

MLL Multi-Lingual Learners

MTSS Multi-Tiered Systems of Support
OHI Other Health Impairment

ol Orthopedic Impairment

oT Occupational Therapist

PARA Paraprofessional

PAR Public Agency Representative
PT Physical Therapist

RTI Response to Instruction

Sl Speech Impairment

SLP Speech Language Pathologist
TBI Traumatic Brain Injury

TOR Teacher of Record

TOS Teacher of Service

TP Transitional Preschool

uss Unified Student Services

up Universal Preschool

LAWS TO KNOW

A little history: Laws to protect students with special needs were originally enacted by Congress
in 1975 to make sure that children with disabilities had the opportunity to receive a Free
Appropriate Public Education (FAPE), just like other children. The law has been revised many
times over the years.

The most recent amendments were passed by Congress in December 2004, with final

regulations published in August 2006. So, in some sense, the law is very new, even as it has a
long, detailed, and powerful history.
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IDEA is our nation's special education law. IDEA stands for “Individuals with Disabilities
Education Act. This law guides how states and school districts provide special education and
related services to more than six million eligible children with disabilities.

Article 7 is Indiana’s interpretation of IDEA and rules pertaining to special education law in
Indiana are within this article. FAPE (Free and Appropriate Public Education) is provided to all
students via Article 7 laws.

An Individualized Education Plan (IEP) is considered a legal document for that specific student
and MUST be followed. The Least Restrictive Environment or LRE is provided to all students by
Article 7. This means that to the maximum extent appropriate, students with disabilities are
educated with non-disabled students. A student with disabilities is educated in the school the
student would attend if not disabled. The Case Conference Committee determines the
placement in which a student will receive services, and this is documented in the IEP and
reviewed annually.

A Functional Behavior Assessment (FBA) is also required by Article 7. This is an assessment that
considers the purpose and effect of the behavior and provides information useful in the
development of a student’s IEP. As an Instructional Assistant, you may be asked to help with
documentation for the FBA or Behavior Intervention Plan (BIP). Behaviors must be
documented. Documentation should be objective, specific, concrete, and focused on
behaviors.

The main federal law pertaining to student records is the Family Educational Rights and Privacy
Act (FERPA). (Note: This is similar to HIPPA for medical records). Information or records falling
under this law must remain confidential. Significant penalties can occur from failure to comply
with the privacy act. Information and records covered under this act may include but are not
limited to: personal and family data evaluation and test data, psychological, medical and
anecdotal reports, records of achievement and progress reports, disability information, and
copies of correspondence concerning students. Discussing specific facts about the students with
which you work is a violation of the students' confidentiality rights. Remember that matters
regarding students are confidential and cannot be a topic of public discussion — not even in the
teacher’s lounge, not at the grocery store, not with other IA’s who do not work with the
student. Even if you do not mention a student’s name, talking about an incident can give
identifiable information.

For Further Information:
Regarding specific questions about specific students, ask:
= The USS teacher assigned as Teacher of Record or Teacher of Service for a student
= The specific therapist assigned to the student (OT/PT/SLP)
= The child’s general education teacher
= The School Counselor
= The Building Administrator
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= A member of the USS Leadership team (district behavior consultant, assistant directors,
director)
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