
	 CHILD RECORD AUDIT FORM

(PART B, 3-20)

REVIEW TEAM MEMBER: ________________DATE: ______________

SAU: __________________________________________

NOTES:   Standard text refer to 3-20, unless specified as 5-20 only 

Bold items refer to 3-5 only.

Italicized items refer to 16-20 only.


	Child Name and DOB

	
	
	
	

	ITEMS TO BE PROVIDED                                       COMMENTS
	
	
	

	INITIAL REFERRAL


	
	
	

	1. Initial referral form completed and includes the following information:

· Child’s name

· Parent’s name and contact information

· Date of Birth

· Areas of concern

· Referral Source / Date

· Physician’s name

· Insurance source

· Initiation of screening process / date of initial screening

	
	
	
	

	2. Documentation that parents provided with procedural safeguards.

34 CFR 300.121(b); MUSER Appendix 1
	 
	
	
	

	3. Evidence of completion of Screening.


	 
	
	
	

	4. Parent’s written consent to release information, including list of records to be released and to whom. 34 CFR 300.622(a); MUSER XIV.11


	 .
	
	
	

	5. Written Notice to parent of initial IEP referral.

MUSER IV.2.D
	 
	
	
	

	6. Evidence that IEP Team convened to review existing data (including pre-referral data) and determine the need for additional data.

34 CFR 300.305(a); MUSER III.3.B & V.3.A
	 
	
	
	

	7. Written Notice of proposed evaluations and Parental Consent for Evaluation form provided within 15 school days from the initiation of the referral. Signed Parental Consent form.

34 CFR 300.300(a), 300.304(a); MUSER IV.2.E, V.1.A(4)(a) 
	 . 
	
	
	

	8. Documentation of appropriate referrals for evaluations.


	 
	
	
	

	9. Evidence of: use of a variety of assessment tools and strategies; no use of any single procedure as the sole criterion; use of technically sound instruments.

34 CFR 300.304(b); MUSER V.2.B(1)(3) 
	 
	
	
	

	10. Evidence that a copy of the evaluation report was provided to the parent at least 3 days prior to the IEP meeting at which the evaluation was discussed.

MUSER V.4.G & VI.2.A

	 
	
	
	

	11. Standardized reports for evaluations that include components appropriate under 

MUSER V.4.C & D

	
	
	
	

	12. SLD document (if applicable) and evidence that all procedures for determination were followed including classroom observation.

34 CFR 300.309-311; MUSER VII.2.L(2)(d) & (e)

	 .


	
	
	

	13. Written Notice of determination of eligibility, provided within 45 school days from receipt of consent to evaluate for 3-20.
34 CFR 300.301(c); MUSER V.1.A(3)(a)(i)

	
	
	
	

	14. Evidence of the IEP developed within 30 days of the eligibility determination that the child needs special education and related services.

34 CFR 300.306(c)(2); MUSER IX.3.B(2)(a)

	
	
	
	

	15. Parental consent for initial services or documentation of efforts to obtain consent.

34 CFR 300.300(b); MUSER V.1.A(4)(a)(ii)

	
	
	
	

	Child Outcome Summary Form upon entry into services (within 30 days of identification) and upon exit from program if the child has been in services for 6 months or longer.

	 
	
	
	

	RE-EVALUATIONS/ADDITIONAL EVALUATIONS



	16. Evidence that reevaluation was conducted when SAU determined it was warranted or when parent or teacher requested it.

34 CFR 300.303(a); MUSER V.1.B(1)

	 .


	
	
	

	17. Evidence that IEP Team convened to review existing data and determine need for additional evaluations.
34 CFR 300.305(a); MUSER V.3.A(1) & (2)


	
	
	
	

	18. Written Notice of proposed reevaluation.

34 CFR 300.304(a); MUSER V.3.D

	
	
	
	

	19. Parental consent prior to conducting reevaluations. Where IEP Team determined that no additional evaluations were needed, Written Notice of the determination.

34 CFR 300.300(c), 305(d); MUSER V.3.D & V.3.E


	
	
	
	

	IEP MEETING PROCEDURES



	20. Advance Written Notice of IEP Team meeting, provided at least 7 days prior to the IEP meeting (7=10), or waiver.

34 CFR 300.322(a); MUSER VI.2.A, XIX.2

	
	
	
	

	21. Evidence that required members present at IEP Team meeting.
34 CFR 300.321(a); MUSER VI.2.B

	
	
	
	

	22. Documentation for Excusal form used when a member of the IEP Team is excused from attending an IEP meeting in whole or in part and, where the meeting involves a modification to or discussion of the member’s area of the curriculum or related service, the written input of the excused team member submitted prior to the meeting.

34 CFR 300.321(a); MUSER VI.2.F

	 . 


	
	
	

	23. Documentation of the SAU’s attempts to arrange a mutually agreed upon time and place for meeting, including Advanced Written Notice, when the SAU is unable to convince the parents that they should attend.

34 CFR 300.322(d); MUSER VI.2.H (1)-(4)

	
	
	
	

	24. Where changes are made to a child's IEP after the annual IEP meeting without convening another IEP meeting, documentation of the agreement between the parent and the SAU to amend without a meeting, including Written Notice of the proposed amendment. Evidence that the child’s IEP Team is informed of these changes.

34 CFR 300.324(a)(4); MUSER IX.3.C(4)

	
	
	
	

	25. Evidence that parent is provided with a revised copy of the IEP with the amendments incorporated when requested.

34 CFR 300.324(a)(6); MUSER IX3.C(6)


	 .


	
	
	

	26. Written Notice provided to parent whenever SAU proposes or refuses to initiate or change identification, evaluation, educational program, provision of early intervention services or placement of child.

34 CRF 300.503, MUSER Appendix 1

	 .


	
	
	

	27. Copy of IEP provided to parents within 21 school days of the IEP meeting.

34 CFR 300.322(f); MUSER VI.2.H(6), IX.3.G

	
	
	
	

	28. Written Notice provided to parent when SAU proposes to implement the IEP of a transferring child.

MUSER VIII.3.B.(5)(i)(ii)

	 
	
	
	

	CONSIDERATIONS IN DEVELOPING AN IEP



	29. Evidence that the child’s IEP Team, in developing, reviewing or revising the IEP, considered:

A. Strengths of the child;
34 CFR 300.324(a)(1)(i); MUSER IX.3.C(1)(a)


	
	
	
	

	B. Concerns of the parent for enhancing the education of their child;

34 CFR 300.324(a)(1)(ii); MUSER IX.3.C(1)(b)
                                                                               
	
	
	
	

	C. Results of initial or most recent evaluation of the child;
34 CFR 300.324 (a)(1)(iii); MUSER IX.3.C(1)(c)

	 
	
	
	

	D. Academic, developmental and functional needs of the child; 
34 CFR 300.324(a)(1)(iv); MUSER IX.3.C(1)(d)

	  .


	
	
	

	E. In the case of a child whose behavior impedes the child’s learning or that of others, use of positive behavioral interventions and supports, and other strategies to address that behavior;

34 CFR 300.324(a)(2)(i); MUSER IX.3.C(2)(a) 


	
	
	
	

	F. In the case of a child with limited English proficiency, language needs of the child as it relates to the child’s IEP; 

34 CFR 300.324(a)(2)(ii); MUSER IX.3.C(2)(b) 


	
	
	
	

	G. In the case of a child who is blind or visually impaired, provision of instruction in and use of Braille;

34 CFR 300.324(a)(2)(iii); MUSER IX.3.C(2)(c)

	
	
	
	

	H. Communication needs of the child and, in the case of a child who is deaf or hard of hearing, the child’s language and communication needs, etc.;

34 CFR 300.324(a)(2)(iv); MUSER IX.3.C(2)(d)


	
	
	
	

	I. Whether the child needs assistive technology devices and services; 
34 CFR 300.324(a)(2)(v); MUSER IX.3.C.(2)(e)


	
	
	
	

	J. Whether the child needs extended school year services, including review of relevant information, consideration of the significance of the child’s disability and documented progress toward IEP goals, and consideration of the impact of previous service interruptions and the probability that the child is unable to recoup skills previously mastered in a reasonable amount of time.
34 CFR 300.106; MUSER X.2.A(7)


	
	
	
	

	INDIVIDUALIZED EDUCATION PROGRAM



	31. The child’s IEP containing:

A. A statement of the child’s present levels of academic achievement and functional performance; 
34 CFR 300.320 (a)(1); MUSER IX.3.A(1)(a)(i)

	
	
	
	

	B. A statement of measurable annual goals;

34 CFR 300.320(a)(2)(i); MUSER IX 3.A(1)(b)

	
	
	
	

	C. A description of how the child’s progress toward meeting goals will be measured; 

34 CFR 300.320(a)(3)(i); MUSER IX.3.A(1)(c)

	
	
	
	

	D. For a child who take an alternate assessment aligned to alternate achievement standards, a description of benchmarks or short-term objectives (5-20); 

34 CFR 300.320(a)(2)(ii); MUSER IX.3.A(1)(a)(iii)

	
	
	
	

	E. A description of when periodic reports on the progress the child is making toward meeting the annual goals will be provided to the parent; 

34 CFR 300.320(a)(3)(ii); MUSER IX 3.A(1)(c)

	 
	
	
	

	F. A statement of the special education and related services to be provided;

34 CFR 300.320(a)(4); MUSER IX.3.A(1)(d)

	
	
	
	

	G. The projected dates for the beginning/end-ing of the services, position responsible, and the anticipated location, frequency and duration of those services; 

34 CFR 300.320(a)(7); MUSER IX.3.A(1)(g)


	 .


	
	
	

	H. A statement of supplementary aids and services and modifications to be provided to the child; 

34 CFR 300.320(a)(4); MUSER IX.3.A(1)(d)

	
	
	
	

	I. The projected dates for the beginning/ending of the supplemental aids and services and modifications, position responsible and the location, frequency and duration of those aids, services and modifications; 

34 CFR 300.320(a)(7); MUSER IX.3.A(1)(g)


	
	
	
	

	J. An explanation of the extent, if any, to which the child will not participate with non-disabled students in the regular class and in extracurricular and other non-academic activities; 

34 CFR 300.320(a)(5); MUSER IX.3.A(1)(e)


	
	
	
	

	K. A statement of any individual appropriate  accommodations that are necessary to measure the academic achievement and functional performance of the child on state and district-wide assessments (5-20);

34 CFR 300.320(a)(6)(i); MUSER IX.3.A(1)(f)(i) 


	
	
	
	

	L. If the IEP Team determines that the child shall take an alternate assessment on a particular state or district- wide assessment of student achievement, a statement why the child cannot participate in the regular assessment and why the particular alternate assessment selected is appropriate for the child (5-20).

34 CFR 300.320(a)(6)(ii); MUSER IX.3.A(1)(f)(ii)(I)-(II)

	
	
	
	

	TRANSITION



	32. For a kindergarten-eligible child: 

A. Evidence that a joint IEP team  meeting was held in the spring of the year child was eligible for public school;
MUSER VI.2.C(2)


	 .


	
	
	

	B. If the child’s 5th birthday fell between July 1st and October 15th, and the parents had not already declared that the child would not enroll in kindergarten, evidence that a joint IEP team meeting was held on or before April 15th.

MUSER VIII.2.A


	
	
	
	

	33. For student age 16-20 (or younger if appropriate):

A. Advance Written Notice of IEP meeting indicating that a purpose of the meeting is to consider post-secondary goals and transition services; 
34 CFR 300.322(b)(2)(i)(A); MUSER VI.2.A


	 .


	
	
	

	B. Evidence that the student was invited to attend the IEP meeting;

34 CFR 300.322(b)(2)(i)(B); MUSER VI.2.C(3)(c)

	
	
	
	

	C. Evidence that a representative of agency likely to be responsible for providing or paying for transition services invited to attend the IEP meeting, to extent appropriate and with parents’ (or adult student’s) consent; 

34 CFR 300.322(b)(2)(ii); MUSER VI.2.C(3)(e)

 
	
	
	
	

	34. Starting with the IEP in effect when a student turns 16 and updated annually thereafter:

A. IEP containing appropriate measurable post-secondary goals based upon age-appropriate transition assessments related to training, education, employment, and where appropriate, independent living skills;

34 CFR 300.320(b)(1); MUSER IX.3.A(1)(h)(i)


	
	
	
	

	B. If post secondary goals and transition services were discussed and student did not attend IEP meeting,  evidence of steps taken to ensure the student’s  preferences and interests were considered;

34 CFR 300.321(b)(2); MUSER VI.2.C(3)(d)


	 .


	
	
	

	C. IEP containing the transition services (including courses of study) needed to assist the student in  reaching post-secondary goals;

34 CFR 300.320(b)(2); MUSER IX.3.A(1)(h)(ii) 


	 
	
	
	

	D. If the student has reached the age of 18, IEPs in effect beginning not later than one year before the student reached that age including a statement that the student has been informed of the student’s rights under Part B of IDEA, if any, that will transfer to the student on reaching 18 years of age.

34 CFR 300.320(c); MUSER IX.3.A(1)(h)(iii)

	
	
	
	

	OUT-OF-UNIT PLACEMENTS (5-20)



	IEP REQUIREMENTS
	
	
	
	

	35. Evidence that IEP meeting convened to develop an IEP prior to out-of-unit placement.  

34 CFR 300.325(a)(1), MUSER IX.3.H 


	
	
	
	

	36. The IEP team’s documentation of the program components of a placement that would support the IEP developed at the meeting.

MUSER IX.3.H


	
	
	
	

	37. If the placement was known, evidence that a representative of the placement was involved in the meeting; if a representative could not attend, evidence of the IEP team’s efforts to ensure participation by the receiving placement.

34 CFR 300.325(a)(2), MUSER IX.3.H


	 
	
	
	

	38. If the placement was not known, evidence that another IEP team meeting was held, attended by a representative of the placement, to discuss the child’s program at the new placement.

MUSER IX.3.H

	 .


	
	
	

	39. Evidence that an IEP meeting was convened to review the IEP 30 days after placement.

MUSER IX.3.H


	 .


	
	
	

	40. An EF-S-01, supporting evaluations and the child’s IEP justifying the proposed placement, submitted to the Maine Department of Education, and evidence that the placement was approved.

MUSER XII.2.C
 
	
	
	
	

	REVISION OF OUT-OF-UNIT IEP (SENDING SAU RESPONSIBILITY)


	41. Documentation of required annual review of the IEP and placement. 

MUSER IX.3.I(2)

	
	
	
	

	42. Revised IEPs resulting from meetings.

MUSER IX.3.I(3)

	 .


	
	
	

	43. Required re-evaluations.

MUSER IX.3.I(4)

	
	
	
	

	44. Documentation of participation in meetings related to proposed changes to the IEP.

MUSER IX.3.I(5)

	 
	
	
	

	45. Evidence of parent’s involvement in IEP meetings.

MUSER IX.3.I(6)


	
	
	
	

	46. Written Notices provided to parents.

MUSER IX.3.I(7)

	
	
	
	

	SUSPENSION/EXPULSION/SUMMARY OF PERFORMANCE (5-20)

	47. Summary of Performance form provided to a child whose eligibility under Part B of the Individuals with Disability Education Act terminated due to graduation from secondary school with a regular diploma, or due to exceeding the age eligibility for a free appropriate public education.

34 CFR 300.305(c)(3), MUSER V.3.F(2)(b)


	
	
	
	

	A. Evidence, including Written Notice, that manifestation determination meeting was held within 10 school days of any decision to change the placement of a child with a disability because of a violation of a code of student conduct.

34 CFR 300.530(e)(1)-(2), MUSER XVII.1.E(1)


	 ”.


	
	
	

	B. Where determination made that the conduct was a manifestation of the child's disability, evidence that: a functional behavioral assessment was conducted; a behavioral intervention plan was implemented or, if the child already had a behavioral intervention plan, the behavioral intervention plan was reviewed and modified as necessary; and the child was either returned to the placement from which the child was removed or the parent and the SAU agreed to a change of placement as part of the modification of the behavioral intervention plan, unless special circumstances were present.

34 CFR 300.530(f), MUSER XVII.1.F-G


	
	
	
	

	C. Where determination made that the conduct was not a manifestation of the child's disability, evidence that: disciplinary procedures were applied to the child in the same manner and for the same duration as would be applied to a child without disabilities; the child continued to receive educational services so as to enable the child to participate in the general education curriculum and to progress toward meeting the goals set out in the child’s IEP; and a functional behavioral assessment and behavioral intervention services and modifications designed to address the behavior violation so that it did not reoccur were considered and implemented where appropriate.

34 CFR 300.530(c)-(d), MUSER XVII.1.C, XVII.1.D(1)

	
	
	
	

	D. Written Notice to the parents of any decision to make a removal constituting a change of placement because of a violation of a code of student conduct, provided along with procedural safeguards notice.
34 CFR 300.530(h), MUSER XVII.H
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