Off-Site Classrooms
Referral Process 
1. The home school’s Child Study/IEP Team refers a student to an off-site program through the appropriate Regional Administrator. 
2. The home school appoints a district contact who will work with AEA staff throughout the referral, placement, and transition process.

3. The AEA Regional Administrator or AEA designee and a LEA contact from the school district become the “point” persons who communicate with the Off-Site Supervisor.

4. The district’s Regional Administrator contacts the off-site program supervisor, Jennifer Snell to provide information about the circumstances that have led the district to consider an off-site placement and inquires about the off-site program’s enrollment status.   
5. The AEA and LEA contacts gather the required paperwork/documentation, including  
a copy of the student’s current IEP, the most recent functional behavioral assessment,
the current behavior intervention plan, information about interventions that have already been tried, current academic levels, and answers to the “4 questions” required when students are placed in a segregated setting. Only Level 3 students are accepted into the off-site programs.
6. Whenever practical, a teacher from the off-site classroom is invited to observe the student in the current school setting. 

7. The off-site program team and off-site supervisor meet to review the student information and decide whether additional information is needed and whether the off-site program appears to be an appropriate placement.
8. The principal or designee from the home school’s IEP team, the parents, and the student are invited to visit the program, see the classroom, meet staff, and go over general information.

9. A formal staffing is held to admit the student to the program. The current IEP is reviewed and modified as necessary or a new IEP is written. Transportation is arranged by the home district and a start date is determined.
10.  The Notification of Change form and the updated IEP are submitted to Chris Ask by the off-site supervisor or designee.
Contacts with the LEA during Placement 

 After a student enters an off-site program, communication is maintained with the home district as follows:
1. Quarterly grade reports are sent to the home district. 

2. The home district is invited to IEP meetings. 

3. If a serious problem arises, the home district is notified. Depending on the problem, a team meeting is held with the LEA, parents, off-site staff, and the student to work on resolving the problem.

4. The off-site classroom staff will communicate with the home district regarding required coursework and elective credits. The home district agrees to accept the credits earned by the student while attending the off-site classroom. 
5. The off-site program will administer evaluations sent by the home district (e.g. ITBS). It is the responsibility of the home district to communicate with the off-site teachers when an evaluation is to be completed and to provide the necessary evaluation instrument(s). 

Transition
1. When a student is ready to transition back to the home school an IEP team meeting is held to review the student’s progress, the timelines for the transition, and transportation arrangements.

2. The student is guaranteed a slot back in the program if needed during the 45 day transition trial period. 

3. The off-site staff will send a paraeducator with the student for a period of time to assist with the transition, if needed.

4. The off-site staff will provide an inservice to the home school to teach successful behavior and learning strategies for the student, if requested.
5. The off-site staff will assist the home school setting by providing consultation, materials, and other needed information relating to successful program development.
CHECKLIST FOR REFERRING A STUDENT TO A GRANT WOOD AEA OFF-SITE PROGRAM

⁯
The home school’s IEP team refers a student through the Grant Wood AEA Regional Administrator.  
· Date Regional Administrator is contacted __________________ 

·  Person providing the contact  _________________________
 ⁯
The home school appoints a contact who will work with AEA staff throughout the referral, placement, and transition processes.  

· Name ____________________________________________________________

· Phone/E-mail ______________________________________________________

· Job Title __________________________________________________________

⁯
The district’s Regional Administrator contacts the off-site program supervisor, Jennifer Snell, to provide information about the potential student and inquires about the off-site program’s enrollment status.   Date ______________________ 
⁯
The home school contact collects the following required documentation:
· Current IEP 
· Most recent Functional Behavior Assessment

· Current Behavior Intervention Plan

· Information on interventions that have been tried to resolve the problem behavior(s)

· Current reading, math and written language scores/skills

· Answers to the 4 questions asked when a student enters a segregated facility (attached).
⁯
AEA or LEA contact calls the off-site teacher to set up a time for the off-site teacher to observe the student in the home school setting, if practical. Date of call _____________
⁯
Documentation is sent to the off-site program supervisor by the LEA or AEA contact, so the off-site classroom staff has an opportunity to review the information, determine whether additional information is needed, and determine whether the off-site program would be an appropriate placement. Only Level III special education students are accepted into the off-site programs. Date documentation is sent _________________________. 

⁯
The off-site program supervisor will notify the Regional Administrator and LEA contact of the team’s decision within 5 working days. 
· Date decision is communicated ___________________. 
· The person(s) informed about the decision __________________________________
⁯
If it appears this may be an appropriate placement, the off-site teacher and the LEA/AEA contact arrange a time for the parents, student, and LEA staff to visit the program. Date of visit ______________________.
⁯
The LEA contact person arranges a date for the formal staffing. The LEA sends out Notification of Meeting notices and assures that IEP progress on current goals has been updated.  The principal or LEA designee needs to participate in the staffing, since it will involve the allocation of district funds. Date of staffing ________________.

⁯
The LEA arranges transportation and whenever possible, a start date is determined at the staffing. Start Date __________________.
⁯
The off-site supervisor or designee completes the Notification of Change form and sends a copy of the revised or new IEP to Chris Ask at the 6th St. building. Date sent ____________.
