Data Clerk Templates
“Watch list” template:

TO: IEP case manager

CC:  Building school psychologist & Program Administrator & Sped Coordinator
________________________has been identified on our district watch list as a student who has 5 or more cumulative days of  suspensions this school year, and who may be at risk of exceeding 10 cumulative school days of suspension.  As a result of district policy and compliance issues, please complete the following actions:

· Current behavior intervention/behavior support plan is in place;

· Review of IEP;

· Data is being collected on behavior interventions and outcomes.

“Day 11” and Manifestation Determination template:

TO: IEP case manager

CC:  Building school psychologist & Program Administrator & Sped Coordinator
________________________has been identified as having a suspension or expulsion that will result in more than 10 cumulative school days of exclusion this school year. As a result of district policy and compliance issues, the following steps must be completed:
	A manifestation determination meeting must be held before any additional days of exclusion (beyond 10 cumulative school days this school year) unless an exception has been approved in consultation with the special education compliance office.

Special Education Compliance:

Suzy Harris, sharris@pps.k12.or.us, (503)916-2000, ext. 74214

Mary Pearson, mpearson@pps.k12.or.us, (503)916-3747

AND

The student may not be suspended for any additional days for this incident if the team has determined that the student’s conduct is a manifestation of the student’s disability.

AND

If suspended, that this student receives educational services beginning on the 11th school day of exclusion and any additional school days of exclusion this school year.

For home instruction:

· Complete application for Home Instruction: http://www.pps.k12.or.us/files/integrated-student-support/HOME_INSTRUCTIONapplicationform.doc (directions at: http://www.pps.k12.or.us/files/integrated-student-support/home_school_procedures.doc );   
· Submit application toRedirections, FAX # 62719  Home Instruction applications need to be submitted by 3 pm to receive instructional services the next afternoon.
· Give copy of home instruction application and any manifestation determination forms to data clerk for entry into eSIS and FORTIS.  

· Collect instructional materials for both General Education and Special Education.  Have them in school office for pick up by the Home Instruction Teacher by 12 noon on day 11 and as determined with home instructor.
· Home Instruction Team will arrange for educational services in an alternative setting as agreed upon with Home Instruction Teacher and parents: i.e., closest library.  
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