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Name:______________________ 

Date:_______________________ 

Handbook Scavenger Hunt 

Using the Handbook answer the following questions. 

1. What does OSEP stand for?  

____________________________________________________________________________ 

 

2. A unilateral placement is a decision made by whom? 

 

___ LEA      ___ Teacher ___ Administrator ___ Parent 

 

3. What is the general definition for an IEP given in the IDEA Federal Regulations?  

____________________________________________________________________________ 

____________________________________________________________________________ 

 

4. What chapter and section of the Handbook defines IEP Timelines?  

____________________________________________________________________________ 

 

5. What chapter and section of the Handbook discusses Confidentiality and Access to Records?  

___________________________________________________________________________ 

 

6. Where can you find a definition of Full Day Self Contained classroom? 

___________________________________________________________________________ 

 

7. Where can you find information on procedures for a manifestation determination? 

___________________________________________________________________________ 

 

8. Where can you find a list of the members of a reevaluation group? 

___________________________________________________________________________ 

 

9. A. The question in OSEP’s 2009 letter about Continuum of Placement is linked in which 

Chapter?  

___________________________________________________________________________ 

 

B. What was the question in the letter about? 

 

___ Co-Teaching      ___ Discipline  ___ Full Inclusion    ___ IEP Teams 
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10. Where can you find IEP requirements for graduation? 

___________________________________________________________________________ 

 

11. A. Where can you find information about present levels in the IEP? 

___________________________________________________________________________ 

 

B. Why are present levels identified on the IEP?  

___________________________________________________________________________ 

 

12. Should parent concerns be addressed through the IEP Process?  

__________________________________________________________________________ 

13. Where can you find the LRE decision tree? 

___________________________________________________________________________ 

 

14. Where can you find information about mediation? 

___________________________________________________________________________ 

 

15. Where can you find information about move-in students?  

___________________________________________________________________________ 
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Name:______________________ 

Date:_______________________ 

Handbook Scavenger Hunt 

Using the Handbook answer the following questions. 

1. What does OSEP stand for? Office of Special Education Programs 

____________________________________________________________________________ 

 

2. A unilateral placement is a decision made by whom? 

 

__X_ LEA      _X__ Teacher __X_ Administrator ___ Parent 

 

3. What is the general definition for an IEP given in the IDEA Federal Regulations? Correct answer: 

A written statement for each child with a disability that is developed, reviewed, and revised in a 

meeting in accordance with §§300.320 through 300.324. 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

4. What chapter and section of the Handbook defines IEP Timelines? Correct Answer: Chapter 4, 

Section 3. 

____________________________________________________________________________ 

 

5. What chapter and section of the Handbook discusses Confidentiality and Access to Records? 

Correct Answer: Chapter 11, Section 5. 

___________________________________________________________________________ 

 

6. Where can you find a definition of Full Day Self Contained classroom? Correct Answer: 

Appendix B. 

___________________________________________________________________________ 

 

7. Where can you find information on procedures for a manifestation determination? Correct 

Answer: Chapter 12, Section 4. 

___________________________________________________________________________ 

 

8. Where can you find a list of the members of a reevaluation group? Correct Answer: Chapter 7, 

Section 5. 

___________________________________________________________________________ 
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9. A. The question in OSEP’s 2009 letter about Continuum of Placement is linked in which 

Chapter? Correct Answer: Chapter 5. 

___________________________________________________________________________ 

 

B. What was the question in the letter about? 

 

__X_ Co-Teaching      _X__ Discipline  ___ Full Inclusion    __ X _ IEP Teams 

 

10. Where can you find IEP requirements for graduation? Correct Answer: Chapter 6, Section 2 

___________________________________________________________________________ 

 

11. A. Where can you find information about present levels in the IEP? Correct Answer: Chapter 4, 

Section 3.  

___________________________________________________________________________ 

 

B. Why are present levels identified on the IEP? Correct Answer: To inform and to guide the 

development of the IEP. 

___________________________________________________________________________ 

 

12. Should parent concerns be addressed through the IEP Process? Correct Answer: Yes. 

__________________________________________________________________________ 

13. Where can you find the LRE decision tree? Correct Answer: Chapter 5, Section 2. 

___________________________________________________________________________ 

 

14. Where can you find information about mediation? Correct Answer: Chapter 13, Section 3. 

___________________________________________________________________________ 

 

15. Where can you find information about move-in students? Correct Answer: Chapter 14, Section 2. 

___________________________________________________________________________ 

 



Process Guide Quiz OSDE-

 SES
 

Revised 8/27/2014  1 
 

Name:______________________ 

Date:_______________________ 

Process Guide Quiz 

Using the Process Guide answer the following questions. 

1. Where can I have immediate access to the Special Education Process Guide?  

a. Contact my special education director for more information. 

b. Request a paper copy through my district special education office. 

c. View the guide at the OSDE website at: ok.gov/sde/documents-forms. 

d. Obtain a paper copy of the guide at the annual state educational conference. 

 

2. Which forms will be used for an initial evaluation from parent permission to eligibility (check all 

that apply) 

 

___ Form 1: Record of Access   ___ Form 2: Parent Contact 

 

___ Form 3: RED    ___ RED/MEEGS Evaluation Data 

 

___ Form 4: Parent Contact   ___ Form 5: MEEGS 

 

___ Form 6: Notification of Meeting  ___ Form 7: IEP 

 

___ Form 8: Written Notice   ___ Form 11: Student Summary of Performance 

 

3. Upon request for an initial evaluation of a student, the LEA staff must conduct ______. 

a. Appropriate testing related to the suspected disability category. 

b. A screening to determine interventions appropriate for the student. 

c. An Individualized Education Program 

d. A Review of Existing Data 

 

4. Which section of the handbook provides additional information on “reasonable attempts” to 

obtain parent consent? 

 

____________________________________________________________________________ 

 

5. A. When making an eligibility determination, which form is used to summarize new and existing 

information?  

 

___________________________________________________________________________ 
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B. Which form is used to document evaluation data?  

 

___________________________________________________________________________ 

 

6. On the RED/MEEGs Evaluation what is the difference between new and existing information? 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

7. A district that uses a traditional discrepancy model to determine SLD eligibility is not required to 

document differentiated instruction and interventions in general education settings. (Choose one). 

 

________True      ________False         

 

8. The bottom of page 1 of the MEEGS form is used when the team is considering which disability 

category?  

a. Autism. 

b. Specific Learning Disability. 

c. Speech Language Impaired. 

d. Other Health Impaired. 

 

9. What is the purpose of a Written Notice (Form 8)? 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

10. After a student has been determined eligible for special education and related services, how soon 

must an IEP be developed?  

a. Within 45 school days. 

b. In conjunction with the MEEGS/eligibility meeting. 

c. Within 30 school days. 

d. Within 30 calendar days. 

 

 

 

 



Process Guide Quiz OSDE-

 SES
 

Revised 8/27/2014  3 
 

 

11. Identify the correct sequence of events an annual IEP should follow.  

a. Schedule Meeting, Develop IEP, Send Written Notice, Provide Services, Revise IEP 

annually. 

b. Provide Services, Send Written Notice, Develop IEP, Schedule Meeting, Revise IEP 

annually. 

c. Send Written Notice, Schedule Meeting, Revise IEP annually , Develop IEP, Provide 

Services. 

d. Revise IEP annually, Send Written Notice, Schedule Meeting, Develop IEP, Provide 

Services. 

 

12. Explain the difference between an initial, interim, and subsequent IEP. 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

13. Which team members may be excused from a meeting with prior parent and LEA agreement? 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

14. What are two examples listed in the process guide  to include when considering present levels of 

academic achievement and functional performance?  

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

15. An IEP is required to include annual goals related to academic content areas of which the 

student’s disabilities affects his/her ability to be involved in and progress in the area of the 

general curriculum. (Choose one). 

 

 ________True      ________False         

 

 

16. Transition Services must be in effect no later than the beginning of the student’s _______ grade 

year or upon turning ___________ years of age, or younger if determined appropriate by the IEP 

team, and updated annually thereafter.   
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17. How can the Indicator 13 Checklist assist the special education teacher in providing secondary 

transition services?  

a. Ensures students have a plan in place for employment upon graduation 

b. Ensures rights are transferred to student at the age of majority 

c. Provides documentation for teacher of record to make contact with student upon 

graduation 

d. Ensures all required components of the student’s transition plan are included in the IEP 

 

18. The following is an example of which type of special education service? “The student receives 

primary instruction from a highly qualified special education teacher outside of the general 

education classroom.”  

a. Direct instruction 

b. Co-Teaching 

c. Collaboration 

d. Consultation 

 

19. List 2 examples of the continuum of placement provided in the Process Guide. 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

20. Which form must accompany the IEP team’s decision to have the student take an alternate 

assessment?  

a. Form 8: Written Notice 

b. Form 15: Comment Form 

c. Form 12: Criteria Checklist 

d. Consent for Release of Confidential Information 

 

21. If any participant disagrees with the IEP, which form may be used to document the written 

statement?  

a. Form 8: Written Notice 

b. Form 15: Comment Form 

c. Form 12: Criteria Checklist 

d. Consent for Release of Confidential Information 
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22. If a parent disagrees with the content of the IEP how long must the LEA wait before 

implementation of proposed services, after Written Notice is provided to the parents?  

a. Until a mutually agreeable date and time can be arranged of a follow up IEP meeting. 

b. Two weeks. 

c. A reasonable amount of time. 

d. Until arrangements can be made with the Special Education Resolution Center (SERC) to 

resolve the matter. 

 

23. If no additional data is necessary for a reevaluation is parental consent necessary? Why or Why 

not?   

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

24. What is the purpose of Form 5RC? 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

25. If an evaluation of related services was conducted during the reevaluation process would a 

MEEGS form need to be completed? Why or Why not? 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 
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Name:______________________ 

Date:_______________________ 

Process Guide Quiz 

Using the Process Guide answer the following questions. 

1. Where can I have immediate access to the Special Education Process Guide? 

Correct answer: C 

a. Contact my special education director for more information. 

b. Request a paper copy through my district special education office. 

c. View the guide at the OSDE website at: ok.gov/sde/documents-forms. 

d. Obtain a paper copy of the guide at the annual state educational conference. 

 

2. Which forms will be used for an initial evaluation from parent permission to eligibility (check all 

that apply) 

 

__X_ Form 1: Record of Access   _X__ Form 2: Parent Contact 

 

__X_ Form 3: RED    _X__ RED/MEEGS Evaluation Data 

 

__X_ Form 4: Parent Contact   _X__ Form 5: MEEGS 

 

__X_ Form 6: Notification of Meeting  ___ Form 7: IEP 

 

__X_ Form 8: Written Notice   ___ Form 11: Student Summary of Performance 

 

3. Upon request for an initial evaluation of a student, the LEA staff must conduct ______. Correct 

answer: D 

a. Appropriate testing related to the suspected disability category. 

b. A screening to determine interventions appropriate for the student. 

c. An Individualized Education Program 

d. A Review of Existing Data 

 

4. Which section of the handbook provides additional information on “reasonable attempts” to 

obtain parent consent? 

Chapter 3, Section 4 

____________________________________________________________________________ 

 

5. A. When making an eligibility determination, which form is used to summarize new and existing 

information? OSDE, Form 5 MEEGS 

___________________________________________________________________________ 
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B. Which form is used to document evaluation data? RED/MEEGs Evaluation data 

 

___________________________________________________________________________ 

 

6. On the RED/MEEGs Evaluation what is the difference between new and existing information? 

 

New information is information the LEA collected with Parent Consent. All other data is 

considered existing information. 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

7. A district that uses a traditional discrepancy model to determine SLD eligibility is not required to 

document differentiated instruction and interventions in general education settings. (Choose one). 

 

________True      ____X____False         

 

8. The bottom of page 1 of the MEEGS form is used when the team is considering which disability 

category? Correct Answer: B  

a. Autism. 

b. Specific Learning Disability. 

c. Speech Language Impaired. 

d. Other Health Impaired. 

 

9. What is the purpose of a Written Notice (Form 8)? 

To notify parents of any action the LEA is proposing or refusing and the basis used for 

determining the action. 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

10. After a student has been determined eligible for special education and related services, how soon 

must an IEP be developed? Correct Answer: D 

a. Within 45 school days. 

b. In conjunction with the MEEGS/eligibility meeting. 

c. Within 30 school days. 

d. Within 30 calendar days. 

 

11. Identify the correct sequence of events an annual IEP should follow. Correct Answer: A 

a. Schedule Meeting, Develop IEP, Send Written Notice, Provide Services, Revise IEP 

annually. 



Process Guide Quiz OSDE-

 SES
 

Revised 8/18/2014  3 
 

b. Provide Services, Send Written Notice, Develop IEP, Schedule Meeting, Revise IEP 

annually. 

c. Send Written Notice, Schedule Meeting, Revise IEP annually , Develop IEP, Provide 

Services. 

d. Revise IEP annually, Send Written Notice, Schedule Meeting, Develop IEP, Provide 

Services. 

 

12. Explain the difference between an initial, interim, and subsequent IEP. 

 

Initial- must be developed within 30 calendar days of the date eligibility is established. 

Interim- may not exceed 30 calendar days (normally utilized when the IEP team is considering 

various options, services, and placement) 

Subsequent- developed annually and must be in place on or before the anniversary date of the 

current IEP 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

13. Which team members may be excused from a meeting with prior parent and LEA agreement? 

IEP team members whose area of curriculum is not being reviewed or revised 

IEP team members whose area of curriculum is being reviewed or revised, but submit relevant, 

written input to the team prior to the meeting. 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

14. What are two examples listed in the process guide  to include when considering present levels of 

academic achievement and functional performance?  

Answers include any two of the following examples: 

Recent evaluations related to current functioning 

Class performance documentation (including baseline data) 

Statewide and district-wide assessments 

Nonacademic skill level information (communication, fine and gross motor, behavior and 

socialization) 

Transition assessment results 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

15. An IEP is required to include annual goals related to academic content areas of which the 

student’s disabilities affects his/her’s ability to be involved in and progress in the area of the 

general curriculum. (Choose one). 
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 ____X____True      ________False         

 

 

16. Transition Services must be in effect no later than the beginning of the student’s _______ grade 

year or upon turning ___________ years of age, or younger if determined appropriate by the IEP 

team, and updated annually thereafter.  9
th
 grade, Age 16. 

 

17. How can the Indicator 13 Checklist assist the special education teacher in providing secondary 

transition services? Correct Answer: D 

a. Ensures students have a plan in place for employment upon graduation 

b. Ensures rights are transferred to student at the age of majority 

c. Provides documentation for teacher of record to make contact with student upon 

graduation 

d. Ensures all required components of the student’s transition plan are included in the IEP 

 

18. The following is an example of which type of special education service? “The student receives 

primary instruction from a highly qualified special education teacher outside of the general 

education classroom.” Correct Answer: A 

a. Direct instruction 

b. Co-Teaching 

c. Collaboration 

d. Consultation 

 

19. List 2 examples of the continuum of placement provided in the Process Guide. 

Answers include any two of the following examples: 

1: Regular education full time: Inside the regular class 80% or more of the day 

2: Special class part time: Inside the regular class 40-79% of the day 

3: Special class full time: Inside the regular class less than 40% of the day 

4: Public/Private Separate Day School Facility 

5: Public/Private Residential Facility 

6: Home Instruction/Hospital Environment 

7: Correctional Facility 

8: Parentally Placed in Private School 

9: Lindsey Nichole Henry scholarship 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

20. Which form must accompany the IEP team’s decision to have the student take an alternate 

assessment? Correct Answer: C 

a. Form 8: Written Notice 
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b. Form 15: Comment Form 

c. Form 12: Criteria Checklist 

d. Consent for Release of Confidential Information 

 

21. If any participant disagrees with the IEP, which form may be used to document the written 

statement? Correct Answer: B 

a. Form 8: Written Notice 

b. Form 15: Comment Form 

c. Form 12: Criteria Checklist 

d. Consent for Release of Confidential Information 

 

22. If a parent disagrees with the content of the IEP how long must the LEA wait before 

implementation of proposed services, after Written Notice is provided to the parents? Correct 

Answer: C 

a. Until a mutually agreeable date and time can be arranged of a follow up IEP meeting. 

b. Two weeks. 

c. A reasonable amount of time. 

d. Until arrangements can be made with the Special Education Resolution Center (SERC) to 

resolve the matter. 

 

23. If no additional data is necessary for a reevaluation is parental consent necessary? Why or Why 

not?   

No. The team has determined that no new data is needed to determine whether the student 

continues to be a student with a disability, and to determine the student’s educational needs. 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

24. What is the purpose of Form 5RC? 

The form is used for reevaluation purposes. It documents continued eligibility when no further 

data is necessary. 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

 

 

25. If an evaluation of related services was conducted during the reevaluation process would a 

MEEGS form need to be completed? Why or Why not? 

 

No. A MEEGS is not needed since it is not a change in disability category. 
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___________________________________________________________________________ 

 

___________________________________________________________________________ 
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POLICIES, HANDBOOK, AND PROCESS

Separation of Policies from Procedures

Special Education Policies

Special Education Handbook
Development of the Handbook

Handbook Layout

Handbook Review Committee 

Process Guide

OUTLINE

 Key Idea #1: REDUCE REDUNDANCY

 Key Idea #2: INCREASE USABILITY

 Key Idea #3: EMPHASIZE PROCESS

KEY IDEAS
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KEY IDEAS

Key Idea #1: Reduce Redundancy
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Key Idea #2: Increase Usability

To prevent this
From turning into this

KEY IDEAS

Key Idea #3: Emphasize Process
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Special Education Policies Special Education Handbook

SEPARATION

Public Hearings were held: 
April 9th, 2013, from 4pm to 6pm (OSDE State Board 

Room)

April 11th, 2013, from 4pm to 6pm (OSDE State 
Board Room and Sooner Start Tulsa Office)

Written comments were received until May 10, 
2013

POLICIES

Federal regulations and the four areas where 
Oklahoma has chosen to go above and beyond 
the federal regulations.  
1. 45 school day timeline for initial evaluations; 
2. secondary transition services in effect no later than 

the beginning of the ninth grade year or by age 16, 
whichever occurs first; 

3. an Individualized Education Program (IEP) for 
move-in students must be in place within 10 school 
days; and 

4. caseload/class-size requirements.   

POLICIES
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 Class-Size

POLICIES

• Maximum of 10 students per classroom
• These classrooms are designed predominantly for the 

support of students with significant, moderate, or multiple 
disabilities. Multiple courses are taught to the same students 
for the majority of the day. For example, students who are 
served inside the general education classroom for less than 
40% of the day.

Full Day 
Self-

Contained

• Grades K-4: Maximum of 10 students per classroom
• Grades 5-12: Maximum of 15 students per classroom
• These classrooms are designed to provide a higher level of 

support than what is provided in the regular classroom. 
Students receive direct support services for specific 
subjects. They are also available for students seeking extra 
help to complement regular classroom instruction.

Direct 
Support/ 
Resource

Guidance
A Living Document

The Process of Development:
March 2013 – Revision Meetings

April 2013 – Public Comment via Wiki

May/June 2013 – Final Revisions

 July 1st 2013 – Ready for Implementation

HANDBOOK

HANDBOOK LAYOUT
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Table of Contents:

HANDBOOK

The Table of Contents (TOC) allows for easy navigation 
throughout the Manual. It is broken down into Chapter 
Headings, Legal Citation Headings, Section Headings, 
and Section Subheadings. In order to navigate to a 
specific section of the manual, single click on the TOC 
listing and it will advance to the appropriate section. 
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Option 1: Table of Contents

Option 2: Bookmarking
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Abbreviations

Glossary
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Table of 
Contents

How-to Guide

Acronyms and 
Abbreviations

Glossary

HANDBOOK

1. FAPE
2. Child Find
3. Initial Evaluation & Eligibility
4. Individualized Education Programs (IEP)
5. Least Restrictive Environment
6. Discontinuation of Services, Graduation,                                 

and Grading
7. Reevaluation
8. Charter Schools
9. Private Schools Students
10. Improving Results
11. Procedural Safeguards
12. Discipline
13. Dispute Resolution
14. Transfers, IEP Service Agreements, and Move-In Students
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Layout
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HANDBOOK

 Legal citations

 Section/Letter/Number/letter

 Blank pages

C
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Topics

Layout

LegalCitations

Links

HANDBOOK

 Federal regulations and State 
statute/regulations match each 
section/area.

 OSEP letters match the                           
chapter topic.
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Layout
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Links

HANDBOOK

 Links to webpages:

 Links within document: C
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s

Topics

Layout

LegalCitations

Links

(hover cursor for 
hand to appear)
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 Courtesy of http://idea.ed.gov/
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 OSDE Forms
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 Related Services Personnel Qualifications
 Outlines specific requirements

A
pp

en
di

ce
sQ&A Documents

Caseload/
Class Size
OSDE Forms
Related Services 
Personnel 
Qualifications
Certification
Paraprofessional

HANDBOOK

 Special Education Certification

 Career Development Program for 
Paraprofessionals
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HANDBOOK

 Paraprofessional Requirements
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sQ&A Documents

Caseload/
Class Size
OSDE Forms
Related Services 
Personnel 
Qualifications
Certification
Paraprofessional

HANDBOOK REVIEW 
COMMITTEE (HRC)

Gather Feedback

Meet at Least 
Annually

Revise Handbook 
as Necessary

Updated 
Handbook Online

 Committee Membership
 Nominations were accepted from the OSDE, the Oklahoma 

Directors of Special Services (ODSS), the Oklahoma Parents 
Center (OPC), and the IDEA B State Advisory Panel.
 Members: Teachers, Directors of Special Services, Related 

Services Personnel, Parents, and other stakeholders.

 Committee Meetings
 Meet at least annually.

 Handbook Revisions
 Based on Handbook Suggestion Forms received and reviewed 

by the HRC.
 Handbook will be revised and updates will be posted online as 

necessary – with a memo sent out.

HANDBOOK REVIEW 
COMMITTEE (HRC)
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Suggestions? Fill out this form: 
http://ok.gov/sde/sites/ok.gov.sde/files/docum

ents/files/Handbook%20Suggestion%20Form_0.
pdf

 Located @ 

HANDBOOK

Name 
(Optional)

Rationale

Suggested Change

Area of Concern

Email

Understanding the forms and process in context.

PROCESS GUIDE

Initial 
Evaluation

Individualized 
Education 
Program

Reevaluation/ 
Continuation 
of Eligibility

Related 
Services 
Testing
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PROCESS GUIDE

•In what context am I working?Context

•Which forms do I need?Forms List

•What is the overall process?Timeline 
Overview

•In what order do I complete the forms?Order of Forms

•How do I complete the forms? Walk Thru

Navigation
Table of Contents

Bookmarks

Back to Table of Contents

PROCESS GUIDE

 Intro to Context:

PROCESS GUIDE
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List of Forms

PROCESS GUIDE

Timeline Overview
Flow Chart

PROCESS GUIDE

Timeline Overview
Overview 

PROCESS GUIDE
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Walk-Thru

PROCESS GUIDE

 IEP Walk-Thru

PROCESS GUIDE

A

A

Guidance

Resources

How to access the Policies, Handbook, and 
Process Guide online:
 Go to http://ok.gov/sde/

 Hover over “Services”

 Select “Special Education” –
http://ok.gov/sde/special-education

 Click the middle box in the top row labeled                    
“Resources for Educators” –
http://ok.gov/sde/documents-forms

ACCESS
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QUESTIONS/COMMENTS

Oklahoma State Department of Education
Special Education Services Division

2500 N. Lincoln Blvd.
Oklahoma City, OK 73105

Email: Special.Ed@sde.ok.gov
Phone: (405) 521-3351
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