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Overview 

Professional development modules developed by the OSDE-SES are intended to assist local 

educational agencies (LEAs) in providing professional development for educators. Each module 

includes relevant background information, activities/materials, and a scripted PowerPoint 

presentation for a particular topic area. These modules are intended for use in a workshop or 

other professional development setting (e.g. faculty meeting, PLC meeting). Presenters are free 

to use the modules in whichever way they choose. 

This module will assist educators in understanding the purpose of the Oklahoma Special 

Education Policies, Handbook, and Process Guide documents developed by the Oklahoma State 

Department of Education. The major focus in this module is on how to access and use these 

documents to gain a better understanding of the provision of special education services.  

Background Information 

The Special Education Policies, Handbook, and Process Guide were developed from April to 

August 2013. Each document contains important information for LEAs, schools, administrators, 

teachers, and parents regarding the provision of special education services.  

 

The purpose of the Oklahoma Special Education Policies document is to establish legal 

requirements for the State Education Agency (SEA), local education agencies (LEA), and other 

public agencies involved in the provision of special education and related services to children 

with disabilities. These policies incorporate, by reference, all of the IDEA’s statutory 

requirements (20 U.S.C. Sections 1400 et.seq) and regulatory requirements (34 Code of Federal 

Regulations, Part 300). In addition, these policies establish additional legal requirements by the 

state of Oklahoma that exceed federal law. 

 

The Oklahoma Special Education Handbook is meant to service as guidance in carrying out 

federal and state regulations. The handbook is only available online in order for changes to be 

made as federal and State requirements are updated or revised, and according to suggested “best 

practice” changes by various stakeholders.  

 

The Oklahoma Special Education Process Guide was developed to facilitate a better 

understanding of how the OSDE-SES forms are used during the special education process. 

 

Materials/Resources 
Copies of materials for the presentation are found in a separate file. All materials are optional. 

Presenters may encourage participants to bring laptops or other devices to download the Policies, 

Handbook, and Process Guide documents at relevant points during the session. Alternatively, 

presenters may request that participants download these documents prior to the session. 



 

4 Policies, Handbook, Process                                                                                   9/5/2014 

 

PowerPoint Presentation 

This presentation is intended to engage staff in meaningful professional development. Presenters 

should become familiar with the PowerPoint notes and other materials/resources included in this 

module, as well as additional resources related to the topic. There is space after each slide’s 

presentation where the presenter may note any additional information related to LEA/school 

expectations or procedures.  

Slide operation:  Slides load completely.  No clicks are necessary (except to advance to the next slide).  

Under each slide are presenter discussions, questions to draw in the audience and activity opportunities. 

Presentation Length 

It is estimated that this module will take 1.5 hours depending on the amount of time modeling 

how to access/utilize documents and time spent on questions that are raised during the 

presentation. 

Activities 

Presentation Activities/Handouts   

These are listed here in the order they appear in the presentation. 

 

1) Activity: Handbook Scavenger Hunt (15 minutes) 

a. Participants will need access to a laptop or other device to search the Handbook.  

b. This activity may be completed as a whole group, small group, or individually.  

2) Handout: Handbook Suggestion Form 

3) Handout: Handbook Summary of Changes Document 

4) Handout: Process Guide Summary of Changes Document 

5) Activity: Process Guide Quiz (20-30 minutes) 

a. Participants will need access to a laptop or other device to search the Process 

Guide. 

b. This activity may be completed as a whole group, small group, or individually.  

c. This activity may be completed after the session and turned in at a later point. 
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Additional Resources 

 

U.S. Department of Education, Office of Special Education Programs’ (OSEP’s) IDEA 

website 

http://idea.ed.gov/explore/home 

This site was created to provide a "one-stop shop" for resources related to IDEA and its 

implementing regulations, released on August 3, 2006. It is a "living" website and will change 

and grow as resources and information become available. 

USDE: No Child Left Behind (NCLB/ESEA) 

http://www2.ed.gov/nclb/landing.jhtml 

This site provides information on No Child Left Behind, including the Act and policy. 

ED.gov IDEA Regulations 

http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C 

This site provides downloadable versions (html and pdf) of the Individuals with Disabilities 

Education Act. 

Electronic Code of Federal Regulations  

http://www.ecfr.gov/cgi-bin/text-

idx?SID=3838cc5c2119691bc9ff84ba4a7c3ff5&tpl=/ecfrbrowse/Title34/34cfr300_main_02.tpl 

The Electronic Code of Federal Regulations (e-CFR) is a currently updated version of the Code 

of Federal Regulations (CFR). The link will take you directly to the regulatory requirements of 

the IDEA (34 CFR, Part 300). 

 

 

 

 

 

http://idea.ed.gov/explore/home
http://www2.ed.gov/nclb/landing.jhtml
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C
http://www.ecfr.gov/cgi-bin/text-idx?SID=3838cc5c2119691bc9ff84ba4a7c3ff5&tpl=/ecfrbrowse/Title34/34cfr300_main_02.tpl
http://www.ecfr.gov/cgi-bin/text-idx?SID=3838cc5c2119691bc9ff84ba4a7c3ff5&tpl=/ecfrbrowse/Title34/34cfr300_main_02.tpl
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Power Point 

Slide 1: 

 

Presenter: Hello and welcome. My name is _________.I will be your session presenter today. 

Slide 2: 

 

Presenter: This presentation will address the Special Education policies, handbook, and process 

guide for Oklahoma. We will cover the separation of policies from procedures, the state board 

adopted policies for special education in Oklahoma, the Special Education Handbook, and the 

Process Guide. We will also discuss how the handbook was revised from previous years and the 

processes used to update the handbook. 
 

Notes: 
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Slide 3: 

 

Presenter: Three key ideas are present throughout the new policies, handbook, and process guide: 

reducing redundancy, increasing usability, and emphasizing process.  
 

Notes: 

 

 

 

Slide 4: 

 

Presenter: The first key idea was to reduce redundancy. Previously, our policies and procedures 

document overlapped at various junctures, creating confusion where it meant to create 

consistency. 
 

Notes: 
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Slide 5: 

 

Presenter: The second key idea was to increase usability. For example, our previous policies and 

procedures document did not give page numbers to appendices and was often hard to navigate in 

terms of finding relevant information for particular situations. 
 

Notes: 

 

 

 

Slide 6: 

 

Presenter: The third key idea was to emphasize the process of special education throughout the 

handbook. The provision of special education services is not merely about filling out forms. It’s 

a process used to provide access to the general education curriculum for students with 

disabilities. 
 

Notes: 
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Slide 7: 

 

Presenter: The Oklahoma State Department of Education, Special Education Services Division, in 

collaboration with stakeholders, decided to separate policy from procedures. This was done in order to 

provide up to date guidance in accordance with changes to federal and State law. Previously, when 

changes in law were made, the entire Policies and Procedures document needed to be revised, approved, 

and printed to provide the most updated information.   
 

The purpose of the policy document is to establish legal requirements for the State Education Agency 

(SEA), local education agencies (LEA), other public agencies involved in the provision of special 

education and related services to children with disabilities. These policies incorporate by reference all of 

the IDEA’s statutory requirements (20 U.S.C. Sections 1400 et.seq) and regulatory requirements (34 

Code of Federal Regulations, Part 300). In addition, these policies establish additional legal requirements 

by the state of Oklahoma that exceed federal law. The IDEA is aligned with the Elementary and 

Secondary Education Act (ESEA). The IDEA preserves the basic structure and civil rights of previous 

reauthorizations and emphasizes both access to education and improved results for students with 

disabilities based on data and public accountability.  
 

The purpose of the handbook is to provide guidance regarding the provision of special education services 

as outlined in the IDEA as well as requirements for education required by No Child Left Behind (NCLB) 

(as the 7th reauthorization of the ESEA) and Oklahoma statute. The handbook should be used with 

fidelity to ensure compliance with regulatory requirements. To ensure compliance with these regulations, 

LEAs are responsible for developing policies and procedures and ensuring effective implementation of 

the IDEA. LEAs are required annually to complete the Local Education Agency Agreement for Special 

Education in Oklahoma,  which ensures all eligible students in the LEA will have access to a free and 

appropriate public education (FAPE) (34 CFR § 300.17). In addition, LEAs are required to submit Local 

Education Agency Assurances which demonstrate that the LEA understands their responsibilities under 

the IDEA. It is important for LEAs to not only complete the required Agreements and Assurances, but 

also to have those policies and procedures in place to ensure that the IDEA can be implemented in 

accordance with federal regulations. Failure to complete these requirements can directly affect approval 

of budget applications and other financial-related issues, as well as factor in decisions related to the level 

of integrated monitoring activities.  
 

Notes: 
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Slide 8: 

 

Presenter: Policies were developed in collaboration with the handbook review committees, which 

we will discuss later in the presentation. Once a draft was developed, public hearings were held 

and written comments were accepted. Comments were also received online at wiki.ok.gov. 

Notes: 

 

Slide 9: 

 

Presenter: In order to reduce redundancy, the federal regulations were adopted except in these 

four areas, where we have chosen to go beyond the minimum federal requirements. These 

policies were approved by the Oklahoma State Board of Education on June 12th 2013. The first, 

second, and third items remain unchanged from previous years. The federal regulations specify a 

60 day calendar timeline and Oklahoma continues to go above and beyond in this area. We also 

go above and beyond regarding item 2 and have clarified that transition services need to be in 

place at the beginning of the 9th grade year. Regarding item 3, federal regulations do not specify 

a particular timeframe and Oklahoma continues to go above and beyond in this area. Caseload 

also remains the same although class-size requirements have changed, to better fit the needs of 

districts. 

Notes: 
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Slide 10: 

 

Presenter: In order to move away from defining special education classroom environments 

simply as severe/profound and mild/moderate, specific definitions and terminology were added 

to the class-size requirements. Read descriptions. 

The main difference in this new policy, from previous iterations, is that direct support/resource 

classrooms are able to increase class-size from 10 to 15 for grades 5-12. 

Note: This is the last slide regarding the Policies. At this point, ask for clarification questions.  

Notes: 
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Slide 11: 

 

Presenter: The handbook is meant to serve as guidance in carrying out federal and State 

regulations. The handbook is only be available online in order for changes to be made as federal 

and State requirements are updated or revised, and according to changes suggested by the 

handbook review committee, discussed later in the presentation. In this sense, it is a “living 

document”.  

To revise the “procedures” part of the previous policies and procedures document, the OSDE-

SES formed stakeholder groups in the Spring of 2013 that included teachers, directors of special 

education services, parents, and other organizations working in the field of special education. An 

“all-call” was sent out for stakeholders to participate.  

The stakeholder groups met in March of 2013 to review guidance from several states and drafted 

the new handbook. After the drafts were completed, they were posted to wiki.ok.gov for public 

comment. In May and June revisions were made according to public comment and formatting 

was completed. It was first implemented on July 1st, 2013. 

Notes: 
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Slide 12: 

 

Presenter: The following sections will take us through the layout of the new handbook. We will 

look at the handbook in three sections: Front Matter, Chapters, and Appendices. 

Slide 13: 

 

Presenter: After you download the handbook, you should save it to your computer as a pdf 

document for easy access and to use all navigation features. When you open the handbook as a 

pdf document, you will see the table of contents on the second page. Read slide. 
 

Notes: 
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Slide 14: 

 

Presenter: In order to increase usability, the handbook has two main navigation features, which 

are delineated in the How-to-Guide. You are able to navigate the handbook by either clicking on 

sections in the table of contents, or by using the bookmarking feature. To use the bookmarking 

feature, click the bookmark feature on the left navigation pane and click the area you would like 

to go to. Each heading in the handbook is bookmarked. 

Notes: 

 

Slide 15: 

 

Presenter: The how-to-guide also briefly describes how to access federal regulations, state 

statute, and letters from the Office of Special Education Programs (OSEP) relevant to each topic 

in the handbook. Clicking on the hyperlinks in the top row will take you to the respective 

websites. The column on the far right will take you to specific topics or letters from the OSEP. 

Notes: 
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Slide 16: 

 

Presenter: This section of the handbook provides relevant acronyms and abbreviations 

commonly used in the field of special education. 
 

Notes: 

 

 

 

 

 

Slide 17: 

 

Presenter: This glossary provides definitions for terms commonly used in the field of special 

education. 
 

Notes: 
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Slide 18: 

 

Presenter: These are the main topics that serve as the chapters of the handbook. Read slide. 

Notes: 

Slide 19: 

 

Presenter: Each chapter begins with a chart for legal citations and the content is laid out by 

section/letter/number/ and letter. For example, here we have section 2 of chapter 1 (FAPE). This 

layout is used in order to increase usability and allow readers to easily locate content. Two pages 

at the end are intentionally left blank in the event that content is added in a future revision. 
 

Notes: 
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Slide 20: 

 

Presenter: There is usually, but not always, a one – to – one relation between the topic addressed 

and the federal regulations or State statute and regulations. For example, if you want to read the 

regulations on limits to an LEA’s obligation to provide FAPE, you would click the Federal 

Regulations hyperlink and then, from that webpage, select 300.102. OSEP letters are topical – 

the letters listed in Chapter 1 deal with the topic of FAPE in some way. 
 

Notes: 

 

Slide 21: 

 

Presenter: There are many links throughout the handbook. The first type of link appears in the 

general embedded hyperlink format and will take you to an external webpage. The second type 

of link is a cross-reference. The cross-reference links different parts of the handbook. For 

example, if you hover over the statement in parenthesis, i.e. See Chapter 3: Initial Evaluation and 

Eligibility, a hand will appear and you can click to go to that part of the handbook. The use of the 

cross-reference eliminates redundancy in the handbook and helps to maintain consistency. 
 

Notes: 
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Slide 22: 

 

Presenter: The handbook appendices, now with page numbers, have many relevant links 

throughout. Appendix A provides links to Q&A documents found on the idea.ed.gov site. Many 

questions about the provision of special education are unique and difficult to answer just by 

reading the Federal Regulations. These Q&A documents are intended to address some of the 

most important issues raised by requests for clarification on a variety of high-interest 

topics.  Each Q&A document will be updated to add new questions and answers as important 

issues arise or to amend existing questions and answers as needed. 
 

Notes: 

 

Slide 23: 

 

Presenter: Appendix B, Caseload and Class-Size Requirements, is taken directly from our 

policies document and simply provides a quick reference. Note: The hyperlink will take you to 

the policies document. 
 

Notes: 

 

 

 

 

 

 



 

19 Policies, Handbook, Process                                                                                   9/5/2014 

 

Slide 24: 

 

Presenter: Appendix C will take you to the page that houses special education forms. 
 

 

Notes: 

 

 

Slide 25: 

 

Presenter: Appendix D outlines specific requirements for related services personnel. The 

Oklahoma Cost Accounting System job classification number will be useful primarily for 

directors of special education services. 
 

Notes: 
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Slide 26: 

 

Presenter: Appendix E provides information regarding Special Education teacher certification. In 

order to maintain consistency throughout the agency, the OSDE-SES directs readers to 

documents from Teacher Certification. The Career Development Program for Paraprofessionals 

is for paraprofessionals seeking teaching certification. Requirements and links to relevant 

documents are provided in the appendix. 
 

 

Notes: 

 

Slide 27: 

 

Presenter: This appendix also directs readers to various online resources regarding Special 

Education certification through the non-traditional route, i.e. boot camp. 
 

Notes: 
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Slide 28: 

 

Presenter: Appendix F provides information on the requirements to become a Special Education 

paraprofessional. 

Notes: 

 

Slide 29: 

 

Presenter: Because the OSDE-SES would like to update the handbook whenever it appears 

necessary in collaboration with all stakeholders, a handbook review committee (HRC) was 

formed in the Fall of 2013. The purpose of the HRC is to gather feedback from across the state 

and update the handbook as necessary. When it is updated, a memo will be sent regarding 

changes and the new handbook will be posted online. A summary of changes documented is also 

posted online on the resources page (http://ok.gov/sde/documents-forms). 
 

Notes: 
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Slide 30: 

 

Presenter: Committee membership was determined through a nomination process from the 

OSDE, the Oklahoma Directors of Special Education Services, the Oklahoma Parents Center, 

and the IDEA B state advisory panel. Members include special education teachers, directors of 

special services, related services personnel, parents, and others who work in the field of special 

education but not directly at a school site. There are currently about 10 members on the HRC. 

The HRC is designed to meet annually, but as often as necessary. In the 2013-2014 school year, 

the HRC met twice, once in January and once in May.  
 

Notes: 

 

 

Slide 31: 

 

Presenter: A form was created to submit suggestions to the HRC. It is located on the Resources 

page. Note: Presenters may want to demonstrate how to access this document. 

Notes: 
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Slide 32: 

 

Presenter: After you download and save the form to your desktop you can fill it out and send it 

back to special.ed@sde.ok.gov. (If you fill the form out through a web browser it won’t save 

correctly). Putting your name on the form is optional. When you list your area of concern, please 

be sure to provide the location of the Handbook that your suggestion is for. The rationale should 

have background information and any evidence for why the change is necessary.  

Note: This is the last slide regarding the Handbook. At this point, ask for clarification questions.  

Activity: After questions are answered, complete the Handbook Scavenger Hunt. 

Participants will need access to a laptop or other device to search the Handbook. Allow 

about 15 minutes for completion of the activity. This activity may be completed as a whole 

group, small group, or individually.  

Notes: 
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Slide 33: 

 

Presenter: The Process Guide was developed to facilitate a better understanding of how the 

OSDE-SES forms are used during the special education process. Previously, forms were 

explained through a paperwork guide without explaining the forms as a whole in particular 

contexts. Currently, the Process Guide covers four contexts: Initial Evaluation, IEP, 

Reevaluation, and Related Services Testing. Other contexts for guidance may be considered in 

the future. Any time the Handbook is revised, the Process Guide may have corresponding 

changes. When this is the case, an additional summary of changes document is created for the 

Process Guide and posted to the Resources page. 
 

Notes: 

 

Slide 34: 

 

Presenter: Depending on the context, the process guide includes an introduction, a list of 

necessary forms, an overview of the process and a walk thru guide for filling out the forms. 
 

Notes: 
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Slide 35: 

 

Presenter: Navigation features in the Process Guide are the same as the navigation features in the 

Handbook. Clicking on a section in the table of contents will take you directly to that section. 

You can also go directly to a section using the bookmarking feature. In addition, the Process 

Guide has a “Back to Table of Contents” link at the bottom of every page.  
 

Notes: 

 

Slide 36: 

 

Presenter: The introduction provides background information on a particular context. For 

consistency, the language used here mirrors language used in the Handbook. It also references 

the section of the Handbook that includes more information about the context. 
 

Notes: 

 

 

 

 

 

 

 

 

 



 

26 Policies, Handbook, Process                                                                                   9/5/2014 

 

Slide 37: 

 

Presenter: After the introduction, a list of forms is provided, separated by required forms and 

optional forms.  

Notes: 

 

Slide 38: 

 

Presenter: The timeline overview section includes a flow chart and overview. The flow chart is 

meant to give you a quick snapshot of the overall process of the context. In the screenshot here, 

we can see that Initial Evaluations begins with Child Find and ends with an eligibility 

determination. 

Notes: 
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Slide 39: 

 

Presenter: The overview section provides a narrative of the timeline It also includes references to 

forms and sections of the Handbook. Again, the language used here mirrors language in the 

Handbook. 

Notes: 

 

Slide 40: 

 

Presenter: The Walk-Thru section of the handbook provides guidance on how to fill out the 

forms. 

Notes: 
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Slide 41: 

 

Presenter: The IEP Walk-Thru, provides more in-depth guidance than the Initial Evaluation and 

Reevaluation sections of the Process Guide. The section marked “A” in this screenshot is 

detailed in the guidance textbox. The IEP Walk-Thru also lists several resources for most 

sections. For example, in this screenshot we are looking at the Secondary Transition Plan. The 

resources textbox provides links to information that will be helpful in developing a Secondary 

Transition Plan.  

Note: This is the last slide regarding the Process Guide. At this point, ask for clarification 

questions.  

Activity: Participants will need access to a laptop or other device to search the Process 

Guide. This activity may be completed as a whole group, small group, or individually. 

Please allow 20-30 minutes for completion. This activity may be completed after the session 

and turned in at a later point. 

Notes: 
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Slide 42: 

 

Presenter: The most current versions of the Policies, Handbook, and Forms can be found our 

Resources page. It is suggested that you save these documents to your desktop for easy access, or 

bookmark them on your web browser. 

Note: Presenters may want to demonstrate how to access these documents prior to the 

presentation. 

Notes: 

 

 

Slide 43: 

 

Presenter: Are there any questions or comments over the information that was presented today? 

Notes: 
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