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The teachers, administrators, and staff of Children’s Community Charter 

School believe in the equal worth and dignity of all students and are committed to 

educate all students to their maximum potential. The mission of the my thesis project and 

position as Director of Special Programs is to provide leadership, guidance, and support 

to the school community in order to maximize learning for all students within an 

inclusive environment so that each student will contribute to and benefit from our diverse 

society. The purpose of the Special Education Policies and Procedures Manual is to assist 

school personnel in understanding and practicing consistent policies and procedures that
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are aligned with Federal, State, and Charter School philosophies and laws. CCCS is 

committed to ensure compliance with such policies and procedures. It is expected that 

school personnel will serve students with disabilities and their families in a manner 

consistent with this manual. This manual of policies and procedures will provide the user 

with the concepts and framework needed in understanding how to implement special 

education policies and procedures. It is designed to be used as:  

• a structured process for implementing special education policies. 

• an incorporated, required, piece of our Charter By-Laws as an independent LEA. 

• a reference for answering questions. 

• a staff development tool.  

• a source for forms, timelines, and miscellaneous related resources for support and 

assistance when working within the special education process as well as Section 504, The 

Rehabilitation Act of 1973. 



 

1 

CHAPTER I 
 
 

INTRODUCTION 
 
 

My project is the creation and implementation of a Special Education manual; 

including design and implementation tools for charter school leaders and special 

education managers and staff, ensuring all students their right to a free and appropriate 

education, and all readers a guide to follow when working within the realm of special 

education. The title of this project is Designing and Implementing a Manual for Students 

with Exceptionalities: Policies and Procedures for Referral, Assessment, Classroom 

Practices, and Staffing for the Staff of Children’s Community Charter School. 

 
Purpose of the Project  

The purpose of my project is to create a new special education guide, or 

manual, for my K-8 charter school, Children’s Community Charter School, in Paradise, 

CA. As a brand new Local Education Agency (LEA) who will be completely independent 

of Paradise Unified School District with regard to special education beginning July, 2017. 

We are building our program from the ground up. This manual will serve as the 

foundation for our new special education program. The manual will cover all aspects 

related to special education, as well as Section 504 of the Rehabilitation Act. The two 

areas of focus for the purpose of this project are; creating new standards-based grading 

systems for students with IEPs, and becoming a more inclusive school with regard to  
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special education students. Training for general education staff that aligns with the 

manual will be critical as the grading systems and the practice of “inclusion” will be new 

processes for my staff at CCCS. The training will include, but will not be limited to;  how 

to modify assignments and grades, how to assign grades based on modified standards, the 

benefits of inclusion, strategies for working with IEP students who are fully included, and 

how to team with special education staff to provide the necessary modifications in the 

classroom. These trainings will lead to a school community that values inclusion of all 

students and allows access to a free and appropriate public education. 

 
Scope of the Project 

The final project will be in the form of a special education manual of policies 

and procedures for the staff of Children’s Community Charter School. I intend to share 

the final product with the other charter schools in our region in the hopes that it will be 

helpful to them. There will be a table of contents that will lead any reader directly to the 

section regarding special education or Section 504 that is needed. All information, forms, 

policies, and procedures included in the manual will follow all state and federal special 

education law and will adhere to our charter school philosophies. The intended audience 

is all special education or general education staff members, administration, our Special 

Education Local Plan Area (SELPA), and any group or entity that requires proof of 

policy and procedure for the purposes of guidance, audit, charter renewal, etc. “Like 

other public school in the state, every California charter must be a member of a SELPA” 

(California Charter Schools Association [CCSA], 2015, p. 3). The project, or manual, is 

intended to outline our special education processes, programs and provide documents to 
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support these programs, including information and forms necessary for Section 504 

plans. The resulting manual is expected to provide to clear expectations, policies, 

procedures, and support for our new independent special education status.  

 
Significance of the Project 

Children’s Community Charter School is currently receiving all special 

education support and services from our parent district, Paradise Unified School District. 

As of this October 2016, our application to become independent from PUSD with regard 

to special education was approved and accepted by the Butte County Office of Education. 

This was our final step in becoming completely independent from Paradise Unified 

School District, aside from PUSD being our charter carrier. The significance of this 

project is the creation of a brand new program; one that will enable CCCS to serve its 

own students in its own way. It is intended to be instructional and supportive, as well as 

protective and informational. This manual will be our guide in following all applicable 

law and timelines for special education and Section 504. It will be written into our charter 

bylaws, our Local Control and Accountability Plan (LCAP), our Local Control Funding 

Formula (LCFF), and will reshape, redefine, and recreate the culture on our campus.  

In Chapter II, I will go into detail about how our grading and reporting 

systems will change for our students with special needs and how a culture of inclusion 

will become a central focus in this redefining of our school’s culture and our desire to 

serve all students to the best of our ability. The significance of the leap we are about to 

take in being able to provide our own services on our own campus to our own students, 
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with our own policies, procedures, and programs, will be the singularly most significant 

change our charter school has experienced in its 21 years.  

The need for change toward a more inclusive approach to serving students 

with IEPs is widely researched and findings demonstrate the need for such programs. A 

year long qualitative study of ten California charter schools done by the California 

Charter Schools Association (CCSA) reports in their findings that,  

a recent study by the California Department of Education (CDE) shows that charter 
school Local Education Agencies (LEA’s), unlike their traditional counterparts, 
educate nearly 90% of their students with disabilities in general education for the 
majority of their school day. (CCSA, 2016a)  

Additional research that supports inclusion is found in the article, “Inclusive Education 

Research and Practice.” It is stated in this article,  

More than twenty years of research has consistently demonstrated that the inclusion 
of students with disabilities in general education classrooms results in favorable 
outcomes. Positive outcomes have been shown for both students with high 
incidence (learning disabilities and other “mild” disabilities) and those with low 
incidence disabilities (intellectual, multiple, and “severe” disabilities).” (Bui, Quirk, 
Almazon, & Valenti, 2010) 

An additional significant element in the new special educational manual for 

policies and procedures is the introduction of a new grading system for students with 

IEPs. Currently, IEP students are given standards based grades that are not modified to 

meet their individual needs and capabilities. We will be shifting to a modification of 

standards based grading. Instead of a failing grade on a report card for a student in 8th 

grade performing at a 2nd grade level, the teaching and assessments will be modified in 

such a way that the student can experience success and earn a grade that is reflective of 

the modified standards that are tailored to the students’ needs. Reporting in this situation 

will require teachers to  note “modified assignments and assessments” on report cards in 
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addition to the progress reports given by the special education teacher on the student’s 

IEP. As noted in the article, “Five Obstacles to Grading Reform” in the publication, 

Educational Leadership, effective grading practices for students with disabilities are 

much needed.  

The shift in focus to assigning grades based on precise levels of performance with 
regard to articulated learning standards makes the task of grading students with 
disabilities more challenging. To provide more meaningful, useful, and 
interpretable information on achievement that can be used in making decisions 
about students with disabilities in a standards-based environment, more effective 
grading practices are sorely needed. (Guskey, 2011) 

 
Limitations of the Project 

In creating this manual, it has been critical to research and review other 

schools’ special education manuals, particularly not-for-profit public charter schools. 

This was limiting in that there are many different types of manuals focusing on many 

different areas, but not too many that are specifically not-for-profit public charter schools. 

Luckily, the laws apply regardless of what kind of public school you are. Additionally, 

this was limiting in that it was overwhelming in the amount of “sample” manuals for 

public schools to read through and discern which manuals would provide excellent guides 

for me to follow in the creation of this manual. I was certain to utilize a plethora of 

samples from across school districts in California, charter and not charter. While all 

special education law, mandates, timelines, etc., are represented in this manual, the 

processes we will use for the referral process, intervention, the IEP process are created by 

me. Covering all of the relevant material will be an ongoing process, in my opinion. I see 

this manual as a living document. Changes will be made with regard to state and federal 
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mandates and laws; adding to this guide as we go through the beginning stages of 

becoming our own LEA.  

Another challenge was varying size of the other sample manuals I researched. 

The plethora of research of available was quite overwhelming, both in special education 

manuals as well as special education law and articles that pertained to my thesis project. 

Some of the manuals were editable manuals, some specific to particular schools, but all 

covered the basic areas I chose for the focus of this manual. The samples ranged in size 

from 10 pages to upwards of 400 pages. Reading and weeding through all of the research 

to develop what CCCS needed was extremely time consuming. My directive for our 

school’s manual was to keep it under 50 pages, to keep it “user friendly.” With the 

addition of the resource supports in the appendix of the manual, I could not keep it to 50 

pages. However, the bulk of the manual I was able to keep at a “friendly” size. As a small 

charter this was an important quality the manual needed to possess.  

 

Definition of Terms/Acronyms 

BCOE - Butte County Office of Education 

FERPA - Family Educational Rights and Privacy Act of 1974 

GATE - Gifted and Talented Education 

IDEA - Individuals with Disabilities Act of 2004 (used interchangeably with 

IDEIA) 

IDEIA - Individuals with Disabilities Education Improvement Act of 2004 

IEP - Individualized Education Plan 

LEA - Local Education Agency 
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LRE - Least Restrictive Environment 

SELPA - Special Education Local Plan Area 

SST - Student Study Team 
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CHAPTER II 
 
 

LITERATURE REVIEW 
 
 

Introduction 

This manual has many implications for special education on the campus of 

Children’s Community Charter School, and charter schools interested in becoming their 

own Local Education Agency (LEA). First, this reference manual will be a resource for 

all administration and staff  working within the scope of special education. Second, the 

manual will assist special education administrators and teachers in the monitoring and 

administering of special education services and practices, develop and assess for IEP 

programs and services, and ensure all procedures with regard to parent and student rights 

as well as due process are in place with information and forms readily available. Third, 

this manual will aid special educators and administrators in understanding the processes 

within special education and the necessary actions needed to be in compliance with 

special education laws and regulations. Fourth, it is intended that this manual will be a 

valuable resource to share with the charter school organizations interested in creating a 

comprehensive special education program with policies and procedures that reflect the 

 necessary elements of a quality program that meets all legal requirements. 

 
Purpose 

The purpose of this procedural manual for special education policies and 

practices is to provide a comprehensive resource for special education staff, 
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administrators, and ancillary staff or others who have responsibilities in delivering special 

education services in compliance with state and federal regulations to the students of 

Children’s Community Charter School. The manual is divided into four main topics that 

cover policies and procedures related to the topic heading: 

1. Child Find/Referral Process/Evaluation/IEP Process 

2. Classroom Practices, Policies, and Procedures 

3. Staffing/Confidentiality/Discipline 

4. Appendix: Manual 

 
Child Find: The Referral/Evaluation/ 

IEP Process 

Our school utilizes a child identification process (Child Find). The Child Find 

mandate requires schools to locate, identify, and evaluate students suspected of being 

learning disabled in accordance with federal regulations. All students who are believed 

have an exceptionality and who are in need of special education services and programs 

are part of the child find process of CCCS. Our Director of Special Programs and school 

principal coordinate the child find process. 

Prior to a formal referral for an SST (Student Study Team) meeting, preferral 

intervention(s) would have been attempted and would continue to be in place for a 

struggling student. The data gathered from these strategic interventions will become an 

evaluative tool for the SST team to review and prescribe next steps. RtI (Response to 

Intervention) is our current mode of providing strategic intervention, current academic 

data, and appropriate supports to students with academic needs.  
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RtI was introduced into federal law during the 2004 IDEA reauthorization as a 
vehicle for preventing the inappropriate overidentification or disproportionate 
representation by race and ethnicity of children as a children with disabilities. 
(Funk, 2016, p. 39)  

Most commonly, the structure of RtI adheres to the following three levels of intervention: 

Prevention, Intervention, and Diagnostic teaching and remediation. Data gathered 

through the Response to Intervention process is intended to lead to the design and 

implementation of evidence-based instruction, and when necessary, the data is used as 

part of the determination process for special education eligibility. 

MTSS (Multi-Tiered Systems of Support) is an additional tool we will be 

receiving training on in order to more fully address the students in our prereferral 

interventions. MTSS takes the RtI process to another level.  

Multi-Tiered systems of Supports (MTSS) takes the RtI concept one step further by 
providing intervention services with thorough evaluations in multiple areas 
(behavior support is a readily apparent example) besides just academics. In this 
fashion, suspicions regarding multiple types of disabilities can be eliminated , and, 
more importantly, comprehensive supports and accommodations can be applied 
early on that will assist a broader segment of the school population who may be 
experiencing a range of issues - social, physical, or psychological, for instance - 
inhibiting school success. (Funk, 2016, p. 40)  

Please refer to the Appendix for further information regarding RtI and MTSS.  

Additionally critical to identifying students who may need special education 

services, is the referral of students to receive special services. One of the most common 

models is the Student Study Team (SST), which is comprised of professionals including, 

but not limited to; teachers, administrators, specialists, parents, and often the student. Our 

Student Study Team (SST) uses a collaborative, positive approach to assisting staff and 

families in determining a wide range of concerns and strengths related to a student’s 

school performance, academic achievement, behavior, and overall school experience.  
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Historically, preferral teams grew out of the mandate in the Education for all 
Handicapped Children Act of 1975 requiring the use of multi-disciplinary teams 
(MDTs) in the special education referral process . . .. Another concurrent influence 
on the development of MDTs was the legal stipulation that general education 
interventions had to be attempted befores students could be referred for evaluation 
for special education eligibility - hence the evolution of the term ‘prereferral’ team. 
(Knotck, 2003, p. 2)  

The purpose of our SST referral process is to identify and intervene as early as possible 

with the desired outcome being a positive supportive system of supports for students 

having difficulties in the classroom or school in general. The intended purpose of the SST 

referral differs from the traditional parent-teacher conference as the SST process includes 

all stakeholders in the development of a plan for the student in need, often including the 

student as well. The SST referral meeting allows all parties to share strengths as well as 

concerns, and all participants help develop an appropriate plan for the student. Also 

critical in the SST referral process is that the team may also be trying to discern whether 

the student is struggling to a learning disability or other special needs related to behavior, 

medical issues, etc. It is through the SST referral process that a recommendation by the 

team may be made for formal special education assessment. 

The SST team, or a parent/guardian, may request a formal special education 

evaluation for the possible outcome of an Individualized Education Plan (IEP). All 

timelines with regard to the special education evaluation process will be strictly adhered 

to by the appropriate staff of CCCS. A free and appropriate public education is offered to 

all students with disabilities at CCCS. The placement and services required by each 

eligible student to receive FAPE are based on the student’s unique academic, behavioral, 

or emotional needs and not on the student’s particular disability. Once the special 

education assessment is completed and it has been determined that the student is eligible 
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to receive special education services and the LRE (Least Restrictive Environment - see 

Chapter III for further information) has been determined, an IEP is developed, 

implemented, maintained, reviewed, revised and reported on by our special programs 

personnel and related service providers. Special education and all related services are 

provided to the student in accordance with his/her IEP. Progress on the student's goals 

within the IEP will be reported on an equal number of times within the school year that 

typically developing students receive grades, marks, or progress notes. Families of 

students with IEPs will remain informed of their student’s progress toward meeting 

annual goals and the extent to which the student’s progress is sufficient, enabling the 

student to reach his/her IEP goals by the annual date on the IEP (Wright, 2004, p. 9). 

(Refer to the Appendix to find forms and timelines related to SST process, special 

education evaluation, and IEPs.) 

Often addressed through the SST referral process is the identification of 

students who demonstrate Gifted and Talented exceptionalities. As per the requirements 

of FAPE, students who qualify for our GATE program will receive services appropriate 

to their individual needs. Currently, “Gifted and Talented” is determined by the SST team 

as 1) demonstrated or potential abilities the produce evidence of superior creative, 

intellectual, or particular academic capability and 2) needing differentiated services or 

instruction beyond what is provided in the general education classroom; in order to 

realize their creative, intellectual or specific academic potential. Parents, teachers, or 

other individuals with specific experience with the student may submit a written request 

for an SST meeting. See Chapter III for further description of the steps involved in 

identification of Gifted and Talented students. 
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An additional possible outcome of an SST referral may be a Section 504 Plan. 

Please see the Appendix for detailed information on CCCS’s policies and procedures for 

Section 504 plans. 

 
Classroom Practices, Policies, and Procedures  

Challenges and Benefits of Using an  
  Individualized Grading System for  
  Students with an IEP in an  
  Inclusive Setting 
 

Among the challenges educators of students with special needs face is the 

formidable task of reporting and communicating a students’ levels of progress and 

academic achievement within the standards-based reform, inclusive classroom setting. 

This is especially daunting when combined with inclusive settings where the student with 

special needs spend all or most of their day in the general education setting.  

Grades and report cards represent the primary means of  academic information 

for the families of students with special needs, yet the traditional report card often reports 

a single grade for each of the content areas, but offers little explanation or level of detail.  

A standards-based report card, on the other hand, that includes grades or marks 
based on carefully articulated learning standards in each subject area, provides 
families with the specific feedback they require to ensure that improvement efforts 
are appropriately focused and are more likely to succeed. (Guskey & Jung, 2009, p. 
1) 

This type of reporting is especially difficult for students with learning 

difficulties when their academic developmental level is below or far below the grade 

level standard.  

For students with IEP’s, each standard needs to be addressed to determine 

whether an adaptation or a modification to the standard is needed. If modification is 
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needed, the appropriate modification needs to be identified by the IEP team and the 

appropriate means to assessing the modified standard needs to be clearly stated and 

agreed upon by the team. The Individuals with Disabilities Improvement Act (IDEIA) of 

2004 (20 U.S.C. § 1414) addresses the need for appropriate individualized modification 

of standards, assessment, and reporting of achievement on the modifications as critical 

for the IEP team to discuss; How will progress be monitored? How will the standard be 

modified and who will do the modifying and assessing? How will progress be 

communicated to the families, through report cards or other reporting avenues? The 

provisions in IDEIA (Individuals with Disabilities Improvement Act) do not necessarily 

mandate inclusion. Considering the “least restrictive environment” for each student plays 

a critical role in determining whether inclusion is appropriate for the individual child with 

an IEP, in addition to determining whether standards need modifications to meet the 

student’s needs.  

For the purposes of this section of the literature review, we will focus on 

special education students in an inclusive setting; drawing attention to research on special 

education in the charter public school realm. This section will discuss the benefits and 

challenges in creating Individualized Grading Systems for special education students, 

provide the research to validate the necessity for such an approach, and offer steps to 

begin the transition from traditional reporting; inconsistent, non-descriptive, and non-

detailed, to more meaningful, accurate, and fair reporting measures for students with IEPs 

in an inclusive classroom setting.  

The number of students with IEPs who are included in the general education 

setting is on the rise. Although there is a plethora of research that validates the positive 
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effects of including students with IEPs, the process presents unique challenges when it 

comes to grading and reporting. While a common strategy for assessing  special 

education students who are in an inclusive setting involves the general education teacher 

taking lead in assigning grades, the general education content area can be significantly 

difficult to assess if learning the content is affected by the student’s disability. One 

obstacle we need to overcome is the notion that a student’s academic performance should 

be based on a comparison with the other students in the class. “Grades based on students’ 

standing among classmates tell us nothing about how well students have learned” 

(Guskey, 2011, p. 2). Upper elementary through high school student report cards still 

resemble report cards from long ago, one grade per subject without much detail or useful 

information, especially for a student with an IEP.   

Grading students with disabilities has been historically controversial. General 

education grading systems have been ill equipped to individualize to meet the needs of 

particular students. One of the reasons for this is poor communication and a lack of 

collaboration between special education and general education teachers,  

General education and special education teachers often fail to collaborate 
effectively to coordinate the general grading system with the accommodations and 
modifications required under a student's IEP. Even when a classroom teacher wants 
to individualize a grading system for a student with a disability, the teacher often 
lacks knowledge of how to do it. (Munk & Bursuck, 2003, p. 1)  

It is the responsibility of the special education teacher to help create dialogue with the 

general education teacher and share their knowledge of how to best serve the IEP 

student(s) on his/her caseload. Now is the time to bridge the gap between general 

education and special education and focus on the benefits collaboration can offer. 

Collaborating effectively has many benefits for students, teacher, schools, and families. 
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Overcoming the challenges collaboration can present is critical; the benefits 

immeasurable. In their book, A Practical Guide for Special Education Professionals, 

Churchill, Mulholland, and Cepello (2008) describe the benefits of collaborative 

consultation, overcoming the challenges of collaboration: 

Direct benefits for students with exceptionalities include: 
 Receiving planned instruction for academic and behavioral problems in the 

least restrictive environment 
 Minimizing labeling and social isolation 
 Establishing continuity between their general and special education programs 
 Minimizing confusion over IEP goals and objectives 
 Receiving instructional services that are based on academic and social needs 
 Challenging colleagues’ belief systems regarding the education of learners 

with exceptionalities 
 Alleviating stress that is often a product of teacher isolation 
 Increasing general and special educators knowledge of curriculum, 

instruction, and classroom management. (Churchill et al. 2008, p. 139) 
 

A challenge specific to charter schools is the notion that charter schools do not 

serve special education students, or that they only serve students with mild to moderate 

disabilities.  

Some say that charter schools are unwilling to serve students with disabilities, often 
accusing charter schools of “counseling out” or referring students to other schools.” 
(CCSA, 2016(b) p.1). However, charter schools are uniquely positioned to support 
individuals with disabilities and provide exactly what is needed. “In fact, because 
charter schools are designed to offer innovative educational strategies, they are 
uniquely situated to provide individualized support to meet the needs of students 
with disabilities and other unique challenges. (CCSA, 2016b, p. 1)  

Another challenge with standards-based IEPs specifically leads to a clear 

indication that grading systems need to be modified to meet individual student needs. 

According to the case, Board of Education v. Rowley, 1982, IEPs must, “enable the child 

to achieve passing marks and advance from grade to grade” (Guskey & Jung, 2009, p. 3). 

Therefore, a failing grade that is due to assessing a student with a learning disability on 
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grade-level standards as opposed to modified, achievable standards, is an indication that 

appropriate educational services were not provided to the student with an IEP. “If 

modifications have been made to the curriculum of any course, it is important that the 

student’s grade reflect the student’s achievement in the modified curriculum” (CDE, 

2017).  

Benefits of Using an Individualized Grading  
  System for Students with an IEP 

Struggling to report fair, meaningful, and accurate grades to all students, 

especially those with disabilities, has been an ongoing issue for educators. Students with 

disabilities that are fully, or mostly, included in the general education classroom 

environment are particularly difficult to assess. Without specific policies on grading 

students with IEPs or legal recommendations on how to report “grades,” often times 

teachers assign informal adaptations for grading individuals with special needs. This type 

of reporting, while meant to protect the self-image of these students, results in reports that 

communicate very little about the students’ actual levels of achievement, progress, or 

performance. This section summarizes a process independent charter schools, or any 

school, can utilize to achieve meaningful, accurate, and fair grading systems for students 

with special needs in a standards-based, inclusive environment. Despite the many studies 

done nationwide that provide clear evidence of the positive effects on all students with 

inclusion,   

Inclusion is not yet the norm in schools and classrooms across the U.S. Today, 
students with disabilities continue to be removed from their non-disabled peers and 
placed into specialized programs, sometimes entirely separate schools, often 
because of behavior challenges. All too commonly, special education is treated as a 
place, not a service as it was intended to be. (CCSA, 2016a, p. 17)  
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While there has been some progress in the area of inclusion, there is much work to be 

done.  

On the whole, California charter schools are serving more students with disabilities 
in inclusive settings than do traditional schools. Recent CDE data reports that 88% 
of charter school students with disabilities spend the majority of their school day in 
the general education setting. (CCSA, 2016b)   

Charter schools are uniquely equipped to provide inclusive settings. 

I am encouraged by a qualitative study of ten California charter schools done 

by California Charter Schools Association. Their findings are reported in their 

publication, Meeting the Needs of Every Student Through Inclusion. The study was a 

yearlong in-depth study of 10 public charter schools across California who are 

demonstrating an improvement in educational results for special education students. 

Through digging deep into program design, conducting classroom visits, and 

interviewing administrators, general and special education educators, CCSA was “able to 

identify the effective and innovative special education practices these schools 

implemented and highlight the specific policy environments that help these charter 

schools meet the needs of all their students” (CCSA, 2016b, p. 1). These schools 

demonstrate there is hope. As pointed out by the study.  

A recent analysis by the California Department of Education (CDE) shows that 
charter school Local Education Agencies (LEAs), unlike their traditional 
counterparts, educate nearly 90% of their students with disabilities in general 
education for the majority of their school day. (CCSA, 2016a, p. 17)  

In moving forward with creating Individualized Grading Systems for students with 

disabilities, transitioning to a more inclusive culture will be paramount,  

Perhaps the most important benefit of inclusion rests in the academic benefits for 
students with special needs. These students become engaged in their education as 
opposed to staying unchallenged inside segregated classrooms. In other words, 
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inclusion gives students with disabilities the best chances to thrive academically. 
(Special Education Guide, 2016)  

In fact, according to the yearlong study of 10 public charter schools mentioned above,  

100% of charter school leaders and teachers at these schools stated that the best way 
to ensure students with disabilities meet grade level requirements is to have them 
fully included in the general education settings. According to the California 
Department of Education (CDE), 88% of students with disabilities in charter school 
education agencies (LEAs) are in the general education setting for the majority of 
their school day. (CCSA, 2016b, p. 2) 

The benefits of using an Individualized Grading System for included students 

with special needs is creating a fair and equitable system for students with special needs. 

The article, “Fair and Equitable Grading Practices for Students with Learning Disabilities 

Who Have IEPs” (Great!Schools, 2015) sums up the benefits of an individualized 

grading system for special education students in an inclusive setting: 

A fair grading system 

 provides an opportunity for high grades to be earned 

 provides meaningful grades that reflect a student’s experience in the 

classroom 

 includes flexibility as needed to meet the individual needs of students 

An equitable grading system 

 maintains high student accountability.  

 accurately matches grades to performance, even when accommodations are 

implemented (Great!Schools, 2015). 

Educators of all learners with special needs require specific guidelines and 

protocol in developing fair and equitable grading systems for their IEP students who are 

included in the general education classrooms. Careful consideration by the IEP team as to 
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what adaptations and/or modifications are needed to meet the individual's specific 

academic and/or behavioral needs and how these adaptations/modifications will be 

carried out and assessed is key to a successful Individualized Grading System.  

Also critically important, is collaboration between the general educators and 

the special educators. While a challenge, when collaboration is done carefully and 

correctly, the benefits can results in a more meaningful, accurate, informative, and useful 

“story” of a student and his/her academic or behavioral progress or needs; and builds trust 

among all stakeholders involved in the process of creating the Individualized Grading 

System.  

The inclusion of students with disabilities in general education classrooms 
necessitates collaboration between administrators, general educators, special 
educators, parents, and related service providers in order to deliver quality services 
to all students. (Bui et al., 2010, p. 8)  

This also includes all stakeholders involved in creating an Individualized Grading 

Systems for students with IEPs.  

The yearlong qualitative study of ten California charter public schools across 

the state, “2016 Special Education Report” by the California Charter Schools Association 

was able to identify  innovative and effective special education practices that met the 

needs of all students. Among these findings was a focus on creating programs, supports, 

and assessments that are specific to the student’s level of academic achievability. The 

following is a summary presented in the study that focuses on charter public school 

values; the approach and philosophy with regard to special education: 

CCSA’s study found that these schools: 

 Embrace student differences; 
 Educate the students with disabilities in inclusive environments; 
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 Tailor programs and supports to individual student needs; and, 
 Build a supportive school community. (CCSA, 2016a, p. 18) 

As this study points out, a beneficial way to ensure students with IEP’s are 

academically challenged and assessed at their specific ability level within standards-

based reform; and are exposed to grade level curriculum as well as well peers, is to have 

them fully included in the general education classroom while providing instruction and 

assessments based on modified standards that are tailored to their individual needs. The 

steps involved in creating Individualized Grading Systems are also beneficial as the 

process itself can improve trust and communication among teachers, families, students, 

and all stakeholders who participate in the modification of standards and how these 

modifications will be graded and reported.  

Basing grades, or marks, on modified standards that have been tailored to the 

student with an IEPs individual needs and communicating what is being measured are 

critical. The most beneficial, meaningful, and accurate way to provide useful information 

about a student with a disability to all stakeholders is to collaboratively create 

Individualized Grading Systems for students with IEPs. With this type of process, it is the 

student who benefits the most. Special education students often feel “not good enough,” 

or struggle with low self-esteem, providing modifications that meet their needs, provides 

them with opportunities to experience success. Experiencing success leads to achieving 

goals and progressing. When a student has an Individualized Educational Plan, why 

wouldn’t we create an Individualized Grading System to support the plan that is tailored 

to their needs? The Individualized Grading System provides a well-rounded program for 

students with disabilities,  
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To assign fair and accurate standards-based grades to students in special education, 
schools must first develop a high-quality grading and reporting system for all 
students. Grading policies based on thoughtful and well-reasoned standards for 
student learning help resolve many of the problems associated with grading 
students in special education. (Guskey & Jung, 2009, p. 5) 

Inclusive Grading Model in a Standards-based 
  Environment  

There are many critical adjustments to consider when shifting to a new 

grading system for special education students who are part of a culture of inclusion.  

The shift in focus to assigning grades based on precise levels of performance with 
regard to articulated learning standards makes the task of grading students with 
disabilities much more challenging. To provide more meaningful, useful, and 
interpretable information on achievement that can be used in making decisions 
about students with disabilities in a standards-based environment, more effective 
grading practices are sorely needed. (Guskey, 2011, p. 5)  

In their article, “Grading and Reporting in a Standards-Based Environment: Implications 

for Students with Special Needs” (Guskey & Jung, 2009), the authors suggest a five step 

process to help educators through the process of transitioning to appropriate grading 

policies for students with special needs. The process they describe is validated by the 

mandates included in Wrightslaw as well as the policies outlined in IDEIA. The ideas 

they present are meant for a standards-based environment and are legally sound with 

regard to legal requirements for reporting levels of progress and achievement for students 

with IEPs. 

To begin, teachers and IEP teams must clearly describe how they plan to 

effectively communicate with families the following criteria: a student's academic 

achievement, effort, attitude, behavior, and progress in all areas written into the IEP. 

Next, adaptations and modifications need to be discussed and clearly addressed.  
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How will they be implemented and assessed? Can we expect the student to achieve 
this standard without special support or changes to the standard? If the answer is 
yes, then no change in the grading process is needed . . . however, some might not 
achieve certain grade-level standards without special services and supports. (Jung & 
Guskey, 2010, p. 2)  

If it is decided by the IEP team that the student cannot achieve the grade-level standard 

then it will be determined whether an accommodation (no change in grading procedures) 

or a modification (change in standards and grading) is needed.  

A modification is a change in the course, standard, test preparation, location, 
timing, scheduling, expectation, student response, or other attribute that provides 
access for a student with a disability to participate in a course, standard or test, and 
it does not fundamentally alter or lower the standard or expectation of the course, 
standard, or test. (California Department of Education, 2008, p. 1) 

Very important to the validity of the individualized grading process is the identification 

of what modifications have been implemented and how they were assessed. It is critical 

to note that the reported grades, when a modification was utilized, are the grades that 

reflected the progress on the modification of the standard, not the grade level standard,  

Modified standards should be clearly linked with the grade-level standard on the 
IEP as an annual goal with short-term objectives. Measuring and reporting progress 
on a grade level standard that the IEP team has already agreed is unattainable, 
would be meaningless, and arguably, illegal. (Jung & Guskey, 2007, p. 51)  

The intention of an IEP is to create an individualized program for a student based on 

his/her particular needs and abilities. Too often students with IEPs receive failing grades 

due to an improperly written IEP that does not provide support that meets the individual 

needs of the students.  

Whenever a student with an IEP is on the precipice of failure, the IEP has some 
explaining to do. Attempts to assign failing grades are ill advised without mounds 
of documentation. The school members of the IEP must be able to prove that any 
accommodations or modifications described in the IEP were provided with fidelity. 
(Hartman, 2015, p. 1) 
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Strategies must be developed to provide fair, accurate and meaningful grades 

for students with disabilities, without excessive workload for teachers. Because many 

teachers do not enjoy grading as it is, special education leaders need to convince teachers 

of the benefits, for all stakeholders, of individualized grading. In addition, it is imperative 

we give teachers an efficient process to develop individualization strategies (Munk & 

Bursuck, 2003, p. 4). Examples to guide general and special educators, families, and 

students through this process of grade adaptations, could be as follows: 

 Pinpoint the specific expectations in reading, writing, math, and survival skills 
for the general education classrooms that pose the greatest challenge for the 
student; 

 Clarify what purpose grades serve for the members of the tem; 
 Review the potential benefits of each type of grading adaptation and fit the 

adaptation to the student’s needs; 
 Develop a written plan that describes the grading adaptations to be implemented 

and roles for each team member; and 
 Develop a procedure for monitoring the student’s achievement with the grading 

plan (Munk & Bursuck, 2003, p. 4). 
 

Grading adaptations/modifications that are effective, well planned and 

implemented, help schools align with the provisions in IDEIA that require schools to 

maximize access to the general education curriculum for students with disabilities. 

Individualized grading systems help the stakeholders prioritize assignments 

and content, and the way in which work is to be completed. Additionally, the focus on the 

progress of IEP goals and the modifications to assignments and assessments can help 

support the challenging aspects of the grade level general education curriculum. The 

purpose of individualized grading systems is not to make it easy for students with 

disabilities to earn higher grades, but to produce fair, accurate, detailed, and meaningful 

insight into the achievements and specific needs of a student with an IEP. By modifying 
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the standards and assessments to meet the student’s level of academic achievability, the 

student can experience success. The steps involved in creating Individualized Grading 

Systems can improve trust and communication among the teachers, families, students, 

and all who participate in the modification of standards and how those 

modifications/adaptations will be assessed. For students with disabilities who are in 

inclusive educational settings, educators at all levels need specific and clear guidance in 

creating grading policies and practices within the standards-based environment.  

The IEP then can serve to document the curricular accommodations and 
modifications made for students who receive special education. After considering 
the accommodations and modification needs of students, IEP teams can determine 
whether or not each student should be held to grade level standards or modified 
standards. (Guskey & Jung, 2009, p. 13)  

This process allows students with IEPs, their families, and all other stakeholders to have 

information that is effective, accurate, meaningful, and clear. 

By providing information on a student’s specific progress, aside from effort 

and attitude, followed by clearly communicating the meaning of each mark or grade, 

teachers can offer a much clearer and deeper understanding about a child’s learning,  

If some or all of the grades for achievement are based on modified standards, then 
the reporting system must include additional information to ensure that families 
understand that their children’s success is based on work appropriate for their 
developmental level, not their assigned grade level. (Guskey & Jung, 2009, p. 11) 

Providing this kind of detailed, individualized information about a student’s learning not 

only creates a culture of home and school connection, but provides the IEP team 

guidance in the next steps for the child and his/her educational successes and needs. 

It is important for families and all stakeholders to be notified when grades or 

marks are based on modified standards and/or modified assessments. This is important 
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information not just to families, but postsecondary institutions, and potential employers 

as well. According to the law, however, the way in which you communicate this 

modification on report cards or transcripts must not identify in any way that the student is 

receiving special education services or accommodations; instead, it is permissible to note 

that the student was graded on “modified standards.” When using the term modified, “an 

accompanying report might then include the IEP goals or a narrative describing the 

details of the IEP” (Guskey & Jung, 2009, p. 12). Using the terms special education 

goals or IEP would be in violation of the Americans with Disabilities Act of 1990 and of 

Section 504 of the Rehabilitation Act of 1973. “Although federal law does not explicitly 

prohibit schools from making notations of special education status in a report card, 

provided that these are only shared with families, it discourages it . . .” (Guskey & Jung, 

2009, p. 12).  

LEAs often distinguish between general education and other types of 

programs and classes, such as advanced placement, honors, or remedial classes. Similar 

distinctions on report cards would meet the requirements of Section 504 and Title II that 

state individuals with special needs may not be treated differently than individuals 

without disabilities.  

See 34 C.F.R. § 104.4(b)(1)(i)-(iv) and 28 C.F.R. § 35.130(b)(1)(i)-(iv).  Under 
Section 504 and Title II, in order to properly reflect the progress of a student with a 
disability in a modified or alternate education curriculum, an LEA may distinguish 
between special education programs and services provided under a modified or 
alternate education curriculum and regular education classes under the general 
education curriculum on the student’s report card. For instance, where a student’s 
IEP calls for a modified tenth grade literature curriculum to be provided through the 
special education program, it would be appropriate for the report card to indicate 
that the student’s progress was measured based on the modified education 
curriculum. This distinction also may be achieved by using an asterisk or other 
symbol meant to reference the modified or alternate education curriculum as long as 
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the statements on the report card, including the asterisks, symbols or other coding, 
provide an explanation of the student’s progress that is as informative and effective 
as the explanation provided for students without disabilities. (U.S. Department of 
Education, 2008, p. 3)  

Where standards have been modified in order to assign a grade, special 

notations or marks can be used on report cards, such as an asterisks.  

Accordingly, to the extent that the use of notations, asterisks, symbols, or other 
coding on a report card to indicate that a student with a disability received 
accommodations or modifications is part of the information given to parents about 
their child’s progress or level of achievement in specific classes, course content, 
curriculum, the IEP, or the plan under Section 504, it is permissible under Section 
504 and Title II. (U.S. Department of Education, 2008, p. 3)  

While grading and reporting for students with disabilities can be a daunting 

task, using the strategies mentioned here and working together with all stakeholders to 

provide the very best detailed, tailored, meaningful description of students progress and 

needs is well worth the extra effort. Research has shown that special education students 

in the general education classes are at risk of receiving low scores that are neither 

accurate nor helpful in any way. “Yet students with disabilities are to access and 

participate in the general education curriculum as well as receive a specifically designed 

education program planned to address their unique needs” (Kurth, Gross, Lovinger, & 

Catalano, 2012, p. 41). Using a modified standards approach and utilizing the strategies 

outlined here and the flowchart to follow, educators can provide fair, accurate, and 

meaningful grades for our special education students.  

Figure 1 is a flowchart to use when creating an Individualized Grading System 

for a student with special needs; interpreted and paraphrased from the article, “Grading 

and Reporting in a Standards-Based Environment: Implications for Students with Special  

Needs” (Guskey & Jung, 2009, p. 8). This chart is meant to provide guidance in planning 



28 

 

 

Figure 1. Inclusive model for grading students with special needs. 
 
 
whether or not a modification is needed. Used in combination with the above-mentioned 

process for reporting grades based on modified standards, an Individualized Grading 

System can then be applied to a student with an IEP. “Adapted curriculum and adapted 

grading will often go hand in hand, as it is necessary to have a different grading schema 

for students who complete adapted materials” (Kurth et al., 2012, p. 42).  

When assigning a grade or mark on a modified assignment/test/standard, the 

reporting system must include the descriptions as they relate to how it is written in the 
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IEP. Families need to understand their child’s grades are based on modified standards 

and/or modified assessments. 

Prior to developing and following through with grading policies that accurate 

and fair for our special needs students, schools must be sure they have high quality 

reporting and grading systems for all students. High quality, fair, and accurate grading 

systems include two important elements. First, clearly articulated standards for grading 

must be established for effective and accurate grading and reporting. This switches the 

focus from one single grade or overall assessment of learning (How well did the learner 

perform in math?) to a description of student performance on the explicit targeted 

skills/standards (How well did the student master the ability to identify the least common 

denominator?). Second, as outlined in their article, “Grading Exceptional Learners,” Jung 

and Guskey (2010) describe the three types of learning criteria that must exist to have 

high quality reporting and individualized grading systems, as they relate to standards. The 

three areas they describe are a) Product, b) Process, and c) Progress. Product refers to 

what a learner knows and is able to accomplish at a certain point in time. Specific 

achievements or levels of proficiency are the “product.” Examples would include final 

exams, exhibits, projects, portfolios, and presentations. Process refers to the students’ 

behaviors and attitudes throughout learning, while reaching their current level of 

achievement. This might include behavior, effort, punctuality, participation, work 

completion, and work habits and ethics. Progress criteria refers to how much the learner 

gained or learned from their educational experiences. There is a focus on how much a 

student has progressed, as opposed to where they stand academically. Some call this 

value-added learning, educational growth, and/or learning gains.  
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The highest quality and most effective reporting and grading systems have 

clear standards based on these three criteria, product, process, and progress, and they 

report each of these criteria separately. While it sounds like more work for teachers, when 

these systems are in place the work becomes easier for teachers and offers the assurance 

that their grading and reporting systems are accurate, useful, fair, and thorough. 

Additionally, this type of reporting and grading systems offers families a much clearer 

picture of their child’s performance in school.  

Once high quality systems are in place, educators can develop accurate and 

fair policies and procedures for grading and reporting. The following is a five-step model 

for grading and reporting for students with IEPs. It will provide a framework for schools 

to help accomplish high-quality individualized grading systems for students with special 

needs. The five-step model is based on Figure 1. 

1. As an IEP team, determine whether the standard is an appropriate expectation 

for the student in question, without adaptations. The critical question being, Can we 

appropriately expect the learner to experience success with this standard without changes 

to the standard or special support? If the team agrees the standard is achievable without 

changes or support, then no change is needed in the grading process and the teacher 

measures the performance on the standard the same way it is measured for non-disabled 

students. If however, the IEP determines the standard is not achievable without changes 

or supports, then the team moves on to Step 2. 

2. If the IEP team determines the standard cannot be met without support and/or 

changes to the standard, the question is asked, is an accommodation or modification 

needed? An accommodation would not change the content of the standards but the 
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method for demonstrating proficiency or mastery. Some examples would include; 

providing audio tapes of reading passages, having an assessment read orally to the 

learner, or simplifying directions on an assessment. The content remains the same, and 

the student would be graded or judged, same as the other students, on the content of his 

or her answers or responses. A modification, on the other hand, means the changing of 

the actual standard to provide access to learning and the possibility of success. A 4th 

grade student, for example, may have strong oral sharing skills, but is not able to meet 

grade level writing standards. For this 4th grader, the IEP team may decide to intervene 

with additional intensive writing support and expect that this student will master 1st 

grade writing standards, as opposed to the previous decided upon unachievable 4th grade 

writing standard. If the IEP team determines that a modification to a standard is indeed 

appropriate, then move to Step 3. 

3. The IEP team determines the appropriate standard to replace the grade level 

standard. This is the standard the team feels the student will achieve success with and can 

master. The IEP team must document this modification in the IEP goals section (or on a 

504 plan).  

A student with cognitive impairment, for example, may not be ready to work on 4th 
grade science standards in mineral identification. The IEP team may choose to 
develop science standards on the skill of sorting and classifying that are 
fundamentally related to 4th grade science standards but are also developmentally 
appropriate for the student. (Jung & Guskey, 2010, p. 39)  

Additionally, a 10th grade student’s IEP may call for 6th grade level vocabulary, or an 

injured student may have a modification on his/her 504 plan that allows the student to 

orally explain the rules or steps to a particular sport or game being taught in PE class, 

without being marked down for not participating physically. 
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4. The grade level standard is not the basis the grades, but the work done on the 

modified standard becomes the grade that is reported. It would negligent to grade a 

student on a standard the IEP team has already determined as an unachievable standard. 

For instance, the aforementioned 4th grade student with cognitive impairment who has a 

science goal of sorting and classifying by simplified characteristics instead of working on 

the mineral identification standard would not be graded in the same manner as his/her 

peers on the grade level standard, but the modified standard agreed upon by the IEP team. 

Nor would it be useful or fair to grade solely on citizenship or effort. Instead, the grade is 

based on the agreed upon standard, (for instance, the learner will sort the objects by 

shape, size, and color with 85% accuracy). Similarly, the 10th grade student with a 6th 

grade vocabulary goal would be graded using the same “ruler” as the other students, but 

the vocabulary would be modified.  

5. Communication of the meaning of the grade is essential. Teachers must 

communicate what was actually measured with each modified standard.  

The report card should include a special notation, such as a superscript or an 
asterisk, beside grades that reflect achievement of modified standards. The 
accompanying footnote might be worded, ‘based on modified standards.’ The report 
card should direct families to a supplemental document, such as the IEP progress 
report, that lists the modified standards on which any grade was based and a 
narrative of progress on each. This lets everyone know, as federal legislation 
requires, how the student performed on appropriately challenging learning tasks. 
(Jung & Guskey, 2010, p. 40) 

The five-step model outlined above for high quality grading and reporting 

systems offers an accurate, fair, and legal way to modify and adapt the grading practices 

and processes for IEP students. Using these systems, and following this model, IEP teams 

agree ahead of time on the appropriate expectations for student achievement based on 
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modified instruction, grading, and reporting and report progress to families and 

stakeholders, separately from progress and process criteria. Using understandable and 

practical methods, schools clearly communicate the meaning of the modified, 

individualized, grading. This provides the instructional teams, IEP teams, and families 

the information needed to provide the very best learning experiences for students with 

learning disabilities.  

The classroom procedures and policies outlined above are researched based, 

meet all legal requirements, and are filled with promise. Promise of offering families, 

students, and all stakeholders, a clear, more meaningful way to address the needs of 

students with IEPs and how to report progress accurately and fairly, in any school setting. 

Educators and leaders in the field must recognize and battle the challenges in grading 

reform for our special education students. We all must embrace the fact that there are 

immense benefits that come from tailoring learning standards and standards based 

assessments to meet the developmental needs and academic achievability for our students 

with special needs. To provide families and students with a clear picture and meaningful 

report of progress and needs; to come together as educational communities who focus on 

all learners with the goal of improving the quality of educational systems; and to be 

pioneers of special education grading reform and inclusion. 

 
Staffing/Confidentiality/Discipline 

Children’s Community Charter School will employ the appropriate number of 

certificated and/or licensed personnel, consistent with the highly qualified standards 

under the mandates of ESSA. We will hire personnel necessary to implement all special 
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education and related services as outlined in each student’s IEP. The school ensures that 

all personnel will be appropriately and adequately trained and prepared. Personnel will 

have the content knowledge to serve students with disabilities. Consultation time will be 

provided for special education personnel, general education teachers, and related service 

providers to consult with each other on a regular basis. Training will be provided to all 

special education staff and support personnel when needed to meet the requirements of 

special education regulations. For example, training that addresses issues of 

confidentiality, the specific needs of special education students, and  implementation of 

Least Restrictive Environment (LRE), data collection, etc. If paraprofessionals are hired, 

each one will be appropriately trained in special education and will be a highly qualified 

individual (certified and/or licensed in the area of specialization to which the individual is 

assigned) and will be directly supervised by the Director of Special Programs.  

CCCS will maintain all records for students with IEPs and the special 

education staff will maintain the highest level of confidentiality with regard to the se 

records and other personally identifiable information within the records. CCCS 

establishes and will implement procedures and policies, which ensure records of students 

with IEPs remain confidential, classified, filed appropriately, protected, reviewed, and 

when necessary, destroyed in compliance with the Individuals with Disabilities Education 

and Improvement Act (IDEIA) and the Family Educational Rights and Privacy Act. 

The school’s code of conduct applies to all students requiring special 

education services. A special education student may be suspended; however, a specific 

set of procedural rules must be adhered to in the case of a student who engages in a 

behavior that requires disciplinary intervention. School personnel may suspend a student 
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with an IEP for as many as 10 school days without providing educational services. Please 

note, in-school suspensions do not count toward the 10 school days if the student is able 

to continue to progress appropriately in the general education curriculum, continue to 

receive IEP services, and is able to continue to participate with nondisabled peers as they 

would have in their current placement. Please refer to Chapter III for further details. 

 
Summation 

The four main subject areas of this literature review for the Special Education 

Policies and Procedures Manual give the research behind the manual itself and provide a 

deeper understanding of how and why we are to practice consistent policies and 

procedures that are aligned with Federal, State, SELPA, and Charter School philosophies 

and laws. CCCS is committed to providing the very best educational experiences for all 

students, in particular our students with exceptionalities. To provide the very best, we 

need this comprehensive, research based handbook to help us navigate the special 

education waters and be assured that our staff is in compliance with all entities and 

consistent with the policies and procedures outlined in this document. This guide was 

developed to help our charter school, as well as other charter schools, understand and 

plan for each special education component as programs for special education are being 

built. It is intended to provide staff and all stakeholders a research-based, comprehensive 

tool in supporting the needs of students with exceptionalities.  
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CHAPTER III 
 
 

METHODOLOGY 
 
 

Children’s Community Charter School has been receiving special education 

services since its inception 21 years ago. I was hired to help our school become an 

independent Local Education Agency (LEA). I worked in 2015-2016 to write our LEA 

application to submit to Butte County Office of Education. I consulted with many charter 

school special education leaders and reviewed samples of other LEA applications while 

writing our application. I also attended all Butte County Office of Education SELPA 

meetings as our school’s LEA administrative representative. It was important to me to 

establish myself in the SELP leaders community and network with fellow special 

education leaders. BCOE offered many trainings within the field of special education and 

leadership, most of which I attended. With all of the research into what other charters 

submitted in their LEA applications, my trainings, my own research into special 

education laws, mandates, timelines, etc., I completed the manual and submitted it to 

BCOE in early October 2016. It was accepted with a unanimous vote. (See Appendix for 

copy of LEA application). 

This year, 2016-2017, I became the Special Programs Coordinator tasked with 

creating a new special education manual, the creation of new Student Study Team 

procedures and forms, and new Section 504 policies and forms. I also created a new 

Response to Intervention (RtI) program including; policies, procedures, forms, 
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scheduling, parent communication forms, and the supervision of two classified staff 

working as tier 2 intervention teachers. Additionally, I served as a tier 3 intervention 

teacher. 

For my master’s program, I chose to use the creation of the special education 

manual as my project. For the literature review portion, I focused on the new grading 

systems we will use for students with IEPs as well as a providing research on why a more 

inclusive approach to special education would be beneficial to all of our students. I began 

with a Survey Monkey of my teachers on staff that assign grades on report cards (K-8, 

not including aids). My goal was to ascertain the comfort level of my staff with regard to 

a new modified standards based grading system that includes a focus on inclusion as well 

as a collaborative, team connection and approach for special education staff and general 

education staff. I found that while my staff was open to the idea and intrigued by the 

possibility of grading reform and more of a team approach to grading our IEP students, 

they wanted more information and training. (For survey results, see the appendix). This 

fueled my desire to provide high quality research that supports the need for grading 

reform based on modified standards as well as the importance of inclusion for both the 

special education student as well as the general education student. 

I have developed and started training staff on how to modify standards and 

report grades based on the modifications. I have also been demonstrating the benefits of 

inclusion by slowly shifting away from the pull out only model that has been used at 

CCCS. Additionally, I invited a general education teacher to a “Co-Teaching” training 

with me so that we can pilot the co-teaching approach for special education and general 

education teachers next year, when we are officially our own LEA. 
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For the literature review, I utilized peer reviewed, empirical articles on said 

topics, as well as special education law and policy books, and a variety of websites 

including, but not limited to: the CDE (California Department of Education), Wrightslaw, 

NASET (National Association of Special Education Teachers, and the council for 

Exceptional Children). All research presented in the literature review portion is of the 

highest quality and supports my claim that grading reform, inclusion, and collaborative 

team relationships between general and special education are in fact beneficial as well as 

critical for positive outcomes for all students, staff, and families of children with IEPs.  

To provide a quick introduction and overview to my staff on the direction we 

will be going in 2017-2018 with regard to the classroom practices of grading, reporting, 

and inclusion, I created a PowerPoint slideshow that I presented at a staff meeting. It was 

important for me to keep my staff on board, include them in the process, and ensure their 

voices would be heard and include them in the decisions that I was making with regard to 

special education policies and procedures.  

For the creation of the manual itself, I studied special education manuals from 

other charter and non-charter schools within California. My presentation of information 

in the manual is a combination of all of my research using a variety of samples as well as 

a deep dive into Wrightslaw, special education code, IDEIA, Section 504, and our 

school’s charter handbook; to ensure our special education program is aligned with our 

current charter policies and philosophies.  

In reviewing the many samples of special education manuals as well as all 

related special education law, I concluded the following main headings to be critical 

components of any special education handbook, covering the required information: 
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 The Referral Process 

 The Special Education Evaluation Process 

 The Individualized Education Program (IEP) 

 Staffing 

 Discipline/Confidentiality 

 Resources for Staff 

 Sample Forms 

The resources section of the manual was of critical importance to my staff. It 

was a request from my principal to add as many articles, samples of items like behavior 

contracts and positive behavior support plans, supports for parents, and information about 

special education and learning disabilities in general. Section 6 is a collection of helpful 

resources and information only. Some of the resources in this section were created by me 

(i.e., Positive Behavior Intervention Plan forms, CCCS Behavior Contract), but most are 

articles and such that I searched for and included at the request of my principal. 

I consulted with BCOE program specialists, other special education leaders, 

my principal, Chico State staff, the board president of CCCS, and my own staff on each 

section of this manual. As I finished a section, I shared it with my principal, board 

president, Chico State adviser, one of my thesis/project committee members who has 

been a special education teacher and leader for many years, and other current Chico State 

professors of mine.  
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CHAPTER IV 
 
 

SUMMARY, CONCLUSIONS, AND 
 

RECOMMENDATIONS 
 
 

Summary 

Three federal laws have been passed to ensure quality educational 

opportunities for students with disabilities: Section 504 of the Rehabilitation Act of 1973 

(Section 504), the Individuals with Disabilities Education Act (IDEA), and the 

Americans with Disabilities Act of 1990 (ADA). All three of these federal laws are 

addressed and covered within this manual, as well as mandates found in Wrightslaw.  

The last reauthorization of the IDEA was in 2004, which aligned the law with 

the Elementary and Secondary Education Act of 2001. The Every Student Succeeds Act 

(ESSA) was passed in 2015. Revisions to the IDEA mandates were issued in 2007, 2008, 

2013, and 2014 with additional, currently pending. regulatory changes to the IDEA. The 

IDEA (also referred to as IDEIA) maintains the foundational structure and civil rights of 

prior reauthorizations. Additionally, it emphasizes both improved results for individuals 

with disabilities based on data and public accountability, as well as appropriate access to 

education. This Manual provides information, data, recommendations, guidance, and 

support regarding school/district responsibilities under the IDEA and relevant California 

legal requirements.  

 



41 

 

Conclusions 

When creating a special education manual from scratch, it is essential to 

research the many samples already available online. Additionally, it is critical to your 

own school's’ handbook as a basis from you build your program, especially in the case of 

a charter school. I referenced california law books that pertained to special education as 

well as became deeply involved with my school’s LEA authorizer, the Butte County 

Office of Education. I attended all SELPA meetings for BCOE for a year and a half, 

becoming highly familiar with their policies, procedures, forms, resources, and supports 

as BCOE is our our new SELPA organization. In addition to much research, I also 

interviewed staff and personnel and used their answers and input to help guide my 

creation the new grading systems we will incorporate as well as the switch to focusing on 

inclusion. You’ll find this information and the evidence-based research that supports the 

new directions we will be going as our own LEA in Chapter II of my project. This 

document is a thoroughly researched, legally sound manual that will guide the staff at 

CCCS in and through the process of beginning our new special education program(s). 

Through my research of multiple sample special education manuals from 

other charter schools, public schools from around California and beyond, and my deep 

dive into special education law, there were common threads that emerged. These are the 

subject areas I chose to use in my project and the subject headings you will find in the 

final Special Education Manual for Students with Exceptionalities: Policies and 

Procedures for Referral, Assessment, Classroom Practices, and Staffing for Children’s 

Community Charter School. Additionally, you will find many resources in the final 

section and the Appendix. Some of the resources I added include, but are not limited to: 
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sample PBIP forms, list of special education acronyms, list of special education timelines 

for California, information and resources for a variety of learning disabilities, the original 

LEA application, and much more. My goal was to provide resources that are readily 

available for educators and/or administrators to access when needed.  

 
Recommendations 

While important to have many samples of other special education manuals to 

research and reference, I recommended sticking with two or three that fit your school’s 

need. It was very easy for me to get lost in too many samples. Be selective. If you’re a 

charter school, be sure to have two or three charter school sample as well two or three 

larger district samples for your state. I would not recommend spending the time to 

research outside of your state as each state has different, or at least slightly different, laws 

and regulations. I became overwhelmed by having too many sample manuals to read and 

eventually discard as they did not represent California law, were not a not-for-profit 

public charter school, or were created for a school district far bigger than my one, very 

small school that is its own district. 

I recommended surrounding yourself with special education law, both your 

state laws and federal law. Additionally, know your own school. Research your schools 

handbook, philosophy, culture, and history. Interview or include your staff members in 

the process as you are creating a manual for their consumption. Be sure their voice is 

heard and represented in your final product. I would start with your school’s or district's 

superintendent and principal (in my case, my superintendent and principal were one 

person) and ask what it is they are looking for in your manual. Some districts, especially 
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if larger, will desire a different type of manual covering much more information than a 

one school charter school that is its own district. Before you even begin, be sure you 

know what your district expects of the product you are creating, and keep that in mind as 

you work. After all, the manual is to be a tool for staff and administration to utilize to 

best serve your special education population; you will want it to fit their needs and be a 

document that suits your particular school's needs and is user friendly as well as 

thoroughly researched. You want your staff to know you have presented them with a 

research-based manual that is aligned with all applicable special education law. 

For my particular site, it was important for me to add as many resources as 

possible. As a brand new LEA, stepping out into the special education landscape for the 

first time, it was important for me to add forms, sample forms, information about various 

disabilities and how to best address the needs of students with said disabilities, timelines, 

lists of acronyms that are specific to special education, etc. As the only employee with 

special education credentials and experience, it was a critical focus for me to “teach” 

through the resources I provided in my manual and offer tools that would support 

teachers, and all staff, in their interactions with students with disabilities as well as how 

to interact and support parents of students with disabilities. While not all schools may 

feel it is necessary to add a plethora of resources, it was necessary for my school. 

Another recommendation I would make is to have more than one individual at 

your site with special education experience. Even if you’re a small school, special 

education program needs a full time director as well as teacher. Our hope, here at CCCS, 

is to be able to do just this. I wrote this section of the manual with the assumption that the 

director and the teacher would be two separate people. Both jobs, teacher and director, 



44 

 

are highly demanding jobs that require much time and presence. With the number of IEP 

meetings and the timelines within special education that a director and a teacher need to 

stay on top of, I recommend not combining the two positions into one given the 

responsibilities attached to each job. (Refer to job descriptions in the “Staffing” section). 

A last recommendation I would make would be to any individual in special 

education is to do your research. Find out what other schools with similar demographics 

to yours are doing; how they prioritize, present information, what resources they may 

include and guidance they may give. Broaden your scope. Too often we can have tunnel 

vision when our jobs are as demanding as they are, but do your research, talk to your 

staff, and learn as much as you possibly can. When creating a manual as important as a 

special education manual, be sure you prioritize the needs and wants of your school 

and/or district and make that your starting point, ensuring that you involve your staff 

along the way. Staff buy in is critical and your staff will want to feel a part of what 

you’ve created and they’ll want to know that you have “covered all your bases” with 

regard to research, law, and policies and procedures that fit your school's’ needs. Above 

all, communicate to your staff and stakeholders that at the heart of your work is the 

student. Every student with special needs must be the driving force that become the 

central need and true reason for the manual you have created. Put your research in it, your 

findings, your recommendations, but most importantly, put your heart into it and your 

staff will see this manual as more than a guide, but a reason to provide the very best 

educational experiences for your students with special needs. I recommend involving all 

stakeholders including staff and board members in your research process by asking for 
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their input and sharing your work along the way. By doing this, you guarantee successful 

implementation of the program, policies, and procedures you have created.  
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_______________________________________________________________________ 
 

Section 6: Appendix to Manual 
_______________________________________________________________________________ 

 

o LEA Application 
o Powerpoint Presentation: Introduction to Individualized Grading System 

(Presented to Staff) 
o Sample: SST Initial Referral Form 
o Sample: SST Follow-up Form 

 SST Process Form for Educators 
 SST Meeting Norms 

o Sample: IEP Agenda 
 Sample: IEP Meeting Norms 

o Sample: Positive Behavior Support Plan Form - blank 
o Sample:  Positive Behavior Support Plan Form - completed 
o Sample: Behavior Contract for CCCS 
o Section 504 Policies and Forms 
o Acknowledgements for Manual 
 
 

• Resources, Articles, Etc., for Special Educators and Related Staff 
o Special Education Timelines List for California 
o List of Applicable Acronyms 
o Articles on Modifying and Grading for IEP Students 
o Sample Grading Rubrics 

 Effort/Participation 
 Social/Emotional 
 Organization 

o General Behavior Contracts/Samples 
o List of Evidence-Based Practices for Students with ASD 
o Articles and Resources for Educators: 

 ADHD 
 Executive Function Disorder 
 Dyslexia 
 Functional Behavior Assessment Packet 
 General Information on Learning Disabilities 
 RtI - Response to Intervention 
 MTSS - Multi-Tiered Systems of Support 
 Inclusion 

o List of Top Special Education Websites for Educators and Parents 
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February 11th, 2016 
 
Via US Mail and Email 
Rusty Gordon, Director 
Butte County Special Education Local Plan 
1870 Bird Street 
Oroville, CA 95965 
 
RE: Notice of Intent to Become Independent LEA for the Purposes of Providing Special 
Education 
 
Dear Mr. Gordon, 
I am writing on behalf of Children’s Community Charter School regarding the responsibility 
for the provision of special education services. Consistent with Education Code sections 
47641, 56195.3 and 56207, this letter serves as notice that Children’s Community Charter 
School intends to become an independent local agency (LEA) in the 2017-2018 school 
year, for the purposes of providing special education to its students. 
Children’s Community Charter School is currently exploring options with SELPA’s, 
including but not limited to the Butte County SELPA. The charter school will follow all 
necessary procedures to ensure that it remains a member of the Butte County SELPA, or 
another SELPA, prior to the commencement of the 2017-2018 school year. 
If you have any questions regarding this letter, or require any additional information from 
CCCS, please contact me at (530) 877-2227. 
Sincerely, 
 
Lori Gaines 
Children’s Community Charter School 
6830 Pentz Rd. 
Paradise, CA 95969 
(530)877-2227 ext. 204 
Fax: (530)872-1396 
CCCS ** 6830 Pentz Road ** Paradise, CA 95969 ** (530) 877-2227 
  



81  Children’s Community Charter School LEA Petition Presented to Butte County Special Education Local Plan Area Governance Council 
 CCCS is a Kindergarten-8th grade public charter school committed to providing high quality, authentic, project-based, Common Core and STEAM centered education to the families of the Paradise/Magalia area. One of the pillars of our approach is our partnership between staff and parents.  This approach, which stresses exploration and hands-on learning coupled with parent and community support, has resulted in a school culture with elevated academic, social, and professional expectations.  In addition, CCCS has a student study team and referral process in place to ensure that each student is supported for success academically as well as socially and emotionally. As an independent charter school, we have contracted special education services through Paradise Unified School District, and we are now ready for independence in this area. Our service model has been developed in congruence with  our Charter’s  philosophy,  vision, and values; and will meet or exceed all standards set forth by Special Education law and SELPA policies. 
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I. APPLICATION REQUIREMENTS AND ASSURANCES 
 1. As an LEA member of Butte County SELPA, Children’s Community Charter School (CCCS)  will assure that all eligible individuals with disabilities to age 22 shall have access to appropriate special educations programs and services. 2. CCCS will hire certificated employees who are appropriately credentialed to serve in his/her assignments, or will apply for appropriate waivers from the CDE if/when necessary. 3. CCCS will provide the necessary staff required to meet state and federal mandates. CCCS will ensure service providers and classified staff are properly credentialed and highly qualified. 4. CCCS shall comply with all requirements of Butte County SELPA’s local plan. A full continuum of special education programs and related services shall be provided by CCCS via direct services or contracted services, as required by an eligible student’s Individualized Education Program (IEP). 5. CCCS will utilize all required Butte County SELPA forms. 6. CCCS will provide all required CASEMIS and other SELPA required information/data including SEIS and Maintenance of Effort (MOE) data required by the Federal Government. CCCS will participate in Special Education Self-Review. 7. CCCS will provide transportation as indicated in students’ IEP’s.  8. CCCS will hold sole legal and financial responsibility to provide appropriate services to eligible students and will provide search and serve to identify students who may qualify for and may require special education and related services.  9. Once deemed an ELA, CCCS will contribute to participate in and receive the reimbursement from all SELPA fiscal pools and participate in any charge backs in the same manner as the other members. CCCS will receive state and federal funding for special education in accordance with SELPA Special Education Funding Allocation Plan. For the purpose of AB 602 funding, LEA charter schools will receive funding as designated by the SELPA. 10. Once deemed an LEA, CCCS will be responsible for all costs incurred in the provision of special education services to students enrolled in the charter school. These costs may include, but are not limited to; instruction, related services, transportation, non-public school/agency placements, due process proceedings, complaints and attorney’s fees. 11. Once deemed an LEA, CCCS will document that all state and federal special education funds apportioned to the charter school are used for the sole purpose of providing special education instruction and/or related services for students with eligible disabilities.  
 Under this agreement, CCCS is responsible for ensuring special education services are provided to all students enrolled at CCCS regardless of their district or county of residence. A district or county, in which a student physically resides, is not responsible for special education services as long as the student is enrolled at CCCS. 
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II. APPLICATION REQUIREMENTS 
 
 

Date:  June 10, 2016 
 
Applicant Charter School: Children’s Community Charter School 
 
Address: 6830 Pentz Road, Paradise, Ca 95969 
 
Phone: (530) 877-2227 
 
Fax: (530) 872-1396 
 
School Principal/Superintendent: Emily Mullins 
 
Email: emullins@paradisecccs.org 
 
Special Programs Coordinator: Lori Gaines 
 
Email: lgaines@paradisecccs.org 
 

Current Authorizing Agency: Paradise Unified School District 
 
 

Children’s Community Charter School hereby requests the Butte County SELPA  consider 
our request to become a Local Education Agency (LEA) of the BCOE SELPA effective, 
July 1, 2017.  
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III. GENERAL EDUCATION MODIFICATION PROCESS 
 Established in 1996, Children’s Community Charter School has become one of the leading K-8 schools in Northern California and statewide. CCCS was originally founded as a partnership between staff and parents. The current academic program, one that stresses exploration and hands-on learning, coupled with parent participation, has resulted in a school culture with elevated academic, social, and professional expectations. Our stakeholder family of students, staff, parents, and community supporters has allowed CCCS to achieve sustainability and continuity. Our mission is to inspire lifelong learning through a rigorous academic program that challenges each student in order to inspire his or her personal best. To meet these challenges, CCCS believes: 1. Each student learns best through a safe, nurturing, positive environment created through a strong partnership between staff, parents,  and community. 2. Each student is held to clearly articulated, highly academic/appropriate standards; with all staff and parents providing the means for unwavering support. 3. Staff and students are engaged in a reflective and collaborative environment which focuses on desired academic, social, and emotional outcomes. 
 Student choice in our middle school grades is another central tenet to CCCS’s philosophy of individualized, hands-on learning. All students grades 6-8 choose two electives per trimester. In their 6th grade year, students take a “study skills” class to better prepare them for life as a middle school student. All electives are designed to offer student choice within the elective, project-based, activity based, interactive, collaborative, and promote self-confidence through choice and involvement. All students have the opportunity to shine within their given elective choices and are encouraged to challenge themselves and grow emotionally and socially, as well as academically.  
 Schoolwide, our students are formally assessed throughout the year, based on their grade level. We administer the MAP (Measure of Academic Progress) twice a year to students grades 2-8 in Reading, Language Use, and Math. We are able to analyze the data we gather from year to year and measure growth - or need for intervention. Additionally, our students grades K-8 are assessed in reading using Rigby: Intervention by Design (a Scientific Researched based program).  The Rigby program protocols measure for fluency, comprehension, and accuracy. CCCS also uses the Basic Phonics and Spelling Test (BPST) to identify which developmental stage of spelling/decoding our students are functioning.  CBM fluency assessments are administered to students in grades 1-5 three times of year in order to identify students who need extra support in reading fluency. Currently, and subject to change as needed, our math diagnostics/interventions are based on our state adopted math curriculum, Go Math! In addition, our teachers use a web based, research based, intervention program titled, Moby Max. (This program incorporates all subject areas as well as math; writing, reading, language, vocabulary, science, test prep, etc.). Our students who qualify (as determined through a Student Study Team meeting) receive the tier 3 Intervention program, the Barton System for Reading and Spelling. Finally, CCCS teachers use anecdotal notes taken while observing students during the work periods as another assessment tool. These notes are integral during the SST process.  
 Our SST (Student Study Team) process is a general education function that is composed of the SST Coordinator, our Principal, the student’s teacher(s), the parent(s), any support staff as 



85 needed, and the student when appropriate. The primary function of the SST is to identify, discuss, and recommend any interventions/action items to address the needs of the student and to support the teacher in meeting the identified needs. Anyone who has a concern for a student may refer the student to the SST for consideration. As the success of every student is of primary concern to CCCS, students who are identified by their teacher(s) or families as needing extra support or services; whether they be academic, social, emotional, or other challenges, a referral for an SST meeting can be made.  The initial SST meeting agenda includes the following: 
• Team members introduce themselves and their roles. 
• The purpose of the meeting is stated and the process is explained.  
• All team members share the strengths and interests of the student. 
• Areas of concerns are described, listed, and categorized as either primarily academic or behavioral in nature.  
• Team members brainstorm potential modifications and strategies. 
• Intervention strategies are chosen and recorded, including who is responsible, a timeline for implementation, and how often data will be collected.  
• A follow-up date is set for the next meeting for the purpose of reviewing the success and/or further need for the interventions or action items taken.  At the follow-up SST, the plan’s effectiveness is reviewed. This includes reviewing data, report of progress monitoring, notes from the team members, and analyzing assessment data when appropriate. If the identified strategies/interventions were unsuccessful, the plan may be modified to include more intensified, individualized interventions. If all appropriate school-based interventions have been exhausted, the student may be referred for an assessment for special education services. (See Appendix Section 3 for examples of SST forms used at CCCS).   

 
IV. Provisions of Special Education Services 

 Children’s Community Charter School will provide a continuum of special education services including; child find, referral, assessment, Individualized Education Plan (IEP) process and delivery of services. 
 
Continuum of services: CCCS recognizes its responsibility to offer a full continuum of services to all students with special needs whom are enrolled. The continuum of placements that CCCS will provide, or contract to provide, are based on individual need and may include: modified instruction in regular education classes, placement in a resource specialist program (mild/moderate program), and Designated Instructional including speech therapy, occupational therapy, adaptive physical education, behavioral therapy, low incidence services, etc. As an LEA, CCCS will provide the placement appropriate to meet each child’s needs, even if that means providing and funding a more restrictive setting, such as a nonpublic school or residential placement. 
 
Child Find: CCCS fully complies with Education Code § 56300, 56301, and 56040, in our efforts to search for, assess, identify, and serve any pupils with disabilities who are in need of special education and related services. CCCS’s enrollment forms help staff identify students with disabilities requiring special services and promptly provide the appropriate services by including a section for parents to 



86 indicate any previous assessments for the purposes of identifying their student for special education; or a current or previous IEP or previous section 504 Accommodation Plan. CCCS staff will assist parent/guardians in completing all required forms and answer any questions or need for clarification they may need. More information concerning implementation  of IEP’s for enrolled students is provided later in this application. CCCS will include information regarding special education and Section 504 plans in its student/parent handbook. Additionally, CCCS has a 3 tiered Response to Intervention approach with a Lead Intervention teacher who tracks progress, analyzes data, and manages intervention aides. This ensures that students needing assistance are identified as soon as the data indicates. Currently we are serving 95 students at tier 1 (42% of enrollment), we are serving 78 students at tier 2 (35% of enrollment), and serving 19 students at tier 3 enrollment (8% of enrollment).    Student in kindergarten through eighth grade are assessed, at minimum, at the beginning of the year, in the spring, and at the end of the year, utilizing the assessments described below. Students are identified as At or Above Grade Level, Pre-SST/Supported with modifications (Tier 1), SST/Intervention (Tier 2), or Intensive Intervention (potential students with disabilities needing special education services (Tier 3).  Kindergarten students are assessed in letter and sound identification, phonics knowledge using the Basic Phonics Skills Test (BPST), benchmark text assessments (beginning with pre-reading skills), number identification, and oral counting and quantity discrimination. First graders, or other students who are pre-readers or emergent readers ares also assessed using the BPST, as well as the Rigby Leveled Reading Program. At the beginning of each school year, all students are given grade  level benchmark book assessments to determine baseline scores.  Additionally, in grades 2-8, students are assessed using the MAP (Measure of Academic Progress) at the beginning of the year then again in the spring to determine growth, and possibly need for intervention. The MAP assesses Reading, Language Usage (addresses writing component), and Math.  Students scoring between the 75th and 100th percentile are identified as At or Above Grade Level with the goal of at least one grade-level progress and advancement to the next grade level by year’s end. Students who fall below the 75th percentile will be reviewed for possible referral to begin with Tier 1 with Support and Modifications process. Interventions and modifications are put into place in regular education classrooms for students who score below the 75th percentile expected grade level performance upon review of assessment data. These students are considered Pre- SST/Support with Modifications. If a student does not respond to interventions or attempts to modify the curriculum within 6-8 weeks, a referral to the SST process is made. Students who score below the 25th percentile are referred to Intensive Intervention through the SST process. These students are identified as potentially needing special education services. The maximum amount of intervention support is given and data is collected weekly by the Intervention Lead Teacher and regular education teachers to be reviewed during the SST process. If students functioning at this level do not show improvement in 6 to 16 weeks, depending on the severity of the deficit, a referral for special education assessment is made. 
 
Referral: SST’s are formed for students at Tier 1 who are not responding to research-based interventions and methodologies administered in the general education environment and/or small group setting. They are also formed for students who are referred for special education assessments by parents/legal guardians, teachers, community members or organizations.  



87 The SST members review the student’s progress with Tier 2 interventions through assessments, outcome data collected from interventions including, but not limited to: Barton, SIPPS, Go Math, Read Naturally, Rigby, etc. Also, data is collected from assessments on letter identification, BPST outcomes, developmental spelling assessments, benchmark book assessments, and teachers’ anecdotal notes regarding student response to modifications and interventions. The team will determine the effectiveness of the interventions received by the student , and make further recommendations. Before a student can be referred for special education assessment, interventions must be implemented for an appropriate amount of time based on student need and outcomes reviewed by the SST team. In general, CCCS recommends students have received at least two different intervention cycles (12-16 weeks) before the student is referred for special education assessment. If the SST team determines the student is not making progress after the recommended interventions have been implemented, the SST team will refer the student for an initial evaluation to identify any possible disability and potential eligibility for special education services. However, CCCS understands that a parent may request an assessment for special education at any time. 
 
Initial and Triennial Assessments: When students require an initial evaluation to determine if they meet eligibility requirements to receive special education services, the school will generate a referral for special education and monitor all legal timelines. A proposed assessment plan will be developed within 15 calendar days of referral for assessment offering testing and explaining the instruments to be used in all areas of suspected disabilities. The LEA Director will coordinate qualified personnel to provide the required testing using a variety of assessment tools and strategies to gather the relative cognitive, functional, developmental, communication, social, emotional, behavioral, and academic information to determine whether the student qualifies for special education and related services. Within the 60 day timeline, CCCS will complete the assessment and will schedule an IEP team meeting to determine eligibility, and, for eligible students, develop an offer of free and appropriate public education (FAPE). Prior to the meeting, CCCS will will generally distribute written assessment reports to the parents/legal guardians, generate an IEP meeting notice including Prior Written Notice when applicable. CCCS will develop and facilitate the IEP meeting and distribute copies of the IEP to the appropriate personnel.  At least once every three years, a student must be reassessed to determine continued eligibility to receive continued special education services and related supports. CCCS will adhere to the 60 day timeline for initial  and triennials reviews and will maintain a database to ensure that all evaluations are held within these mandated timelines. CCCS understands that a legally compliant triennial is not a file review of data collected in past assessments, but includes reports in current data collected from all appropriate assessments used to determine a student’s continued eligibility for an IEP. 
 
English Language Learner Special Education Students: Generally, before a student  with second language needs is referred for special education, CCCS will determine their level of English proficiency according to the California English Language Development Test (CELDT) or the English Language Proficiency Assessment for California (ELPAC), to ensure their acquisition of language skill is not the reason for lower academic performance. The student will receive interventions according to CCCS’s 3 Tier system to support language acquisition and academic development. If the student is referred for a special education assessment, personnel fluent in the student’s native language and familiar with their native culture will 



88 participate during the SST process, referral process, assessment, and identification to determine the student’s eligibility to receive special education services.  
 
Individualized Education Program Process: CCCS understands that the decisions regarding eligibility, goals/objectives, program, services, placement, and exit from special education shall be the decision of the IEP team. The IEP team is comprised of the parent/legal guardians, appointed representatives;  not less than one general education teacher; at least one special education teacher  of the pupil, or if appropriate at least one special education provider of the pupil; an administrative representative who meets the requirements of 20 U.S.C. § 1414(d)(1)(B)(iv) and Education Code § 56341: at the discretion of the parent or CCCS, other individuals who have knowledge of or special expertise regarding the child, including related services personnel as appropriate; an individual who can interpret the instructional implications of evaluation results (when necessary); and whenever appropriate the student.  An IEP will convene within 60 calendar days from the date of parent consent to an assessment to determine whether a student is/remains eligible for special education and related services. For initial and triennial IEP’s, CCCS will ensure the IEP will consist of the student’s parents/legal guardians/appointed representatives, school psychologist, any other individual qualified to interpret assessment results for the student (e.g., occupational therapist), general education teacher, special education teacher, health related personnel, school administrator, any community/agency who may interact with the student, any other assessor, and the student when appropriate. If the IEP team determines the students meets the criteria for one or more of the categories of disabilities and requires special education and related services as a result of his/her disability or disabilities, the IEP team will develop an IEP as explained below.  The IEP will include all required components and will be written on BCOE SELPA forms. Each IEP will include the following: 
 1. A statement of the student’s present levels of academic achievement and functional performance. 2. The rationale of placement decisions. 3. The services the student will receive and the means for delivering those services. 4. A description of when services will begin, how often the student will receive them, who will provide them, and where they will be delivered.  5. Measurable annual goals and short term objectives focusing on the student’s current level of performance. 6. A description of how the student’s progress toward meeting the annual goals will be measured and monitored, and when reports will be provided. 7. Accommodations necessary to measure the academic growth and functional performance of the student on state and district assessments.  
 A copy of the IEP will be given to the parent/legal guardian/appointed representative in accordance with state laws and SELPA policies. The LEA Director for CCCS or appropriate case manager for the student will facilitate IEP meetings, and along with special education personnel, ensure parents understand their Procedural Safeguards and due process rights. Parents will receive a copy of the Procedural Safeguards at least annually. The IEP team will review the student’s IEP periodically, but not less than annually. 
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Students Enrolling with an Existing IEP: When a student with an IEP transfers to CCCS, he/she will be provided with an interim special education placement providing the services or comparable services in his/her IEP. A new IEP will be written on the corresponding BCOE SELPA forms within 30 days to ensure it is appropriate for the new school setting and will be revised as necessary by the IEP team. 
 
Transition: Eighth grade students enrolled at CCCS moving into high school the following year, will have their transition needs addressed by inviting staff from the high school the student will attend to the IEP meeting.The IEP will document the proposed high school classes and interventions on the IEP document. CCCS will comply with all laws and SELPA policies governing assessment for and development of an individual transition plan to high school.  
 
Delivery of Services: CCCS will contract for, or hire qualified staff who possess the appropriate special education credential(s) to provide special education services as described in a student’s IEP. We will directly employ a special education teacher/director and will contract for other services such as school psychologist, and other related necessary  services. CCCS may contract with, but not limited to,  qualified providers such as BCOE SELPA Regional Services, or the Butte County Office of Education. 
 

V. STUDENT ASSESSMENT FOR SPECIAL EDUCATION 
 When students require an initial evaluation to determine if they meet eligibility requirements to receive special education services, CCCS will generate a referral for special education assessment and monitor all legal timelines.  A proposed assessment plan shall be developed by the Special Programs Coordinator and/or the school psychologist within 15 calendar of days of referral for assessment offering testing and explaining the instruments to be used in all areas of the suspected area of disability.  The parent or legal guardian will have at least 15 calendar days from receipt of the proposed assessment plan to make a decision.  
 The Special Programs Coordinator and/or the school psychologist will coordinate qualified personnel to provide the required testing using a variety of assessment tools and strategies to gather relevant functional, developmental, and academic information to determine whether the student qualifies for special education and/or related services.  Assessments will be a multidisciplinary effort and will involve multiple persons including classroom teachers, the principal, the school nurse, the speech and language specialist, the special education teacher, the school psychologist, and sometimes specialists such as OT, PT, and APE. The Special Programs Coordinator and/or school psychologist will coordinate the assessments and the report. CCCS will comply with all state, federal, and BCOE SELPA requirements for assessment, including but not limited to the following, which appear on pages 19-23 of the BCOE SELPA Procedural Manual: 

• To ensure that the evaluation is sufficiently comprehensive to identify all of the child’s special education and related service needs, whether or not commonly linked to the disability category in which the child has been classified including social and emotional status. 
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• Use a variety of assessment tools and strategies to gather relevant functional, developmental and academic information about the child, including information provided by the parent . 
• Use technically sound instruments that may assess the relative contribution of cognitive and behavioral factors, in addition to physical or developmental factors. 
• Use assessment tools and strategies that provide relevant information that directly assists persons in determining the educational needs of the child.  
• Testing and assessment materials and procedures used for the purposes of assessment and placement of individuals with exceptional needs are selected and administered so as not to be racially, culturally, or sexually discriminatory.  The materials and procedures shall be provided in the pupil’s native language or mode of communication, unless it is not feasible to do so.  
• No single measure or assessment is used as the sole criterion for determining whether a pupil is an individual with exceptional needs or determining an appropriate educational program for the pupil. 
• The pupil is assessed in all areas related to the suspected disability including, if appropriate, health and development, vision, including low vision, hearing, motor abilities, language function, general intelligence, academic performance, communicative status, self-help, orientation and mobility skills, career and vocational abilities and interests and social and emotional status. 
• Ensure that assessments of individuals with exceptional needs who transfer from one district to another district within the same year are coordinated with the individual’s prior and subsequent schools, as necessary and as expeditiously as possible, to ensure prompt completion of the full assessment. 

 CCCS will endeavor to ensure that parents are provided with reports prior to the IEP meeting. All assessors involved with the child will be invited to attend. 
 
Special Programs Coordinator/Ed Specialist   CCCS will directly employ a Special Programs Coordinator who is classified as “Certificated Management” and will oversee all special education related services and student needs. All SEIS data will be managed by the Coordinator. This person will also be the Ed Specialist, holding the appropriate special education credentials, and will serve as the RSP teacher providing Specialized Academic Instruction, and administer achievement tests and/or gather existing achievement data as part of the assessment process. 
 
School Psychologist  CCCS will contract with a school psychologist with the appropriate credentials to complete assessments and final reports.  The school psychologist will conduct psychological assessments for students referred for special education. S/he may assist the Special Programs Coordinator/Ed Specialist by administering achievement tests when necessary.  
 
Speech and Language Specialist  CCCS will contract with a Speech and Language Specialist who will hold the appropriate credentials to perform all screenings, direct services to students and assessments for students referred for articulation or language disabilities. 
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School Nurse   CCCS will contract with a school nurse who holds a school nurse credential and appropriate qualifications to conduct  hearing, vision, and other medical assessments, as needed. 
 
Adaptive Physical Education Teacher   CCCS with work with a SELPA regional provider for an adaptive physical education teacher who will hold appropriate credentials to administer needed physical education assessments. 
 
Occupational Therapist   CCCS will utilize a SELPA regional provider for an occupational therapist who will hold the appropriate credentials to administer needed occupational therapy assessments. 
 
Physical Therapist   CCCS will contract with a private physical therapist who will hold appropriate credentials to administer educationally necessary physical therapy assessments. 
 
CBO  CCCS’s Chief Business Officer will provide CASEMIS reporting. 
 

VI. Continuum of Services 
 As an LEA, CCCS will provide a continuum of special education and related services by hiring our own staff or the school  may enter into contracts with Butte County of Education or utilize SELPA regional programs. Below is a list of services and how they will be provided. 
 
Ed Specialist Program Services: CCCS‘s Ed Specialist Program will be managed by our Special Programs Coordinator who also holds mild/moderate and moderate/severe credentials; as well as an MA in Education: Special Education Pathway, to be completed by spring 2017.  This person will serve in a “certificated management” position as well as a full time teaching position. This person will administer academic achievement tests as part of the initial (or when warranted, triennial) assessment process. She will write all measurable goals and objectives based on the student’s identified areas of academic need, and provide support to teachers as outlined in the student’s IEP. She will also monitor student progress toward meeting IEP goals (reporting this achievement to parents as frequently as their grade level counterparts.) She will be responsible for ensuring all accommodations and modifications are implemented as outlined on a student’s IEP. Depending on the student’s specific needs, the Ed Specialist/Special Programs Coordinator will oversee small group or one-on-one instruction that will be provided either inside or outside the general education classroom. This instruction will enable students to complete the classroom work required and make progress on their goals. The Ed Specialist/Special Programs Coordinator will work closely with the general education teachers, providing consultation and/or collaboration as needed.  
 
School Psychologist:  If warranted by a student’s IEP, the contracted school psychologist will provide behavioral services for students with behavior impeding learning, such as behavior consultation with staff and parents., functional behavioral assessments prior to developing positive behavioral interventions and supports, Behavior Intervention Plans (BIP),  and Behavior Intervention Case Manager services for students with “serious” behavior.  Counseling services will be directed by a student’s IEP and may include individual, small 



92 group or whole direct service to address such issues as social skill development, self-regulation, or problem solving. In conjunction with the Ed SPecialist/Special Programs Coordinator, the school psychologist will manage the Universal Screening Process at CCCS, administer diagnostic CBM’s, assist with progress monitoring, and help with administering academic achievement tests when necessary. 
 
 
Designated Instruction and Services (DIS): 
Language, Speech, and Hearing - CCCS plans to contract with Butte County Office of Education SELPA or another regional provider for an appropriately credentialed language, speech, and hearing (LSH) therapist to perform all screenings, assessments, and services for students referred/identified for articulation, hearing, or language issues. If necessary, CCCS may use SELPA regional programs, a Non-Public Agency, a private provider, or hire a credentialed language, speech, and hearing therapist as a school employee. This individual will case manage speech-only IEP’s and deliver services based upon goals (and objectives, when appropriate) delineated in a  student’s IEP. 
 
Adaptive Physical Education - CCCS will work with a SELPA regional provider for adaptive physical education services. If necessary or appropriate, the school may hire an adaptive physical education specialist to work as an employee of the school. Adaptive physical education services will be provided by an appropriately credentialed teacher. 
 
School Nurse - CCCS will contract with a school nurse who holds a school nurse credential and the appropriate qualifications to conduct hearing, vision and other medical assessments, as needed. 
 
Occupational/Physical Therapy - Students who require occupational therapy will be referred to a Butte County SELPA regional provider for assessment and possible services as part of his/her IEP as outlined in the SELPA Local Plan.  
 
Transportation - CCCS will contract with local providers for transportation for students who require this service in their IEP. 
 
Program Specialist Service - In the event that CCCS is not able to directly provide special education and related services to students needing regional services, the school psychologist and/or the Special Programs Coordinator, if appropriate,  will refer the student to a a SELPA program specialist for placement 
 
Non-Severe Special Day Class - CCCS will make all attempts to serve students with disabilities in the regular education setting with RSP pull-up services when needed. If it is determined through the IEP process that  a student needs additional support and he/she would benefit from a more restrictive setting, such as a Non Severe Special Day Program in a separate classroom, CCCS will have the school psychologist contact Paradise Unified School District. If PUSD is unable to assist CCCS in finding an appropriate placement, CCCS will maintain responsibility for finding an appropriate placement. 
 
Regional Services: 
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Deaf and Hard of Hearing/Vision Impaired - For students who require deaf and hard of hearing services or vision impaired services, as determined in their IEP, CCCS will attempt to provide adaptations and modifications for students at the school site. The school may hire/contract with specialists who employ the appropriate credentials to provide direct services. When necessary, the school psychologist and/or the Special Programs Coordinator will work with the SELPA program specialist to refer students to regional programs. 
 
Severely Handicapped Programs - For Severely Handicapped Programs, including Severe Special Day Class for students with severe physical, medical, emotional disturbance and/or significant developmental delays requiring intensive services, the CCCS school psychologist and/or the Special Programs Coordinator will work with the SELPA program specialist to refer students to a Severely Handicapped Regional Program. CCCS will assume the responsibility for referring and paying associated costs for appropriate services. 
 It is understood that prior to requesting a regional placement in a program provided by another member LEA of the Butte County SELPA, the request will be reviewed by the SELPA’s program specialist. Every effort will be made to accommodate the student’s needs at CCCS prior to placing him/her in another educational setting. When a change of placement is warranted, an IEP will be convened, and include the school psychologist, Special Programs Coordinator/Ed Specialist,  guardians, and representatives from the receiving agency/program.  CCCS will be responsible for the proportionate share of costs through the SELPA bill back process. 
 
Full Inclusion - CCCS is committed to providing the Least Restrictive Environment for students.  To the maximum extent appropriate, students with disabilities will be educated with students who are not disabled.  Special Day Class or the removal of a student with disabilities from the general education environment occurs only when the nature of the severity of the disability of the student is such that education in general classes with the use of supplemental aids and services cannot be achieved satisfactorily. CCCS will work with parents to determine appropriate placements for their children with disabilities. 
 

VII. Student Accountability and Discipline Policies 
 Children’s Community Charter School  maintains  comprehensive student discipline  policies. Discipline, suspension, and expulsion policies are printed and distributed as part of the school’s parent, student, and teacher handbook. This handbook describes the school’s expectations regarding school rules, attendance, substance abuse, violence, safety, and dress code. Each student and his/her parent or guardian are required to verify that they have reviewed and understand the policies prior to enrollment by signing a statement at the beginning of each school year. All CCCS students, including those with disabilities, are required to comply with these discipline policies. (see Appendix Section 1, “Student and Family Handbook,” for school suspension and expulsion policies and procedures. For school positive reinforcement policy and programs, see Appendix Section 5, “Character Education/Behavior Intervention Program Overviews.”) 
 
Suspension, Expulsion of a Special Education Identified Student: CCCS’s Suspension and Expulsion policies comply with all portions of Education Code § 48918. Identified special education students will not be suspended for more than 20 days total in a school year. It is 



94 the practice of CCCS to develop Behavior Support Plans early when a pattern of misbehavior is noticed in a special education student. It is the policy of the school following two days suspension to convene an IEP meeting to determine if behavioral supports and/or interventions need to be incorporated into the student’s IEP to support improved conduct. When needed, an Assessment Plan will be developed by the school psychologist and Special Programs Coordinator to conduct a Functional Behavior Assessment to assist the team in appropriately modifying a student’s IEP.  
 A Manifestation Determination will be made if CCCS personnel seek to impose a suspension of more than ten (10) school days in a school year that will change the student’s placement, or if school personnel have recommended an expulsion. No identified special education student will be expelled from CCCS without a Manifestation Determination IEP meeting to determine if his/her disability is directly related to the misbehavior identified as the reason for the expulsion and to determine if the IEP was appropriate and fully implemented at the time of the misbehavior. The school psychologist will be involved in all phases of expulsion proceedings, and parent/guardian  and students are assured of their Due Process Rights throughout. In cases where expulsion is recommended following the Manifestation Determination Hearing, CCCS’s Principal/Superintendent will be notified and the item will item will be placed on the next charter school’s Board agenda to review and make recommendations, approval/ or denial. 
 
Students Not Yet Eligible for Special Education Services: A student who has not been identified as an individual with disabilities pursuant to IDEA and who has violated the school’s disciplinary procedures may assert the procedural safeguards granted under this administrative regulation only if the school had knowledge that the student was disabled before the behavior occurred.  
 The School shall be deemed to have knowledge that the student had a disability if one of the following conditions exists:                  1. The parent/guardian has expressed concern in writing to supervisory or administrative personnel, or to a teacher of the student that the student is in need of special education or related services; and 2. The parent/guardian has requested an initial evaluation of the students for special education pursuant to federal law; or 3. The teacher of the student, or other school personnel, has expressed specific concern about a pattern of behavior demonstrated by the student to the school’s Special Programs Coordinator/School Psychologist or supervisory personnel. 
 The School would be deemed not to have knowledge as specified in items #1-3 above if the parent/guardian has not allowed an initial evaluation of the student or has refused services, or if the student has been evaluated and it was determined that the student was not a child with a disability. 
 If it is determined that the School did not have knowledge that the student was disabled prior to taking disciplinary action against the student, then the student shall be disciplined in accordance with procedures established for students without disabilities. 
 



95 If a request for an evaluation of a student is made during the time period in which the student is subject to disciplinary measures, the evaluation shall be conducted in an expedited manner. Until the evaluation is completed, the student shall remain in the educational placement determined by school authorities. 
 
Special Circumstances:  CCCS personnel may consider any unique circumstances on a case-by-case basis when determining whether or not to order change in placement for a child with a disability who violates a code of student conduct. 
 The IEP team may remove a student to an interim alternative educational setting for not more than forty-five (45) school days without regard to whether the behavior is determined to be a manifestation of the student’s disability in cases where a student: a. Carries or possesses a weapon, as defined in 18 USC 930, to or at school, on school premises, or to a school function; b. Knowingly possesses or uses illegal drugs, or sells or solicits the sale of a controlled substance, while at school, on school premises, or at a school function or: c. Has inflicted serious bodily injury, as defined by 20 USC 1415(k)(7)(D), upon a person while at school, on school premises, or at a school function.  
 
Interim Alternative Educational Setting: The student’s interim alternative educational setting shall be determined by the student’s IEP team. 
 
Due Process Appeals: The parent of a child who disagrees with any decision regarding placement, or the manifestation determination, or the School believes that maintaining the current placement of the child is substantially likely to result in injury to the child or to others, may request an expedited due process hearing to the Special Education Unit of Administrative Hearings.  
 

VIII.  Knowledge/Understanding of Special Education Laws and Regulations 
 
Special Programs Coordinator/Ed Specialist Teacher: Lori Gaines holds a multiple subject clear credential, a mild/moderate clear credential, a mod/severe clear credential, and an Ed Specialist clear credential. She has been an educator since 1992; five of those years teaching students with mild to severe special needs. Lori will be completing her Masters in Education: Pathway in Special Education by spring 2017, has her certification in IABA (Institute for Applied Behavior Analysis), she is also an Irlen Syndrom Certified Screener. She has served as SST Coordinator (Student Study Team) for Orland Unified, Teacher in Charge for two and a half years for Orland Unified, Resource Support Person for CCCS for one year, and was Lead Teacher for one year in PBIS training (Positive Behavior Intervention Supports) for Orland Unified. Lori has attended trainings on autism, special education law, behavior “bootcamp,” RTI, Patterns of Strengths and Weaknesses, as well as a 4 day training on PLCs (Professional Learning Communities) in Arizona; among a host of other related trainings and seminars throughout her 23 years as an educator.  Lori has been invited to speak in special education classes at Chico State on three occasions. She served as a Mentor teacher for Chico State’s RTR (Rural Teacher Residency) program for one year in a co-teaching model; as well as one year as a Mentor teacher in the tri-placement program. Lori attends the BCOE SELPA 



96 meetings as well as the LEA Charter Schools Consortium meetings, lead by principal of Achieve Charter School, Casey Taylor. 
 
Lead Intervention Teacher: Megan Neely holds a bilingual multiple subject clear credential and an administrative credential.  She has been an educator since 2002; 9 years of service in administration and 6 years as a teacher.  During Megan’s time in administration she implemented RTI programs at three school sites.  She participated in RTI training and observed a number of RTI programs throughout Butte County and Tehama County.  As a school site administrator she worked closely with the intervention team to oversee the administration of assessments, analyze the data, identify key students needing RTI services and identified targeted area that was to be supported during intervention.  Megan also collaborated with classroom teachers to assist with tier 1 level support.  Megan has been the Intervention lead at CCCS since January 2016.  She works closely with the classroom teachers and intervention team creating intervention groups.  Ongoing collaboration between key stakeholders ensures that students are in the appropriate RTI setting.  Megan also assesses students throughout the year to measure growth and make programmatic changes as needed.  Megan has attended a number of trainings on special education policies, procedures, law and 504s.  Megan has also had the opportunity to participate on the BCOE SELPA Coordinating Council where Butte County education leaders are briefed on changes in laws, policies, and procedures.   
 

Principal/Superintendent: Emily Mullins is the Principal and Superintendent of CCCS. She will work closely with the Special Programs Coordinator/Ed Specialist in ensuring all laws and regulations are followed. Emily is the lead SST (Student Study Team) coordinator and attends all IEP’s as Admin.  Emily has been an educator since 2003, with 9 years of classroom teaching experience in a variety of grade levels and 4 years in administration.  She holds a Clear Multiple Subject teaching credential, Preliminary Administrative Services credential, and a Masters degree in Educational Leadership.  Emily has been trained and certified in Crisis Prevention Intervention (CPI) and has taken special education courses during her tenure at CSU Chico.  As the Principal/Superintendent of CCCS, Emily is responsible for overseeing all aspects of our intervention program.  She works closely with classroom teachers and intervention teachers to provide services to students that are data-driven and research-based.   
 

IX. Required Certification of Assurances 
 Children’s Community Charter School certifies that it: 

• Will meet all applicable requirements of state and federal laws and regulations, including compliance with the Individuals with Disabilities Act (IDEA, 20 USC 1400 et seq.), Section 504 of public Law 93-112, 20 USC 8065(a) and the provisions of the California Education Code, part 30; 
• Will ensure that all individuals with exceptional needs (enrolled at CCCS) shall have access to appropriate special education programs and services; 
• Will assure that no child eligible for special education and related services seeking to enroll in CCCS will be denied nor discouraged from enrollment due to disability or due to the school’s concern about its ability to provide appropriate services; 
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• Will assure that the charter school will fully inform parents of students with disabilities seeking enrollment with CCCS of their rights and educational options available; 
• Will deliver special education and related services to any eligible child enrolled in the charter school; 
• Will expend all state and federal special education funds for the sole purpose of providing special education instruction and/or services to eligible students with disabilities; 
• Will provide assurance that the charter school will adhere to all policies, procedures and requirements of the SELPA local Plan For Special Education; 
• Will utilize SELPA approved forms and documents and will follow all SELPA agreements, policies, and procedures; 
• Will ensure that students will be instructed in a safe environment with no physical barriers to the mobility of the child; 
• Have provided the SELPA with a copy of the charter school’s original petition, as approved by the chartering entity and any subsequently approved amendments to the charter; 
• Will follow all federal and state laws regarding discipline and change of placement of special education students; 
• Understands its legal and financial responsibilities to provide appropriate special education services to eligible students. Financial responsibilities may include, but are not limited to, instruction, related services transportation, nonpublic/agency placements, inter/intra SELPA placements, due process hearing proceedings and attorney fees and; 
• Will not seek defense or indemnification from the SELPA or SELPA members unless liability is the result of acts or omissions of other agencies, their agents or employees, while performing services under an agreement.  

X. Legal and Fiscal Responsibility 
 
Funding:  Currently, CCCS contracts with Paradise Unified School District (PUSD) for special education services. During the 2014-2015 school year, CCCS paid $80,000 for their services. The average rate per ADA in the Butte county SELPA is approximately $420. 
 With saved dollars from ending contracted services with PUSD, AB 602, and Federal dollars as allocated under the SELPA’s funding formula; CCCS, with its projected enrollment of 240+ students would receive approximately $180.800. These additional funds will be utilized to increase the level of services provided to CCCS students with disabilities. 
 CCCS will hold a separate and special contingency reserve that can be used for special education services of at least $50,000. 
 CCCS shall serve as the Local Education Agency (LEA) for special education purposes. Butte SELPA shall allocate funding to CCCS for the provision of special education services in accordance with Assembly Bill (AB) 602 and the SELPA Allocation Funding Plan. The initial funding allocation will be determined by the SELPA policy and will become CCCS’s base rate for funding adjustments in subsequent years.  
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 CCCS, in cooperation with Butte County SELPA, shall document that all state and federal special education funds are used for the sole purposes(s) of providing special education instruction and/or services and supports to identified students with disabilities. Such funds shall be used to supplement and not supplant other sources of federal, state, and local funds apportioned to CCCS. 
 CCCS may access Butte County SEPLA’s funds for low incidents equipment and materials as appropriate and as specified on a student’s IEP, following the existing guidelines developed by within the SELPA. CCCS shall be responsible for inventory, maintenance, and training on the use of the equipment. The equipment shall remain the property of Butte County SELPA. 
 

Maintenance of Effort:  Children’s Community Charter School agrees to maintain quality special education programs and assure funds received are expended in accordance with the applicable provisions of IDEA , 2004, and will supplement, not supplant those funds. The school shall not reduce special education expenditures due to reductions in funding unless there is a decline in student enrollment; retirement of a veteran special education teacher (costing more in salary and benefits than his/her replacement); or the need to eliminate a position because specialized service is no longer required on a student’s IEP. 
 A preliminary operating budget of Children’s Community Charter School’s special education program (income and expenditures) for the 2017-2018 school year is attached to this document (See appendix Section 4 - “Projected Special Education Budget for 2017-2018). 
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SST Meeting Notes: Initial Student:                     Grade:                                                      Date of SST meeting:  Meeting attendees:  
Referred by:             
Student strengths: 
 
Known information/background information: 
 

Concerns: 
 

Current Assessments/Scores:  
 

Content Area Measure Performance 
Level/Score 

Notes/comments

Reading 
Comprehension 

   

Reading Accuracy    

Reading Fluency    

Writing    

Mathematics    

School Wide 
Assessment 

MAP - Measure of Academic Proficiency 
  

State Assessment SBAC- Smarter Balanced Assessment Consortium 
  

 
Other:  
 

Past  interventions: 
 
 
 

Current Tier 2 or 3 interventions: (Read Naturally, Barton, Guided Reading, small group 



106 math, small group writing, Moby Max,  etc. Are these interventions successful?) 
 
 
 
 
 

Learning supports currently being used in the classroom: (ie. read aloud, basic facts chart, color coding, technology, manipulatives, etc.  Tier 1, 2, or 3. Universal, Designated, or Accommodation?  *Are these supports successful?) 
 
 
 
 

Action Plan  (what, who, and when): 
 

Testing Support: (Refer to California Student Accessibility Charts) 
 
Briefly describe student learning needs that might be met with the use of accessibility 
supports: 
 
Universal Supports: 
 

Designated Supports and evidence of need: 
 

Accommodations (IEP or 504 only): (Are these accommodations noted on the IEP or 504?) 
 

 
Follow up 
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Children’s Community Charter School 
Follow-up Student Study Team (SST) Meeting 

 
Student:   Grade:   Date of SST Meeting:  
 
Meeting Attendees:  
 

Original Strengths/Concerns: 
 
 
 

Update/Additional Concerns: 
 
 
 

Current Academic and/or Behavior  Level: 
 
 
 

Review Action Plan: (What worked? What didn’t?) 
 
 
 
 

New Action Plan:    
 
 
 
 

Testing Support: (Refer to California Student Accessibility Charts) 
 
Briefly describe student learning needs that might be met with the use of 
accessibility supports: 
 
Universal Supports: 
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Designated Supports and evidence of need: 

 
 

Accommodations (IEP or 504 only): (Are these accommodations noted on the IEP or 504?) 
 
 

Misc. Notes: 
 
 
 
 

 
Follow up meeting:  
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CCCS: The SST Process 

Step 1 - Referral 

1. Teacher completes Student Study Team Initial Referral form 
(This MUST include a complete cum file check!) 

2. Teacher interviews student’s previous teacher (if student attended CCCS). 
(Does last year’s teacher have the same concerns? What was tried last year?) 

3. Teacher will work with lead intervention teacher to assess current reading level (Rigby, 
BPST, or other appropriate measure) PRIOR to submitting paperwork. 
4. Teacher completes the “Possible Classroom Accommodations” (tier 1) page PRIOR to 
submitting referral. 
5. Teacher turns in COMPLETED Referral Form and tier 1 accommodations page to 
principal. 
6. Principal reviews SST REFERRAL FORM and schedules SST meeting within 2 weeks of 
COMPLETE paperwork being received.   
 
Step 2 – Meeting 

1. SST team meets and completes SST MEETING NOTES.  Notes will include: Student 
strengths, areas of concern, assessment results, health history, testing accommodations 
and/or modifications, all intervention information, and any other pertinent information 
from any of the stakeholders. SST will conclude with a clear, measurable action plan (ex: 
what interventions will the student receive, tier 2 or tier 3, who will teach the intervention, 
what program/model will be used, what kind of data will be collected, how often will data 
be collected, etc. Though, the action plan may reflect the need for further tier 1 intervention 
before moving to tier 2). 

2. DATA COLLECTION SHEETS will be used by lead intervention teacher to track 
interventions and suggest specific actions. 

3. Intervention cycles will be approximately 6 weeks long with pre and post data. 
4. Team will determine the follow up meeting date to review the data collected. 
5. Team consists of parents/guardians, teachers who work with the student, and when 

appropriate, the student. The team may also involve special education staff if the meeting 
is a follow up and tier 3 support (or SPED evaluation) may be suggested. 

 
Step 3 – Follow up meeting 

1. Team reviews the data to determine amount of progress made. 
2. If student is making progress (even if he/she is still below grade level), continue with 

appropriate intervention support(s). 
3. If student is making little to no progress, modify the interventions, with possible movement 

to tier 2 or tier 3 intervention.  
4. Determine follow up meeting date.  If student continues to make little to no progress AFTER the 

2nd follow-up meeting, and the appropriate interventions have taken place, then a referral for special 
education assessment may be recommended. If the team feels providing “School-based” tier 3 
intervention with the special education teacher should be tried prior to assessment, then the student 
will follow the intervention cycle and pre and post data will be collected. If little to progress is made 
in the specialized academic instruction classroom, then a referral for special education assessment 
will be made. 
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Student Study Team: Meeting Norms 
 

It is essential that the families who make the arrangements 
to attend these meetings feel and understand the importance 

of what is being shared. To do so, we must create an 
environment where the importance of our dialogue is valued.  

Please adhere to the following: 
 

All members of the team agree to the following norms, and 
all members agree to politely hold each other accountable for 
adhering to the following norms: 
 

1. If you cannot attend, please write a brief summary of 
what you would add if you were present. 

2. Please be on time and prepared with data or narrative 
pertinent to the meeting/student. 

3. Please do not work on grading or other prep work during 
the meeting; please “be present.” 

4. If you must leave early, please inform the parents at the 
beginning of the meeting. 

 

Thank you for your continued support of students and 
families! Being in partnership with our families is critical in 

any student’s academic, as well as social/emotional, success.  
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Children’s Community Charter School 
 

IEP Meeting Agenda 
1. Introductions 

• Introductions by participants 
• Purpose of the meeting 
• Review of proposed agenda/Adopt proposed agenda 
• Parents Rights 
• Review meeting norms 

o Acknowledge team members as valued participants 
o Demonstrate reciprocal respect 
o Speak in turn 
o Follow the agenda 
o Work together towards consensus 

2. Present Levels of Performance 
o Student strengths 
o Student needs   

3. Eligibility 
o Determination 
o Suggested goals/objectives 
o Adoption of goals 

4. Determine Supports - Accommodations/Modifications 
o Decide upon supports 
o Discuss testing supports/grading modifications/reporting 

5. Determine FAPE (Free and Appropriate Public Education) 
o Review LRE (Least Restrictive Environment) 
o Amount of time outside of general education classroom (RSP) 

6. Questions? Comments? Concerns? 
7. Closing 

• Confirm agreements, signatures 
• Next steps 
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IEP Team Meeting Norms 
 

It is essential that all stakeholders who make the 
arrangements to attend these meetings feel and understand 
the importance of what is being shared. To do so, we must 

create an environment where the importance of our dialogue 
is valued.  

Please adhere to the following: 
 

 

All members of the team agree to the following norms, and 
all members agree to politely hold each other accountable for 
adhering to the following norms: 
 

For teachers and other related service providers:                  
• If you cannot attend, please write a brief summary of 

what you would add if you were present. 
 

• Please be on time and prepared with data or narrative 
 pertinent to the meeting/student. 
 

• Please “be present.” 
 

• If you must leave early, please inform the parents and 
IEP 
 team leader at the beginning of the meeting. 
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Thank you for your continued support of student! Partnership 
is critical in any student’s academic, as well as 

social/emotional, success.  
 
 

Children’s Community Charter School 
6830 Pentz Rd. 

Paradise, CA 
877-2227 

 

Positive Behavior Intervention Plan 
 
Student’s Name:       Grade:  
Student’s DOB:      Date BIP Written:    
 

Description of Target Behavior: (operationally defined, easily observable and 
measurable, includes examples and non-examples) 
 
 

Hypothesis: (developed based on information gathered during observations and 
SST’s) 
 
 

Antecedent Modifications: (what can be done to prevent the occurrence of the 
fast triggers? Describe the modifications in detail) 
 
 

Replacement Behaviors: (what new behavior will be taught or what current 
behavior will be increased that serves the same function as the behavior targeted for 
reduction and allow the student to achieve the same outcome; how will the 
replacement be taught to the student?) 
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Strategies for Reinforcing Replacement Behavior: (what is immediate 
benefit to the student? How will the student be rewarded for engaging in the new or 
emerging behavior in a way that addresses the function of the behavior?) 
 

Strategies for Reducing the Target Behavior: (what will be the response 
should the target behavior occur? This response should not maintain the behavior.) 
 
 
 

 

Crisis Plan: (should the strategies for reducing the target behavior not be effective 
or if the target behavior occurs in a manner that jeopardizes the safety of the 
student or others, how should others respond? Describe in such a way that the 
procedures could be implemented by anyone who reads this crisis plan.) 
 
 
 
 

Data Collection and Monitoring of the Target and Replacement 
Behaviors: (what type of data will be collected, when, and by whom? Once the 
data is collected, how often will the data be monitored and by whom? Based on the 
data, how often will updates be made to the PBIP?) 

Staff Training and Monitoring: (who is responsible for training others to 
implement this PBIP? What is the process for training others to implement this plan? 
How often will staff be observed to ensure they are implementing this plan as written 
- fidelity of implementation? When will this plan be reviewed again?)  
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Children’s Community Charter School 
6830 Pentz Rd. Paradise, CA 

877-2227 
 

Positive Behavior Intervention Plan - Example 
 
Student’s Name: Billy                              Grade: 2 
Student’s DOB:                                       Date BIP Written:  
 

Description of Target Behavior: (operationally defined, easily observable and 
measurable, includes examples and non-examples) 
 
Behavior: Out of seat for more than 5 seconds without permission from 
teacher. 
Examples: running around, rolling around on floor 
Non-examples: Emergency situations such as bathroom/sick 

Hypothesis: (developed based on information gathered during observations 
and SST’s) 
 
When the student is not receiving one on one adult attention, most often in 
the morning and during writing tasks, and when given an 
instruction/directive, the student engages in physical movement defined by 
moving around the classroom, tumbling, doing tricks on the carpet, rolling 
around on the floor, and climbing on objects to get teacher attention. The 
staff members most frequently respond to this behavior by redirecting the 
student or by teaching the student a replacing behavior. This one on one 
response to the behavior may be reinforcing the behavior. Through the 
behavior, the student is attempting to communicate, “I want my teacher’s 
attention.” 

Antecedent Modifications: (what can be done to prevent the occurrence of 
the fast triggers? Describe the modifications in detail) 
 

• The classroom teacher will check in with the student upon his arrival at 
school. This check-in session will be in the form of a several minute 
walk and talk. 

• The classroom teacher will provide quarterly walks for the student at 
8:30  (the check in session), 10:30, 12:30, & 2:30. These walks will 
provide student with non-contingent adult attention.  

• Establish a folder of appropriate “waiting” activities that may include 
academic assignments that are below the student’s academic level i.e. 
easy to complete), word-finds, or other easy academic related 
activities. 
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• Establish a self-monitoring procedure for the student to monitor his 
“waiting” behavior.  

• Remove some of the physical structures in the classroom on which the 
student climbs. 

Replacement Behaviors: (what new behavior will be taught or what current 
behavior will be increased that serves the same function as the behavior 
targeted for reduction and allow the student to achieve the same outcome; 
how will the replacement be taught to the student?) 
 

• The student will be taught to wait for his teacher’s attention. 
Additional baseline data will be taken to determine how long the 
student can work independently without requesting his teacher’s 
attention. After a baseline is established (i.e. the student can work an 
average of 3 minutes without requesting his teacher’s attention), the 
student will be taught to gradually build upon that amount of time by 
doing the following: refer to a folder of appropriate “waiting” activities 
such as brief easy to complete academic tasks, word-finds, drawing 
activities, etc. 

• The student should be taught how to engage in these appropriate 
“waiting” tasks by the teacher and the paraprofessional (or parent 
volunteer). The student should be taught using direct instruction and 
role play. During the teaching process, he should be expected to 
demonstrate that he knows the difference between “waiting” and “not 
waiting” before the plan is implemented in context (class). 

• The student should be taught how to self-monitor his “waiting” 
behavior. He should be placed in view of a clock and at the beginning 
of every day (during the check-in walk), he should be informed of how 
long he will be expected to wait prior to requesting his teacher’s 
attention. In addition, he should have a self-monitoring form on his 
desk that divides the day according to the segments of the “waiting.” 
The form should be set-up in a way that allows the student to mark if 
he has or has not waited the expected amount of time. Before the 
intervention is implemented, he should demonstrate competency in 
being able to use a clock. 

 

Strategies for Reinforcing Replacement Behavior: (what is immediate benefit 
to the student? How will the student be rewarded for engaging in the new or 
emerging behavior in a way that addresses the function of the behavior?) 
 

• The student will be reinforced for “waiting” for the expected amount of 
time. It is recommended that the expected wait-time be increased an 
average of 2-3 minutes every few days, assuming that the student has 
mastered the previous expected wait-time. The student will be 
reinforced by the teacher, paraprofessional, or assigned parent 
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volunteer. This person will reinforce the student with positive praise 
and individualized attention. This person should give very specific 
praise that lasts for a previously determined amount of time (ie. 30 
seconds). It is important that the praise be consistently administered 
over time. To increase the consistency of praise, this designated 
person(s) may have a menu of praise statements that he/she pulls 
from when reinforcing the student. 

• The opportunity to engage in self-regulating strategies may be 
alternated with positive praise as a reinforcer. The self-regulating 
strategies should be predetermined and should be brief (ie. 30 
seconds) and non-distracting. Ideally, these self-regulating strategies 
could be completed at the student’s desk (i.e. stress ball, other 
sensory items). Outside of the scheduled walks (described under 
antecedent modifications above) and these brief self-regulating 
strategies, the student should have very limited or no access to self-
regulating strategies at other times during the day. Limited access to 
self-regulating strategies at other times of the day will increase the 
effectiveness of this reinforcer during the intervention (classroom 
time). 

 

Strategies for Reducing the Target Behavior: (what will be the response 
should the target behavior occur? This response should not maintain the 
behavior.) 
 

• Planned ignoring should be used when the safety of the student and 
his peers is not a concern.  

• When planned ignoring is not decreasing the student’s behavior, the 
team may consider warning the student that continuing to engage in 
the behavior will result in a loss of tangibles, free choice time, etc. Or 
the team may inform the student that if he stops engaging in the 
behavior, sits down and begins engaging in an appropriate behavior 
for a designated amount of time (i.e 3 minutes) he will have the 
opportunity to earn a reinforcer.  

 

Crisis Plan: (should the strategies for reducing the target behavior not be 
effective or if the target behavior occurs in a manner that jeopardizes the 
safety of the student or others, how should others respond? Describe in such 
a way that the procedures could be implemented by anyone who reads this 
crisis plan.) 
 

• The team should continue implementing the previously established 
crisis plan (i.e. remove the student from the classroom or remove the 
teacher from the classroom). 

• If other students are in physical or trauma danger, evacuating the 
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students (with an aid, administrator, another teacher, etc.) and 
leaving the teacher, and other support staff if necessary,  in the 
classroom with the acting out student while parents are contacted and 
student is sent home.  

 

Data Collection and Monitoring of the Target and Replacement Behaviors: 
(what type of data will be collected, when, and by whom? Once the data is 
collected, how often will the data be monitored and by whom? Based on the 
data, how often will updates be made to the PBIP?) 
 

• Initially, baseline data on the student’s “waiting” time should be 
collected by the teacher, aid, or designated volunteer. After baseline 
has been established and the intervention has been implemented, this 
person and the student should monitor the “waiting” time at each 
previously established interval. 

• Data should be reviewed daily and changes to the plan may need to be 
made daily if the data suggests changes are needed. 

 

Staff Training and Monitoring: (who is responsible for training others to 
implement this PBIP? What is the process for training others to implement 
this plan? How often will staff be observed to ensure they are implementing 
this plan as written - fidelity of implementation? When will this plan be 
reviewed again?)  
 

• The special education staff will train the teacher and aid(s) on how to 
teach the student the replacement behaviors, how to establish the 
self-monitoring procedures, and how to reinforce the replacement 
behavior consistently. 

• The team should consult on the plan regularly to determine its 
effectiveness and to discuss any changes that should be made. 
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POLICY, PROCEDURES, AND PARENT RIGHTS REGARDING 
IDENTIFICATION, EVALUATION AND EDUCATION UNDER SECTION 504 

 

 

SECTION 504 POLICY 

The Board of Directors of the Children’s Community Charter School (“CCCS”) recognizes 
the need to identify and evaluate students with disabilities in order to provide them with a 
free, appropriate public education and its legal responsibility to ensure that “no qualified 
person with a disability shall, solely by reason of her or his disability, be excluded from the 
participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity receiving Federal financial assistance.”  This policy and the related 
administrative regulation has been developed to ensure the implementation of Section 504 
of the Rehabilitation Act of 1973 (“Section 504”), and its implementing regulations as 
amended, which pertains to public schools.  The intent is to ensure that all students with 
disabilities, who are eligible under Section 504, are identified and evaluated and have 
access to a free, appropriate public education (“FAPE”). 

Under Section 504, individuals with physical or mental impairments that substantially limit 
one or more major life activities, including learning, are entitled to receive regular or 
special education and/or related aids and services designed to meet their individual needs 
as adequately as the needs of nondisabled students are met.  Major Life Activities include 
functions such as caring for oneself, performing manual tasks, seeing, hearing, eating, 
sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating, and working, as well as the operation of a major 
bodily functions, including functions of the immune system, normal cell growth, digestive, 
bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive 
functions. Students may be disabled and entitled to services under Section 504 even though 
they are not eligible for services pursuant to the Individuals with Disabilities in Education 
Act Improvement Act of 2004 (“IDEIA”).     

The School’s Director of Special Programs, or an Administrative designee shall ensure that 
this policy and set of procedures is implemented and followed.  Whenever there is reason 
to believe that, because of a disability, a student needs regular or special education and/or 
related aids and services (and the student has not been found eligible under IDEIA) that 
student will be evaluated under this policy’s corresponding procedures.   

A Section 504 Team will be convened to determine the student’s need for regular or 
special education and/or related aids and services.  The 504 Team will include persons 
knowledgeable about the Section 504 standards, the student’s individual needs and school 
history, the meaning of evaluation data, and placement options.  The student’s 
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parent/guardian shall be invited to participate in this 504 Team and shall receive notice of 
procedural safeguards guaranteed by law. If CCCS does not assess a student after a parent 
has requested an assessment, the School shall provide notice of the parent’s/guardian’s 
procedural safeguards.  CCCS shall not retaliate in any way against parents/guardians or 
students who exercise any rights under the procedural safeguards and/or Section 504. 

If the student, due to disability, is found to require regular or special education and/or 
related aids and services under Section 504, the Section 504 Team shall develop a 504 plan 
for the provision of such services to the student.  The student shall be educated with 
nondisabled students to the maximum extent appropriate to the student’s individual needs. 
 The student’s parent/guardian shall be provided a copy of the 504 plan and shall receive 
notice of procedural safeguards guaranteed by law.  CCCS shall periodically review the 
student’s progress and placement. 

CCCS will implement this policy through its corresponding procedures. 

SECTION 504 PROCEDURES 

A. Definitions 
 

1. Academic Setting – the regular, educational environment operated by 
CCCS. 

2. Individual with a Disability under Section 504 – An individual who: 
 

a. has a physical or mental impairment that substantially limits one or 
more major life activities; 
b. has a record of such an impairment; or 
c. is regarded as having such an impairment. 

 
3. Evaluation – procedures used to determine whether a student has a 
disability as defined within these Procedures, and the nature and extent of the 
services that the student needs.  The term means procedures used selectively 
with an individual student and does not include basic tests administered to, or 
procedures used with, all students in a school, grade or class. 

 
4. 504 Plan – is a plan developed to identify and document the student’s needs for 
regular or special education and related aids and services for participation in educational 
programs, activities, and school–sponsored events.  
 

5. Free Appropriate Public Education (“FAPE”) – the provision of regular 
or special education and related aids and services that are designed to meet the 
individual needs of persons with disabilities as adequately as the needs of 
persons without disabilities are met. 
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6. Major Life Activities - Functions such as caring for oneself, performing 
manual tasks, seeing, hearing, eating, sleeping, walking, standing, sitting, 
reaching, lifting, bending, speaking, breathing, learning, reading, concentrating, 
thinking, communicating, interacting with others, and working.  A major life 
activity also includes the operation of a major bodily function, including but not 
limited to, functions of the immune system, special sense organs and skin, 
normal cell growth, digestive, genitourinary, bowel, bladder, neurological, 
brain, respiratory, circulatory, endocrine, hemic, lymphatic, musculoskeletal, 
and reproductive functions. 

 

7. Physical or Mental Impairment –  
 

a. Any physiological disorder or condition, cosmetic disfigurement, or 
anatomical loss affecting one or more of the following body systems: 
neurological; musculoskeletal; special sense organs; respiratory; 
including speech organs; cardiovascular; reproductive; digestive; 
genitor-urinary; hemic and lymphatic; skin; and endocrine; or 

 
b. Any mental or psychological disorder, such as mental retardation, 

organic brain syndrome, emotional or mental illness, and specific 
learning disabilities. 

 
8. 504 Coordinator – The Director of Special Programs shall serve as the 

Charter School’s Section 504 Coordinator.  The parents or guardians may 
request a Section 504 due process hearing from, or direct any questions or 
concerns to the Section 504 Coordinator at (530) 877-2227 ext. 204. 

9.  Has a record of such an impairment - means has a history of, or has been 
misclassified as having, a mental or physical impairment that substantially 
limits one or more major life activities. 

 
10.  Is regarded as having an impairment - means  

a. An individual meets the requirement of 'being regarded as having 
such an impairment' if the individual establishes that he or she has 
been subjected to an action prohibited under this Act because of an 
actual or perceived physical or mental impairment whether or not 
the impairment limits or is perceived to limit a major life activity. 

b. Being regarded as having an impairment shall not apply to 
impairments that are transitory and minor. A transitory impairment 
is an impairment with an actual or expected duration of 6 months or 
less. 
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B. Referral, Assessment and Evaluation Procedures 

1. CCCS will evaluate any student who, because of disability, needs or is 
believed to need regular or special education and/or related aids and 
services. 

2. A student may be referred by anyone, including a parent/guardian, teacher, 
other school employee or community agency, for consideration as to 
whether the student qualifies as a student with disabilities under Section 
504.  Requests for evaluation shall be made in writing, and a copy of said 
request will remain in the student’s file regardless of the final 
determination.  This referral should be made to the Section 504 Coordinator 
who will convene a 504 Team.  Any requests made to another CCCS 
employee will be forwarded to the Section 504 Coordinator. 

3. CCCS has the responsibility to ensure that students with disabilities are 
evaluated.  Therefore, it is important that students who are or may be 
disabled are referred to the Section 504 Coordinator so that the assessment 
process is initiated. 

4. The 504 Team convened by the Section 504 Coordinator will be composed 
of the student’s parents/guardians and other persons knowledgeable about 
the student (such as the student’s regular education teachers), the student’s 
school history, the student’s individual needs (such as a person 
knowledgeable about the student’s disabling condition), the meaning of 
evaluation data, the options for placement and services, and the legal 
requirements for least restrictive environment and comparable facilities. 

5. The 504 Team shall promptly consider the referral and determine what 
assessments are needed in all suspected areas of disability to evaluate 
whether the student is a student with a disability under Section 504 and 
what special needs the student may have.  The decision regarding what 
assessments shall be undertaken shall be based on a review of the student’s 
school records (including academic, social and behavioral records), any 
relevant medical records, and the student’s needs.  Students requiring 
assessment shall be provided appropriate assessments administered by 
qualified assessment specialists. 

 
6. The 504 Team will consider the following information in its evaluation of 

the student: 
 

a. Tests and other evaluation materials that have been validated for the 
specific purpose for which they are used and are administered by 
trained personnel; 
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b. Tests and other evaluation materials including those tailored to 
assess specific areas of educational need and not merely those which 
are designed to provide a single general intelligence quotient; and 

c. Tests are selected and administered so as to best ensure that, when a 
test is administered to a student with impaired sensory, manual, or 
speaking skills, the test results accurately reflect the student’s 
aptitude or achievement level or whatever factor the test purports to 
measure, rather than reflecting the student’s impaired sensory, 
manual, or speaking skills (except where those skills are the factors 
that the test purports to measure.) 

7. The evaluation of the student must be sufficient for the 504 Team to 
accurately and completely describe: (a) the nature and extent of the 
disabilities; (b) the student’s special needs; (c) the impact upon the student’s 
education; and (d) what regular or special education and/or related aids and 
services are appropriate to ensure that the student receives a free appropriate 
public education.  All significant factors relating to the learning process for 
that student, including adaptive behavior and cultural and language 
background, must be considered.  The evaluation may include, but is not 
limited to, classroom and playground observation, performance-based 
testing, academic assessment information, and data offered by the student’s 
teachers and parent/guardian. 

 
8. The parents/guardians shall be given an opportunity in advance of 504 
Team meetings to examine assessment results and all other relevant records. 

 
9. If a request for evaluation is denied, the 504 Team shall inform the 

parents/guardians in writing of this decision and of their procedural rights as 
described below. 

 
C. 504 Plan 

1. When a student is identified as disabled within the meaning of Section 504, the 
504 Team shall determine what, if any, services are needed to ensure that the 
student receives a free, appropriate public education (“FAPE”). 

 
2. The 504 Team responsible for making the placement decision shall include 

the parents/guardians and other persons knowledgeable about the child, the 
meaning of the evaluation data, and the placement options. 

3. For each identified disabled student, the 504 Team will develop a 504 Plan 
describing the student’s disability and the regular or special education 
and/or related aids and services needed.  The Plan will specify how the 
special education and/or related aids and services will be provided to the 
disabled student and by whom.  The 504 Plan will also identify the person 
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responsible for ensuring that all the components of the Plan are 
implemented. 

4. The student’s teacher and any other staff who are to provide services to the 
student or who are to make modifications in the classroom for the student 
shall be informed of the services or modifications necessary for the student 
and, if appropriate, provided a copy of the 504 Plan.  A copy of this plan 
shall be kept in the student’s cumulative file in a manner that limits access 
to those persons involved in the 504 process and/or the provision of services 
and modifications. 

5. The disabled student shall be placed in the regular education environment 
unless it is demonstrated that the student’s needs cannot be met in the 
regular education environment with supplementary aids and services.  The 
disabled student shall be educated with students who are not disabled to the 
maximum extent appropriate to his/her individual needs. 

6. The referral, assessment, evaluation and placement process will be 
completed within a reasonable time.  It is generally not reasonable to exceed 
fifty (50) school days in completing this process. 

7. The parents/guardians shall be notified in writing of the final decision 
concerning the student’s identification as a person with disabilities, the 
educational program and services to be provided, if any, and of the Section 
504 procedural safeguards, as described below, including the right to an 
impartial hearing to challenge the decision. 

8. If the 504 Team determines that the student is disabled but that no special 
services are necessary for the student, the 504 Plan shall reflect the 
identification of the student as a disabled person under Section 504 and 
shall state the basis for the decision that no special services are presently 
needed. 

9. The 504 Plan shall include a schedule for annual review of the student’s 
needs, and indicate that this review may occur more frequently at the 
request of the parent/guardian or school staff. 

10. CCCS shall immediately implement a student’s prior 504 Plan, when a 
student enrolls at the Charter School.  Within thirty (30) days of starting 
school, CCCS shall schedule a 504 Team meeting to review the existing 
504 Plan.  CCCS shall request a copy of the prior 504 plan from both the 
prior school and the parent/guardian. 

D. Review of the Student’s Progress 

1. The 504 Team shall monitor the progress of the disabled student and the 
effectiveness of the student’s 504 Plan.  According to the review schedule 
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set out in the student’s 504 Plan, the 504 Team shall annually determine 
whether the services and modifications are appropriate. 

2. A reevaluation of the student’s needs shall be conducted before any 
subsequent significant change in placement. 

E. Procedural Safeguards 

1. Parents/guardians shall be notified in writing of all decisions regarding the 
identification, evaluation or educational placement of students with 
disabilities or suspected disabilities.  Notifications shall include a statement 
of their rights to: 

 
• Examine relevant records 

 
• Have an impartial hearing with an opportunity for participation by the 

parents/guardians and their counsel 
 

• Have the right to file a Uniform Complaint pursuant to school policy 

 
• Seek review in federal court if the parents/guardians disagree with the 

hearing decision. 
 
2. Notifications shall also set forth the procedures for requesting an impartial hearing. 
 Requests shall be made to the following: 

Lori Gaines, - Director of Special Programs 
6830 Pentz Rd., Paradise, Ca. 95969, (530) 877-2227, ext. 2014  

 
Notifications shall also advise that reimbursement for attorney’s fees is 
available only as authorized by law. 

3. The Director of Special Programs or Administrative designee shall maintain 
a list of impartial hearing officers who are qualified and willing to conduct 
Section 504 hearings.  To ensure impartiality, such officers shall not be 
employed by or under contract with CCCS or any district within the Butte 
County Office of Education SELPA, or other local agencies, in any capacity 
other than that of hearing officer and shall not have any professional or 
personal involvement that would affect their impartiality or objectivity in 
the matter. 

4. If a parent/guardian disagrees with the identification, evaluation or 
educational placement of a student with disabilities under Section 504, 
he/she may request a hearing to initiate due process procedures.  The 
parent/guardian shall set forth in writing his/her request for a hearing.  A 
request for hearing should include: 
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• The specific decision or action with which the parent/guardian 
disagrees. 

 
• The changes to the 504 Plan the parent/guardian seeks. 

 
• Any other information the parent/guardian believes is pertinent. 

 
5. Within five (5) calendar days of receiving the parent/guardian’s request for 

a hearing, CCCS may offer the parent/guardian an optional alternative 
dispute resolution process.  However, the timeline for the hearing shall 
remain in effect unless it is extended by mutual written agreement of the 
parent/guardian and the Charter School.  Alternative dispute resolution 
options include: 

 
• Mediation by a neutral third party. 

 
• Review of the 504 Plan by the  designee. 

 
6. Within ten (10) calendar days of receiving the parent/guardian’s request, the 

Director of Special Programs or designee shall select an impartial hearing 
officer.  These 10 days may be extended for good cause or by mutual 
agreement of the parent/guardian and Director.  

 
7. Within thirty-five (35) calendar days of the selection of the hearing officer, 

the due process hearing shall be conducted.  These thirty-five (35) days may 
be extended for good cause or by mutual agreement of the parent/guardian 
and Director. 

 
8. The parent/guardian and the Charter School shall be afforded the rights to: 

 
• Be accompanied and advised by counsel and by individuals with special 

knowledge or training related to the individual needs of students who 
are qualified as disabled under Section 504. 

 
• Present written and oral evidence. 

 
• Question and cross-examine witnesses. 

 
• Receive written findings by the hearing officer. 

 
9. The hearing officer shall issue a written decision within ten (10) calendar 

days of the hearing. 
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10. If desired, either party may seek a review of the hearing officer’s decision 
by a federal court.  The decision shall be implemented unless the decision is 
stayed, modified or overturned by a court. 

 
11.   CCCS shall not retaliate in any way against parents/guardians or students 

who exercise any rights under the procedural safeguards and/or Section 504. 
 

F. Suspension and Expulsion, Special Procedures for Students with Disabilities 

CCCS shall follow the suspension and expulsion policy and procedures as set forth 
in the charter.  A pupil who is qualified for services under Section 504 of the 
Rehabilitation Act of 1973 is subject to the same grounds for disciplinary action, 
including suspension and expulsion, and is accorded the same due process 
procedures applicable to regular education pupils except when federal and state law 
mandates additional or different procedures. CCCS will follow Section 504 and all 
applicable federal and state laws when imposing any form of discipline on a pupil 
identified as an individual with disabilities or for whom the Charter School has a 
basis of knowledge of a suspected disability or who is otherwise qualified for such 
services or protections in according due process to such pupils. The following 
procedures shall be followed when a student with a disability is considered for 
suspension or expulsion.  These procedures will be updated if there is a change in 
the law. 

1. Services During Suspension  

Students suspended for more than ten (10) school days in a school year shall 
continue to receive services so as to enable the student to continue to 
participate in the general education curriculum, although in another setting, 
and to progress toward meeting the goals set out in the child's 504 Plan; and 
receive, as appropriate, a functional behavioral assessment and behavioral 
intervention services and modifications, that are designed to address the 
behavior violation so that it does not recur.  These services may be provided 
in an interim alterative educational setting.   

 

2. Procedural Safeguards/Manifestation Determination  

Within ten (10) school days of a recommendation for expulsion or any 
decision to change the placement of a child with a disability because of a 
violation of a code of student conduct, CCCS, the parent, and relevant 
members of the 504 Team shall review all relevant information in the 
student's file, including the child's 504 Plan, any teacher observations, and 
any relevant information provided by the parents to determine: 

a. If the conduct in question was caused by, or had a direct and 
substantial relationship to, the child's disability; or 
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b. If the conduct in question was the direct result of the local 
educational agency's failure to implement the 504 Plan. 

If CCCS, the parent, and relevant members of the 504 Team determine that 
either of the above is applicable for the child, the conduct shall be 
determined to be a manifestation of the child's disability. 

If CCCS, the parent, and relevant members of the 504 Team make the 
determination that the conduct was a manifestation of the child's disability, 
the 504 Team shall: 

a. Conduct a functional behavioral assessment and implement a behavioral 
intervention plan for such child, provided that CCCS had not conducted such assessment 
prior to such determination before the behavior that resulted in a change in placement; 
 

b. If a behavioral intervention plan has been developed, review the 
behavioral intervention plan if the child already has such a 
behavioral intervention plan, and modify it, as necessary, to 
address the behavior; and 

 
c. Return the child to the placement from which the child was 

removed, unless the parent and CCCS agree to a change of 
placement as part of the modification of the behavioral 
intervention plan. 

If CCCS, the parent, and relevant members of the 504 team determine that 
the behavior was not a manifestation of the student’s disability and that the 
conduct in question was not a result of the failure to implement the 504 
Plan, then CCCS may apply the relevant disciplinary procedures to children 
with disabilities in the same manner and for the same duration as the 
procedures would be applied to students without disabilities.   

3. Appeals  

The parent of a child with a disability under a 504 Plan who disagrees with 
any decision regarding placement, or the manifestation determination, or 
CCCS believes that maintaining the current placement of the child is 
substantially likely to result in injury to the child or to others, may request 
to utilize the appeal process outlined in the Procedural Safeguards section of 
these Procedures. 

When an appeal relating to the placement of the student or the manifestation 
determination has been requested by either the parent or CCCS, the hearing 
officer shall determine whether the student shall remain in the interim 
alternative educational setting pending the decision of the hearing officer or 
until the expiration of the forty-five (45) day time period provided for in an 
interim alternative educational setting, whichever occurs first, unless the 
parent and CCCS agree otherwise. 

4. Special Circumstances  
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CCCS personnel may consider any unique circumstances on a case-by-case 
basis when determining whether to order a change in placement for a child 
with a disability who violates a code of student conduct. 

The Director of Special Programs or Administrative designee may remove a 
student to an interim alternative educational setting for not more than forty-
five (45) days without regard to whether the behavior is determined to be a 
manifestation of the student’s disability in cases where a student: 

a.  Carries or possesses a weapon, as defined in 18 U.S.C. § 
930, to or at school, on school premises, or to or at a school 
function; 

b.  Knowingly possesses or uses illegal drugs, or sells or solicits 
the sale of a controlled substance, while at school, on school 
premises, or at a school function; or  

c.  Has inflicted serious bodily injury, as defined by 20 U.S.C. § 
1415(k)(7)(D), upon a person while at school, on school 
premises, or at a school function.    

6. Interim Alternative Educational Setting 

The student's interim alternative educational setting shall be determined by 
the student's 504 Team.  

7. Procedures for Students Not Yet Eligible for Special Education 
Services  

A student who has not been identified as an individual with disabilities 
pursuant to the IDEIA and who has violated CCCS’s disciplinary 
procedures may assert the procedural safeguards granted under these 
Procedures only if CCCS  had knowledge that the student was disabled 
before the behavior occurred.  

CCCS shall be deemed to have knowledge that the student had a disability 
if one of the following conditions exists: 

a.  The parent/guardian has expressed concern in writing, or 
orally if the parent/guardian does not know how to write or 
has a disability that prevents a written statement, to CCCS 
supervisory or administrative personnel, or to one of the 
child’s teachers, that the student is in need of special 
education or related services.  

b.  The parent has requested an evaluation of the child.  

c.  The child’s teacher, or other CCCS personnel, has expressed 
specific concerns about a pattern of behavior demonstrated 
by the child, directly to the director of special education or to 
other CCCS supervisory personnel.  
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If CCCS knew or should have known the student had a disability under any 
of the three (3) circumstances described above, the student may assert any 
of the protections available to IDEIA-eligible children with disabilities, 
including the right to stay-put.   

If CCCS had no basis for knowledge of the student’s disability, it shall 
proceed with the proposed discipline.  CCCS shall conduct an expedited 
evaluation if requested by the parents; however the student shall remain in 
the education placement determined by CCCS pending the results of the 
evaluation.   

CCCS shall not be deemed to have knowledge of that the student had a 
disability if the parent has not allowed an evaluation, refused services, or if 
the student has been evaluated and determined to not be eligible. 
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PARENT/STUDENT RIGHTS IN IDENTIFICATION, EVALUATION, 
ACCOMMODATION AND PLACEMENT 

(Section 504 of the Rehabilitation Act of 1973) 

The following is a description of the rights granted by federal law to students with 
disabilities.  The intent of the law is to keep you fully informed concerning decisions about 
your child and to inform you of your rights if you disagree with any of these decisions. 
 Please keep this explanation for future reference. 

You have the right to: 

1. Have your child take part in and receive benefits from public education programs 
without discrimination because of his/her disabling condition. 

2. Have CCCS advise you of your rights under federal law. 

3. Receive notice with respect to Section 504 identification, evaluation and/or 
placement of your child. 

4. Have your child receive a free appropriate public education.  This includes the right 
to be educated with nondisabled students to the maximum extent appropriate.  It 
also includes the right to have CCCS make reasonable accommodations to allow 
your child an equal opportunity to participate in school and school-related 
activities. 

5. Have your child educated in facilities and receive services comparable to those 
provided to nondisabled students. 

6. Have your child receive special education and related services if he/she is found to 
be eligible under the Individuals with Disabilities Education Improvement Act 
(IDEIA). 

7. Have an evaluation, educational recommendation, and placement decision 
developed by a team of persons who are knowledgeable of the student, the 
assessment data, and any placement options.  This includes the right to an 
evaluation before the initial placement of the student and before any subsequent 
significant change in placement. 

8. Have your child be given an equal opportunity to participate in nonacademic and 
extracurricular activities offered by CCCS. 
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9. Examine all relevant records relating to decisions regarding your child’s Section 
504 identification, evaluation, educational program, and placement. 

10. Obtain copies of educational records at a reasonable cost unless the fee would 
effectively deny you access to the records. 

11. Obtain a response from CCCS to reasonable requests for explanations and 
interpretations of your child’s records. 

12. Request an amendment of your child’s educational records if there is reasonable 
cause to believe they are inaccurate, misleading or otherwise in violation of the 
privacy rights of your child. If CCCS refuses this request for amendment, the 
School shall notify you within a reasonable time and advise you of your right to an 
impartial hearing. 

13. Request mediation or file a grievance in accordance with CCCS’s Section 504 
mediation grievance and hearing procedures, outline above. 

14. Request an impartial hearing regarding the Section 504 identification, evaluation, 
or placement of your child.  You and the student may take part in the hearing and 
have an attorney represent you. 

15. File a formal complaint pursuant to CCCS’s Uniform Complaint Policy and 
Procedures.  Please ask the Director of Special Programs for a copy of the School’s 
Uniform Complaint Policy and Procedures if you need one. 

16. File a formal complaint with the U.S. Department of Education. 

Office for Civil Rights, U.S. Department of Education 
San Francisco Office 

50 United Nations Plaza 
San Francisco, CA 94102 
(415) 486-5555 PHONE 

(415) 486-5570 FAX 
Email:  OCR.SanFrancisco@ed.gov 

 
 17. Be free from any retaliation from CCCS for exercising any of these rights. 

Please contact Lori Gaines, 504 Coordinator, c/o Children’s Community Charter 
School, 6830 Pentz Rd., Paradise, Ca. 95969 * (530) 877-2227, ext 204, with any 
questions regarding the information contained herein. 
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Section 504 Accommodation Plan 
 
Date:  

Student Name:    Grade:   Birthdate: 
   
Parent/Guardian Name:  

Address: 

Phone Number: 

Date of Eligibility:    Due Date of Annual Review: 

Meeting Attendees: 
 

Specify the mental or physical impairment that substantially limits one or 
more major life activities: 
 

Check the major life activity(ies) that is affected (without mitigating 
measures except for contacts or eyeglasses): 
 

• Writing 
• Walking 
• Concentrating 
• Speaking 
• Breathing 
• Hearing 
• Self-care 
• Attending school 
• Seeing  
• Socializing 
• Learning 
• Communicating 
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• Manual tasks 
• Reading 
• Other: 

 
 
Describe how the disability affects access to learning: 
 
 

Is there a physician’s order for accommodations?  
 
 

• Yes (attach copy) 
• No 

 
 
Is there other documentation showing need for accommodations? 
 
 

• Yes (attach copy) 
• No 

 
 
 
Is this condition 

 
 

• Permanent 
• Temporary 
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Estimate length of time 
accommodation is needed: 

 
Accommodation Responsibility Location 

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

 
 
 
 
 
 

  

SBAC Accommodations: 
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504 Team Members: 
 
Print Name and Title Signature Date 
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