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Navigating the DCD Maze:  Introduction to the Manual 
 

Manual Content and Intended Audience 
 
Manual contents were selected by professionals who work with students with Developmental 
Cognitive Disabilities (DCD), primarily for DCD professionals.  Content was chosen with a goal 
of providing practical tools and resources that would assist DCD professionals in navigating the 
sometimes-labyrinthine complexities of educational programming for students with DCD. 
 
This manual is the direct product of an initiative to provide mentoring resources for teachers who 
are new to low-incidence special education.  (The next section provides greater explanation of this 
initiative.)  Initially the manual was conceived as a “mentor/mentee” manual for professionals who 
work with students with DCD. 
 
As the manual has evolved, however, it became apparent that much of the content has relevance to 
experienced as well as novice teachers.  Additionally, it became apparent that many of the 
resources and tools have relevance beyond just professionals who work with students with DCD.  
Many of the sections, like those on professional roles, due process, data collection and Individual 
Education Plans (IEPs), are relevant for any special educator regardless of disability specialization 
or position (e.g. teachers, therapists/consultants, psychologists).  Others, like the reflection section, 
are as relevant for general educators as they are for DCD professionals. 
 
Manual Availability/Distribution 
The electronic files and printed sections of the manual have been organized into sections based on 
both content and anticipated audience.  Primarily, this manual will be distributed as an electronic 
file.  Users are free to print copies for their own use or to distribute for use by others, as long as 
they do not sell or distribute copies for profit. 
 
Electronic files are posted at:  
http://www.ecsu.k12.mn.us/programsServices/specialEducation/dcdresources.html.  The entire 
manual is posted in 7 PDF files divided by content sections.  Additionally, forms and letters are 
posted in 6 MS Word files, to allow users to modify to accommodate individual preferences 
and/or school district identification. 
 
Minnesota’s Mentoring Programs For Special Educators New To Low Incidence Disability Areas 
In an effort to strengthen Minnesota’s support for educators teaching in the low incidence 
disability areas – Autism Spectrum Disorders, Blind/Visually Impaired, Deaf/Hard of Hearing, 
Deafblind, Developmental Adaptive Physical Education, Developmental Cognitive Disabilities, 
Other Health Impairments, Physical Impairments, and Traumatic Brain Injury – statewide 
mentoring programs for special educators new to these areas began in the 2004 – 2005 school year. 
 
The loss of qualified special education teachers is a significant barrier to ensuring that the federal 
mandate of a free, appropriate public education is provided to all Minnesota students identified for 
special education.  Teachers are particularly vulnerable early in their careers or when making 
major changes in their assignments.  Research suggests that well-designed and well-implemented 
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programs to mentor teachers at such times can provide educators with the kinds of information, 
support, and connections to professional communities that might strengthen the start or 
continuation of their careers. 
 
Schools and districts throughout the state currently run successful mentoring programs, providing 
educators with assistance of a typically generalized nature.  Practitioners in the low incidence 
disability areas can benefit from such opportunities.  They also have, however, very specific and 
unique needs that require the assistance of educators who are experts in their same fields.  These 
might include, for instance, learning how to use highly specialized equipment or adjusting to the 
isolation of working in a low incidence field, particularly in the rural areas of the state.  It is for 
these kinds of needs that Minnesota’s mentoring programs for special educators new to low 
incidence disability areas were designed. 
 
For further information on low incidence disabilities or on low incidence mentoring 
programs, please contact the following Statewide Specialists: 
 
   Autism Spectrum Disorders (ASD)  
  Phil Sievers 651-582-8607  
  phil.sievers@state.mn.us 
 

Blind/Visually Impaired (B/VI)  
  Jean Martin 800-657-3859  
  jean.martin@state.mn.us 
 

Deaf/Hard of Hearing (D/HH)  
  Mary Cashman-Bakken 800-657-3936  
  mary.cashman-bakken@state.mn.us 
 

Deafblind (D/B):      
  Cathy Lyle 612-638-1526  
  cathy.lyle@dbproject.mn.org 
 
   Developmental Adaptive Physical Education: (DAPE)  
  Bruce Suneson 612-638-1538  
  sunesonb7@cs.com 
 

Developmental Cognitive Disabilities:  (DCD) 
  Marcia Holman 612-638-1555  
  mlholman@int287.k12.mn.us 
 

Other Health Impairments:   (OHI) 
  Jean Davis 507-285-8738  
  jedavis@rochester.k12.mn.us 
 

Physical Impairments (PI) & Traumatic Brain Injury (TBI)   
  Deb Williamson 612-638-1532  
  dcwilliamson@int287.k12.mn  
 



 

Navigat ing the DCD Maze 3 

Acknowledgements 
 

While compiling this manual, we pulled together the “best of the best” resources that we were 
aware of and have used over the years.  If we knew the author(s) of the resource, we gave credit 
where credit was due.  It was never the intention to share any resource without giving proper 
credit.  We are asking for your help with any documents that have been included in this manual, as 
it will be an evolving document: a work in progress.  We would anticipate that additional 
resources might be added and, if a document has been shared and not credited, that individuals 
will give us the opportunity to give him/her proper credit for their work.  While the documents 
here provide invaluable information to those in the field, it should not be considered an exhaustive 
collection of the endless possibilities.  Individuals are encouraged to make use of this manual, 
offering additional resources, improving upon the current documents to better meet your 
individual needs, and utilizing any other resources as they become available.  
 
The following individuals are recognized for their outstanding professional work and contributions 
in developing this manual for professionals in the field of Developmental Cognitive Disabilities. 
 
Elaine DeVries, Osseo School District 
Marcia Holman, Statewide DCD Specialist 
Trudy Hunt, Cambridge-Isanti School District 
Lynn Klaber, Mankato School District 
Anna Smith, Bloomington School District 
Patti Wahl, Wayzata School District 
 
Thank you to Judy Wolff and Ingrid Aason-Reed, Metro SPLISE, and Maren McGowan, Andrea 
Jayne, Shuyin Maciel and Stephanie Anderson, Metro ECSU, for assistance in producing this 
manual: reviewing, editing, formatting, and posting. 
 
 
WEB SITES for accessing the Promising Practices For The Identification Of Individuals With 
Developmental Cognitive Disabilities: 
 
www.nesc.k12.mn.us/special_ed/manuals/documents/DCD.pdf     
 Region 3 - North East Service Cooperative 
 
www.ecsu.k12.mn.us   
 Region 11 – Metro Educational Cooperative Service Unit 
 
http://children.state.mn.us/mde/static/001499.pdf  
  Minnesota Department of Education 
 
 
 
 

 



 

Navigat ing the DCD Maze 4 

 
SPECIAL EDUCATION (IDEA) - A SHORT HISTORY 

 

  By Tim Weiss, http://www.parentsinc.org/spedhist.html 
 

For most of our nation’s history, schools were allowed to exclude, and often did exclude, certain children, 
especially those with disabilities.  Since the 1960’s, however, there has been a great deal of federal 
legislation that relates to individuals with disabilities, particularly children and youth. 
 
After World War II, America turned its attention toward improvement of the conditions for people with 
disabilities.  Grassroots parent groups were the driving force behind the legislature that later developed.  
One of the first parent organizations was the American Association on Mental Deficiency (AAMD), who 
held their first annual convention in 1947.  By the early 1950s, a number of national parent groups had 
sprung up, including the United Cerebral Palsy Association, the Muscular Dystrophy Association, and the 
organization now known as The ARC.  A major impact occurred when President John F. Kennedy, whose 
sister, Rosemary, had mental retardation, launched the President’s Panel on Mental Retardation.  Through 
this groundswell of parent support, increasing rights were won for children with disabilities.  The most 
significant progress has been in national legislature that allows children with disabilities to be educated in 
their own schools, rather than being sent to institutions or ignored altogether. 
 
IDEA, the Individuals with Disabilities Education Act, mandates that eligible children with disabilities 
have available to them special education and related services, designed to address their unique educational 
needs.  IDEA, and most especially the provision of special education, has its roots in the past.  The laws, 
from which the present day IDEA started in 1965, focused on educational grant programs that targeted 
student with disabilities.  By 1968, federal funding was made available to schools for the education of 
student with disabilities as “discretionary programs.” 
 
In 1974, Congress enacted the first laws mentioning appropriate education for children with disabilities and 
giving parents the right to examine records kept in the student’s personal file.  This came close to being 
special education, as we know it today.  However, it wasn’t until 1975, that the real special education law 
later renamed the Individuals with Disabilities Education Act (IDEA), was approved. 
 
P.L.*94-142, The Education for All Handicapped Children Act of 1975 mandated a free appropriate 
public education (FAPE) for all children with disabilities, ensured a due process right, an IEP (Individual 
Education Program/Plan), and LRE (Least Restrictive Environment).  As such, it is the core of the federal 
funding for special education.  This law was passed in 1975 and went into effect in October 1977, when the 
regulations were finalized.  State parent training and information centers were authorized under the 1983 
amendments (P.L. 98-199.)  Services for preschoolers and early intervention services for infants were 
added as Part H in 1986 (P.L. 99-457).  In 1990, the law was renamed the Individuals with Disabilities 
Education Act (P.L. 101-476).  This amendment also mandated transition services, defined assistive 
technology, and adds autism and traumatic brain injury to the eligibility list.  The most recent amendments 
are included in the 1997 reauthorization (P.L. 105-17).  These amendments made significant changes to the 
discipline sections and calls for positive behavior intervention to be used when students with disabilities 
exhibit behavior problems. 
 
* Note: 
P.L. stands for Public Law.  The first set of numbers identifies the session of congress during which the law 
was passed.  The second set of numbers identifies what number the law was in the sequence of passage 
during the session.  Thus, P.L. 94-142 was the 142nd public law passed and signed by the president during 
the 94th session of Congress. 
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Cognitive Impairment:  A Historical Perspective 
 

Year 
AAMR 
Manual 

Defining Terms Criteria 
Educational 
Placement 

1800’s  
Feebleminded 

•   Imbecile 
•   Idiot 

• Deficient or deviant 
behaviors 

 

Early 
1900’s 

 

Feebleminded 
•   Imbecile 
•   Moron 
•   Idiot 

• Deficient functioning  

Mid 
1900’s 

 

Mentally Retarded 
•   Educable 
•   Trainable 
•   Custodial 

• Level of deficit and 
dependence on others 

•  Mental tests 

• State hospitals and 
separate/special schools 

1961 Herber 

Mentally Retarded 
•   Borderline 
•   Mild 
•   Moderate 
•   Severe 
•   Profound 

• Delineation of standard 
deviations below the 
norm on IQ tests 

• Minimal focus on the 
concept of adaptive 
behavior 

• State hospitals and 
separate/special schools 

1973 Grossman 

Mentally Retarded 
•   Mild 
•   Moderate 
•   Severe 
•   Profound 

• Delineation of standard 
deviations below the 
norm on IQ tests 

• Minimal focus on the 
concept of adaptive 
behavior  

• State hospitals, 
separate/special schools 

• Some self-contained 
classroom settings on 
regular school campuses 

1977 Grossman 

Mentally Retarded 
•   Mild 
•   Moderate 
•   Severe 
•   Profound 

• Delineation of standard 
deviations below the 
norm on IQ tests 

• Minimal focus on the 
concept of adaptive 
behavior 

• State hospitals, 
separate/special schools 

• Some self-contained 
classroom settings on 
regular school campuses 

1983 Grossman 

Mentally Retarded 
•   Mild 
•   Moderate 
•   Severe 
•   Profound 

• Delineation of standard 
deviations below the 
norm on IQ tests 

• Minimal focus on the 
concept of adaptive 
behavior 

• Early Childhood 
Interventions 

•  Separate/special schools 
phased out 

•  Students moving into 
regular education 

•  Para-professionals being 
used to facilitate inclusion 

1992 Luckasson 

Mentally Retarded 
•   Intermittent Support 
•   Limited Support 
•   Extensive Support 
•   Pervasive Support 

• Removes level of deficit 
from criteria 

• Focus is on the concept 
of levels of support 

• Least Restrictive 
Environment 

• Focus is on education in 
the general classroom, 
with age-appropriate peers 
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Minnesota Eligibility Criteria For 
Developmental Cognitive Disability 

 
Minnesota Rule 
3525.1333 Developmental Cognitive Disability 
 
Subpart 1.  Definition:  “Developmental Cognitive Disability (DCD)” means a condition resulting 
in significantly below average intellectual functioning and concurrent deficits in adaptive behavior 
that adversely affects education performance and requires special education and related services.  
DCD does not include conditions primarily due to a sensory or physical impairment, traumatic 
brain injury, autism spectrum disorders, severe multiple impairments, cultural influences or 
inconsistent educational programming. 
 
Subpart 2.  Criteria.  The team shall determine that a pupil is eligible as having DCD and is in 
need of special education instruction and related services if the pupil meets the criteria in items A 
and B. 
 

A. The pupil demonstrates below average adaptive behavior in school and home, and, 
if appropriate, community environments.  For the purpose of this item, “below 
average” means: 

1. a composite score at or below the 15th percentile on a nationally 
normed, technically adequate measure of adaptive behavior; and 

2. documentation of needs and the level of support required in at least 
four of the seven adaptive behavior domains across multiple 
environments.  Systematic observation and parent input must be 
included as sources to document need and level of support.  All of the 
following adaptive behavior domains must be considered: 
a) daily living and independent living skills; 
b) social and interpersonal skills; 
c) communication skills; 
d) academic skills; 
e) recreation and leisure skills: 
f) community participation skills; and 
g) work and work related skills. 

 
Other sources of documentation may include checklists, classroom or work samples, interviews, 
criterion-referenced measures, educational history, medical history, or pupil self-report. 
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B. The pupil demonstrates significantly below average general intellectual functioning 

that is measured by an individually administered, nationally normed test of 
intellectual ability.  For the purposes of this sub item, “significantly below average 
intellectual functioning” means: 

1. mild-moderate range:  two standard deviations below the mean, plus 
or minus one standard error of measurement; and 

2. severe-profound range:  three standard deviations below the mean, 
plus or minus one standard error of measurement. 

 
Significantly below average general intellectual functioning must be verified through a written 
summary of results from at least two systematic observations with consideration for culturally 
relevant information, medical and educational histories, and one or more of the following:  
supplemental tests of specific abilities, criterion-referenced test, alternative methods of intellectual 
assessment, clinical interviews with parents, including family members, if appropriate, or 
observation and analysis of behavior across multiple environments. 
 
Subpart 3.  (Repealed, 26 SR 657) 
 
STAT AUTH: MS s120.17; L 1999 c 123 s 19, 20 
 
GIST:  16 SR 1543; L 1998 c 397 art 11 s 3; 26 SR 657 
 
(Current as of 1/18/02) 
 
http://www.revisor.leg.state.mn.us/arule/3525/1333.html 
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Mentor/Mentee Roles And Responsibilities 
 
The following ten pages were adapted from materials developed by the U.S. Department of Health 
and Human Services Pharmacist Professional Advisory Committee. Original documents can be 
accessed online at:  http://www.hhs.gov/pharmacy/mentor/tools.html  
 
 
 
 

Guidel ines For A Successful Mentoring Relationship 

 

• BE PROACTIVE - Don't wait for your mentor or mentee to contact you. 

• NEGOTIATE A COMMITMENT - Agree to have regular contact at pre-
defined intervals. 

• ESTABLISH A RAPPORT - Learn as much as you can about one another. 

• BE CONFIDENT - Each of you has something important to offer the other. 

• COMMUNICATE - Share your knowledge and experience openly. 

• BE A GOOD LISTENER - Hear what your mentor or mentee is saying to 
you. 

• BE RESPONSIVE - Act upon what you've planned. 

• BE ACCESSIBLE - Have an open door or open-phone policy. 

• TAKE RESPONSIBILITY-It takes two to have a successful mentoring 
relationship  
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Mentor Roles And Responsibil ities 
 
Each mentoring connection is unique, and therefore, each person comes to the connection with 
his/her own style, values and expectations. One of the most critical things to do as a mentor is to 
try to get the mentee to feel at ease and feel valued. Generally, you can do this by showing 
genuine interest, kindness, appreciation, flexibility, and openness, setting healthy boundaries and 
using good business and social manners. 
 
The following are some guidelines and behaviors that help direct you to develop good leadership 
habits and foster an environment that brings out the best in others. 
 

Mentor Roles 

The roles you assume as a mentor depend on the needs of your mentee and on the relationship you 
have established with your mentee. Sometimes you may be performing in one role, other times 
you may be performing all roles. There are at least ten roles a mentor might assume:    

• Teacher 
• Role Model 
• Guide 
• Counselor 
• Motivator 
• Sponsor 
• Coach 
• Advisor 
• Door Opener  

 

Teacher  

As a teacher, you may need to teach the mentee the skills and knowledge required to perform the 
job successfully. This role requires you to outline the "nuts and bolts" of the position and to share 
your experience as a seasoned professional. To teach the fundamentals of the position, you need to 
first determine what knowledge, skills and abilities are necessary to successfully perform the 
requirements of the position. Once you have identified the requirements required for the position, 
you then need to identify what skills the mentee already has and what needs further development. 
Your focus becomes helping the mentee develop needed knowledge and skills. 
 
Provide examples, when possible, for your mentee to follow. It’s important to answer questions 
raised by your mentee. Keep in mind that you are not required to be the expert on everything. A 
good mentor knows when to direct a mentee to a knowledgeable source. Share your wisdom and 
past mistakes. A mentee can learn from your past trials and can realize that no one is perfect. 
Sharing information is key. Sharing learning experiences, unique or special anecdotes and stories 
are effective, interesting ways to impart valuable learning.
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Role Model 

As a role model, you are a living example of values, ethics, and professionalism. Most mentees, in 
time, imitate their mentors. As the proverb goes, "imitation is the sincerest flattery." Learning by 
example may be your most effective teaching tool.  Your mentee will learn also about you while 
s/he observes how you handle situations or interact with others. Maintaining high standards of 
professionalism, solid work ethics, and a positive attitude will give your mentee an opportunity to 
learn the positive qualities of an experienced professional. 
    

Guide 

As a guide, you help navigate through the inner workings of the organization and decipher the 
"unwritten office rules" for your mentee. This information is usually the nuggets of knowledge 
that one only acquires over time. The inner workings of the organization are simply the "behind 
the scenes" dynamics, or office politics, that are not always apparent, but are crucial to know. The 
"unwritten rules" can include the special procedures your school, classroom or district follow, the 
guidelines that are not always documented and policies under consideration. 
 
As a mentor, it is important that you explain the inner workings and "unwritten rules" to your 
mentee. Brief your mentee on who does what, the critical responsibilities each perform, and the 
personalities involved. One way to do this is by having your mentee review policy and procedural 
manuals and then discussing the rules and regulations contained in the material. 
 

Counselor 

The role of counselor requires you to establish a trusting and open relationship. In order to create a 
trusting relationship, you need to stress confidentiality and show respect for the mentee. This 
means not disclosing personal information that the mentee shares with you. Listen carefully and 
attentively to the mentee by not interrupting while the mentee is talking. In order to establish trust 
and openness, you need to make the mentee feel comfortable. If you mentor long distance, tone of 
voice is especially important.  The following gestures are important to keep in mind for any face-
to-face encounter. 

• Eye contact: use appropriate eye contact. Be sensitive to cultural and communicative 
tendencies as to what is considered appropriate eye contact. For example, in some 
cultures, direct eye contact is considered appropriate during listening and speaking. 
Whereas in other cultures, dropping the eyes or averting the eyes during listening 
shows respect and direct eye contact during speaking is appropriate. If in doubt, ask 
your mentee directly about cultural issues, so you minimize misunderstanding. 

• Gestures: Show approval and enthusiasm by nodding, smiling, or shaking hands. 
• Open body posture: keep an open body posture (arms at sides) and lean slightly 

forward. 
• Appropriate space: consider how space can relate to power. Remove furniture 

barriers. Be respectful of personal space. Many people prefer you stand at least one 
and one half feet from another person, however this varies by culture. 
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The counselor role also encourages a mentee to develop problem-solving skills. A mentee must be 
able to think through problems independently. You can develop a mentee’s problem solving skills 
by advising the mentee to first attempt to solve the problem before seeking assistance. Ask 
questions like, "How would you solve the problem?" or "What do you think some solutions might 
be?" 
 

Motivator  

As a motivator, you may at times need to help your mentee to find inspiration for motivation. 
Motivation is an inner drive that compels a person to succeed. It’s not often you will find an 
unmotivated mentee. Generally most mentees are enthusiastic about their jobs. After all, mentees 
tend to be characterized as highly motivated individuals with a thirst for success. A word of note: 
Mentoring a less motivated person may be more of a challenge and equally necessary in the 
process of unleashing individual potential. 
 
Through encouragement, support, and incentives, you can motivate your mentee to succeed.  
One of the most effective ways to encourage your mentee is to frequently provide positive 
feedback during an assigned task or while the mentee strives toward a goal. Positive feedback is a 
great morale booster and builds self-confidence and self-esteem.  Focus your comments not only 
on positive outcomes, but also on the amount of effort, persistence and/or courage expended.  You 
can also motivate your mentee by showing support. One Way to show support is by making 
yourself available, especially during stressful periods. Make provisions and find time to return 
calls, e-mails, etc. with consistency. 
 
Creating incentives is another way to motivate your mentee. Explore what can be gained by 
completing a task or fine-tuning a skill. 
 

Sponsor 

A sponsor creates opportunities for the mentee: opportunities that may not otherwise be made 
available. The opportunities can relate directly to the job or indirectly to the mentee’s overall 
professional development. The goal of the mentor is to provide as much exposure for the mentee 
as possible with a minimum of risks. Opportunities should be instructing and should not be set up 
for failure. New opportunities increase the visibility of your mentee, but care must be taken in 
selecting these opportunities.  
 

Coach 

At times you may need to perform the role of coach:  help a mentee overcome performance 
difficulties. Before you begin a coaching process, ask yourself: 

• Does the mentee have the capacity to do the job?  
• Is coaching likely to upgrade the mentee’s skills?  
• Is there sufficient time to coach?  

 
Coaching is not an easy skill to perform. Specifically, coaching involves feedback. Mentors need 
to give different kinds of feedback, as the situation demands. 

• Behavior that you want to reinforce requires positive feedback.  
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• Behavior you wish to change requires constructive feedback.  
Both types of feedback are critical to your mentee’s professional growth. 
If you know how to provide feedback to your mentee, you can perform the role of coach  
more easily. There are four factors to consider when providing feedback: 

• Frequency: by giving feedback often, your mentee will have a clear understanding of 
his/her progress. 

• Quality over quantity: by offering quality feedback, your mentee will appreciate the 
feedback more. 

• Specificity: focus the feedback on how, when and why. 
• Direct Observation: limit feedback to what you have read or observed. Do not discuss 

matters you have heard secondhand. 
 
Factors to consider when giving constructive feedback are: 

• Be descriptive about the behavior. 
• Don’t use labels such as "immature" or "unprofessional".  
• Don’t exaggerate.  
• Don’t be judgmental.  
• Phrase the issue as a statement, not a question.  

 
When giving feedback to your mentee, concentrate on the behavior that you would like your 
mentee to do more of, do less of, or continue performing. Avoid giving feedback when: 

• You don’t know much about the circumstances of the behavior  
• The time, place, or circumstances are inappropriate (e.g., in the presence of others).  

 
Advisor  

This role requires you to help the mentee develop professional interests and set realistic career 
goals. It is the mentees responsibility to set goals, however, setting realistic goals as a process 
together is important.  
 
As the old saying goes, "If you don’t know where you’re going, you won’t know how to get 
there." This saying couldn’t be truer for a mentee’s professional development. In the role of 
advisor, help the mentee to consider where s/he wants to go professionally. Without his/her own 
internal sense of professional direction, chances are s/he will end up where you think s/he needs to 
go. Consider the following factors when setting career goals. 

• Specificity. Goals need to be clearly explained, using details about what the mentee wants to 
achieve.  

• Identified time frame. Together plan an overall time frame for goals with interim deadlines 
to ensure that your mentee is moving toward these goals. It’s important not to make goals 
too future oriented. Most goals should be within a three – five year range.  

• Results-oriented. Concentrate on the results of your efforts, not so much on the activities that 
are required to accomplish them. An activity provides a way of reaching the goal, but the end 
result (goal) should not be neglected. 

• Relevance. The goals must be appropriate and in tune with the district/school mission while 
moving the mentee closer to the type of work that s/he finds challenging and enjoyable. 

• Achievable. The goals must be within the mentee’s reach. The mentee needs to feel 
challenged, but not incapable of reaching the goals. Consider the special talents of your 
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mentee and weigh these talents with the requirements of the position for which the mentee 
strives. Strive to discover and foster the right career "fit" for your mentee.  

 
Consider creating several career goals to eliminate the possibility of the mentee feeling trapped. 
However, goals should be limited in number. Avoid setting too many goals at once. Concentrate 
first on setting goals that will help your mentee accomplish what needs to be done. 
 
Keep in mind that set goals need to be flexible enough to accommodate changes in the workplace and 
changes in your mentee’s interests. Goals should not be set so rigid that adjustments cannot be made. 
 
Think of how your mentee will reach his or her goals. There are several career-building 
alternatives you can offer or suggest as a strategy for your mentee. 

• Enrichment: enhancing the skills and responsibilities of the current job.  
• Reassignment: moving to another position with the same or new duties, and how to position 

oneself.  
• Promotion: positioning for a position at a higher level.  

 

Door Opener  

A mentor can play an important role in opening doors of opportunity. This role primarily involves 
helping the mentee establish a network of contacts within the school, district, and/or professional 
organizations. A mentee needs a chance to meet other people to spur professional, as well as, 
social development. As a door opener, you can introduce your mentee to many of your own 
contacts to help build the mentee’s own network structure. 
 
To increase your mentee’s awareness of personal contacts, ask your mentee to consider the 
number of people who s/he knows within the school, district or professional organizations. Your 
mentee may want to consider: 

• With whom do I talk frequently among educators who serve students with DCD?  
• With whom do I socialize?  
• With whom do I discuss my professional problems or concerns?  

As a door opener, you also open doors of information for your mentee by steering the mentee to 
resources that s/he needs to be even more successful. 
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What Mentors Do: 
 
Take the first step to make the mentoring connection.  Take the initiative to invite your mentee 
to meet or discuss topics. 

Be clear about your own needs and limits.  (i.e., time constraints, preferred method of 
communication, best times of the day to be reached, etc.). Set a healthy tone and boundaries from 
the beginning. 

Respect your mentee’s time as much as your own. 

Ask if you can give feedback.  Don’t assume the mentee is ready and willing to hear it. Feedback, 
both positive and negative, is critical to helping others get beyond their "blind spots" and move 
toward their potential. 

Know your own limitations.  No one can possibly fulfill all expectations and know everything. 
Knowing key references, people, and operations helps you to show your mentee how s/he can get 
more information or navigate a situation. A good mentor teaches the mentee "how to fish", s/he 
does not fish for them. 

Encourage goal autonomy.  Your mentee needs to move toward his/her own goals, not your goals. 

Recognize and appreciate effort.  Acknowledge steps taken toward goals or in assistance 
provided to you. 

Invite discussion about differences.  Recognize and work through conflicts with care and respect. 

Maintain a professional role in the mentoring connection, especially in the beginning.  Give 
careful consideration before encouraging a close friendship. 

Respect the confidence and trust of your mentee.  Your mentee will probably share many 
personal ideas and feelings because of your established trust. Breaking this trust can be very 
damaging to your mentee and to your working relationship. Make only positive or neutral 
comments about your mentee to others. If you disagree with your mentee’s values, attitudes, or 
behaviors, discuss your perceptions directly with the mentee. Get help from a neutral party if 
necessary. If a troubling situation does not change, discuss options to end the connection 

Monitor and adjust.  Continually evaluate how well you are meeting the goals and purpose of the 
connection. 

Prepare to end the connection once it has served its purpose.  Discuss openly how and when you 
will be ready to end the connection and how you might, if mutually desired, continue your 
professional relationship outside of the mentor connection. Put positive closure on your work 
together as mentor/mentee.  Keep the door open for your mentee to return in the future. 
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Mentee Roles And Responsibilities 
 
A successful mentoring connection is the responsibility of both the mentor and the mentee. 
Mentoring creates a partnership between two individuals, the mentor and the mentee.  
Relationship complexities result from shifts in the varied roles that each plays. 
 
An ideal mentee is: 

1. Eager to learn 
2. Able and willing to work as a team player 
3. Patient 
4. Willing to take risks 
5. Has a positive attitude 

 

Mentee Roles 

Regulator 

A mentee is the "gauge" to measure how interactive a mentoring connection will be. This means 
that the mentee determines the capacity of the mentoring connection. The mentee decides upon the 
amount of help and guidance s/he needs.  

Apprentice 

The mentee is the student who is willing to learn from the mentor’s knowledge and experience. 
S/he is ambitious to “master the craft.” As a student, the mentee is willing to risk making 
mistakes, recognizing the need to practice and apply what has been learned. 

Emerging Professional 

A mentee is also an emerging professional who should blend mentoring with other professional 
development opportunities, i.e., professional organizations or networks, professional journals, 
conferences, etc.  
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What Mentees Do 
 
Follow.  Generally, allow your mentor to take the lead in the connection, at least initially. Listen 
and respect the opportunities, limitations, and format of the connection s/he is able to provide for 
you.  

Use active listening skills.  Be careful not to interrupt, unless you need to clarify a point and you 
see no opportunity or pause. Take notes when appropriate. Have a purpose for your questions. 

Share your career goals and objectives.  Be prepared to ask for specific guidance and advice on 
your goals, plans and strategic ideas. The more specific you can be, the easier it will be for your 
mentor to help you. 

Take the initiative to ask for feedback.  Feedback, although difficult to hear at times, is critical to 
your personal and professional growth and development. Demonstrate that you are open to hear 
ideas and suggestions to bring out your best and overcome any blind spots. Ask for specific details 
to ensure you understand specific behaviors, etc. 

Tell your mentor how you prefer to get feedback.  Thank your mentor for taking the risk to be 
honest with you. Let him/her know whether you prefer feedback to be delivered directly or 
indirectly, with or without humor, soft or hard, detailed or general.  Avoid defensiveness. 
Remember, if your mentor were not invested in you, he/she would probably not take this risk.  

Consider and respect your mentor’s time as you do your own.   Be thorough, and succinct in your 
explanations, experiences, and comments. Watch for clues that you may be going on too long. 
Return phone calls promptly and be on time with commitments or meetings. If your mentor offers 
a specific time frame of availability, respect his/her wishes. Only extend the time of your contact if 
mutually agreed upon. 

Demonstrate how you have followed advice or commitments for action, even if you have 
modified your plan, pointing out that you used your mentor’s help and sharing the outcome is 
important. 

Express appreciation.  Provide positive feedback, thanks as well as positive comments to him/her 
in front of others. 

Respect your mentor’s confidence and trust.  Make only positive or neutral comments about your 
mentor to others. If you disagree with your mentor’s values, behaviors, or attitudes, discuss it with 
him/her directly. If concerns persist, seek guidance from a neutral party, accept the situation, or act 
to end the connection. 

Assume the mentoring connection will be strictly professional.  This does not mean you cannot be 
yourself, or you cannot be friendly. Let your mentor take the lead in establishing a more friendship 
based connection. Ensure the mentoring connection does not give the appearance of favoritism or 
inappropriate/romantic. 

Prepare to move beyond your mentoring connection, once it has served its purpose. End on a 
positive ground.  Keep the door open to return to your mentor for assistance or advice at a future 
time.  Follow up with your mentor after termination to keep in touch, to share your progress, and 
to continue to express your gratitude.
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School Mentoring Program (Example) 
 
Mentors Roles and Responsibil ities 
 
Mentor:   

Mentors are excellent classroom teachers who, in addition to teaching, agree to support, 
encourage and advise mentees in their day-to-day teaching responsibilities. They serve as 
teachers, counselors, and advocates for their mentees. 

Mentors should:  

• Model excellent teaching. 

• Demonstrate commitment to their own professional development. 

• Have their own positive collegial relationships. 

• Be sensitive to the history/culture of the school/district. 

• Demonstrate awareness of the benefit of mentorship. 

• Exhibit qualities of leadership at the school level. 

• Demonstrate respect for children, colleagues, parents, and district leadership. 

• Understand the context of the new teacher's professional transition. 

• Serve as a role model, promoting effective instruction and professionalism. 

• Establish a relationship based on mutual trust, respect, and collegiality. 

• Be a listener and encourager. 

• Share resources, materials, and expertise. 

Mentors' responsibilities:    

• Participate in mentor training as offered. 

• Familiarize the new teacher with the unique characteristics, policies, and procedures of 
the school district, schools, and programs. 

• Help familiarize the mentee with the current curriculum. 

• Serve as a resource to the new teacher regarding individual student concerns by 
referring them to appropriate personnel. 

• Advise the mentee about effective parent communication. 

• Meet periodically with the mentee to discuss successes, concerns, and problems. 

• Encourage participation in district and building activities. 

• Maintain a log of interactions with mentee. 

• Assist in the evaluation of various aspects of the centering program. 

• Attend meetings with mentors/mentees when offered. 
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Mentee’s Roles and Responsibil ities 
    
Mentee: 

A mentee may be a teacher new to the district, new to the profession, or a teacher with 
prior teaching experience. They have successfully met District hiring standards and are 
qualified professionals. 

Mentees will:    

• Participate in three days of preschool orientation. 

• Attend an additional sixteen hours of professional training provided by the district. 

• Develop, review, and revise professional goals. 

• Work closely with mentors, peers, and/or principals in accomplishing their professional 
development plans.  This may include team planning, observing effective teaching 
strategies, observing exemplary teachers, researching exemplary programs, attending 
staff development opportunities, or other support. 

• Assist in the evaluation of various aspects of the mentor program. 

 

The Mentee program has two tiers:        

 
Teachers with less than three years of teaching experience will: 

• Give input as to a choice of a coaching mentor as defined earlier. 

• Establish a relationship with the mentor based on mutual trust, respect and collegiality. 

• Communicate needs to respective mentor. 

• Meet with the mentor teacher on a regular basis. 

• Make an effort to implement suggestions or recommendations made by the mentor. 

 

Teachers with three or more years of teaching experience will: 

• Choose whether they want a coaching mentor or whether they want to implement their 
own professional development plan with input from the principal/supervisor and 
building mentor. 

• Follow the above guidelines if they choose the coaching mentor plan.  Work with their 
building supervisor, as the district teacher evaluation policy dictates. 
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Mentoring Activity Log 
 
Mentor____________________________  Mentee _____________________________ 
Building/Program ________________________ School Year _____________________ 
 
Date Activity Comments 
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Itinerant DCD Teacher Responsibil ities 
 
Job functions potentially include, but are not limited to, the following duties: 

• Participate in child study and other due process procedures. 

• Complete and report findings of the Evaluation Report (ER) to parents. 

• Develop and implement IEPs, including transition IEPs for pupils with cognitive 
disabilities. 

• Facilitate team meetings and other management duties if duties include case management. 

• Collaborate with staff in developing program components, including transition 
components, to meet student needs. 

• Collaborate with staff in implementing intervention programs for students with 
challenging and interfering behavior. 

• Ensure appropriate structure to meet educational needs of learners. 

• When appropriate, assist administration in arranging and coordinating assignments of 
paraprofessional staff and give direction to the paraprofessional. 

• Serve as liaison between community and school. 

• As appropriate, attend meetings and conferences to increase knowledge of curriculum. 

• Complete and submit required reports as requested by administration. 

• Other duties as assigned. 
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 Classroom Teacher Responsibilities Re:  
Paraprofessional’s Role 

 

• Provide a general schedule for the paraprofessional to follow. 

• Provide a “detailed” schedule as often as required by the student’s needs. 

• Require a paraprofessional substitute folder. 

• Discuss the professional working style of the teacher. 

• Discuss the professional working style of the paraprofessional. 

• Schedule regular daily, weekly, or monthly meeting times, based on the student’s unique 
needs.  Document the discussions of the meetings and write down required action plans. 

• Identify the professional development needs of the paraprofessional.  Encourage on-going 
professional development. 

• Continuously monitor the professional relationship by reviewing the following: 

– The student’s needs based on their Individual Education Plan, English Language 
Learner plan, etc. 

– Make certain the paraprofessional understands the duties they are required to 
perform.  The licensed staff member is responsible for activities they delegate to 
paraprofessionals. 

– The appropriateness of the educational plan/schedule.  Revise when needed. 

– Responsiveness to professional working styles.  Address conflict respectfully. 

– Follow-through on action plans. 

– Implementation of strategies learned through professional development 
opportunities. 

– Communication: Discuss who communicates what (and how) with other 
staff/parents. 

– Remind each other of confidentiality issues. 

– Participate to level of comfort in the performance appraisal process. 
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Teacher Working With Paraprofessionals 
Development Of Competencies 

 
Recent changes in IDEA focusing on the role of paraprofessionals in providing special education 
services have placed a renewed emphasis on understanding the role of paraprofessionals and the 
development of systems for preparing and supporting paraprofessionals in their emerging roles.  
While the role of the paraprofessional is clearly important, it must be defined within the context of 
the changing role of teachers, both in special and regular education. 
 
The following list of competencies are based on data from a focus group study including 
administrators, paraprofessionals and teachers (Wallace, Shin, Bartholomay, & Stahl, 2001) A 
PowerPoint presentation based on these study results, “Competencies for Teachers who Direct the 
Work of Paraprofessionals” is posted online at: 
http://ici2.umn.edu/para/teachers/Supervision/Supdefault.htm. 
 
Directing the work of paraprofessionals includes instructional supervision, guidance, 
collaboration, training support, advocacy, and teamwork and providing feedback.  Study data 
suggested that administrators, paraprofessionals and teachers all consider the following 
competency statements to be important in directing the work of paraprofessionals.  The 
competencies have been divided into the following areas:  communication, instructional support, 
modeling, planning and scheduling, public relations, administration and management, and 
training.  The purpose of these competencies is to provide a list of skills needed to successfully 
direct the work of paraprofessionals.  These can be used to develop training programs for 
individuals who direct paraprofessionals. 
 
Competency Statements 

Communication 

The professional directing the work of paraprofessionals 

• Communicates with paraprofessionals in a clear, receptive and responsive manner. 

• Provides clear daily direction in coordinating plans, schedules, and tasks. 

• Informs and updates paraprofessionals regarding student information, such as assessment 
results, behavioral changes, medications, and other factors that may influence the work of 
the paraprofessional. 

• Provides regular opportunities for staff communication, group discussion, and 
collaboration. 

• Assists paraprofessionals in clarifying their roles and responsibilities to other staff, 
parents, and volunteers. 

 

Instructional Support 

The professional directing the work of paraprofessionals 
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• Provides regular, constructive feedback regarding each paraprofessional’s work 
performance. 

• Encourages the involvement of paraprofessionals in setting goals, and on planning, 
implementing, and evaluating programs and instructional activities. 

• Coordinates collaboration among paraprofessionals and other staff. 

• Efficiently manages resources related to student instruction, such as instructional 
materials, physical space, and personnel. 

• Supports paraprofessionals in using modified instructional plans and materials to 
accommodate the exceptional learning needs of various students. 

• Provides assistance and direction for paraprofessionals who work independently in the 
classroom, and in areas such as job mentoring, community transition support, work-study, 
and transportation. 

Modeling 

The professional directing the work of paraprofessionals 

• Models a caring and respectful manner when interacting with students. 

• Models behavior that is trustworthy, cooperative, and active in school-wide programs. 

• Models respect, patience, and persistence in carrying out educational objectives. 

Planning and Scheduling 

The professional directing the work of paraprofessionals 

• Establishes goals and detailed plans around which activities of paraprofessionals are 
coordinated. 

• Organizes and manages schedules that allow for cooperation, planning, and information 
sharing. 

• Considers the strengths, interests, and needs of paraprofessionals when managing 
schedules. 

• Manages smooth transitions brought on by changes to the daily schedules of 
paraprofessionals. 

• Organizes and provides materials and resources that are necessary to carry out the 
objectives of each paraprofessional activity. 

 

Public Relations 

The professional directing the work of paraprofessionals 

• Informs administrators, teachers, and parents of the responsibilities and roles 
paraprofessionals have in the educational program. 

• Advocates for the paraprofessional regarding training and leave time, modifications in 
responsibility, involvement in decision groups, and other issues. 
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Administration and Management 

The professional directing the work of paraprofessionals 

• Clearly describes the roles and responsibilities of individual paraprofessionals. 

• Maintains regular positive and supportive interaction with paraprofessionals. 

• Contributes to the evaluation of paraprofessional performance with the intent of assisting 
paraprofessional skill improvement. 

• Maintains professionalism through respect, confidentiality, and honoring boundaries. 

• Provides beginning and substitute paraprofessionals with an orientation that results in 
sufficient understanding of the setting, staff, students, and staff roles and responsibilities. 

Training 

The professional directing the work of paraprofessionals 

• Provides on-the-job training opportunities for paraprofessional skill development. 

• Educates paraprofessionals on the legal rights and responsibilities regarding student 
interaction, services, and instructional programming. 

• Advocates for the school and district to offer paraprofessionals basic training in current 
issues and strategies related to teaching students with disabilities. 

 
Hiring and Orienting New Paraprofessionals    

• Participate in interviews and provide input into hiring decisions. 

• If present, participate in building orientation process. 

• Develop and implement team and student orientation processes that may include: 

– Sharing general background information (e.g., explanations of disabilities or 
intervention techniques). 

– Summarizing information on individual students. 

– Identifying another paraprofessional to act as a school guide. 

– Shadowing the special education teacher and paraprofessionals. 

– Coaching new paraprofessionals about individual responsibilities. 

• Provide information to principal about the quality of work during the probationary period. 

Managing Schedules 

• Create a master schedule for all paraprofessionals for the entire school day. 

• Collaborate with other special education teachers to schedule and effectively use 
paraprofessional time to support a variety of students. 

• Provide for paraprofessional breaks and lunch times. 

• As needed, re-adjust the master schedule to provide student coverage when staff is absent 
or positions remain unfilled. 
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Directing the Implementation of Student Programs 

• Clearly convey the learning priorities and intended outcomes for individual students. 

• Share relevant and timely student information on a “need to know” basis. 

• Provide ongoing direction about how to adjust the level of student support depending on 
the task, student needs, and the learning environment. 

• Provide adapted materials for use with students in general education classrooms. 

• Provide guidelines for “on-the-spot” adaptations of classroom materials and decision-
making. 

• Routinely check-in and informally monitor paraprofessionals’ work with students. 

Providing Ongoing Paraprofessional Development 

• Coordinate and provide school-based, job-embedded development. 

• Develop the paraprofessionals’ skills to work with several students in a variety of learning 
environments. 

• Promote paraprofessionals’ attendance at district-level sessions. 

• Provide background material about student disabilities. 

• Assist with annual paraprofessional evaluations. 

Facilitating a High Level of Communication 

• Meet regularly with the paraprofessionals. 

• Be available for “on-the-fly” consultations about students throughout the school day. 

• Provide ways for paraprofessionals to share their feedback about student performance 
while respecting student privacy and confidentiality. 

• As needed, be involved in conflict resolution. 

• Seek out administrative involvement with specific paraprofessional concerns. 
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Strategies For Being An Effective Paraprofessional 
 

You are about to begin a commitment that can reward you with a high degree of accomplishment.  
If you approach this commitment with seriousness of purpose and intelligence both you and your 
students will benefit immensely. 
 

1. In general, the less work you do for the student the better.  Although it is quicker, easier 
and less frustrating for a paraprofessional to do a problem or an assignment, doing so 
would be of little permanent help to the student.  Instead, help him/her learn how to do 
his/her own work. Your goal is to promote student independence at whatever level s/he is 
capable. 
 
A good paraprofessional will spend most of the time ASKING QUESTIONS, 
LISTENING, WRITING, AND HELPING THE STUDENT TO THINK FOR 
HIM/HERSELF. 
 
When you supply an answer, be sure your student understands how you arrived at it.  If 
you are not sure s/he does, test your student with a similar example. 

 
2. Once you feel your work is going well, don’t be guilty of under-expectation. If you expect 

little from your student, s/he will produce little.  Let him/her know you have high 
expectations for him/her.  With this encouragement, s/he may come to have the same high 
expectation for him/herself. 

 
3. To the extent possible, be creative and imaginative in your methods.  Look for ways to 

motivate your student. Actively involve him/her in the activity. 
 

4. Many of your questions about the student’s difficulties and solutions to them may be 
answered by a visit or call to his/her teacher.  Teachers are grateful for your work and they 
can be most helpful. 

 
5. Be sensitive to the existence of emotional or psychological problems that may be affecting 

the performance of the young person.  However, it is not your responsibility to handle 
these problems.  Bring them to the attention of the student’s case manager or the school 
principal.  ASK FOR HELP! 

 
6. AVOID ASSUMING THE ROLE AND RESPONSIBILITIES OF THE TEACHERS 

AND PARENTS.  Your job is to help these people, not replace them. 
 

7. Always be on time.  If you are late, the student may begin to doubt your commitment. 
 

8. Be open to helping the student with his/her special needs.  Providing assistance in lifting, 
toileting or feeding may be a very important part of your student’s day and your job. 

 
9. Be patient.  Progress may seem slow, but with time you will notice gain.  Gains may be 

slower for students with severe and/or multiple impairments. 
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Caution: 
The goal of the paraprofessional is to help other people toward greater independence.  It is not 
difficult, in trying to help others, to do more harm than good.  Offering help in patronizing or 
condescending ways can create or compound  feelings of inadequacy. 
 
To promote a sense of self-efficacy rather than inadequacy, the following approaches that have 
proven valuable. 

1. Relate to your student as an equal.  Do this in a sense that you and s/he are human beings 
with problems and a future to face.  Think of working with your student in partnership, 
rather than talking at him/her.  The essence of a relationship of partnership is the practice 
of truthfulness. 

 
2. Don’t expect your student to show appreciation for your efforts before you have 

established a partnership.  One paraprofessional destroyed the relationship he had 
developed with a student by repeating on two occasions, “Here I am driving ten miles 
every day to help you out of your difficulties and you have not even finished your 
homework for me.” 

 
3. Empathy is an important quality.  Have enough understanding of your student and 

knowledge of his/her background and possible cultural differences so that you accept 
him/her, rather than reject him/her because s/he is not what you think s/he should be. 

 
4. Be sensitive in communicating with your student.  More than anything, this means being a 

careful listener. 
 

5. Do not be quick to judge.  Many students have lived a life of finding themselves judged 
according to stereotypes of character, ability, and intelligence.  Avoid perpetuating this 
pattern! 

 
6. Many of the characteristics, which make your student different from you, are what make 

him/her an individual.  Viewed this way, differences often appear as strengths.  Your 
student has experienced things you have not and has knowledge you do not.  Respect the 
student for these things and do not belittle him/her for things that s/he does not know or 
skills s/he does not possess. 

 
7. Set the same standards of effort for your student as you would set for other students his/her 

age.  Do not adopt the attitude, “Well s/he did as well as could be expected.”  Avoid 
lowering standards out of a feeling that they are unattainable.  Do not allow your student to 
just “get by.” 

 
8. Allow your student to be as independent as possible.  Avoid helping the student too much. 
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Additional Professional Issues 
 

Health Risk & Management 
Every district is required to provide training to staff (teachers and paraprofessionals) in the area of 
health risks and management.  This information can be provided through numerous channels, e.g. 
school nurse, health and safety supervisor, on-line training modules, etc.  Check with your 
building administrator as to your district’s training opportunities. 
 
Depending on district policy, training may include, but is not limited to, the following: 

1. Blood Borne Pathogens 
2. First Aid 
3. Cardio-Pulmonary Resuscitation (CPR) 
4. Non-Violent Crisis Interventions (NCI): aka Crisis Prevention Intervention (CPI) 

 
 
Confidentiality 
Confidentiality is the most critical and important aspect of your job.  With respect to data privacy, 
it is your legal responsibility to observe both the rights of individuals with disabilities and the 
parent. 
 
Always ask yourself:  

- What information would you want discussed with others regarding your child? 
- What would you like said about yourself as a parent? 
- What would you like said about your family, your values, your lifestyle? 

 
What information is confidential? 

- Results of formal and informal assessments. 
- Performance levels and progress. 
- Program goals and objectives. 
- Social and behavioral actions. 
- Information about family relationships and other personal matters. 

 
Other Pointers: 

- Avoid using names if you are asked about your job. 
- Suggest that questions about a student are best directed to the special education teacher. 
- DO NOT share students’ names or information during staff meetings, conferences, or 

informal conversations. 
- Information regarding specific students and programs should not be shared in 

lunchrooms, staff rooms, office areas, out in the community, and/or any other setting. 
- When conferencing or writing information regarding a student or family that contains 

confidential information, be aware of those around you who may be within hearing 
distance.  Look for a more private place within the school building. 

- No matter who asks you a question about a student, if you don’t want to answer or are 
unsure whether you should answer, DON’T.  You can do this gently and politely. 
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Also important to remember: 
For consistency of program as well as confidentiality, it is very important that paraprofessionals 
support teacher’s techniques, materials, and methods, especially in the presence of students, 
parents, and other paraprofessionals.  Questions/concerns should be directed to the specific teacher 
privately. 
 
 Classification of Data: 

• Public Data:  Information often printed and shared in directories, i.e. personnel 
data/information on compensation, assignment, and discipline; student data/information 
such as weight, height, etc. and is often published in the paper. 

• Private Data:  Information directly related to the student, gathered and kept in an 
educational record.  Accessible to students, parents, and school staff on “need to know” 
basis, i.e. identifying data, academic courses completed, level of achievement, test scores, 
health data, special education placement, and program information. 

• Confidential Data:  Information NOT accessible to the public, parents, or student, i.e. 
records from other agencies deemed confidential and not placed in the student’s records or 
reports pertaining to neglect and/or physical and/or sexual abuse, investigative data, etc.  
When this information is placed in the student’s cumulative file, it becomes private data. 

• Desk Drawer Exception:  Information on a student that is kept by the teacher and never 
shared can be kept for no longer than one year. 

 
Record of Inspection: 
Log sheets are used to document, by whom and why the records have been inspected. 
Important Information to Remember: 

• Unless the court orders otherwise, both parents have full right of access.  A signed release 
is required to share information with stepparents. 

• Discuss students in private and only with staff directly involved in the student’s program. 
• A parent’s right to information is limited to their child only. 
• Always and only discuss students in private, and never in their presence. 
• Keep student information under lock and key. 
• A signed “release” form is needed to share information with outside agencies. 
• A subpoena is not enough to provide information.  A court order is required. 

 
When is Parental Consent not Required for Disclosure? 
 
Parental consent is not required when the disclosure is: 

• to school officials or a teacher within the district who have a “need to know”. 
• to a school or post-secondary institution where the student plans to enroll. 
• to authorized government officials. 
• in connection with financial aid. 
• to organizations conducting studies on behalf of educational agencies. 
• to accreditation organizations. 
• to the parents of dependent students. 
• in compliance with judicial orders. 
• in an emergency health situation. 
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• to administrators of immunization programs, i.e. school nurses. 
 
Collection, Storage, Usage, and Dissemination of Information: 

• Private and confidential data should be collected and used only for purpose intended. 
• District shall establish data collection procedures. 
• Districts must review data privacy policy annually and notify parents and students of their 

rights. 
• Parents and students have the right to inspect educational records. 
• With parental requests to inspect, districts have five (5) days to comply. 
• Parents may request the district to explain a record. 
• Districts must provide copies of records when requested in writing. 
• Parents may use a representative to inspect the records. 
• Both parents have full right of access, unless a court orders otherwise. 
• Districts may charge a reasonable fee for copies, unless cost prevents parents/students from 

exercising their right to inspect. 
• Data privacy rights transfer to students at age 18. 

 
Consequences for Breach of Privacy: 

• The employee is guilty of a misdemeanor and is subject to criminal prosecution. 
• A violation is automatically just cause for discipline of the employee. 
• The grieving party (-ies) may recover significant damages plus any expenses and 

attorney’s fees. 
 
NOTE:  The most common violation of the Data Privacy Act is the unlawful disclosure of 
information. 
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Standards-Based Teacher Evaluation 
Name _______________________________________________  Date: _________________  

Employment Status:  Probationary:  ____1st year   ____2nd year   ____3rd year       
 Continuing Teacher: ____ 

Score 
Standard 

1 2 3 4 N/A 

Standard 1 Subject Matter: 
A teacher understands the central concepts, tools of inquiry, and structures of the 
disciplines taught, and is able to create learning experiences that make these aspects 
of subject matter meaningful for students.  

     

Standard 2 Student Learning: 
A teacher understands how students learn and develop and provides learning 
opportunities that support a student's intellectual, social, and personal development.  

     

Standard 3 Diverse Learners: 
A teacher understands how students differ in their approaches to learning and 
creates instructional opportunities that are adapted to students with diverse 
backgrounds and exceptionalities. 

     

Standard 4 Instructional Strategies: 
A teacher understands and uses a variety of instructional strategies to encourage 
student development of critical thinking, problem solving, and performance skills. 

     

Standard 5 Learning Environment: 
A teacher is able to use an understanding of individual and group motivation and  
behavior to create learning environments that encourage positive social interaction, 
active engagement in learning, and self-motivation.  

     

Standard 6 Communication: 
A teacher is able to use knowledge of effective verbal, nonverbal, and media 
communication techniques to foster active inquiry, collaboration, and supportive 
interaction in the classroom.  

     

Standard 7 Planning Instruction: 
A teacher is able to plan and manage instruction based upon knowledge of subject 
matter, students, the community, and curriculum goals.  

     

Standard 8  Assessment: 
A teacher understands and is able to use formal and informal assessment strategies 
to evaluate and ensure the continuous intellectual, social, and physical development 
of the student.  

     

Standard 9 Reflection and Professional Development:  
A teacher is a reflective practitioner who continually evaluates the effects of 
choices and actions on others, including students, parents, and other professionals 
in the learning community, and who seeks out opportunities for professional 
growth.  

     

Standard 10 Collaboration, Ethics and Relationships:  
A teacher is able to communicate and interact with parents or guardians, families, 
school colleagues, and the community to support student learning and well being.  
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Probationary Teacher Observation/Evaluation Schedule    
Standards  

YEAR Evaluation  
Period* 

Minimum of 3 formal 
observations and evaluation 

completed by: 1 2 3 4 5 6 7 8 9 10 

MiMiMiMinimum Acceptablenimum Acceptablenimum Acceptablenimum Acceptable    
Rating on ALLRating on ALLRating on ALLRating on ALL    

Evaluated for PeriodEvaluated for PeriodEvaluated for PeriodEvaluated for Period 

1 December 1    XXXX    XXXX     Set 
goal    2 

2 February 1    XXXX    XXXX     XXXX     Set 
goal 

Set 
goal 2 

1st
 Y

ea
r 

Pr
ob

at
io

n 

3 April 1  Set 
goal  XXXX    XXXX     XXXX    Set 

goal XXXX    XXXX    2 

1 December 1  XXXX    Set 
goal XXXX    XXXX    Set 

goal XXXX    XXXX    XXXX    XXXX    2 

2 February 1 Set 
goal XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    2 

2nd
 Y

ea
r 

Pr
ob

at
io

n 

3 April 1 XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    XXXX    2 

1 December 1 Concentrate on standards needing specific focus 2 

2 February 1 Concentrate on standards needing specific focus 2 

3rd
 Y

ea
r 

 
Pr

ob
at

io
n 

1 April 1 Concentrate on standards needing specific focus 2 

 
Additional data may be gathered from the following – but is NOT to be used in lieu of formal observations: 

• Observations of non-teaching events (IEP meetings, parent conferences, department meetings. 
• Artifacts such as lesson plans, portfolios, study guides, etc., could also provide information.   



Rubics for Standards Evaluation Rating 
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Standard One:  Subject Matter 
 

Level 4   

 In understanding subject matter, the teacher... 
• Demonstrates extensive knowledge of the central concepts and common 

misconceptions that can influence a student's learning. 
• Consistently applies tools of inquiry to present the material from multiple 

perspectives. 
• Effectively creates meaningful learning experiences that connect disciplinary 

knowledge to other subjects or everyday life. 

Level 3  

 In understanding subject matter, the teacher... 
• Demonstrates good knowledge of the central concepts and common misconceptions 

that can influence a student's learning. 
• Frequently applies tools of inquiry to present the material from multiple 

perspectives. 
• Creates meaningful learning experiences that connect disciplinary knowledge to 

other subjects or everyday life. 

Level 2  

 In understanding subject matter, the teacher... 
• Demonstrates basic knowledge of the central concepts and common misconceptions 

that can influence a student's learning. 
• Is able to apply tools of inquiry to present the material from multiple perspectives. 
• Is developing meaningful learning experiences that connect disciplinary knowledge 

to other subjects or everyday life. 

Level 1:  Unsatisfactory  

 In understanding subject matter, the teacher... 
• Demonstrates superficial knowledge of the central concepts and common 

misconceptions that can influence a student's learning. 
• Demonstrates some ability to apply tools of inquiry to present the material from 

multiple perspectives. 
• Struggles to create meaningful learning experiences that connect disciplinary 

knowledge to other subjects or everyday life. 
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Standard Two:  Student Learning  
 

Level 4 

 In understanding student learning, the teacher... 
• Demonstrates extensive knowledge about how students learn and develop 

intellectually, socially, and personally.  Continually use a student's strength as a basis 
for growth. 

• Consistently provides supportive learning opportunities that encourage students to 
assume responsibility for their own education. 

• Effectively uses a student's thinking and experiences as a resource in providing 
opportunities for active learning. 

Level 3   

 In understanding student learning, the teacher… 
• Demonstrates good knowledge about how students learn and develop intellectually, 

socially and personally and occasionally use a student's strength as a basis for 
growth. 

• Frequently provides supportive learning opportunities that encourage students to 
assume responsibility for their own education. 

• Uses a student's thinking and experiences as a resource in providing opportunities for 
active learning. 

Level 2  

 In understanding student learning, the teacher... 
• Demonstrates basic knowledge about how students learn and develop intellectually, 

socially and personally and uses a student's strength as a basis for growth. 
• Has demonstrated the ability to provide supportive learning opportunities that 

encourage students to assume responsibility for their own education. 
• Is developing the ability to use a student's thinking and experiences as a resource in 

providing opportunities for active learning. 

Level 1:  Unsatisfactory  

 In understanding student learning, the teacher... 
• Demonstrates superficial knowledge about how students learn and develop 

intellectually, socially and personally. 
• Struggles to provide supportive learning opportunities that encourage students to 

assume responsibility for their own education. 
• Rarely uses a student's thinking and experiences as a resource in providing 

opportunities for active learning. 
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Standard Three: Diverse Learners 
 

Level 4 

 In understanding diverse learners, the teacher... 
• Demonstrates extensive knowledge on how students differ in approaches to learning 

and recognizes that a student's learning is influenced by their individual differences 
and experiences. 

• Effectively creates instructional opportunities that are adapted to diverse 
backgrounds and exceptionalities. 

• Consistently sees that all students should learn at the highest possible level and 
persists in helping all students achieve success. 

Level 3  

 In understanding diverse learners, the teacher... 
• Demonstrates good knowledge on how students differ in approaches to learning and 

recognizes that a student's learning is influenced by their individual differences and 
experiences. 

• Creates instructional opportunities that are adapted to diverse backgrounds and 
exceptionalities. 

• Frequently sees that all students should learn at the highest possible level and persists 
in helping all students achieve success. 

Level 2  

 In understanding diverse learners, the teacher... 
• Demonstrates basic knowledge on how students differ in approaches to learning and 

has the ability to recognize that a student's learning is influenced by their individual 
differences and experiences. 

• Has the ability to create instructional opportunities that are adapted to diverse 
backgrounds and exceptionalities. 

• Sees that all students should learn at the highest possible level and tries to help 
students achieve success. 

Level 1:  Unsatisfactory 

 In understanding diverse learners, the teacher... 
• Demonstrates superficial knowledge on how students differ in approaches to learning 

and rarely recognizes that a student's learning is influenced by their individual 
differences and experiences. 

• Creation of instructional opportunities that are adapted to diverse backgrounds and 
exceptionalities is well below expected level. 

• Is unclear that all students should learn at the highest possible level. 
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Standard Four: Instructional Strategies 
 

Level 4  

 In understanding and applying instructional strategies, the teacher… 
• Demonstrates extensive knowledge and successfully implements state and/or district 

standards in the classroom. 
• Consistently enhances student development of critical thinking, problem solving and 

performance skills and continually develops a variety of clear, accurate presentations 
that present varied perspectives. 

• Effectively and insightfully analyzes and uses a wide variety of materials and 
educational technology to stimulate advanced levels of learning. 

Level 3  

 In understanding and applying instructional strategies, the teacher… 
• Demonstrates good knowledge and successfully implements the state and/or district 

standards in the classroom. 
• Frequently enhances student development of critical thinking, problem solving and 

performance skills and develops a variety of clear, accurate presentations that present 
varied perspectives. 

• Knows and applies strategies for evaluating and using a wide variety of materials and 
educational technology to stimulate advanced levels of learning. 

Level 2  

 In understanding and applying instructional strategies, the teacher... 
• Demonstrates basic knowledge and tries to implement the state and/or district 

standards in the classroom. 
• Has the ability to enhance student development of critical thinking, problem solving 

and performance skills, but is inconsistent in application. Tries to develop 
presentations that present varied perspectives, but at times can be unclear or 
inaccurate. 

• Knows and uses a wide variety of materials and educational technology to stimulate 
advanced levels of learning, but is inconsistent in application. 

Level 1:  Unsatisfactory 

 In understanding and applying instructional strategies, the teacher... 
• Demonstrates superficial knowledge and struggles to implement the state and/or 

district standards in the classroom. 
• Student development of critical thinking, problem solving, and performance skills 

are well below expected level. 
• Demonstrated knowledge and use of a wide variety of materials and educational 

technology are well below expected level. 
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Standard Five: Learning Environment 
 

Level 4  

 In creating a learning environment, the teacher... 
• Demonstrates extensive knowledge of human motivation and behavior to develop 

individual and group activities. 
• Demonstrates effective classroom management and consistently encourages positive 

social interaction and active engagement to develop a community of learners. 
• Continually uses different motivational strategies to encourage the development of 

each individual learner's abilities. 

Level 3  

 In creating a learning environment, the teacher... 
• Demonstrates good knowledge of human motivation and behavior to develop 

individual and group activities. 
• Demonstrates good classroom management and frequently encourages positive 

social interaction and active engagement to develop a community of learners. 
• Frequently uses different motivational strategies to encourage the development of 

each individual learner's abilities. 

Level 2  

 In creating a learning environment, the teacher... 
• Demonstrates basic knowledge of human motivation and behavior to develop 

individual and group activities. 
• Demonstrates knowledge and applies classroom management techniques but the 

inconsistency of its application has an effect on the community as a whole. 
• Demonstrates knowledge of different motivational strategies to encourage the 

development of each individual learner's abilities, but is inconsistent in application. 

Level 1:  Unsatisfactory  

 In creating a learning environment, the teacher... 
• Demonstrates superficial knowledge of human motivation and behavior, and 

struggles to develop individual and group activities. 
• Effective classroom management skills are well below expected level. 
• Knowledge and application of different motivational strategies are well below 

expected level. 
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Standard Six: Communication 

 

Level 4  

 In communicating to the students, the teacher… 
• Demonstrates extensive knowledge of effective verbal, nonverbal and listening 

techniques. 
• Consistently applies communication techniques to foster active inquiry by and 

among the students. 
• Continually supports learner expression and stimulates discussion to encourage 

collaboration and positive interaction in the classroom. 

Level 3 

 In communicating to the students, the teacher… 
• Demonstrates good knowledge of effective verbal, nonverbal, and listening 

techniques. 
• Frequently applies communication techniques to foster active inquiry by and among 

the students 
• Supports learner expression and stimulates discussion to encourage collaboration and 

positive interaction in the classroom. 

Level 2   

 In communicating to the students, the teacher... 
• Demonstrates basic knowledge of effective verbal, nonverbal and listening 

techniques. 
• Demonstrates knowledge and applies communication techniques to foster active 

inquiry by and among the students, but is inconsistent in application. 
• Tries to support learner expression and stimulate discussion to encourage 

collaboration and positive interaction in the classroom, but is inconsistent in 
application. 

Level 1:  Unsatisfactory 

 In communicating to the students, the teacher... 
• Demonstrates superficial knowledge of effective verbal, nonverbal and listening 

techniques. 
• Communication techniques are well below expected level. 
• Displays little support to learner expression and student interactions with each other 

are characterized by conflict. 
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Standard Seven: Planning Instruction 
 

Level 4 

 In planning instruction, the teacher... 
• Demonstrates extensive knowledge of how to plan effective instruction based upon 

subject matter and curriculum goals. 
• Consistently utilizes information about students and the community to create and 

implement meaningful learning experiences. 
• Continually monitors and adjusts to the student's individual instructional needs. 

 

Level 3 

 In planning instruction, the teacher... 
• Demonstrates good knowledge of how to plan effective instruction based upon 

subject matter and curriculum goals. 
• Frequently utilizes information about students and the community to create and 

implement meaningful learning experiences. 
• Monitors and adjusts to the student's individual instructional needs. 

 

Level 2 

 In planning instruction, the teacher... 
• Demonstrates basic knowledge of how to plan effective instruction based upon 

subject matter and curriculum goals. 
• Displays little knowledge of information about students or the community, but tries 

to create meaningful learning experiences. 
• Demonstrates knowledge of the importance of monitoring and adjusting to the 

student's individual instructional needs, but does not apply techniques in classroom. 
 

Level 1: Unsatisfactory 

 In planning instruction, the teacher... 
• Demonstrates superficial knowledge of how to plan effective instruction based upon 

subject matter and curriculum goals. 
• Demonstrates little knowledge of information about students and as a result does not 

create meaningful learning experiences. 
• Is unaware of the need to monitor and adjust to the needs of the student's individual 

instructional needs. 
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Standard Eight: Assessment 
 

Level 4 

 In using assessment techniques, the teacher... 
• Demonstrates extensive knowledge and successfully applies formal and informal 

assessment strategies in the classroom. 
• Consistently applies a variety of strategies to evaluate the continuous development of 

the student. 
• Effectively utilizes assessment data to modify teaching and learning strategies. 

 

Level 3 

 In using assessment techniques, the teacher... 
• Demonstrates good knowledge and applies formal and informal assessment strategies 

in the classroom. 
• Frequently applies a variety of strategies to evaluate the continuous development of 

the student. 
• Utilizes assessment data to modify teaching and learning strategies. 

 

Level 2 

 In using assessment techniques, the teacher... 
• Demonstrates basic knowledge and tries to apply formal and informal assessment 

strategies in the classroom. 
• Demonstrates knowledge and applies a variety of strategies to evaluate the 

continuous development of the student, but is inconsistent in application. 
• Demonstrates the knowledge of the need to utilize assessment data to modify 

teaching and learning strategies, but is inconsistent in application. 
 

Level 1:  Unsatisfactory 

 In using assessment techniques, the teacher... 
• Demonstrates superficial knowledge and as a result is unsuccessful at applying 

formal and informal assessment strategies in the classroom. 
• Is unaware of the need to apply a variety of strategies to evaluate the continuous 

development of the student. 
• Utilizes assessment data to modify teaching and learning strategies on a minimal 

basis. 
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Standard Nine: Reflection and Professional Development 
 

Level 4  

 As a reflective practitioner, the teacher... 
• Demonstrates extensive knowledge and insightfully employs reflection and self-

assessment. 
• Continually evaluates the effects of choices and actions on others, including students, 

parents, and other professionals in the learning community. 
• Actively seeks and engages in opportunities for professional growth. 

 

Level 3 

 As a reflective practitioner, the teacher... 
• Demonstrates good knowledge and employs reflection and self-assessment. 
• Frequently evaluates the effects of choices and actions on others, including students, 

parents, and other professionals in the learning community. 
• Seeks and engages in opportunities for professional growth. 

 

Level 2  

 As a reflective practitioner, the teacher... 
• Demonstrates basic knowledge of reflection and self-assessment. 
• Demonstrates the knowledge of the need to evaluate the effects of choices and 

actions on others, including students, parents, and other professionals in the learning 
community, but is inconsistent in application. 

• Participates in opportunities for professional growth only when convenient. 
 

Level 1:  Unsatisfactory 

 As a reflective practitioner, the teacher... 
• Demonstrates superficial knowledge of reflection and self assessment  
• Is unaware of the need to evaluate the effects of choices and actions on others, 

including students, parents, and other professionals in the learning community. 
• Makes no effort to participate in opportunities for professional growth. 
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Standard Ten: Collaboration, Ethics and Relationships 

 

Level 4 

 In understanding the need for collaboration, the teacher... 
• Demonstrates extensive knowledge of the student's rights and the teacher's 

responsibilities to equal education, privacy, and mandatory laws/rules. 
• Consistently establishes productive relationships with parents or guardians in support 

of student learning and well-being. 
• Effectively collaborates with other professionals and in activities to assist in creating 

a productive learning environment. 
 

Level 3 

 In understanding the need for collaboration, the teacher... 
• Demonstrates good knowledge of the student's rights and the teacher's 

responsibilities to equal education, privacy, and mandatory laws/rules. 
• Frequently establishes productive relationships with parents or guardians in support 

of student learning and well-being. 
• Collaborates with other professionals and in activities to assist in creating a 

productive learning environment. 
 

Level 2 

 In understanding the need for collaboration, the teacher... 
• Demonstrates basic knowledge of the student's rights and the teacher's 

responsibilities to equal education, privacy, and mandatory laws/rules. 
• Demonstrates the skills to establish productive relationships with parents or 

guardians in support of student learning and well-being, but is inconsistent in 
application. 

• Will, on a limited basis, collaborate with other professionals and in activities to assist 
in creating a productive learning environment. 

 

Level 1: Unsatisfactory 

 In understanding the need for collaboration, the teacher... 
• Demonstrates superficial knowledge of the student's rights and the teacher's 

responsibilities to equal education, privacy, and mandatory laws/rules. 
• Makes no effort to establish productive relationships with parents or guardians in 

support of student learning and well-being. 
• Participates in no collaboration with other professionals or activities to assist in 

creating a productive learning environment. 



Teacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal Sheet    
Name___________________________  Date____________________________________________ 
 
School _________________________  Grade Level/Subject _______________________________ 
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Standard 1 - Subject Matter 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 2 - Student Learning 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 3 - Diverse Learners 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 



Teacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal Sheet    
Name __________________________  Date ___________________________________________  
 
School _________________________  Grade Level/Subject_______________________________  
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Standard 4 - Instructional Strategies 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 5 - Learning Environment 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 6 - Communication 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 



Teacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal Sheet    
Name___________________________  Date____________________________________________ 
 
School _________________________  Grade Level/Subject _______________________________ 
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Standard 7 - Planning Instruction 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 8 - Assessment  
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 

 

Standard 9 - Reflection and Professional Development 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 



Teacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal SheetTeacher Yearly Goal Sheet    
Name __________________________  Date ___________________________________________  
 
School _________________________  Grade Level/Subject_______________________________  
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Standard 10 - Collaboration, Ethics, and Relationships 
Teacher’s goal(s) stated in terms of performance outcomes: 
 
 
 
 
 
Activities:  What teacher will do to achieve goal(s): 
 
 
 
 
 

Source of Data/Proof/Evidence: 
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Professional Development 
Written Evaluation Summary 

 

Name ____________________________________  Building ____________________________  

Subject/Grade _____________________________  School Years:  A:   20____ - 20_____ 

 B:   20____ - 20_____ 

 C:   20____ - 20_____ 

________________________________________________________________________________  

Teacher Standards 

1 – Subject Matter  6 – Communication  
2 – Student Learning 7 – Planning Instruction 
3 – Diverse Learners 8 – Assessment 
4 – Instructional Strategies 9 – Reflection and Professional Development 
5 – Learning Environment 10 – Collaboration, Ethics and Relationships 
________________________________________________________________________________  

• Strengths 
• Areas for Improvement 
• Progress Toward Goal(s) 
• Commendations/Recommendations 

________________________________________________________________________________  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature acknowledges that this form was shared with the teacher; not necessarily agreement. 
 
Teacher __________________________________  Evaluator ____________________________  
 Date ________________________________  
 
This form is to be placed in the professional file. 
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Teacher’s Pre-observation Planning Record 
 
The teacher completes this form for each formal evaluation. However, the evaluator may need 
to discuss the contents of this form for clarification purposes. Teachers retain the right to make 
instructional decisions/changes during the observation. 
 
1.  What is the student goal(s)/objective(s) for the lesson?  (What is the ultimate desired outcome of this 

lesson?)  In the event that students are working on individual objectives, choose 2 or 3 students and 
project their objectives. 

 
 
 
2.  What information do you have regarding your students' current abilities in relation to this 

objective(s) and how has this impacted the design of the lesson? 
 
 
 
3.  What teaching strategies will you use to teach the objective(s)?  How will you accomplish your 

objective(s)? 
 
 
 
4.  What are the student indicators of success within this lesson?  What behaviors will you look for to 

determine whether or not the students are meeting the objectives? 
 
 
 
5.  Identify the data which will be collected to evaluate the students' achievement of the 

goal(s)/objective(s). 
 
 
 
 
6.  What future assessments will you use to determine the retention and ongoing application of today's 

learning? 
 
 
 
7.  What is the relationship of this lesson to the larger unit of study and to your annual goals? 
 
 
8.  Do you have any concerns at this point regarding this lesson or these students? 
 
 
9.  What specific teaching strategies or standards would you like evaluated during this observation? 
 
 
10.  What school and/or community activities are you actively involved in this year? 
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Integrating the "Minnesota Standards of Effective Practice", "Council of Exceptional Children Special Education Teacher 
Standards", and "Charlotte Danielson's Framework for Learning" For Use With Special Education Teachers 

 

Standard 1 
Subject Matter 

• Teacher has knowledge of the content of a curriculum including such areas as language arts, mathematics, social and 
emotional development, communication skills and oral language development, social/behavior skills, motor skills, functional 
and independent living skills, employment-related skills, self-advocacy skills, orientation and mobility skills, and travel 
instruction. 

• Teacher has knowledge of when and how to develop, structure, and implement accommodations, modifications and/or 
adaptations to provide access to the general curriculum for students with disabilities. 

• Teacher has knowledge of services, procedures, and policies that support transition from secondary school settings to 
post secondary and work settings, as well as participation in all aspects of community life. 

• Teacher has knowledge of the requirements and responsibilities involved in developing, implementing, and evaluating 
Individualized Education Programs (IEPs), Individualized Family Service Plans (IFSPs), and Individual Interagency 
Intervention Plans (IIIPs) for students with disabilities.  The teacher knows what the law requires with regard to documents and 
procedures and takes responsibility for ensuring that both the intent and the requirements of the law are fulfilled. 

• Teacher designs consistent and clearly articulated instruction. 

• Teacher actively engages students in the learning process. 

• Teacher understands and completes work related to Extended School Year decision-making. 

• Teacher understands and completes work related to medical assistance billing. 

• Teacher understands rules relating to the discipline of students with disabilities. 

Standard 2 
Student Learning 

 

• Teacher has knowledge of a wide array of disabilities and is cognizant of the range and types of individual variation that 
exist within disability categories.  The teacher knows the characteristics associated with specific disabilities and the 
potential impact that particular disabilities may have on learning and development. 

• Teacher understands how a disability in one area (e.g., physical, cognitive, social/emotional) can impact learning and 
development in other areas.  The teacher uses this knowledge to provide specialized supports that enable the student to 
benefit from learning opportunities. 

• Teacher seeks a holistic understanding of each student's current learning and development, based on knowledge of the 
student’s performance within a variety of settings (e.g., home, school, workplace). 

• Teacher selects appropriate instructional goals. 

• Teacher assesses student learning on an ongoing basis. 

• Teacher makes effective use of questioning and discussion techniques. 

• Teacher actively engages students in the learning process. 
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Standard 3 
Diverse 

Learners 

• Teacher has a repertoire of strategies to build students' awareness, sensitivity, acceptance, and appreciation for students 
with disabilities, and collaborates with general education teachers to implement these strategies. 

• Teacher works closely with families to establish mutual understanding of the student's educational goals, performance, 
and meaningful contexts for intervention. 

• Teacher actively asks questions, seeks information from others, and takes action to guard against inappropriate 
assessment and identification of students whose cultural, ethnic, gender, and linguistic differences may be confused with 
manifestations of a disability. 

• Teacher knows the similarities and differences of individuals with and without exceptional learning needs. 

• Teacher knows the educational implications of various abilities/disabilities. 

• Teacher establishes and maintains rapport with learners and treats them with dignity and respect. 

• Teacher designs consistent and clearly articulated instruction.  

• Teacher establishes a positive and supportive culture for learning. 

• Teacher makes effective use of questioning and discussion techniques. 

• Teacher actively engages student in the learning process. 

• Teacher provides students feedback that is clear, accurate, substantive, constructive, specific, and timely. 

• Teacher demonstrates flexibility and responsiveness as it relates to lesson adjustment, response to students, and 
persistence in meeting students' needs. 

 
 
 
 
 

Standard 4 
Instructional 
Strategies 

 
 
 
 
 
 

• Teacher has responsibility for ensuring the appropriate delivery of instruction for students with disabilities.  Major 
aspects of the special educator's responsibilities include assessing students' strengths and needs with respect to the 
curriculum, designing and modeling instructional strategies, working with general education teachers to develop or 
implement instructional strategies to meet the needs of individual students, collaboratively teaching with general 
educators, directly teaching students with disabilities, and monitoring student progress. 

• Teacher knows a range of specialized instructional strategies and curricular materials that have been found through 
research and best practices to support learning in individual students with disabilities. 

• Teacher collaborates with general education teachers to infuse individualized goals and specialized strategies into 
instruction for students with disabilities. 

• Teacher keeps abreast of research-based instructional practices for students with disabilities. They are able to locate, 
evaluate, and use instructional materials, programs, software, and equipment (e.g. communication devices, switches) that 
are appropriate for individual students with disabilities. 

• Teacher develops and selects instructional content, resources, and strategies that respond to cultural, linguistic, and 
gender differences. 
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Standard 4 
Instructional 
Strategies 

• Teacher chooses and uses technologies in the instructional process. 

• Teacher selects, adapts, and uses instructional strategies and materials according to the educational needs of the learner. 
Teacher sequences, implements, and evaluates individualized learning objectives. 

• Teacher uses strategies that promote successful transitions for individuals with exceptional learning needs.  Teacher 
implements instruction that addresses IEP goals and objectives. 

• Teacher instructs students individually and/or in small or larger groups as needed. 

• Teacher provides instructional opportunities for students to develop: socially responsible values and behaviors; life skills, 
e.g., community living, daily living, employment, transition to adult life; communication skills including expressive and 
receptive language; positive, mutually supportive interactions with other students with and without disabilities; self 
management and self advocacy skills; appropriate affective behaviors; study skills; motor skills and mobility; and 
technology skills. 

• Teacher promotes students' maintenance and generalization of skills across different settings, times, persons, etc. 

• Teacher designs consistent and clearly articulated instruction. 

• Teacher makes effective use of questioning and discussion techniques. 

• Teacher actively engages students in the learning process. 

• Teacher provides students feedback that is clear, accurate, substantive, constructive, specific, and timely. 

• Teacher demonstrates flexibility and responsiveness as it relates to lesson adjustment, response to students, and 
persistence in meeting students' needs. 

 
 
 
 
 
 

Standard 5 
Learning 

Environment 
 
 
 
 
 

• Teacher has a repertoire of effective strategies, including explicit teaching and adult-mediated and peer-mediated 
learning, for promoting positive behavior, and building constructive relationships between students with disabilities and 
their age appropriate peers. 

• Teacher conducts functional behavioral assessments such as behavioral observations and analyses, explores optional 
strategies and activities, monitors outcomes, and designs and implements positive behavioral support plans. 

• Teacher individualizes curriculum and instruction so that students with disabilities are motivated and challenged, but not 
overwhelmed by educational demands. 

• Teacher facilitates the development, implementation and monitoring of prevention and intervention programs for 
students with disabilities who exhibit challenging behavior. 

• When it is appropriate to do so, teacher prepares students with disabilities to take an active role in their IEP planning 
process, in order to support their commitment to learning, self-motivation and self-advocacy. 

• Teacher uses the least intensive behavior management strategy consistent with the needs of the individual learner. 

• Teacher modifies the learning environment to manage behaviors. 
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Standard 5 
Learning 

Environment 
 
 

• Teacher integrates social skills instruction into the curriculum. 

• Teacher uses procedures to increase the individual's self-awareness, self-management, self-control, self-reliance, and self 
esteem. 

• Teacher manages the daily classroom environment effectively for students and other staff in the following areas: 
organizes physical space effectively, time management, transitioning between activities, general classroom organization, 
e.g., posted schedule, classroom behavioral expectations, posted lesson objectives, assignments, materials, lesson plan 
book. 

• Teacher adheres to legal guidelines and responsibilities of educators in dealing with inappropriate and/or violent 
behaviors as well as other inappropriate behavioral issues that interfere with the education of a target student or other 
students. 

• Teacher establishes and maintains a sense of community and promotes interaction and relationships among students. 

• Teacher designs consistent and clearly articulated instruction. 

• Teacher creates an environment of respect and rapport with all students. 

• Teacher establishes a positive and supportive culture for learning. 

Standard 6 
Communication 

 

• Teacher knows how to assess, design, and implement strategies that foster the language and communication development 
of students with disabilities, including non-verbal and verbal communication. 

• Teacher is familiar with a variety of types of assistive communication devices and knows how to access support 
specialists and services within and outside the school setting. 

• Teacher monitors students' use of assistive communication devices across environments, e.g., special class, general 
education class, after school child care center, home, etc., and provides assistance in using the devices or in changing the 
device in response to changing needs. 

• Teacher creates an environment of respect and rapport with all students.  Teacher makes effective use of questioning and 
discussion techniques. 

• Teacher actively engages students in the learning process. 

 
 
 
 

Standard 7 
Planning 

Instruction 
 

• Teacher incorporates their knowledge of the impact of disabilities on individual student learning and information 
gathered in assessment of specific students to guide and oversee the development of IEPs, IFSPs, and IIIPs. 

• Teacher oversees the development of transition plans to guide learners' transitions from preschool to elementary school, 
elementary school to middle school, middle school to high school, and high school to post-secondary opportunities. 

• Teacher provides for the active involvement of students, families, and other professionals in constructing the student’s 
educational program. 

• Teacher takes the primary responsibility for planning and developing an expanded curriculum, such as the development 
of functional life skills, communication skills, and specialized academic programs when needed. 
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Standard 7 
Planning 

Instruction  

• Teacher implements students' programs as outlined in their IEPs. 
• Teacher coordinates instruction, related services, and delivery of special education services to students. 

• Teacher interprets and uses assessment data for comprehensive instructional planning. 

• Teacher plans and writes appropriate IEP goals and objectives that take into consideration the student's gender, culture, 
socioeconomic status and linguistic diversity. 

• Teacher plans and writes appropriate IEP goals and objectives that are chronologically age-appropriate, reflect access to 
the core curriculum, content standards, and interaction with peers without disabilities. 

• Teacher plans and writes appropriate IEP goals and objectives in all domains and skills (e.g., developmental, academic, 
behavioral, social-emotional, communication, career-occupational, and community life skills) as is appropriate. 

• Teacher writes appropriate IEPs that specifies methods to evaluate student progress. 

• Teacher plans and facilitates student participation in setting learning goals and charting progress. 

• Teacher demonstrates knowledge of curriculum content and instructional methods. 

• Teacher demonstrates knowledge of student with regards to characteristics of age group, varied approaches to learning, 
interests and cultural heritage. 

• Teacher selects appropriate instructional goals. 

• Teacher demonstrates knowledge of resources. 

• Teacher designs consistent and clearly articulated instruction. 

 
 
 
 
 
 
 

Standard 8 
Assessment 

 
 
 
 
 
 
 

• Teacher understands how to administer, score, interpret, and report on formal and informal assessments (including 
standardized tests) related to their areas of specialization. 

• Teacher plans and conducts assessments (e.g., informal and formal assessments of academic achievement, functional 
behavioral analyses, curriculum-based assessments, ecological assessments) in the school, home, and community in order 
to make eligibility and placement decisions about individual students with disabilities.  S/he knows the legal 
requirements related to assessment of students with disabilities, and takes steps to ensure that these requirements are met. 

• Teacher involves families as partners in the assessment and eligibility/placement process, including when planning 
assessments, gathering information and making decisions. 

• Teacher initiates, contacts, and collaborates with other professionals (e.g., general education teachers, psychologists, social 
workers, speech/language pathologists, medical personnel) throughout the identification and initial planning process. 

• Teacher regularly uses ongoing assessment and student progress monitoring to make instructional decisions, adaptations, 
and modifications in instruction. 

• Teacher ensures that students with disabilities participate in district and statewide assessments and documents on the IEP 
the use of accommodations or an alternate assessment when appropriate. 
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Standard 8 
Assessment 

 
 

• Teacher writes evaluation reports, which clearly address all components of each disability criteria. 

• Teacher facilitates referral, evaluation, team planning and placement procedures. 

• Teacher reports assessment results to all stakeholders using effective communication skills. 

• Teacher uses performance data and information from all stakeholders to make or suggest modifications in learning 
environments. 

• Teacher uses assessment information in making eligibility, program, and placement decisions for individuals with 
exceptional learning needs, including those from culturally and/or linguistically diverse backgrounds. 

• Teacher assesses a variety of domains including developmental, academic, behavioral, social-emotional, communication, 
career-occupational, and community life skills. 

• Teacher documents consideration for assistive technology support. 

• Teacher regularly monitors (e.g., daily, weekly, monthly), assesses, and records student progress toward the obtainment 
of IEP goals and objectives. 

• Teacher obtains information from multiple sources (e.g., student, teacher, parent, other team members) to evaluate 
student progress toward obtainment of IEP goals and objectives. 

• Teacher maintains organized, accurate and updated assessment records and files. 

• Teacher uses evaluation data to modify curriculum. 

• Teacher uses evaluation data to modify instruction. 

Standard 9 
Reflection and 
Professional 
Development 

 

• Teacher reflects on the progress of individual students with disabilities and works with general education teachers, other 
professionals, and families to consider ways to build on the students' strengths and meet their needs. 

• Teacher is current in his/her field.  S/he reads the professional literature and research, networks with colleagues, and 
engages in professional development, e.g., workshops, professional association conferences, study groups. 

• Teacher actively seeks evidence about the approaches s/he uses in educating students with disabilities.  S/he grounds 
his/her practices in the research literature and regularly examines his/her beliefs in relation to the literature on teaching, 
learning, and special education. 

• Teacher communicates and coordinates among home, school, regular and special education, and other agencies. 

• Teacher demonstrates high level of competence, integrity, ethics, professional judgment, and enthusiasm for teaching. 

• Teacher seeks, accepts, and utilizes suggestions and constructive criticism for professional growth.  
Teacher demonstrates proficiency in communication skills, e.g., reading, listening, writing, and use of oral language. 

• Teacher contributes to the school and district beyond what takes place in the classroom. 

• Teacher demonstrates organizational skills, including efficient time management strategies, and maintenance of updated 
student files. 
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Standard 10 
Collaboration, 

Ethics and 
Relationships 

 

• Teacher provides leadership that enables teams to accomplish their purposes.  He/She understands factors that influence 
how teams develop and employ skills (e.g., problem-solving, action planning, conflict resolution) that ensure optimal 
team functioning, promote decision-making, and support the use of appropriate learning activities. 

• Teacher works with related service professionals to design, implement and evaluate instructional plans for students with 
disabilities. 

• Teacher effectively supervises instructional assistants/paraprofessionals assigned to his/her program. 

• Teacher works effectively with parents of students who s/he serves. 

• Teacher is proficient in facilitating IEP meetings. 

• Teacher serves as the primary contact for the parent as it relates to his/her child's special education program. 

• Teacher communicates and coordinates among home, school, regular/special education, and other agencies. 

• Teacher fosters respectful and beneficial relationships between families and professionals. 

• Teacher assists individuals with exceptional learning needs and their families in becoming active participants in the 
educational team. 

• Teacher communicates with school personnel about the characteristics and needs of individuals with exceptional learning 
needs. 

• Teacher communicates and models respect and sensitivity to all individuals and their families with regard to ethnicity, 
socioeconomic status, religion, gender, learning style, and life style orientation. 

• Teacher demonstrates ability to actively plan and engage in collaborative consultation in all phases of the student referral 
and education process (e.g., pre-referral, formal referral, IEP) with a variety of individuals, e.g., parents, teachers, 
special/regular education staff and other support staff. 

• Teacher demonstrates dependability and positive attitude in the workplace, e.g., punctual, attends to deadlines, and 
follow-through with professional responsibilities. 

 
Developed by Dave Eberhardt (4/03) - Sources used in developing this document: 

• Model Standards for Licensing General and Special Education Teachers of Students with Disabilities:  A Resource for State Dialogue. Developed by Interstate New 
Teacher Assessment and Support Consortium, INTASC Special Education Sub-Committee, May 2001. 

• What Every Special Educator Must Know:  The Standards for the Preparation and Licensure of Special Education.  Developed by The Council for Exceptional Children, 
2000-Fourth Edition. 

• Enhancing Professional Practice:  A Framework for Learning; Developed by Charlotte Danielson, 1996. 

• Special Education Case Managers Responsibilities Identified In Minnesota State Law, 2002. 

• Cambridge-Isanti School District #911 Teacher Standards Information, 2002. 

• Competency Checklist, California State University Long Beach, Department of Educational Psychology, Administration and Counseling, 2002.
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Diagnostic Evaluation 
To determine initial 

eligibility or on-going 
continuation of services 
 
• Parent information 
• Medical information 
• Formal testing 
• Informal 
• Criteria met? 

Present Levels of 
 Educational Performance 
 
• In all areas evaluated 

Statement of 
 Educational Needs 

 
• In areas below expected norms 

Long Range Goals 
 
• To allow students to meet 

identified needs 

Specific Objectives 
 
• Step-by-step approach to 

accomplish goals 

Services Needed 
 To meet annual goals 

 

• Settings 
• Personnel 
• Amounts of time 
• Accommodations and 

modifications 

Data Collection System 
In place for goals and objectives 
 
• Continuous review of 

progress toward goals 

Special Education Due Process 
 

The flow of due process 
is based on 

the needs of the student. 
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Due Process Issues 
 
Critical Role of Mentoring: 
For many beginning educators, paperwork and due process procedures are the most 
overwhelming part of the job.  The mentor is advised to arrange for a discussion of due process 
policies and procedures early on in the relationship.  The practicalities of such a discussion will 
vary depending upon whether the mentor/mentee are in the same district.  If they are not in the 
same district, the mentee may need to talk with district co-workers in order to learn how and 
where to access needed information.  As early as possible in a new position, the mentee should: 

• Know how to access paper and/or electronic copies of all district policy and procedure 
manuals 

• Know how to access paper and/or electronic copies of district due process forms 
• Know how to complete paper and/or electronic copies of district due process forms 
• Know how/where to learn about district training opportunities 
• Understand the regularities (sometimes unwritten) of how meetings are convened and 

facilitated. 
 
The following quote is a good example of a new teacher’s response to due process demands, 
without the benefit of a mentor: 
 

One aspect of the position that appeared overwhelming to me was the paperwork 
(including the evaluation and reevaluation process) and the meetings.  Initially, I 
did not understand the school system's paperwork, particularly IEP forms; and its 
process of convening meetings seemed confusing.  People would schedule me for 
meetings but not ask first whether I could attend.  Often the guidance counselors 
would schedule meetings during my instructional periods and inform me of the 
meeting when it was happening.  Also unclear was my role at many meetings.  For 
example, I frequently was supposed to be the individual in charge, and at other 
times simply to be a member of the meeting.  Clarification of the roles and 
responsibilities of the individuals involved in these meetings would have been 
beneficial.  Moreover, I had not established a good procedure for monitoring the 
progress of my students' learning.  I could have also benefited from advice on, and 
examples for, maintaining records, so that I would have had better information to 
share at those meetings. 

 
Most Pressing Due Process Issues 

• Managing Due Process Timelines 
• When applicable, finding time to meet with students on caseload 
• Finding time to schedule meetings and complete assessments 
• Parent communication 

 
Suggestions for Organizing Paperwork 

• Start a master schedule the first week of school. 
– Review present caseload and map out dates for obligatory reassessments and IEP 

reviews for the entire school year. 
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– Identify “openings” where unanticipated meetings, evaluations, etc. can be 
scheduled. 

– Fill “openings” as new referrals or parent requests arise. 
• Use a tracking system that works for you:  wall charts, desktop calendar, lesson plan 

book, computer calendar, or palm pilot. 
• (It bears repeating) Whatever tracking system you use – Start EARLY! 

 
Managing the Paper Trail - Importance of Getting it in Writing:   
The only way to demonstrate compliance with due process guidelines is to get it writing.   As 
Pete Wright, an education rights attorney, advises “If it isn’t in writing, it didn’t happen.”  When 
you are the case manager, take care to notify the other assessment team members well in 
advance of deadlines.  In turn, when you are a team member take care to respect the case 
manager’s deadlines. 
 
Case managers are often responsible for the following paperwork: 

• IEP 
• Evaluation Plan 
• Evaluation Summary Report 
• Progress reports throughout the school year 
• Initial schedule as well as schedule changes 
• Parent contact log 
• FBA supervisions 
• Manifestation Determination 
• Significant Change 
• Conference summary reports 
• Documentation of SEAs (State Education Agencies?) 
• Documentation of student issues 
• Notice of team meetings 
• Grades 
• Credit evaluation 

 
Due Process Time Demands 

• Plan to schedule at least one hour per day 
• Most IEPs can take 3+ hours to complete 
• An evaluation summary report can take 6+ hours to complete 
• Progress reports can take from 20 minutes to 2 hours per student 
• Coordination with other service providers 

o Phone calls 
o Email 
o Notes 
o Thank yous! 
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Maximize Parent/Family involvement 
By law, family is an integral part of the IEP team.  Parental support can empower even the 
slightest effort, but anger, fear or confusion can undermine the most powerful interventions.  All 
communication and meetings should focus on two objectives –  

• Providing meaningful information about student progress 
• Heartfelt invitation for parent response/expression of concern 

 
Suggestions for facilitating parent involvement: 

• Make contact with parents early in the year. – Provide them with your 24-hour voice-
mail and email. 

• Provide meaningful information about student progress throughout the year – not just 
at the annual IEP review or when there is a problem/concern. 

• Connect parents/family with community resources as appropriate. 
• Offer flexible meeting times/locations, to accommodate parent work obligations 

and/or transportation challenges. 
• Consider making home visits. 
• Organize a get-to-know-each-other meeting for parents.  Take the opportunity to 

inform them about special activities, opportunities for volunteering, and classroom 
needs for donations. 

• Produce a student-generated resource room print newsletter and/or e-newsletter 
detailing special accomplishments and activities. 

 
Mediation, Conciliation, Due Process Hearings 

• Conciliations and Due Process Hearings are not very common – follow your district 
manual! 

• Education (e.g., PACER) advocates sometimes attend due process meetings along 
with the parent(s) and student.  Advocates may ask difficult questions about due 
process, assessment and/or intervention strategies, but will proceed fairly.  
Advocates are looking to protect the student’s rights – not to bully school 
professionals.  If you are prepared for meetings, can document how you’ve followed 
due process guidelines and KNOW your students, an advocate will have no quarrels. 
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Due Process Information Tracking 
 

Case Manager: 
 

Student Name: 
AM/ 
PM 

DOB 
IEP 
Due 

PR 
Due 

ASR 
Due 

Spch OT PT ASD Vis D/HD DAPE Pysch Other 
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Due Process Timeline Charts 
 

 
Initial Evaluation and IEP 

 
Date Completed Day Due Process Step 

  Initial Evaluation Plan Meeting 
 1 Pre-referral information received and evaluation plan process initiated 
 2 Meeting set up with parents - Notice of a Team Meeting – sent to all team 

members 
 10 Evaluation plan meeting held 
 10 Notice of Educational Evaluation/Reevaluation - completed and sent home 

to parents 
  Initial Evaluation 
 1 Signed parent permission received and team members notified of due date 
 15 Eligibility Determination meeting set up with parents – Notice of Team 

Meetings – sent to all team members 
 25 Team members have completed entering their data into the ER 
 28 Eligibility determination meeting held 
 30 Complete Evaluation Report – sent to parents 
  Initial IEP 
 1 Set up the IEP meeting date at the eligibility determination meeting and 

sent – Notice of a Team Meeting – to all team members 
 10 IEP meeting must be held within 14 school days after the eligibility 

determination meeting 
 20 IEP completed and sent to parents with – Notice of Proposed Special 

Education Services 
 30 Permission received – an initial IEP cannot be implemented without 

signed permission from the parent/guardian 
 

 
 

Annual IEP 
 

To find day one, take the IEP meeting date and count back 15 school days. 
 
Date Completed Day Due Process Step 
  Initial Evaluation Plan Meeting 
 1 Parents called to schedule the IEP meeting 
 5 Notice of Team Meeting sent to all team members 
 15 Annual IEP meeting held 
 25 Complete IEP and Notice of Proposed Special Education Services sent to parents 
 35 Start date – permission received and/or IEP implemented 
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Due Process Timeline Charts (cont’d) 
 
 
 

Interim IEP 
 

An Interim IEP may be written for no more than 60 school days to allow the team time to determine the 
appropriateness of placement or to resolve questions regarding the content of the IEP. 

 
 

 
 

Re-evaluation and IEP Meeting 
 

To find day one, take either the IEP meeting date or the evaluation date and count back 52 school days. 
 
Date completed Day Due Process Step 
  Re-evaluation Plan Meeting 
 1 Parents called to schedule the re-evaluation plan meeting 
 5 Notice of Team Meeting sent to all team members 
 15 Re-evaluation plan meeting held and Notice of Educational 

Evaluation/Re-evaluation sent to parents 
 29 Within 14 calendar days the re-evaluation begins if permission has 

not been received from the parents after reasonable attempts 
 47 Parents called to schedule the IEP/re-evaluation meeting 
 54 Team members enter information from their completed evaluation(s) 

into the ER 
 57 IEP/Pre-evaluation meeting (this is the re-evaluation date and the IEP 

meeting date) 
 59 Completed ER sent to parents 
 67 Completed IEP sent to parents with Notice of Proposed Special 

Education Services 
 77 IEP start date – permission received and/or IEP implemented 
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DATA - Relevance at Each Step of Due Process 
 
Data is important at each step in the due process cycle. Assessment data should specifically address 
evaluation questions and lead to specifying needs and goals/objectives.  Once services are 
established, ongoing data collection and analysis should guide adjustments in intervention 
strategies. 
 

Due Process Cycle Relationship to DATA 

Evaluation 
• Reflects the questions team has regarding the student. 
• Evaluation plan and results need to be relevant to the 

questions/concerned expressed about the student. 

Needs • Derived from the evaluation data and team discussion. 

Goals 
• Developed to address identified needs. 
• Must be measurable – (Data informs when goal is reached.) 

Objectives 
• Benchmarks toward meeting each goal (2 per goal). 
• Shorter-term measures of progress. 

Services • Established to meet goals in specific settings as suggested by 
evaluation data. 

Managing Goals/Objectives • Service providers’ develop/use charts or tracking systems for each 
objective. 

Data Collection • On going probes to show student progress over time as 
interventions/services are changed. 

Analyze Data • Examines overall trends and suggests needs for change in 
interventions/services. 

Synthesize Data • Summarizes what can be concluded from the data, e.g. 
achievements, effective interventions/services, etc. 

Re-evaluate • Examination of current status to determine existing needs.  (How) 
have needs changed since initial evaluation? 
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Methods for Observing and Recording 
Method Purpose Advantages Disadvantages 

Anecdotal Record 
A narrative of descriptive paragraphs 
recorded after behavior occurs. 

 
To detail specific behavior for 
child’s record; for case conferences; 
to plan for individuals. 

 
Open-ended; rich in details; no special 
observer training. 

 
Depends on observer’s memory; 
behavior taken out of context; difficult 
to code or analyze for research. 

Running Record 
A narrative written in sequence over a 
specified time, recorded while behavior is 
occurring. 

 
To discover case and effects of 
behavior; for case conferences; to 
plan for individuals. 

 
Open-ended; comprehensive; no special 
observer training. 

 
Time-consuming; difficult to use for more 
than one child at a time; time-consuming 
to code and analyze for research. 

Specimen Record 
A detailed narrative written in sequence 
over a specified time; recorded while 
behavior is occurring. 

 
To discover cause and effects of 
behavior; for child development 
research. 

 
Open-ended, comprehensive and 
complete, rich in details. 

 
Time-consuming to record; time-
consuming to code and analyze for 
research; difficult to observe more 
than one child at a time. 

Time Sampling 
Tallies of symbols showing the presence 
or absence of specified behavior during 
short time periods; recorded while the 
behavior is occurring. 

 
For behavior modification 
baseline data; for child 
development research. 

 
Objective and controlled; not time-
consuming; efficient for observing more 
than one child at a time; provides 
quantitative data for research. 

 
Closed; limited to observable 
behaviors that occur frequently; no 
description of behavior; takes 
behavior out of context. 

Event Sampling 
A brief narrative of conditions preceding and 
following specified behavior; recorded 
before; during and after behavior occurs. 

 
For behavior modification input, 
for child development research. 

 
Objective; helpful in-depth diagnosis of 
infrequent behavior. 

 
Closed; takes behavior out of context, 
limited to specific behaviors. 

Rating Scale 
A list of behaviors with frequency or 
severity ratings recorded before; during 
and after behavior occurs. 

 
To judge degree to which child 
behaves or possesses certain traits; 
to diagnose behaviors or traits; to 
plan for individuals. 

 
Not time-consuming; easy to design; 
efficient for observing more than one 
child at a time for many traits; useful for 
several observers watching same child. 

 
Closed; subjective; limited to specific 
traits or behaviors. 

Checklist 
A list of behaviors with check marks 
recorded before; during and after behavior 
occurs. 

 
To determine presence or absence 
of specified behaviors; to plan for 
individuals; to give observer an 
overview of child’s development 
or progress. 

 
Efficient for observing more than one 
child at a time for many behaviors; useful 
for individual over a period of time; a 
good survey inventory tool; useful for 
several observers at once; no special 
training needed. 

 
Closed: limited to specific traits or 
behaviors: no information on quality 
of behavior. 
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Anecdotal Record 
Student: __________________________________  Observer: _________________________  
 
Date Objective Comment/Progress 
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Running Record 
Student: __________________________________  Observer: _________________________  
 
Date Time Behavior Sequence Behavior 

Code 
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Time Sampling 
Student: __________________________________  Observer: _________________________  

Target Behavior: _______________________________________________________________  

Observation Environment: _______________________________________________________  

Date _____________________________________  Time Interval: _____________________  

 
25 25 25 25 25 25 25 25 25 25 25 25 

24 24 24 24 24 24 24 24 24 24 24 24 

23 23 23 23 23 23 23 23 23 23 23 23 

22 22 22 22 22 22 22 22 22 22 22 22 

21 21 21 21 21 21 21 21 21 21 21 21 

20 20 20 20 20 20 20 20 20 20 20 20 

19 19 19 19 19 19 19 19 19 19 19 19 

18 18 18 18 18 18 18 18 18 18 18 18 

17 17 17 17 17 17 17 17 17 17 17 17 

16 16 16 16 16 16 16 16 16 16 16 16 

15 15 15 15 15 15 15 15 15 15 15 15 

14 14 14 14 14 14 14 14 14 14 14 14 

13 13 13 13 13 13 13 13 13 13 13 13 

12 12 12 12 12 12 12 12 12 12 12 12 

11 11 11 11 11 11 11 11 11 11 11 11 

10 10 10 10 10 10 10 10 10 10 10 10 

9 9 9 9 9 9 9 9 9 9 9 9 

8 8 8 8 8 8 8 8 8 8 8 8 

7 7 7 7 7 7 7 7 7 7 7 7 

6 6 6 6 6 6 6 6 6 6 6 6 

5 5 5 5 5 5 5 5 5 5 5 5 

4 4 4 4 4 4 4 4 4 4 4 4 

3 3 3 3 3 3 3 3 3 3 3 3 

2 2 2 2 2 2 2 2 2 2 2 2 

1 1 1 1 1 1 1 1 1 1 1 1 

0 0 0 0 0 0 0 0 0 0 0 0 

 
Starting from the bottom, cross out a number each time the target behavior is observed during the 
specified interval.
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10 Minute Time Sample 
Student___________________________________  Behavior Observed________________________________________________  
 

Date: 

Time: 

Environment: 

Min      

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

Comments: 

 

Date: 

Time: 

Environment: 

Min      

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

Comments: 

 

Date: 

Time: 

Environment: 

Min      

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

Comments: 
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Reading Rates- Words per Minute (WPM) 
Student: ______________________________________________________________________  
 
Grade Percentile correct Fall WPM Winter WPM Spring WPM 

75 82 106 124 
50 53 87 94 2 
25 23 46 65 
75 107 123 142 
50 79 93 114 3 
25 65 70 87 
75 125 133 143 
50 99 112 118 4 
25 72 89 92 
75 126 143 151 
50 105 118 128 5 
25 77 93 100 

 
 

D a t e  o f  R e a d i n g  S a m p l e  

WPM 

                        

165                         
160                         
155                         
150                         
145                         
140                         
135                         
130                         
125                         
120                         
115                         
110                         
105                         
100                         
95                         
90                         
85                         
80                         
75                         
70                         
65                         
60                         
55                         
50                         
45                         
40                         
35                         
30                         
25                         
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Reading/Spelling Monitoring Chart 
Student: __________________________________  Date: _____________________________  
 
Units/Skills 0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100% 
1. Consonants           
2. Short Vowels           
3. Long Vowels  v-c-e           
4. Final /y/           
5. Long /a/ sounds           
6. Long /a/ sounds           
7. Long /a/ sounds           
8. Review           
9. Long /a/ sounds           
10. Long /a/ sounds           
11. Dipthongs /oi/   /ou/           
12. R-controlled /ar/  /er/           
13. R-controlled /ir/  /or/           
14. R-controlled /ur/             
15. Review           
16. Consonant Blends           
17. Consonant Blends-Final           
18. Consonant Digraphs-

Initial 
          

19. Consonant Digraphs- 
Medial or Final 

          

20. Review           
21. Hard /c/           
22. Soft /c/           
23. Hard /g/           
24. Soft /g/           
25. /-ght/ Letter Group           
26. Review           
27. More Vowels Than 

Vowel Sounds 
          

28. More Consonants Than 
Consonant Sounds 

          

29. Digraph /qu/ /squ/           
30. Consonant /j/ Spelled /j, 

dge, ge, g/ 
          

31. Review           
32. Final /le/           
33. Final /en/           
34. Schwa – r           
35. Review           
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Event Sampling - ABC Analysis 
Student: ______________________________  Observer: ___________________________  Environment: ___________________  
 

Date 
Start 
Time 

End 
Time Antecedent Behavior Consequence Intervention 
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40 

38 

36 

34 

32 

30 

28 

26 

24 

22 

20 

18 

16 

14 

12 

10 

8 

6 

4 

2 

0 

100% 

95% 

90% 

85% 

80% 

75% 

70% 

65% 

60% 

55% 

50% 

45% 

40% 

35% 

30% 

25% 

20% 

15% 

10% 

5% 

0% 

F
R

E
Q

U
E

N
C

Y
 

Behavior Change Graph 
Student: ______________________________    Target Behavior: _______________________________________________________________  
 
 
           DATES: 
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Data Sheet 
Student: ______________________________________________  

Codes:  FP=Full Physical Prompt  VP=Verbal Prompt   PP=Partial Prompt   I= Independent   R=Refusal 
 

      Objective: 
Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code 

                    
                    
                    
                    
                    
                    
                    
                    
                    
                    

 
Objective: 

Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code 

                    
                    
                    
                    
                    
                    
                    
                    
                    
                    

 
Objective: 

Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code 

                    
                    
                    
                    
                    
                    
                    
                    
                    
                    

 
Objective: 

Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code Date Code 
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Frequency Log 
Date: 

10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 
9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 
8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 
6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 
5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 
3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 

1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 
 
Date: 

10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 
9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 
8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 
6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 
5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 
3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 

1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 
 
Date: 

10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 
9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 
8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 
6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 
5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 
3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 

1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 
 
Date: 

10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 
9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 
8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 
7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 
6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 
5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 
4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 
3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 

1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 
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Frequency Log 
 

Student: _________________________________________________  Program:_______________________________________________  

Code: ______________________________  Objective: ___________________________________________________________________  

 
Setting: 
 
 
Date: 
 

 10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 10 

 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 9 

 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 

 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 

 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 6 

 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 5 

 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 

 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 

 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 

 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 
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Sensory Diet Weekly Log 
Student: _____________________________________________  Month/Date: ______________  
 
Enter initial of person overseeing sensory exposure in appropriate date box. 

Place a “Happy Face” ☺ or “Sad Face” " in the box with initials to indicate student’s overall 
response to each sensory experience provided. 

 
Program M T W Th F 

1.      

2.      

3.      

4.      

5.      

6.      

7.      

8.      

9.      

10.      
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Sensory Diet Weekly Log 
Name: ________________________________________  Month/Date: __________________________  

 
 

Program Monday Tuesday Wednesday Thursday Friday 

 Response Initials Response Initials Response Initials Response Initials Response Initials 

1. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

2. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

3. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

4. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

5. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

6. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

7. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

8. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

9. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  

10. 
☺   "  ☺   "  ☺   "  ☺   "  ☺   "  
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Independent Work Skills Data Sheet 
Student: __________________________________________  
 
Code: X – Completed independently 
 O – Did not complete 
 ! – Needed verbal cues 
 -  – Needed physical prompts 

 

D
at

e:
                     

1. Finds own work tub.                     

2. Takes tub to appropriate 
work area & sits. 

                    

3. Raises hand for assistance.                     

4. Begins task independently.                     

5. Completes task.                     

6. Works quietly.                     

7. Puts work tub away.                     

8. Puts completed work away.                     

9. Puts materials away.                     

10.Chooses “free choice” 
activity. 

                    

C
om

m
en

ts
 a

nd
 A

ct
iv

ity
 

                    

 

D
at

e:
                     

% completed independently                     
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Point Rating for Behavior Performance 
Student ________________________________   

Date __________________________________   

Level_____________  Days at Level________  

Code: 5 – Bonus 
 4 – Expected 
 3 – Minimal 
 2 – Poor 
 1 – Unacceptable 
 0 – Time out/Sent out 

           Class 
 Teacher Follow   Speak  Assign. Bonus Total 
Hour Class  Initials  On Time Prepared  Direct.  Approp.  MYOB Complete Points Points 

1           
2           
3           
4           
5           
6           
7           

 
Total points for day:_________________  Daily %______________  Checked by _________  
 
Hour Assignments/Comments Late Assignments 
   

   

   

   

   

   

   

   

 
 
Student Goal/Bonus Point Behavior: ________________________________________________  



 

Navigat ing the DCD Maze -  80 
Pages  6 3 - 84 :   C r ea t ed  b y  Bar b  L o tka  and  B e th  Ho eg ,  R e g i on  5  &  7 ,  Sp e c ia l  E du cat i on  Cons u l tant s  

 

Weekly Assignment Sheet 
Student: _______________________________  Grade:_______  Date: _________________  
 
 
  Behavior Assignments 
Period Assignments +  or  0 All in: +  Not: 0 Teacher Signature 

1 

    

2 

    

3 

    

4 

    

5 

    

6 

    

7 

    

Additional Comments: 
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Group Data Sheet - Socialization Observation 
 Date ______________________  

Observation: Movement from one activity to another. 

Name 
Group Cues 
Delivered 

Verbal 
Reminders to 

Other Children 

Verbal 
Reminders to 

Target Student 
Physical Prompt 
to Target Student Comments 

      

      

      

      

      

      

      

      

      

 
 
 
 Date ______________________  

Free play observation 30-second intervals. 

Name Parallel Play Cooperative Play Solitary Play 
Other 

e.g. Standing Alone 
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Lesson Plan Matrix 
Student: _______________________________________  Date: ______________  Grade: ________________  
 
Goals: 

 

 General Education Activities: Other Activities:  

A
ctivities 

                                

Comments 
 
 
 

T
im

e 
of  

D
ay 

                                 

Objectives:                                  
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Documentation of Injuries 
 
Student: ______________________________________________  Date: ______________________  
 

Time Description of Injury 
Site of Injury 

on Body 
(mark on picture below) 

Environment Antecedent Event Person(s) Involved 
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Toilet Training Record 
 
Student: ______________________________________________   

Dates: _______________________________________________  

 

Key:   D = dry 
 U = urinated 
 BM = bowel movement 
 U/BM = urinated and bowel movement 

 
 Day #1 Day #2 Day #3 Day #4 Day #5 
      
Time Pants Toilet Pants Toilet Pants Toilet Pants Toilet Pants Toilet 
8:00 am           
           
9:00 am           
           
10:00 am           
           
11:00 am           
           
11:30 am           
           
12:00 noon           
           
1:00 pm           
           
2:00 pm           
           
3:00 pm           
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Humor Break - Apologies to Dr. Seuss 

 

I do not like these IEPs  
I do not like them, Jeeze Louise!  

We test, we check,  
We plan, we meet,  

But nothing ever seems complete.  
Would you, could you like the form?  

I do not like the form I see,  
Not page 1, not 2 not 3  

another change,  
A brand new box,  

I think we all  
Have lost our rocks,  

Could we all meet here or there?  
We cannot all fit anywhere.  
Not in a room, Not in a hall,  

there seems to be no space at all.  
Could you, could you meet again? 

I cannot meet again next week.  
No Lunch, no prop,  

Please hear me speak.  
No, not at dusk. No, not at dawn.  

At 4 P.M., I should be gone.  
Could your hear while all speak out?  

Would you write the words they spout?  
I could not hear, I would not write,  

This does not need to be a fight.  
Sign here, date there,  
Mark this, check that,  

Beware the students ad-vo-cat(e)  
You do not like them,  

So you say  
Try again! Try again!  

And you may  
If you will let me be,  

I will try again,  
You will see  

Say! I almost like these IEPs  
I think I'll write 6,003  

And I will practice day and night  
until they say  

You got it right 
 

author unknown  
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IEP Content and Procedures - Overview Chart 
 

Content 

Work for internal consistency – Flow! Flow! Flow! 
There must be a direct relationship seen between: 

•  Evaluation results or last year’s IEP, to 
•  Present level of performance, to 
•  Student needs, to 
•  Goals, to 
•  Objectives, to 
•  Education services to be provided. 

Progress •  Frequency – at least as often as non-disabled peers. 
•  Method of Reporting – Conferences, phone calls, written progress, etc. 

Team 
Members 

•  The parents 
•  The student (must be invited when transition needs are being considered) 
•  At least one regular education teacher (where the child is enrolled or expected to 

enroll) 
•  Special education teacher 
•  Representative of the District (cannot be a member of the IEP team) 
•  An individual who can interpret the instructional implications of the evaluation (can 

be one of the above district members or an additional person) 
•  A team member licensed in the pupil’s disability 
•  When appropriate, other individuals with knowledge or expertise regarding the 

learner 
Individual 

Family 
Service Plan 

(IFSP) 
Team 

Members 

•  The parents 
•  Other family members (per parent request) 
•  An advocate or person outside of the family (per parent request) 
•  The service coordinator 
•  Person(s) directly involved in conduction evaluations 
•  Person(s) who will be providing service(s) to the child/family 

Transfer  
Of  

Rights 

Beginning at least one year before a student turns 18, a statement must be included that the 
student and parent have been informed that the student’s rights will transfer to him/her upon 
reaching age 18. 

Services 

Special Education and Related Services 

•  Service instruction – choose the appropriate disability 
•  Service description – optional 
•  Check the box for location and service. If a service is provided in both general and 

special education, use two lines 
•  Anticipated frequency – number of times per week 
•  Minutes per session for both indirect and direct 
•  Anticipated duration – the maximum duration of the IEP is 12 months or 1 year 
•  Date service started 
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Least 
Restrictive 

Environment 
LRE 

•  If the student is not able to participate full time with students without disabilities in 
the regular classroom, this statement explains the extent of non-participation. 

•  While the team has the responsibility to consider settings with students without 
disabilities, it has an equal responsibility to ensure the student receives an 
appropriate education.  All settings are legitimate.  The challenge is to provide an 
education in a setting that is appropriate given the student’s needs. 

Present 
Levels of 

Educational 
Performance 

and 
Educational 

Needs 
 

Early 
Childhood 
Special 

Education 
     (ECSE) 

Present Level(s) of Educational Performance and Educational Needs 
•  Must be written for all areas of presenting problems 
•  Includes both current functioning and unique special education instruction needs of 

the student 
•  Must be written in objective measurable terms 
•  Must describe the student’s skill status 
•  Must describe how the student’s disability affects his/her involvement and progress 

in the general curriculum 
•  Need statements must identify specific skills and/or behaviors to be learned 
•  ECSE must describe how the child’s disability affects participation in 

developmentally appropriate activities 

Transition 
 

Present 
Levels 

 

Must be written for all areas – see present levels for content 
•  Post secondary education and training 
•  Employment 
•  Community participation 
•  Recreation and leisure 
•  Home living/Daily living skills 

Goals 

Goals includes the following components: 
•  Direction of change 
•  Skill/behavior to be changed 
•  Expected annual ending level of performance 

Objectives 

Objectives contain the following components: 
•  Conditions for evaluation 
•  Skill/behavior to be changed 
•  Criteria and procedures for attainment 

Progress 

Progress review should include: 
•  The student’s progress toward the objective 
•  The extent to which that progress is sufficient to enable the student to achieve the 

goal by the end of the year 
•  The student’s progress in general education when appropriate 

 

MN 
Comprehensive 

Assessment 

MN Comprehensive Assessment 
•  Complete only in IEPs developed for grades 3, 5, 8 and 10+. 
•  Students must take without modification. 
•  Describe any accommodations:  Any change in testing condition that does not alter 

the validity or reliability of the test. 
Exempt means that the student is incapable of taking the test.  If a student is exempt, 
provide an explanation for the exemption decision made by the IEP team, and what 
alternative assessment process will be used instead. 
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Basic 
Standards 
Assessment 

Basic Standards Assessment 
•  Complete for grades 8 or above 
•  Describe any accommodations 
•  Describe any modifications: an adjustment to the standard, the test, or the testing 

conditions that is significant enough to result in a change in the level of difficulty. 
Exempt means that the student is incapable of taking the test.  If a student is exempt, 
provide an explanation for the exemption decision make by the IEP team, and what 
alternative assessment process will be used instead. 

Adaptations 

Describe specific adaptations that will be make available to the student in any or all 
settings and are needed to enable the student to advance toward attaining his/her annual 
goals and be involved in the general education curriculum. See examples below: 

•  Assistive Technology both low and high tech 
•  Special Transportation needs 
•  Services provided to staff 
•  Special types of curriculum 
•  Specialized equipment 
•  Extended time for assignments or testing 
•  Modification of grades 
•  Modifications to school district and building discipline policies 
•  Paraprofessional responsibilities and duties if that paraprofessional is assigned to 

an individual student and not a program 
Extended 

School Year 
(ESY) 

•  Check one of the boxes to indicate ESY services were considered and discussed. 
•  If yes is checked, follow your district procedure for Extended School Year 

documentation. 

Notice of 
Proposed 
Services 

•  Complete 
•  Attach a copy to the completed IEP 
•  Send both to the parents along with a copy of the Parental Rights and Procedural 

Safeguards 

Significant 
Change 

•  A significant change on the IEP/IFSP is required for the following changes in 
program of placement: 

•  The IEP goals have been completed or require modification 
•  There is a need to add or delete a service 
•  There is a change in the type of site or setting in which the student receives special 

education 
•  The amount of time a student spends with peers without disabilities is changed 
•  The amount of special education to accomplish the goals or objectives needs to be 

increased or decreased 
•  A conditional behavior intervention procedure needs to be added 
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Evaluation ReportsEvaluation ReportsEvaluation ReportsEvaluation Reports    
 

 Evaluation Content and Procedures 

Notice of 
Educational 
Evaluation/ 

Re-evaluation 

Parents sent Notice of Educational Evaluation/Re-evaluation that included: 
•  Reason for evaluation or refusal to evaluate 
•  Description of areas to be assessed – all areas of suspected disability 
•  Where the evaluation will be conducted 
•  Materials and procedures to be used to assess 
•  Who will be doing the assessing 
•  Any necessary modification to the process 
•  Consideration of other possible factors such as blind or visual impairment, 

deafness or hard of hearing, AT needs, race, cultural, ESL 
•  Transition before student enters 9th grade or turns 14 

Was a notice sent to the parents even if no additional data were required for re-
evaluation? 

Consent 

Parental informed consent 
•  Initial evaluation: written signature prior to evaluation 
•  Re-evaluation: signature or documentation of at least 2 attempts if signature 

not received – start re-evaluation after 14 calendar days if no response has 
been received 

Timel ines 
Evaluation Timelines 

•  Occur within a three-year timeline? 
•  Completed within the 30 school day evaluation period? 

Functional 
Behavior 

Assessment 
(FBA) 

Functional Behavior Assessment must be conducted either before or not more than 
10 days after: 

•  A removal that constitutes a change of placement 
•  Removal from the student’s educational placement for more than 10 

cumulative days in a school year 
An FBA must be conducted before implementation of a regulated intervention 
procedure 
An FBA must include: 

•  A description of problem behaviors 
•  An identification of events, times and situations that predict the occurrence 

and nonoccurrence of the behavior 
•  The antecedents, consequences and reinforcers that maintain the behavior 
•  The possible functions of the behavior and possible positive alternative 

behaviors (address this in the interpretation) 
 

ECSE 

Infant and Toddler Evaluations should include: 
•  A review of all pertinent records related to the child’s current health status 

and medical history 
•  An evaluation of the child’s level of functioning and unique needs in each of 

the following developmental areas: cognitive, physical (including vision and 
hearing) communication, social/emotional and adaptive 

•  A family evaluation (voluntary on part of the family) to determine the 
resources, priorities and concerns of the family and to determine the 
supports and services necessary to support the family in meeting the needs 
of their child 

Evaluation 
Report 

Evaluation Report – includes: 
•  Parent(s) information 
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•  Review of records 
•  Summary of the evaluations done and Present Level of Performance in all 

areas evaluated 
•  Statement describing the teams interpretation of the evaluation results 
•  The team’s judgment verifying the decisions regarding eligibility or 

continuing need 
•  Statements describing educational needs 

Present level of 
Performance  

Present level of Performance includes 
•  Description of evaluation tools/procedures 
•  Summary of pertinent test scores 
•  Explanation of meaning of test scores 
•  Information on how the student’s future goals and relevant interests and 

skills in each of the five areas: employment, post-secondary education and 
training, community participation, recreation/leisure and home living 

•  Relevant medical findings that may affect learning 

Interpretation 

Interpretation of Evaluation Results: 
•  Summary of group’s interpretation 
•  Judgment of eligibility or continued need, addressing all criteria components 
•  The evaluation data must support the decision for eligibility or continuing 

need 
•  Discussed at Eligibility Determination meeting but added to the ER report 

after the meeting 
•  When no additional data are needed, summarize the existing data that 

support a continuing disability and need for special education 
•  For all disabilities, team determines that the students difficulties are not 

primarily caused by a lack of instruction in reading/math or due to limited 
English proficiency 

Severe 
Learning 

Disabil it ies 
(SLD) 

 

SLD written report must include a statement of: 
•  The relationship of that behavior to the child’s academic functioning 
•  The educationally relevant medical findings, if any 
•  Whether there is a severe discrepancy between achievement and ability that 

is not correctable without special education and related services 
•  Learning problems are not result of “visual, hearing or motor disabilities, or 

mental retardation, of emotional disturbance or of environmental, cultural or 
economic disadvantage”. 

Signatures 
Signatures are required for SLD or an override 

•  Typing in the names of the team members would be helpful for the parents 
A student with a disability must be evaluated prior to determining that the student is 
no longer a student with a disability or no longer in need of special education 
services.  This also needs to be done before a student graduates. 

Exit 

A team meeting must be held if a significant change is needed in the IEP: 
•  Send a Notice of Team Meeting 
•  After the meeting, complete the Documentation of Significant Changes in 

the IEP 
•  Complete a Notice of Proposed Special Education Services and send it with 

the Parental Rights and Procedural Safeguards and a copy of the IEP 
changes to the parents. 
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IEP Information Overview 
 
Present Level of Educational Performance (PLEP) 
 
The IEP for each child must include a statement of the child’s present levels of educational performance (PLEP), including how the child’s 
disability affects the child’s involvement and progress in the general curriculum (i.e. the same curriculum as for non-disabled children).  
Educational strengths and needs are incorporated into the present levels of educational performance statements.  Annual goals and 
instructional objectives are based on the information in these descriptions. 

The PLEP statement is the engine that drives the IEP. The 4 components are: 
 

Reflects the results of the assessment. 
Describes the student’s: 

• Strengths. 
• Needs. 
• Preferred learning style, interests, and/or motivation. 

 

Goals and objectives are based on the needs identified in the PLEP statement. 
Progress reports reflect the extent to which a student is going to meet their annual goals. 

 
Results of Assessment Student’s Strengths Specific Needs Learning Style, Interest, 

Motivation 

Examples    
Karen’s assessment information 
and staff observations indicate 
that her speech is often difficult 
to understand, particularly by 
peers. 

Karen is learning new phrases and 
says she likes being able to ask 
for things herself. 

Karen needs to learn to use two 
and three word phrases to 
express her wants and needs so 
that she can interact with her 
peers without frustration. 

Karen will model phrases 
spoken by another person. 

I (Jake) took the tech college 
certificate program in the 
Custodial Program last summer. 

I am able to do the work required 
for most custodial jobs, and I get 
along well with my co-workers. 

I need to work to keep my 
custodial skills as high as I can 
by continuing to improve on my 
job. I need to call Bob to get job 
assistance when I need it. 

I am interested in other training 
in the future. 
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IEP Goals and Objectives 
 
Goals and objectives in a student’s IEP focus on the skills and behaviors the student needs: 

• To learn in order to be involved and progress in the general curriculum and 

• To meet other educational needs that result from a disability 

Goals: 
Goals are broad statements that describe what can reasonably be expected to accomplish within a twelve-month period of time in a special 
education program. 
 
Each goal includes three components: 

• Direction of change 

• Skill/behavior to be changed 

• Expected annual ending level of performance 

 
 

Direction of Change Skill or Behavior Present Level 
(may be implied) 

Expected Level of Achievement 

Examples:    

The student will 
decrease 

Impulsive “talking out” behavior FROM 5 times per TO talking out one time per hour 

The student will 
increase 

Written language skills 
FROM writing only 
phrases 

TO writing a complete simple sentence, with 
initial capitalization and ending punctuation. 

The student will 
maintain 

Work completion using strategies for 
concentration 

 
AT the current level of all 5s on his/her daily 
point chart. 
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Objectives: 
Objectives are measurable, intermediate steps leading to the attainment of the goal.  Objectives must include specific criteria measurable for 
attainment.  There must be at least two objectives per goal. 
 
 
Objectives contain the following components: 

• conditions for evaluation 

• skill/behavior to be performed 

• criteria and procedures for evaluation 

 
 

Conditions for Evaluation Skills/Behavior to be Performed Evaluation Criteria, Procedures 

Circumstances under which behavior is to be performed 
• Environment 
• Specialized instructional materials/equipment 
• Assistance 

• Observable 
• Measurable 
• Verifiable 

What will be used to measure 
performance? 

• Method 
• Instrument 
• Course of action 

Examples:   

When in a group setting The student will verbally 
participate in conversation. 

In 9 out of 10 trials as measured by daily 
chart. 

After reading a story of his own choosing The student will give an oral book 
report. 

Summarizing the content of the story, with 
accuracy measured by teacher checklist. 

When given fifteen 3-digit addition problems and no 
calculator 

The student will compute the 
problems. 

With no more than 3 errors in 2 out of 3 
trials. 

 



 

Navigat ing the DCD Maze -  94 

Optional Attachments to the IEP 
 
Individual Health Plan 
 
All special education students with special health care needs should have an Individual Health 
Plan (IHP) that addresses how health care needs are to be addressed in the school setting.  Most 
districts have their own IHP forms used to document general needs and may also have 
specialized forms for chronic illnesses such as asthma or diabetes. 
 
In most cases, the completion of the IHP is the responsibility of the school nurse in consultation 
with the student, family, and health care providers.  The IHP should be updated yearly.  Ideally, 
the nurse is invited to the IEP annual review, so that IHP and IEP updates can be synchronized.  
Each year an updated copy of the IHP should be attached to the IEP. 
 
Evacuation Plan 
 

Emergency Evacuation Plans are especially important for students who are vulnerable due to 
motor, sensory, cognitive, or emotional/behavioral impairments.  The Emergency Evacuation 
Plan should be attached to the IEP.  Additionally, copies should be distributed to the IEP case 
manager, parent, student’s teacher(s), paraprofessionals, school nurse or health office, principal, 
assistant principal, and building supervisor.  It should include the following components: 

• Date of plan 
• Teacher 
• Students 
• Grade 
• Concerned Personnel 
• Concerns 
• Strategy/Responsible Staff 
• Comments 
 

 



 

Navigat ing the DCD Maze -  95 

Emergency Evacuation Plan For Students With Disabilities 
 
 

Student________________________________  Teacher______________________________ 

Date Of Plan ___________________________  Grade _______________________________ 

 
_____________________________________________________________________________ 

Concerned Personnel 
(Staff who has responsibility for implementing evacuation plans.) 

 
 
 
 
 
 
_____________________________________________________________________________ 

Concerns 
(Consideration essential in developing evacuation plan.) 

 
 
 
 
 
 
 
 
_____________________________________________________________________________ 

Strategy/Responsible Staff 
(Specifically, what will happen, and who is responsible for ensuring that it does happen.) 

 
 
 
 
 
 
 
 
_____________________________________________________________________________ 

Comments 
 
 
 
cc:  IEP, IEP case manager, parent, student’s teacher(s), paraprofessionals, school nurse or health office, principal, 

assistant principal, and building supervisor. 
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Functional Behavior Assessment (FBA) - Minnesota Rules 
 

Functional Behavior Assessment - Definition: 
Source:  Minnesota Department of Education:  Minnesota Rules, Chapter 3525, 
Definitions 3525.0210    Web Citation:  
http://www.revisor.leg.state.mn.us/arule/3525/0210.html 

 
"Functional behavioral assessment" or "FBA" means a process for gathering information to 
maximize the efficiency of behavioral supports.  An FBA includes a description of problem 
behaviors and the identification of events, times, and situations that predict the occurrence and 
nonoccurrence of the behavior.  An FBA also identifies the antecedents, consequences, and 
reinforcers that maintain the behavior, the possible functions of the behavior, and possible 
positive alternative behaviors.  An FBA includes a variety of data collection methods and 
sources that facilitate the development of hypotheses and summary statements regarding 
behavioral patterns. 
 
Functional Behavior Assessment - Procedures: 

Source:  Conducting Functional Behavioral Assessments and Developing Positive 
Programs for Students with Challenging Behaviors.  Minnesota Department of Children, 
Families & Learning, 2000. 

 
During a functional behavioral assessment broad and specific information is gathered in order to 
better understand the specific reasons for the student’s problem behavior.  A functional 
behavioral assessment is complete when five main outcomes are achieved: 
 

1.  A clear description of the problem behaviors, including classes or sequences of 
behaviors that frequently occur together. 
 
2.  Identification of the events, times, and situations that predict when the problem 
behaviors will and will not occur across the full range of typical daily routines. 
 
3.  Identification of the consequences that maintain the problem behaviors (that is, what 
functions the behaviors appear to serve for the person.) 
 
4.  Development of one or more summary statements or hypotheses that: 
(a) describe specific behaviors, 
(b) identify a specific type of situation in which they occur, and 
(c) identify the outcomes or reinforcers maintaining them in that situation. 
 
5.  Collection of direct observation data that support the summary statements that have 
been developed. 

 
Anyone who has ever used an A-B-C (Antecedent-Behavior-Consequence) observation form or 
chart has conducted one procedure used in the functional behavioral assessment process.  
Anyone who has observed undesirable behavior in different situations and assumed that the 
student was “doing that because…” or “the student is doing that in order to…” has developed a 
hypothesis/summary statement concerning the variables influencing behavior.  A behavioral 
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support plan or behavioral intervention plan can be designed once the functional behavioral 
assessment information leads to a confident prediction of the conditions in which the problem 
behavior is likely to occur and not occur, and when there is agreement about the factors that 
appear to maintain the problem behavior. 
 
Functional Behavior Assessment - Legal Requirements: 

Source: Conducting Functional Behavioral Assessments and Developing Positive 
Programs for Students with Challenging Behaviors.  Minnesota Department of Children, 
Families & Learning, 2000. 

 
Strictly speaking, functional behavioral assessment is required only when a student with a 
disability becomes the subject of school discipline proceeding. 
 
Federal regulation at 34 CFR 300.520(b)(1) states: 
 

“Either before or not later than 10 business days after either first removing the child for 
more than 10 school days in a school year or commencing a removal that constitutes a 
change of placement… 
 
(i) If the LEA did not conduct a functional behavioral assessment and implement a 
behavioral intervention plan for the child before the behavior that resulted in the 
removal, the agency shall convene an IEP meeting to develop an assessment plan. 
 
(ii) If the child already has a behavioral intervention plan, the IEP team shall meet to 
review the plan and its implementation, and, modify the plan and its implementation as 
necessary, to address the behavior.” 

 
Even though a literal reading of the regulation could indicate that functional behavioral 
assessment is only required when students with disabilities are involved in disciplinary action, a 
rational conclusion can be made that IDEA 97 statutory language suggests implementing 
functional behavioral assessment, when needed, throughout the special education decision 
making process (National Association of State Directors of Special Education (NASDSE), 
1998).  This position stems from a series of connections between related sections of the IDEA 
97 statute. 
 

300.532(a)(2)(b) states:  “the local education agency shall – use a variety of assessment 
tools to gather relevant functional and developmental information.” 
 
300.532(d) states:  “Tests and other evaluation materials include those tailored to assess 
specific areas of educational need and not merely those that are designed to provide a 
single general intelligence quotient.” 
 
34 CFR 300.346(a)(2)(l) of the statute states:  “in the case of a child whose behavior 
impedes his or her learning or that of others, consider where appropriate, strategies, 
including positive behavioral interventions, strategies and supports to address the 
behavior.” 
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Though a process for developing or implementing these supports is not outlined in the statute, 
creating positive behavioral interventions, strategies, and supports is the purpose for which 
functional behavioral assessment was developed. 
 
For students with behavioral concerns, federal law acknowledges the use of functional 
behavioral assessment beyond the context of the discipline section.  Although this language 
does not place any demands on practitioners prior to discipline situations, it does illustrate 
clearly that Congress acknowledges that educational agencies may use functional behavioral 
assessment procedures to address behavioral needs outside the context of disciplinary 
proceedings (NASDSE, 1998). 
 
 



 

Navigat ing the DCD Maze -  99 

Behavior Intervention Plan (BIP) - Minnesota Rules 
 
Source:  Minnesota Rules, Minnesota Department of Education, and Chapter 3525 
3525.0850 Behavior Interventions. 
Online citation:  http://www.revisor.leg.state.mn.us/arule/3525/0850.html  

 
This policy is intended to encourage the use of positive approaches to behavioral interventions.  
The objective of any behavioral intervention must be that pupils acquire appropriate behaviors 
and skills.  It is critical that behavioral intervention programs focus on skills acquisition rather 
than merely behavior reduction or elimination.  Behavioral intervention policies, programs, or 
procedures must be designed to enable a pupil to benefit from an appropriate, individualized 
educational program as well as develop skills to enable them to function as independently as 
possible in their communities.  
 
The IEP and Regulated Interventions 

Source:  Minnesota Rules, Chapter 3525.2900  
Transition And Behavioral Intervention Planning (BIP)  Subp. 5.  The IEP and regulated 
interventions  

 
A.  There are two types of regulated interventions:  conditional procedures and prohibited 
procedures. 

1. Conditional procedures may only be used when included as part of the pupil's IEP or in an 
emergency∗  situation according to part 3525.0210.  In order to utilize a conditional 
procedure, the IEP team must: 

(a) identify the frequency and severity of target behaviors for which the conditional 
procedure is being considered. 
(b) identify at least two positive interventions implemented and the effectiveness of 
each; and  
(c) design and implement regulated interventions based on present levels of 
performance, needs, goals and objectives, and document in the IEP.  
 

Conditional procedures include: 
(a) the use of manual restraint; 
(b) the use of mechanical or locked restraints; 
(c) time out procedures for seclusion; and 
(d) temporary delay or withdrawal of regularly scheduled meals or water not to 
exceed 30 minutes. 

 
 
                                                 

∗  Definition of “Emergency” - Minnesota Rules, Chapter 3525.0210, Subp. 17. 
"Emergency" means a situation in which immediate intervention is necessary to protect a pupil or 
other individual from physical injury, emotional abuse due to verbal and nonverbal threats and 
gestures, or to prevent severe property damage.  The emergency intervention must be the least 
intrusive intervention possible to reasonably react to the emergency situation.  This subpart does 
not prohibit staff persons from using reasonable force to protect themselves or other pupils or 
students as provided in Minnesota Statutes, section 609.379.  
Online citation:  http://www.revisor.leg.state.mn.us/arule/3525/2900.html  
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2. Prohibited procedures are interventions that are prohibited from use in schools by school 
district employees, contracted personnel, and volunteers. 

(a)  corporal punishment as defined in Minnesota Statutes, section 121A.58; 
(b)  requiring a pupil to assume and maintain a specified physical position, activity, 

or posture that induces physical pain as an aversive procedure; 
(c)  presentation of intense sounds, lights, or other sensory stimuli as an aversive 

stimulus; 
(d)  use of noxious smell, taste, substance, or spray as an aversive stimulus; 
(e)  denying or restricting a pupil's access to equipment and devices such as hearing 

aids and communication boards that facilitate the person's functioning except 
temporarily when the pupil is perceived to be destroying or damaging 
equipment or devices; 

(f)  faradic skin shock; 
(g)  totally or partially restricting a pupil's auditory or visual sense not to include 

study carrels when used as an academic intervention; 
(h)  withholding regularly scheduled meals or water; and 
(i)  denying a pupil access to toilet facilities. 

 
B.  All behavioral interventions not covered in the IEP must be consistent with the district's 
discipline policy.  Continued and repeated use of any element of a district's discipline policy 
must be reviewed in the development of the individual pupil's IEP. 
 
C.  If an emergency intervention is used twice in a month or a pupil's pattern of behavior is 
emerging that interferes with the achievement of the pupil's educational goals and objectives, a 
team meeting must be called to determine if the pupil's IEP is adequate, if additional evaluation 
is needed, and, if necessary, to amend the IEP.  Districts may use conditional procedures in 
emergencies until the IEP team meets, provided the emergency measures are deemed necessary 
by the district to protect the individual pupil or others from harm.  The IEP team shall meet as 
soon as possible, but no later than five school days after emergency procedures have 
commenced.  District administration and parents must be notified immediately when a regulated 
procedure is used in an emergency situation. 
 
D.  Time-out procedures that seclude a student in a specially designated isolation room or 
similar space must meet the following conditions: 

(1)  specific criteria for returning the pupil to  the routine activities and regular education 
environment; 

(2)  an evaluation to determine whether seclusion is contraindicated for psychological or 
physical health reasons; 

(3)  provision for the pupil to be continuously monitored by trained staff; 
(4)  adequate access to drinking water and to a bathroom for a time-out that exceeds 15 

minutes; 
(5)  documentation of the length of time spent in each time-out procedure and the number 

of occurrences each school day; 
(6)  a safe environment for the pupil where all fixtures are tamper proof, walls and floors 

are properly covered, and control switches are located immediately outside the room; 
(7)  an observation window or other device to permit continuous monitoring of the pupil; 
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(8)   a space that is at least five feet by six feet or substantially equivalent to these  
dimensions and be large enough to allow the pupil to stand, to stretch the pupil’s arms     
and to lie down. 

(9)   be well-lighted, well-ventilated, adequately heated, clean; and 
(10) all applicable fire and safety codes met. 
 
 

E.  A parent has the right to withdraw consent for a behavior intervention plan at any time by 
notifying the program administrator or designee and the district must stop the procedure 
immediately.  After parental consent is withdrawn and the procedure is stopped, the school must 
send written acknowledgment to the parent and request parental signature.  If a parent's 
signature to withdraw consent cannot be obtained, the district must document its efforts to 
communicate and obtain the signature.  Parents must be contacted within three school days to 
determine the need to convene the IEP team to consider a change in program or placement. 
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IEP Adaptations Summary Form (Sample) 
 
Dear teachers of ______________________.  Hopefully, you have had the opportunity to read this 
student’s IEP.  In regard to the adaptations specified in the IEP, I have indicated below which ones 
pertain to this student.  Please make note of these adaptations in your planning and instruction.  Use this 
form as a planning worksheet or as an optional record for yourself. 
 
Instruction in class 
Copies of board or overhead 

notes 
Enlarged materials 
Repetition of group directions 
Preferential seating (attention, 

visual focus, enhanced 
understanding) 

Paraprofessional assistance for 
clarification, note-taking, 
(________________) 

Use visual, demonstration, 
and/or modeling as much as 
possible 

Provide written and verbal 
directions 

Audiotapes or reading aloud of 
assignments 

Monitor, reinforce on-task 
positive behaviors 

Other _______________ 
____________________ 
____________________ 
____________________ 
 

Grading 
Regular 
Adjusted 

Assignments 
May be shortened 
May be adjusted 
Extended time allowed 
Enlarged materials 
Alternate assignments 
Break into “chunks” 
May go to resource room for 

help 
Paraprofessional help 
May print or type or use 

computer 
Access to computer/word 

processor for lengthy work 
Send parents copies of 

assignment calendars 
Other _______________ 
____________________ 
____________________ 
____________________ 
 
 

Tests 
Oral tests if possible/needed 
May have read aloud 
May have scribed while student 

dictates 
Take in quiet setting (resource 

room/other) 
Open book tests 
Alternate tests 
Extended time allowed 
May use calculator 
Other _______________ 
____________________ 
 
 

Organization 
Monitor writing in organizer 
Extra books for home if possible 
Locker near main classes or 

resource room 
Paraprofessional assistance with 

homework or locker 
organization 

Other _______________ 
____________________ 
____________________ 

 
 
Other 
Regular communication with 

parents  
Important medical information 

on hand 
May leave class early 
Behavior Plan in place 
Mobility/positioning issues 
Advance planning for transitions 

or changes in routine 
Excused ahead of time or has 

alternative plan for fire and 
tornado drills 

Reinforce positive behaviors 
May ask for breaks 
May need a visual support, “I 

need a break” card 
 

 
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  

 
Contact me at any time with questions. You may reach me at: _____________________  

Name of Itinerant Teacher: _________________________________________________  



Adaptations Checklist 
 
 

STUDENT____________________________________________________________DATE__________________GRADE________ 
 

Navigat ing the DCD Maze -  103 
 
 

INSTRUCTIONAL ADAPTATIONS CLASS TESTING ADAPTATIONS GRADING ADAPTATIONS 
___Small group instruction ___Extra time for ___Adapt % of work for passing grade 
___Guided to un- guided instruction ___Shortened tests ___Partial grade based on individual efforts 
___Leave class for Resource Room assistance ___Rearrange or segment tests ___Frequent grading average in 
___Study buddy, peer partner, peer note-taker ___Highlighted or otherwise altered tests ___Daily work weighted higher than tests 
___Visual aids ___Alternate test ___Opportunity to rework for better grade 
___Auditory aids ___Short answer tests ___Grade on corrected work 
___Instructional aids ___Multiple test sessions ___Alternate grading (i.e. pass/fail) 
___Extra time for oral response ___Tests read to the student ___Modify class participation expectations 
___Dictate responses to person or tape ___Dictate responses to person or tape  
___Study carrel ___Take home or open book tests  
___Minimize visual distractions ___Project or other activity  
___Minimize auditory distractions ___Use of manipulatives, other aids  
___Additional feedback ___Recognition versus essay response  
___Assignment notebook ___Minimize distractions, study carrel  
___Oral and printed instructions ___Opportunity to take tests in RR  
___Shortened instructions, in segments ___Alternate grading  
___Number and sequence task steps ___Opportunity to retake until passing grade  
___Provide a model of end product   
___Opportunity to verbalize instructions   
___Opportunity to write instructions   
___Preferential seating   
___Prompts for participation and transitions   
___Repeated review, drill   
___Concrete, positive reinforcers   
 



Adaptations Checklist 
 
 

STUDENT____________________________________________________________DATE__________________GRADE________ 
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MATERIALS ADAPTATIONS BEHAVIOR MANAGEMENT ASSIGNMENTS ADAPTATIONS 
___Materials and/or lectures on tape ___Positive reinforcement ___Extra time for completion 
___Highlighted, color coded materials ___Modify expectations ___Reduced assignments using key 

concepts 
___Large print materials ___Code to identify inappropriate behavior ___Modified assignments using key 

concepts 
___Braille materials ___Pair with role model peer for group 

work 
___Alternate assignment 

___ESL materials ___Modified expectations ___Project or other activity (i.e. not written) 
___Materials, books in alternative format ___Amended consequences ___Other format, such as on tape 
___Study buddy, peer partner, peer note-
taker 

___Preferential seating ___Other response, such as oral or taped 

___Manipulatives, study aids ___Individualized behavior contract ___Study buddy, peer partner, peer note-
taker 

___Outline grid ___Check-In time(s) ___Task analyze, sequence assignments 
___Flow charts, arrays, webs, etc. ___Clearly defined limits ___Overview of long term assignments 
___Copy of teacher notes ___Frequent reminders ___Frequent checkpoints for long term work 
___Study guides related to test content ___Frequent breaks ___Reinforce appropriate work completion 
___Two sets of books, materials ___Proximity control ___Alternate grading 
 ___Designated safe place for times of 

stress 
 

 ___In-class time out  
 ___Private discussion about behavior  
 ___Opportunity to be teacher assistant  
 ___Supervised transitions  

 ___Concrete, positive reinforcers  
 



Adaptations Checklist 
 
 

STUDENT____________________________________________________________DATE__________________GRADE________ 
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TRANSPORTATION ASSISTIVE TECHNOLOGY & OTHER SERVICES 
___Special bus/van ___Interpreter 
___Special route ___Augmentative communication device 
___Special seating ___Instruction in Braille, use of Braille 
___Seat belt ___Books, materials on tape 
___Car seat ___Word processor/computer 
___Lift ___Note taker 
___Bus assistant ___Decoders for TV, film 
___Behavior contract ___Magnification 
___Change in discipline policy ___Amplification 
 ___Large print materials 
 ___1:1 paraprofessional support 
 ___Training/Technical assistance for student 
 ___Training/Technical assistance for family 
 ___Training/Technical assistance for staff 
 ___Job coach 
 ___Counseling 
  
  
  
  
  
  
  
  



 

Navigat ing the DCD Maze -  106 
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Assistive Technology Considerations Checklist 
 

P = Permanent Use: Trials have been completed and assistive devices will be used for the duration of the IEP. 
T = Trial Use: Trial(s) will be implemented to determine impact, effectiveness and preferences. 

 
Writing 
 
Mechanics of Writing  
● P T Regular pencil/pen  
● P T Pencil/pen with adaptive grip  
● P T Adapted paper (e.g. raised line, highlighted lines)  
● P T Slant board  
● P T Use of prewritten words/phrases  
● P T Templates  
● P T Portable word processor or keyboard instead of writing  
● P T Computer with word processing software  
● P T Portable scanner with word processing software  
● P T Voice recognition software to word process  
● P T Other:  
 
Computer Access  
● P T Keyboard w/ accessibility options  
● P T Word prediction or abbreviation/expansion to reduce keystrokes  
● P T Key guard  
● P T Arm support (e.g. Ergo Rest)  
● P T Track ball/track pad/ joystick w/ on-screen keyboard  
● P T Alternate keyboard (e.g. IntelliKeys, Discover Board, TASH)  
● P T Mouth Stick/Head Master/Tracker w/ on-screen keyboard  
● P T Switch with Morse code  
● P T Switch with scanning  
● P T Voice recognition software  
● P T Other:  

 
Composing Written Material  
● P T Word cards/word book/word wall  
● P T Pocket dictionary/thesaurus  
● P T Writing templates  
● P T Electronic/talking electronic dictionary/thesaurus/spell check (e.g. Franklin Speaking Homework Wiz)  
● P T Word processing w/ spell check/grammar check  
● P T Talking word processing  
● P T Abbreviation/expansion  
● P T Word processing w/ writing support  
● P T Multimedia software  
● P T Voice recognition software  
● P T Other:  
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Communication  
● P T Communication board/book w/pictures/objects/letters/words  
● P T Eye gaze board/frame  
● P T Simple voice output device (e.g. BIGmack, Cheap Talk, Voice in a Box, MicroVoice, Talk. Picture 

Frame)  
● P T Voice output device w/ levels (e.g. 6 Level Voice in a Box, Macaw, Digivox)  
● P T Voice output device w/ icon sequencing (e.g. AlphaTalker II, Vanguard, Chatbox)  
● P T Voice output device w/ dynamic display (e.g. Dynavox, Speaking Dynamically w/ laptop 

computer/Freestyle)  
● P T Device w/ speech synthesis for typing (e.g. Cannon Communicator, Link, Write: Out Loud 

w/laptop)  
● P T Other:  

 
Reading, Studying, and Math  
 
Reading  
● P T Standard text  
● P T Predictable books  
● P T Changes in text size, spacing, color, and background color  
● P T Book adapted for page turning (e.g. page fluffers, 3-ring binder)  
● P T Use of pictures/symbols with text (e.g. Picture It, Writing with Symbols 2000)  
● P T Talking electronic device/software to pronounce challenging words (e.g. Franklin Speaking 

Homework Wiz, American Heritage Dictionary)  
● P T Single word scanners (e.g. Seiko Reading Pen)  
● P T Scanner w/Optical Character Recognition and talking word processor  
● P T Electronic books  
● P T Other:  
 
Learning/Studying  
● P T Print or picture schedule  
● P T Low tech aids to find materials (e.g. index tabs, color coded folders)  
● P T Highlight text (e.g. markers, highlight tape, ruler, etc.)  
● P T Recorded material (books on tape, taped lectures with number coded index, etc.)  
● P T Voice output reminders for assignments, steps of task, etc.  
● P T Electronic organizers  
● P T Pagers/electronic reminders  
● P T Single word scanners  
● P T Hand-held scanners  
● P T Software for concept development/manipulation of objects (e.g. Blocks in Motion, Toy Store) - 

may use alternate input device, e.g. switch, touch window  
● P T Software for organization of ideas and studying (e.g. Inspiration, Claris Works Outline, 

PowerPoint)  
● P T Palm computers  
● P T Other:  
 
Math  
● P T Abacus/ math line  
● P T Enlarged math worksheets  
● P T Low tech alternatives for answering  
● P T Math “Smart Chart”  
● P T Money calculator and Coinulator  
● P T Tactile/voice output measuring devices  
● P T Talking watches/clocks  
● P T Calculator with/without print out  
● P T Calculator with large keys and/or large display  
● P T Talking calculator  
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● P T Calculator with special features (e.g. fraction translation)  
● P T On-screen/scanning calculator  
● P T Alternative keyboard (e.g. IntelliKeys)  
● P T Software with cueing for math computation (may use adapted input methods)  
● P T Software for manipulation of objects  
● P T Voice recognition software  
● P T Other:  

 
Recreation & Leisure  
● P T Toys adapted with Velcro™, magnets, handles, etc.  
● P T Toys adapted for single switch operation  
● P T Adaptive sporting equipment (e.g. lighted or beeping ball)  
● P T Universal cuff/strap to hold crayons, markers, etc.  
● P T Modified utensils (e.g. rubber stamps, brushes, etc.)  
● P T Ergo Rest or other arm support for drawing/painting  
● P T Electronic aids to control TV, VCR, CD player, etc.  
● P T Software to complete art activities  
● P T Games on the computer  
● P T Other computer software  
● P T Other:  

 
Activities of Daily Living (ADL)  
● P T No slip materials to hold things in place  
● P T Universal cuff/strap to hold items in hand  
● P T Color coded items for easier locating and identifying  
● P T Adaptive eating utensils (e.g. foam handles, deep sides)  
● P T Adaptive drinking devices (e.g. cup with cut out rim)  
● P T Adaptive dressing equipment (e.g. button hook, elastic shoe laces, Velcro™ instead of buttons, etc.)  
● P T Adaptive devices for hygiene (e.g. adapted toothbrushes, raised toilet seat, etc.)  
● P T Adaptive bathing devices  
● P T Adaptive equipment for cooking  
● P T Other:  

 
Mobility  
● P T Walker  
● P T Grab bars and rails  
● P T Manual wheelchair including sports chair  
● P T Powered mobility toy (e.g. Cooper Car, GoBot)  
● P T Powered scooter or cart  
● P T Powered wheelchair w/ joystick or other control  
● P T Adapted vehicle for driving  
● P T Other:  

 
Control of the Environment  
● P T Light switch extension  
● P T Use of interface and switch to activate battery operated devices  
● P T Use of interface and switch to turn on electrical appliances (e.g. radio, fan, blender, etc.) 
● P T Radio/ultra sound to remotely control appliances  
● P T Use of electronic aid for daily living to control environment in connection with an augmentative 

communication device  
● P T Other:  
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Positioning & Seating  
● P T Non-slip surface on chair to prevent slipping (e.g. Dycem)  
● P T Bolster, rolled towel, blocks for feet  
● P T Adapted/alternate chair, sidelyer, stander  
● P T Custom fitted wheelchair or insert  
● P T Other:  

 
Vision  
● P T Eye glasses  
● P T Magnifier  
● P T Large print books  
● P T CCTV (closed circuit television)  
● P T Screen magnifier (mounted over screen)  
● P T Screen magnification software  
● P T Screen color contrast  
● P T Screen reader, text reader  
● P T Braille translation software  
● P T Braille printer  
● P T Enlarged or Braille/tactile labels for keyboard  
● P T Alternate keyboard with enlarged keys  
● P T Braille keyboard and note taker  
● P T Other:  

 
Hearing  
● P T Pen and paper  
● P T Computer/portable word processor  
● P T TDD for phone access with or without relay  
● P T Signaling device (e.g. flashing light or vibrating pager)  
● P T Closed Captioning  
● P T Real Time captioning  
● P T Computer aided note taking  
● P T Screen flash for alert signals on computer  
● P T Phone amplifier  
● P T Personal amplification system/Hearing aid  
● P T FM or Loop system  
● P T Infrared system  
● P T Other:  

 
Comments:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Accessed online: http://www.wati.org/bestpractices/pdf/atcheck1.pdf  
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Cueing Hierarchy – Working toward Independence 
 
 

Since the goal with all students is for them to become as independent as possible, think about the following 
sequence of providing cues to a student. 
 
 

1. Can the child follow the general cue given by the teacher or by watching the other children? 
 

If not then… 
 
 

2. Can the child follow the direction if the classroom teacher gives the general cue again to the child? 
 

If not then… 
 
 

3. Can the child follow the direction if a staff person by the child makes sure the child is paying attention 
and gives the general cue again? 

 
If not then… 

 
 

4. Can the child follow the direction if a staff person pairs a gesture such as pointing with the verbal cue? 
 

If not then… 
 
 

5.   Can the child follow the direction with partial manual guidance such as a slight pressure on the 
shoulder paired with the verbal cue to stand up? 

 
If not then… 

 
 

6.   Does the child need full manual guidance paired with the verbal cue such as hand over hand for using a 
spoon? 
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Stages of Learning/Skill Acquisition 
 

 
The following terminology may be useful when developing Individualized Education Plans (IEPs): 
 
 
 
Acquisition Stage:   
New skills performed with accuracy from 0% to about 60 – 70% 
 
 
Maintenance Stage: 
Uses skill routinely.  Skills at this stage are still imperfect, but are good enough to use with some level of 
independence. 
 
 
Fluency or Proficiency Stage: 
Makes skills faster and better.  Skills at this stage of learning are usually above 60%, but the quality of 
performance needs to be improved. 
 
 
Generalization Stage: 
Uses skills anywhere and whenever needed.  Students are exposed to more variations of task materials, people, 
and environments. 
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Literacy Benchmarks  
 

Saint Paul Public Schools 
Office of Special Education  

 

Saint Paul Public Schools, Office of Special Education, developed a 
framework of literacy benchmarks for staff to use in the instructional process 
for students with disabilities.  This framework was designed as a tool for 
teachers to track student progress in literacy skills from year to year.  This 
document can be used to:  

1. Identify components of effective literacy instruction. 
2. Provide a reference for effective teaching. 
3. Provide continuous progress-monitoring toward literacy skills. 
4. Provide effective communication with parents and other professionals 

regarding student progress toward literacy. 
5. Develop meaningful literacy IEP goals and objectives. 

 
Student Name CIF# _________ 
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Literacy Benchmarks 
A. B. C. D. E.  

EMERGENT EARLY BEGINNING 

1. ATTITUDES 
ABOUT LITERACY 

• Listens to a short story • Sits in small group & 
listens to a story  

• Engages in reading & 
writing attempts 
(pretending) 

• Listens to books with 
several sentences on a 
page  

• Reads books for pleasure 
& to obtain information  

• Listens to books with a 
paragraph per page  

• Sees self as reader  
• Relies on print & 

illustrations  

2. CONCEPTS 
ABOUT PRINT 

• Turns pages of a book • Aware of print as well as 
pictures  

• Orients books & turns 
pages correctly 

• Looks at each page in a 
book  

• Moves finger under line of 
print when being read 
familiar books  

• Understands left to right, 
top to bottom, orientation 
print concepts 

• Can alphabetize by first 
letter  

3. WORD/SOUND 
RECOGNITION 

(PHONEMIC 
AWARENESS) 

 • Recognizes that two 
words rhyme  

• Can produce rhyme 
sounds (cat, bat, mat)  

• Segments words in 
sentences  

• Recognizes words that 
begin with the same 
sound 

• Recites known rhymes  
• Completes or predicts 

rhymes  
• Segments syllables in 

words orally and begins 
to count them  

• Sorts & names pictures 
by beginning & ending 
sounds  

• Can identify a sound that 
starts a single syllable 
word  

• Begins to fully segment 
sounds in single syllable 
words (b-a-t) 

• Blends 2-3 spoken 
sounds to make a word  

4. WORD/SOUND  
RECOGNITION 

(PHONETIC 
AWARENESS)  

   • Connects sounds to 
letters  

• Identifies letters by 
sounds  

• Identifies vowels  
• Sound out words  

5. WORD/SOUND 
RECOGNITION 

(PICTURE/WORD/ 
LETTER 

RECOGNITION) 

• Points to pictures/ photos 
in a book 

• Recognizes environ-
mental logos, familiar 
symbols & signs  

• Connects pictures and/or 
words to ideas & 
concepts  

 • Recognizes & identifies 
letters of the alphabet  

• Reads word families  
• Recognizes basic sight 

words  

6. WORD/SOUND 
RECOGNITION 

(WORD MEANING) 

• Points to 12 familiar 
objects when named  

• Expresses 10-15 words 

• Understands 900-1200 
words Uses 800-1500 
words 

• Understands 2800+ 
words Uses 900-2000 
words  

  

7. COMPREHENSION 
RETELLING 

COMPETENCE 

 • Recites phrases from 
favorite story if adult 
pauses  

• Follows 2-part directions  
• Connects written words 

and/or pictures to ideas or 
concepts 

• Pays attention to a simple 
story and answers simple 
questions  

• Tells stories or ideas to 
an adult 

• Retells main idea of text  

8. READING 
FLUENCY  

   • Reads a pattern 
repeating line book 

• Recognizes reading 
mistakes and attempts to 
correct them  

9. WRITING 
COMPETENCE 

 • Scribbles using a wavy 
line  

• Shows correct orientation 
to page for writing, moves 
from L to R, up & down  

• Correctly holds pen, 
pencil or writing tool  

• Can maneuver writing 
tool (eye-hand 
coordination/motor skills)  

• Can visually discriminate 
between 2 dimensional 
line drawings 
(same/different) 

• Draws using curved & 
pointed lines  

• Draws to represent 
objects, actions, places  

• Can describe objects 
orally  

• Can verbally dictate ideas  
• Uses a model to form 

letters  

• Write sounds s/he hears  
• Writes first and last name 

starting with a capital 
letter 

• Forms many letters 
legibly  

• Uses phonetic spelling to 
write independently  

CORRESPONDING 
ASSESSMENTS 

Rhyming (3B, 3C) - Phoneme Segmentation Fluency (3D) - Alliteration (3B) - Letter Naming Fluency (5D) 
Picture Naming (5A, 6A)  - Recognition Fluency (3D)  - Nonsense Word Fluency (3E) 
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L i te racy  Benchmarks  
F. G. H. I. J. 

DEVELOPING EXPANDING BRIDGING FLUENT PROFICIENT 
 

Reads early reader books 
Relies on print more than 
illustrations  

Reads beginning chapter 
books  
Reads & finishes 

Reads medium level  
chapter books. Reads & 
finishes a 
variety of materials with 
guidance  

Reads most young adult 
literature  
Selects, reads & finishes 
a wide variety of materials  

Reads complex young 
adult literature  
Moves between many 
genres with ease 

1. ATTITUDES ABOUT 
LITERACY 

Begins to use basic 
reference materials (e.g., 
dictionary, encyclopedia) 
with assistance 

Uses basic reference 
materials independently  
Recognizes different  
types of books 

Uses a variety of  
reference materials to 
locate information with 
guidance  
Increase knowledge of 
literary elements/genres 

Uses a variety of  
reference materials 
independently  
Understands literary 
Elements/genres 

Integrates nonfiction  
information to develop a 
deeper understanding 2. CONCEPTS ABOUT 

PRINT 

Orally adds, deletes, or 
changes target sounds in 
order  to change a word 

3. WORD/SOUND 
RECOGNITION 

(PHONEMIC 
AWARENESS) 

Uses phonetic cues 4. WORD/SOUND  
RECOGNITION 

PHONETIC AWARENESS  
Recognizes  
names/words by sight 

5. WORD/SOUND 
RECOGNITION  

ICTURE/WORD/ LETTER 
RECOGNITION) 

Uses meaning cues  
Uses sentence structure 
cues 

Uses reading strategies 
appropriately 

Reads & understands 
most new words 

6. WORD/SOUND 
RECOGNITION (WORD 

MEANING) 
Retells beginning, middle 
and end  

Retells plot, characters &  
events  
Makes connections 
between reading, writing 
& experiences  

Begins to make 
inferences & predict 
outcomes  
Reads and writes for 
variety of purposes (e.g., 
pleasure, information 
gathering)  

Begins to interpret deeper 
meaning in young adult 
literature with frequent 
guidance 
Participates in guided 
literacy discussions 

Interprets  sophisticated 
meaning in young adult 
literature with guidance 
Participates in complex  
literary discussions 

7. COMPREHENSION 
RETELLING 

COMPETENCE 

Understands basic 
punctuation  
Begins to read silently 

Reads with attention to 
punctuation  
Silent reads for short 
periods 

Silent reads for extended  
periods 8. READING FLUENCY  

Writes pieces that self & 
others can read  
Begins to write 
recognizable short 
sentences  
Writes about 
observations &  
experiences with some 
descriptive words 
Experiments with capitals 
& punctuation 
Spells some words  
correctly  
Begins to revise 
by adding on  

Begins to consider  
audiences  
Writes pieces with 
beginning, middle & end  
Revises by adding 
description & detail  
Listens to peers writing & 
offers feedback 
Edits for punctuation & 
spelling 
Uses capital letters & 
periods 
Forms letters with ease  
Spells many common 
words correctly  

Begins to write for various 
purposes 
Begins to organize ideas 
in a logical sequence 
Begins to develop  
paragraphs  
Begins to revise by 
adding literacy devices 
Develops editing &  
proofreading skills 
Employs strategies to 
spell difficult words 
correctly 

Uses appropriate tone &  
mood for variety of  
purposes  
Experiments with 
complex sentence 
structure 
Connects paragraphs in 
logical sequence 
Uses an increased 
repertoire of literacy 
devices  
Revises for clarity by 
adding reasons & 
examples 
Includes deleting in 
revision strategies 
Edits with greater 
precision 

Adapts style for a wide 
range of purposes 
Varies sentence  
complexity naturally 
Uses literary devices 
effectively Integrates 
information from a variety 
of sources to increase 
power of writing 
Uses sophisticated 
descriptive language 
Uses many revision 
strategies effectively 

9. WRITING 
COMPETENCE 

CBM Oral Reading Progress Monitoring Passages (A6+ - D6+)  
CBM Oral Reading Progress Monitoring Passages (A6/H6)  

CORRESPONDING 
ASSESSMENTS 

 

Date: __________  Comments/Notations: _____________________________________________
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T rans i t i on  T ip s  
 
During years 13-14: 
• Identify personal learning styles and the necessary accommodations to be a successful learner and worker. 
• Identify career interest and skills, complete interest and career inventories, and identify additional education 

or training requirements. 
• Explore options for post-secondary education and admission criteria. 
• Identify interests and options for future living arrangements, including supports. 
• Learn to communicate interest, needs and preferences. 
• Become able to explain the disability and the accommodations needed. 
• Learn and practice informed decision-making skills. 
• Investigate assistive technology tools that can increase community involvement and employment 

opportunities. 
• Broaden your experiences with community activities and expand your friendships. 
• Pursue and use local transportation options outside of the family. 
• Investigate money management and identify necessary skills. 
• Acquire an identification card and the ability to communicate personal information. 
• Identify and begin learning skills necessary for independent living. 
• Learn and practice personal health care. 
 
During years 15-16 
• Identify community support services (Vocational Rehabilitation, County Services, Centers for Independent 

Living, etc.). 
• Invite adult service providers, peers and others to the IEP meeting. 
• Match career interests and skills with career and technical course work and community work experience. 
• Determine the need for financial support (Supplemental Security Income, Medicare, etc.). 
• Learn and practice appropriate interpersonal, communication, and social skills for different settings 

(employment, school, recreation, with peer, etc.). 
• Explore legal status with regards to decision-making prior to age of majority. 
• Begin a resume and update it as needed. 
• Practice independent Living skills, e.g., budgeting, cooking, shopping, housecleaning. 
• Identify needed personal assistant services. 
 
During years 17-18 
• Apply for financial support programs (SSI/SSDI, Independent Living Services, Vocational Rehabilitation 

and County Service). 
• Identify post-secondary school that you plan to attend and arrange for accommodations. 
• Practice effective communication by developing interviewing skills, asking for help, and identifying 

necessary accommodations at post-secondary and work environments. 
• Take responsibility to arrive on time to work, appointments, and social activities. 
• Assume responsibilities for health care needs (making appointments, filling and taking prescriptions, etc.). 
• Register to vote. 
• Register for selective service (if male). 
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Functional Curriculum Checklist 
 

Student:______________________________________________  Student ID number _________________________________  
School:_______________________________________________  Date: ____________________  Grade: ________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of 
response.  Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring 
reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never performs skill 
A.  Needs adaptation to perform skill (describe) 

 
Read, View and Listen 

Skill Date Date Date Date 
eading Readiness:      

1. Scans/tracks pictures in book      
2. Turns book right side up      
3. Tums several pages at once      
4. Looks selectively at pictures      
5. Turns pages individually      
6. Scans left-to-right      
7. Scans top to bottom      
8. Identifies pictures      
9. Listens to 'read to me' books      
10. Looks at books during free time      
11. Listens to a story on tape      
12. Listens to story in group      
13. Matches pictures      
14. Matches letters      
15. Discriminates pictures      
16. Discriminates letters      
17. Discriminates words      
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Read, View and Listen 
Skill Date Date Date Date 

eginning Reading:      
1. Identifies letters:     
2. Upper case      
3. Lower case      
4. Identifies letter sounds      
5. Blends sounds to read words      
6. Strings words together to read phrases      

unctional Reading:      
1. Reads for functional purposes;      
2. 0wn name      
3. Personal information (address, phone #)      
4. Color words      
5. Number words      
6. Sight words      
7. Common signs with symbol      
8. Common sign words without symbol      
9. Direction words      
10. Community words (grocery, restaurant)      
11. Daily pictographic schedule      
12. Daily word schedule      
13. Recipe words      
14. Directions from package      
15. Game rules      
16. Calendar words      
17. Abbreviations      
18. Newspaper      
19. Magazines      
20. Computer related word      
21. Greeting cards      
22. Letters      
23. Messages      
24. Address book     
25. Telephone book      
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Read, View and Listen 
Skill Date Date Date Date 

26. Dictionary / Encyclopedia      
27. Paycheck      
28. Bank statement      
29. Bus schedules      
30. Maps      
31. Instructional manuals (operate a device)      
32. Job related words      
33. Generalizes reading skills throughout 

environments 
    

s a Reader:      
1. Reads cursive and manuscript      
2. Reads aloud fluently with appropriate expression      
3. Demonstrates techniques for learning new vocab.     
4. Reads a variety of printed material;      
5. Picture books      
6. Chapter books      
7.Poetry      
8. Fiction      
9. Nonfiction      
10. Text books      
11. Interprets presentations of data      

eading Comprehension:      
1. Answers yes/no question-pertaining to a reading      
2. Answers 'wh' questions pertaining to a reading      
3. Follows directions read      
4. Alphabetizes a group of words      
5. Retells a story including;      
6. Parts of story (character, setting)      
7. Sequence of events      
8. Identifies main idea and some supporting      
9. Conflict      
10. Demonstrates understanding of ideas not explicitly 

stated 
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Read, View and Listen 
Skill Date Date Date Date 

11. Makes predictions based on information in the 
selection 

    

12. Draws conclusions based on information in the 
selection 

    

13. Compares and contrasts elements of the story      
14. Distinguishes facts from opinions      
15. Categorizes events, behavior or characters      
16. Predicts logical cause and effect sequence      
17. Summarizes ideas and identifies tones in selections     
18. Identifies differences in the points of view of 

authors when given multiple selections 
    

19. Uses structural organizers within a selection to aid 
comprehension 
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never performs skill 
A.  Needs adaptation to perform skill (describe) 

 
 

Mathematical Applications 
Skill Date Date Date Date 

Number Sense:     
1. Match basic colors, shapes, sizes and pictures      
2. Group objects on basis of single characteristic by labeling, 

matching or sorting 
    

3. Identify and begin to name basic shapes, colors, sizes      
4. Match numbers      
5. Demonstrate understanding of concepts of more and less      
6. Rate counts (1-10, 10-20, 20 and so on)      
7. Counts with one to one correspondence      
8. Counts objects (to 5, 10, 20, 100)      
9. Reads numbers (l-digit, 2-digit, 3-digit, etc.)      
10. Writes numbers upon dictation (to 5, 10, 20, 100)      
11. Sequence counts (by 2's, 5's, 10's,)      
12. Counts backwards from 20     
13. Identifies place values (1,10,100,1000)      
14. Demonstrates an understanding of greater than and less than      
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Mathematical Applications 
Skill Date Date Date Date 

Computation:  
  Adds numbers      

1. Single digit      
2. Double digit without regrouping      
3. Double digit with regrouping      
4. Triple digit without regrouping      
5. Triple digit with regrouping      
6. Locates pages in book from page numbers      
7. Uses touch points and touch math processes for computation      

  Subtracts numbers     
8. Single digit      
9. Double digit without regrouping      
10. Double digit with regrouping      

11. Triple digit without regrouping      
12. Triple digit with regrouping      
13. Uses Estimation to determine reasonableness of answer      
14. Rounds numbers to nearest 10, 100 etc.      
15. Reads and follow signs (+, -, x)      

  Multiplies numbers     
16. Single digit with chart      
17. Single digit without chart      
18. Single digit using sequence counting      
19. Double digit      
20. Triple digit      

  Divides numbers     
21. Single digit with chart      
22. Single digit without chart      
23. Single digit using sequence counting      
24. Double digit by single digit      
25. Double digit or greater by double digit      
26. Uses Touch Math method to divide     
27. Uses long division to divide      
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Mathematical Applications 
Skill Date Date Date Date 

28. Computes mixed applications lining up decimals      
Space, Shape, Measurement:     
  Identify coins and bills      

1. Identify values of coins and bills      
2. Identify touch points on coins      
3. Count groups of like coins      
4. Count groups of mixed coins      
5. Count groups of mixed coins and bills      
6. Make change from $1.00      
7. Make change from $5.00     
8. Read dollar amounts ($1.00 to $1000.00, etc.)     
9. Read mixed dollar and coin amounts      
10. Uses: “Give me a dollar" program     
11. Use tools to measure (inch, centimeter, foot, yard, meter)     
12. Demonstrate understanding of quantitative vocabulary 

(more/less, long/short, etc.) 
    

  Read digital clock     
13. Read analogue clock (to hour, half-hour, quarter hour, five 

minute, one minute) 
    

14. Measure quantities (ounce, pint, cup, quart, gallon)     
15. Read weights (lbs, ounces, etc.)      
16. Measure perimeter and area of shapes      
17. Demonstrate understanding of time concepts and vocabulary 
      (today, yesterday, tomorrow, next week, a.m., p.m., etc) 

    

18. Use time to plan ahead      
19. Read thermometer/thermostat      

  Uses calendar     
20. Tell day, month, and date for a given event      
21. Find special holidays/events      
22. Tell number of days in a week, months in year      
23. Name days of week months and seasons of year      
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Mathematical Applications 
Skill Date Date Date Date 

Functional Math:  
1. Set timer      
2. Punch lunch number into machine      
3. Dial phone number      
4. Read room numbers      
5. Write a check      
6. Balance checking account      
7. Fill out deposit/withdrawal slips     
8. Plan a budget      
9. Use a credit card      
10. Demonstrate understanding of income vs. expenditures      
11. Use planner to record dates      
12. Set oven temperature     
13. Use cooking utensils to measure ingredients      
14. Use money to purchase items      

Calculator skills:      
1. Turn on and off      
2. Clear     
3. Input numbers      
4. Sequence a problem      
5. Add numbers      
6. Subtract numbers      
7. Multiply numbers      
8. Divide numbers      
9. Use memory function      
10. Perform basic multi-step operation      
11. Use all operations      
12. Use decimals      
13. Use to check/correct work      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response. 
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never performs skill 
A.  Needs adaptation to perform skill (describe) 

 
Write and Speak  

Skill Date Date Date Date 
asic Communications:     

1. Reach for person or object      
2. Respond to his / her name      
3. Gain attention      
4. Imitate sounds / words      
5. Imitate familiar motor movements      
6. Express wants, needs and feelings through      
7. Verbalizations      
8. Gestures      
9. Signs      
10. Communication device      
11. Identify 10 common objects      
12. Identity 10 common pictures      
13. Identity actions in pictures      
14. Follow 1-2 step directions      
15. Make choices and communicate them      
16. Respond to simple "wh" questions      
17. Identity 25 common nouns      
18. More than 50% of language is on topic      
19. Asks for help      
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Write and Speak  
Skill Date Date Date Date 

20. Uses a variety of communication functions;      
21. Requests      
22. Rejects      
23. Comments      
24. Asks for information      
25. Gives personal information      
26. Uses communication boards;     
27. Picture boards      
28. E1ectronic device      
29. Answers "yes/no" questions      
30. Uses social speech (please, thank you, etc.)      
31. Uses greetings      
32. Uses sentences to communicate      
33. Responds to "why" questions, in an appropriate manner      
34. Follows 3-4 step directions      

Speaks:      
1. Uses appropriate;      
2. Tone      
3. Volume      
4. Affect      
5. Engages in 2-way conversation      
6. Describes an experience that recently happened      
7. Answers the telephone      
8. Initiates conversation appropriately      
9. Initiates asking questions      
10. Uses language to problem solve, plan and organize      
11. Uses language to interact socially (entertain, humor, tease, 

pretend, apologize, etc.) 
    

12. Communicates needs in an appropriate manner      
13. Asks directions in public      
14. Gives directions in public      
15. Uses language to problem solve in work sites      
16. Remains in conversation for 3-4 exchanges      



Navigat ing the DCD Maze -  127 

Write and Speak  
Skill Date Date Date Date 

17. Uses language for conflict resolution      
18. Repeat and give directions      
19. Use language to perform in community (restaurants, stores, etc.)     

Pre- Writing:      
1. Hold writing utensil      
2. Scribble      
3. Color within a space      
4. Trace various shapes and lines      
5. Draw pictures      
6. Prints letters     
7. Upper case      
8. Lower case      
9. Sequentially      
10. Dictated      
11. Print numbers      
12. Writes words      
13. Copies from another paper      
14. Copies from the chalkboard      
15. Writes left to right, and top to bottom      
16. Leaves spaces between words and lines      

Writing:      
1. Writes complete sentences      
2. Writes paragraphs      
3. Rereads what has been written      
4. Uses proper punctuation and capitalization      
5. Uses temporary spelling      
6. Journals      
7. Spells words in spelling lists      
8. Writes through dictation      
9. Makes and uses persona1 dictionary      
10. Actively participates III discussion, and writing      
11. Writes stories including original ideas      
12. Writes reports, using at least 2 sources      
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Write and Speak  
Skill Date Date Date Date 

13. Includes beginning, middle and end in written work      
14. Includes details related to main idea      
15. Includes relevant vocabulary      
19. Stays on task throughout activity      
20. Interacts with others during activity      
21. Cares for the equipment or materials      
22. Invites others to join in activity      
23. Terminates activity appropriately      
24. Resolves conflicts during activity      
25. Participates in school programs      
26. Attends school events as a spectator      
27. Participates in clubs or school activities      
28. Plays with a pet      
29. "Hangs out" with friends      
30. Calls friends at home      
31. Writes cards, letters, e-mails      
32. Chooses television programs      
33. Watches television or movies      
34. Goes to restaurants with friends      
35. Goes to shopping malls      
36. Plays sports regularly      
37. Participates in a hobby such as collecting objects, gardening etc.     
38, Uses camera to take good pictures      
39. Takes elective classes within interest area      
40. Cooks/bakes      

Social Interaction:      
1. Responds to others in environment      
2. Attempts to make contact with others      
3. Interacts with others in 'give and take' fashion      
4. Indicates desire for continuation of activity      
5. Indicates desire for activity to end     
6. Expresses needs and wants     
7. Responds to teacher when name is called      
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Write and Speak  
Skill Date Date Date Date 

8. Imitates actions of adults or peers      
9. Attempts to please familiar adults      
10. Offers help to others      
11. Refuses assistance, (politely) when help is not needed      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 

 
 

People and Cultures  
Skill Date Date Date Date 

ommunity Safety      
1. Crosses street safely     
2. Crosses parking lot, alley or driveway, safely     
3. Distinguishes between stranger and familiar person     
4. Shows caution in interacting with stranger     
5. Carries Identification when leaving home     

ommunity Mobility:     
1. Walks/wheels self from one destination to another     
2. Travels alone or with same age peer to a 'Specified’     
     area in same neighborhood     
3. Travels alone or with same age peer to a destination of ____ mile     
4. Travels alone or with same age peer to destination      
     within 1 mile     
5. Uses elevator, escalator, stairs in public, settings     
6. Uses skyways or tunnels     
7. Fastens seat belt in car     
8. Rides safely on school bus     
9. Reads a ‘bus schedule’     
10.Uses a city bus to get to destination independently     
11. Arranges for and uses Taxi, or Metro-Mobility     
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People and Cultures  
Skill Date Date Date Date 

12. Reads a map to p1ana route and get to destination      
13. Uses Map-Quest to get directions      
14. Reads street signs and addresses to find places      
15. Asks directions when lost      
16. Gives directions to others to reach destination      

ommunity Facilities:      
1. Uses vending machines      
2. Uses pay phone      
3. Uses game arcades      
4. Makes reservations/appointments and keeps them      
5. Arrives on time for appointments      
6. Waits in line for turn in public facility      
7. Demonstrates comparatives: 1opping skills      
8. Makes purchases in the community, by telephone or internet     
9. Uses restaurant      
 a. Serves self from salad bar      
 b. Chooses variety of healthy foods from cafeteria line      
 c. Uses telephone to order food for delivery or pick-up      
10. Uses Grocery store      

a. Makes a list     
b. Obtains and pushes cart      
c. Finds items from list efficiently      
d. Compares prices/looks for items, on coupons      
e. Checks out      
f. Gives coupons to check out person      
g. Pays bill      
h. Packs bags if needed      

11. Uses Post Office      
a. Puts letter or card in envelope      
b. Wraps item in box      
c. Addresses envelope or package      
d. Stands in line and waits for turn at post office      
e. Orders stamps from clerk      
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People and Cultures  
Skill Date Date Date Date 

f. Obtains stamps from machine      
g. Gives clerk package and mailing instructions      

12. Uses medical clinic, dentist or hospital      
a. Fills out information form      
b. Shows medical card to receptionist      
c. Waits for name to be called      
d. Follows directions during exam      
e. Cooperates in medical procedures      

13. Obtains medication prescribed      
14. Follows directions on medication administration  
15. Takes medication consistently      
16. Calls 911 when needed      
17. Uses Hair Salon / Barber Shop      

a. Checks in with receptionist      
b. Cooperates/follows directions during hair wash/cut/style     
c. Pays bill, including tip      

18. Gas Station      
a. Chooses Correct type of gas      
b. Opens gas cap and inserts hose      
c. Pumps gas      
d. Removes hose and replaces cap      
e. Pays for gas      

19. Follows etiquette and functions in following settings;     
a. Drug Store      
b. Mall      
c. Repair Shop      
d. Government Center      
e. Social service agencies      
f. Library      
g. Movie Theater      
h. Laundromat      
i. Public restrooms      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 

 
Grooming 

Skill Date Date Date Date 
ace cleaning:      

1. Tolerates face washed      
2. Wipes mouth with napkin or washcloth      
3. Tolerates nose wiped      
4. Wipes nose when needed      
5. Blows nose      
6. Thoroughly washes face using soap      

ail care:      
1. Tolerates hair being washed and brushed      
2. Combs / brushes hair      
3. Styles hair      
4. Washes hair      
5. Dries hair      

and washing:      
  1. Tolerates hands in water      
2. Cooperates in hand washing      
3. Tums on water      
4. Adjusts water temperature     
5. Puts hands in water independently      
6. Puts soap on hands      
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Grooming 
Skill Date Date Date Date 

7. Washes hands      
8. Rinses hands      
9. Turns water off      
10. Dries hands with towel      
11. Dries hands with blower      
12. Manipulates towel dispenser      

ooth brushing:      
1. Tolerates teeth being brushed      
2. Gets out toothbrush and paste      
3. Wets brush      
4. Puts paste on brush      
5. Brushes all surfaces of teeth      
6. Rinses mouth      
7. Cleans brush      
8. Puts cap on paste tube      

howering / bathing:      
1. Tolerates being bathed      
2. Turns on, and adjusts water,      
3. Adjusts plug in tub      
4. Closes door or curtain in shower      
5. Applies soap to wash cloth      
6. Washes all areas of body      
7. Rinses body      
8. Applies shampoo to hair      
9. Washes hair, lathering whole head      
10. Rinses hair      
11. Turns off water, pulls plug in tub      
12. Towel dries entire body, including hair      

having       
1. Wets face      
2. Applies shaving cream      
3. Uses razor to shave all parts of face      
4. Rinses face      
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Grooming 
Skill Date Date Date Date 

5. Uses electric shaver to shave all parts of face      
ail Care:     

1. Scrubs nails, getting out dirt under nails      
2. Uses clipper to clip nails      
3. Uses file to file nails until no rough edges      
4. Applies nail polish      
5. Removes nail polish      

akeup & Scents:      
1. Cleans face      
2. Applies lipstick or gloss to lip area only      
3. Applies small amount of eye shadow to eye lids      
4. Applies small amount of blush to cheeks      
5. Applies small amount of perfume, cologne etc.      
6. Applies/rub in lotion to various body parts      
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Dressing  
Skill Date Date Date Date 

hooses clothing:      
1. Chooses clothes appropriate for weather      
2. Chooses clothes appropriate for event      
3. Chooses clothes that match      
4. Chooses clothes that fit      
5. Chooses clothes that are clean, wrinkle free and in good repair     

ress self:      
1. Removes shoes      
2. Removes socks      
3. Removes jacket      
4. Removes overhead shirt      
5. Removes unbuttoned shirt      
6. Removes unfastened or elastic waist pants      
7. Puts on shoes      
8. Puts on socks      
9. Puts on jacket      
10. Puts on unbuttoned shirt      
11. Puts an overhead shirt      
12. Puts on pants      

asteners:      
1. Opens Velcro closure      
2. Unzips zipper      
3. Unsnaps snap      
4. Unbuttons button·     
5. Connects Velcro on shoes or clothes     
6. Zips zipper with end fastened      
7. Snaps     
8. Connects zipper end      
9. Buttons      
10. Ties shoe laces      

 



Navigat ing the DCD Maze -  137 

 
Feeding 

Skill Date Date Date Date 
articipates in feeding:      

1. Demonstrates sucking reflex      
2. Demonstrates rooting reflex      
3. Demonstrates anticipation to feeding      
4. Accepts food on a utensil      
5. Processes semi-liquid food     
6. Closes lips around food item      
7. Swallows food      
8. Manipulates food into mouth      
9. Chews      
10. Swallows      
11. Processes solid food      
12. Chews adequately      
13. Swallows      
14. Allows utensil to be removed from mouth      

ats finger foods:      
1. Feeds self      
2. Distinguishes between food and nonfood      
3. Distinguishes between finger food and non finger food      
4. Bites off portions of food     

rinks:      
1. From cup held by adult      
2. Holds and uses cup      
3. Drinks from carton      
4. Sucks from straw      
5. Drinks from water fountain      
6. Pours from small container     

ses utensils      
1. Holds utensil      
2. Brings fork with food to mouth      
3. Stabs food with fork      
4. Scoops with spoon      
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Feeding 
Skill Date Date Date Date 

5. Brings spoon from bowl to mouth      
6. Scoops soft food      
7. Scoops liquid food      
8. Spreads with a knife      
9. Cuts with knife and fork      

ats meals at table:      
1. Sits upright      
2. Handles own food and drink      
3. Eats in sanitary manner      
4. Uses napkin      
5. Selects utensils      
6. Regulates intake of food      
7. Swallows food before putting more in mouth      
8. Quits eating when full (normal sized portion)      

ats in a lunchroom:      
1. Obtains tray     
2. Chooses food      
3. Waits in the pay line      
4. Presents lunch card for payment      
5. Proceeds to appropriate table      
6. Busses own dishes after eating      

ats in restaurant-sit down:      
1. Waits to be seated      
2. Makes food choice      
3. Orders food      
4. Uses manners when eating      
5. Obtains check      
6. Pays for meal      
7. Leaves tip (15-29%)      

ats in restaurant-fast food     
1. Waits in line to order      
2. Orders food      
3. Pays for food      
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Feeding 
Skill Date Date Date Date 

4. Obtains food when ready      
5. Carries food to table      
6. Dispenses own drink if necessary      
7. Obtains condiments, tray and napkin      

 
Toileting 

Skill Date Date Date Date 
articipates in toilet training     

1. Cooperates with changing      
2. Remains dry for two hours      
3. Indicates wet or soiled pants     
4. Cooperates with sitting on the toilet      
5. Eliminates on toilet      
6. Remains dry when on a schedule      
7. Indicates the need to use the restroom      
8. Distinguishes between bowel and bladder functions      
9. Indicates when finished on the toilet      
10. Pulls down pants for toileting     
11. Manages toilet paper      
12. Wipes until clean      
13. Pulls up pants when finished toileting      
14. Flushes toilet once when completed      
15. Washes hands      

ndependent toilets      
1. Male stands      
2. Puts toilet seat up      
3. Uses urinal      
1. Female Knows when to change pad      
2. Removes old pad and, disposes of properly      
3. Opens and places clean pad in pants      
4. Cleans self adequately      

ses public restroom:      
1. Closes and locks door      
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Toileting 
Skill Date Date Date Date 

2. Unhooks and opens door when finished      
3. Asks for help in finding restroom     
4. Uses signs to find male or female restroom      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 
 

Decision Making – Career/Job 
Skill Date Date Date Date 

areer Investigation:      
1. Completes interest inventory      
2. Identifies personal strengths/skills      
3. Identifies post secondary training opportunities      
4. Identifies training needed for certain jobs      
5. Sorts jobs into categories      
6. Identifies jobs that are good match for self      
7. Makes plan to obtain training on job     
8. Experiences various jobs through:     

a. Volunteering      
b. Interning      
c. Job shadowing      
d. Apprenticing      

inding a Job:      
1. Identifies where to look for jobs:     

a. Want ads      
b. Phone book      
c. Employment agency      
d. Web sites      

2. Obtains application forms      
3. Gives personal information:      
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Decision Making – Career/Job 
Skill Date Date Date Date 

a. Produces a resume'      
b. Demonstrates interview skills     
c. Good hygiene/proper attire     
d. Speaks or communicates clearly      

ccupational Experience:      
1. Takes direction/follows instructions      
2. Accepts constructive criticism      
3. Displays frustration tolerance      
4. Follows work rules      
5. Completes tasks in a timely manner      
6. Gets materials to start and complete job      
7. Seeks needed assistance      
8. Demonstrates good attendance/punctuality      
9. Goes directly to work area upon arrival or return from breaks      
10. Asks before leaving the work area      
11. Helps others with work tasks when needed      
12. Complies with safety precautions      
13. Reports problems on the job      
14. Displays appropriate manners      
15. Displays appropriate habits      
16. Displays appropriate appearance      
17. Exhibits flexibility      
18. Cooperates and relates to others      
19. Continues working when there are distractions      
20. Cleans up work area when finished      
21. Punches or signs in and out      
22. Calls if out sick      
23. Displays initiative      
24. Makes judgments      
25. Makes decisions      
26. Solves problems effectively      
27. Works unsupervised      
28. Completes tasks accurately.      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 

 
Decision Making – Recreation, Social 

Skill· Date Date Date Date 
Recreation and Leisure:      

1. Plays alone     
2. Chooses an activity      
3. Play with a variety of toys/materials      
4. Uses materials for various functions during play      
5. Plays next to others     
6. Plays cooperatively with others      
7. Engages in imaginary play      
8. Participates in activity      
9. Listens to music      
10. Sets up an environment for activity      
11. Takes turns      
12. Follows rules      
13. Plays playground games such as kickball and basketball      
14.  Plays card games      
15. Plays board games      
16. Plays computer games      
17. Shows tolerance when winning or losing      
18. Puts materials away      
19. Stays on task throughout activity     
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Decision Making – Recreation, Social 
Skill· Date Date Date Date 

20. Interacts with others during activity      
21. Cares for the equipment or materials      
22. Invites others to join in activity      
23. Terminates activity appropriately      
24. Resolves conflicts during activity     
25. Participates in school programs      
26. Attends school events as a spectator      
27. Participates in clubs or school activities      
28. Plays with a pet      
29. "Hangs out" with friends      
30. Calls friends at home      
31. Writes cards, letters, e-mails      
32. Chooses television programs.      
33. Watches television or movies      
34. Goes to restaurants with friends      
35. Goes to shopping malls      
36. Plays sports regular1y      
37. Participates in a hobby such as col1ecting objects, gardening etc.     
38. Uses camera to take good pictures      
39. Takes elective classes within interest area      
40. Cooks / bakes      

ocial Interaction:      
1. Responds to others in environment      
2. Attempts to make contact with others     
3. Interacts with others in give and take fashion     
4. Indicates desire for continuation of activity     
5. Indicates desire for activity to end      
6. Expresses needs and wants      
7. Responds to teacher when name is called      
8. Imitates actions of adults or peers      
9. Attempts to please familiar adults      
10. Offers help to others      
11. Refuse assistance (politely) when help is not needed      



Navigat ing the DCD Maze -  145 

Decision Making – Recreation, Social 
Skill· Date Date Date Date 

12. Follows directions from adult in authority      
13. Follows rules      
14. Participates cooperatively in small group activities      
15. Uses appropriate verbal behavior      
16. Uses appropriate physical behavior      
17. Exhibits remorse for poor behavior      
18. Expresses anger or disappointment appropriately      
19. Recovers from anger or disappointment in a reasonable amount of time     
20. Controls impulses and behavior      
21. Identifies own emotional states      
22. Identifies causes of own emotional state      
23. Identifies emotional states in others      
24. Asks others about causes for their emotional states.      
25. Checks own appearance (especially after eating)      
26. Negotiates assigned duties to avoid un-preferred tasks      
27. Maintains socially appropriate distance      
28. Ignores inappropriate behavior of peers      
29. Listens to peers and adults without interrupting      
30. Responds to supervisor correction      
31. Avoids exploitation by others (refuses to be manipulated)      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 

 
Resource Management 

Skill  Date Date Date Date 
ome Living - Safety      

1. Safely uses electrical appliances/cords      
2. Responds to fire alarm by leaving the building      
3. Responds to warnings by moving to a safe place      
4. Handles sharp objects carefully      
5. Carries breakables carefully      
6. Uses hot pads when handling hot items      
7. Stays safe distance from fires      
8. Keep flammable objects away from fire/stove      
9. Holds handrail when going up or down stairs      
10. Locks doors and windows at night and when leaving house      
11. Leaves note or tells others when leaving home      
12. Demonstrates how to put out small fires      
13. Dials 9l1 and gives information to Operator      
14. Tells when to call 911      
15. Identifies poisonous materials and how to use and store them     
16. Opens ladders completely before climbing      
17. Identifies gas smell and knows to leave house when present     
18. Turns off/on oven safely      
19. Notifies police when suspects danger/crime      
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Resource Management 
Skill  Date Date Date Date 

ome Repairs:      
20. Paints house:      

a. Interior      
b. Exterior      

21. Uses hand tools (hammer, saw, screwdriver)      
22. Uses power tools      
23. Changes light bulb      
24. Resets circuit breaker/changes fuses      
25. Takes broken items to repair shop      
26. Washes car      
27. Clears clogged toilet or drain      
28. Changes storm windows/screens      
29. Fixes leaky faucet      
30. Replaces furnace filter      
31. Puts salt in water softener      

itchen skills:      
1. Sets the table      
2. Cooks/prepares food      
3. Scoops food from jar      
4. Spreads soft foods on bread or cracker      
5. Makes simple snack      
6. Makes a sandwich     
7. Mixes ingredients with a spoon      
8. Mixes cola drinks from can or package      
9. Makes a hot drink     
10. Washes foods      
11. Toasts bread      
12. Uses microwave      
13. Cooks on stove top      
14. Bakes in oven      
15. Uses utensils:     

a. Scrapes bowl      
b. Whips food such as egg whites      
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Resource Management 
Skill  Date Date Date Date 
c. Measures foods      
d. Peels fruit and vegetables      
e. Slices foods such as bread or cheese     
f. Cuts meats, etc.      
g. Chops vegetables etc.      
h. Mashes soft foods such as potatoes      

16. Pours liquids and solids      
17. Uses electronic appliances:      

a. Mixer      
b. Blender      
c. Griddle or frying pan      
d. Food processor      

18. Opens containers with screw on lids      
19. Opens bottles with opener      
20. Opens and closes food boxes      
21. Opens can with opener      
22. Disposes of food containers      
23. Refrigerates or freezes foods      
24. Reads labels      
25. Reads and follows recipes      
26. Plans meal      
27. Makes a shopping list      
28. Obtains food necessary to prepare meals      
29. Cleans up      
30. Clears table      
31. Scrapes dishes      
32. Wipes tables and counters      
33. Turns on garbage disposal and runs water      
34. Covers left-overs and refrigerates      
35. Loads dishwasher, adds detergent, turns on      
36. Washes dishes by hand      
37. Wipes dishes      
38. Puts dishes away      
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Resource Management 
Skill  Date Date Date Date 

ousehold chores:     
1. Laundry:      

a. Sorts      
b. Washes delicate items by hand      
c. Pre-spots laundry      
d. Loads washing, machine; adds detergent, turns on      
e. Loads dryer, turns on      
f. Folds clothing/linens.      
g. Irons wrinkled clothing      
h. Puts clothing/linens away      
i. Makes simple repairs to clothing      

2. Cares for lawn:     
a. Rakes leaves      
b. Mows lawn      
c. Waters bushes, flowers and grass      
d. Weeds garden      
e. Trims hedges, edges of lawn      

3. Removes snow by hand      
4. Removes snow using blower      
5. Cleans house:     

a. Vacuums carpets      
b. Dusts furniture      
c. Empties wastebaskets/ashtrays      
d. Puts out garbage/recycling on proper day      
e. Sweeps floors      
f. Mops floors      
g. Cleans toilets      
h. Cleans counters/tab1etops      
i. Cleans sinks      
j. Cleans tubs and showers      
k. Washes windows and minors      
1. Washes walls, doors, cabinets      
m. Changes vacuum cleaner bag      
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Resource Management 
Skill  Date Date Date Date 
n. Cleans oven      
o. Cleans refrigerator      
p. Cares for pets      
q. Cares for plants      
r. Makes bed      
s. Changes bed linens      
t. Picks up and puts away items      
u. Sets a thermostat      
v. Wipes feet or removes shoes      

             w. Replaces toilet paper, soap and paper towels in dispensers     
hopping:      

1. Makes a list      
2. Comparative shopping-using newspaper, telephone, coupons, etc.     
3. Identifies type of store that carries item      
4. Travels to store      
5. Goes to right department or area of store to find item      
6. Finds item on list in store      
7. Tries on clothing item in fitting room      
8. Proceeds to check out counter      
9. Pays for item      
10. Waits for change      
11. Takes item in bag, from cashier      
12. Makes proper greetings/conversation with store personnel     

ersonal Finances:     
1. Finds price on item or shelf      
2. Reads price on tag or shelf      
3. Reads price from chart or table (movie, bus fare etc.)      
4. Pays for item costing less than $1.00      
5. Pays for item costing more than $1.00      
6. Counts out exact amount for item costing less than $1.00      
7. Counts out exact amount for item costing more than $1.00      
8. Totals purchases in head or on paper      
9. Totals purchases using calculator      
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Resource Management 
Skill  Date Date Date Date 

10. Purchases do not exceed money available      
11. Calculates amount of change expected      
12. Computes amount of sales tax and adds to price of item     
13. Reads paycheck to determine if amount is correct     
14. Opens saving account      
15. Makes deposit and withdrawal from savings account      
16. Opens checking account      
17. Makes deposit into checking account      
18. Writes checks or uses check card      
19. Records deposits and withdrawals in ledger      
20. Balances a checkbook      
21. Uses ATM card and records amount in ledger      
22. Writes monthly budget      
23. Pays bills on time      
24. Save for large purchases      
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Functional Curriculum Checklist 
 

Student: _____________________________________________  Student ID number _________________________________  
School: ______________________________________________  Date:____________________  Grade: _________________  
 
Directions:  Rate skills student has demonstrated, during observation, according to the following level of independence or frequency of response.  
Circle items that are objectives on student IEP and rate those items at each periodic review date and for fall, winter, spring reporting. 

4.  Independently performs skill or performs skill most of time (80-100%) 
3.  Performs skill with verbal cue or performs skill some of time (50-80%) 
2.  Performs skill with demonstration and verbal cue or performs skill occasionally (25-50%) 
1.  Performs skill with physical guidance or performs skill rarely (0-25%) 
0.  Unable to perform skill or never 

 
Technical and Vocational 

Skill Date Date Date Date 
omputer Literacy:      

1. Attends to computer screen      
2. Uses mouse      
3. Inputs name      
4. Inputs password      
5. Presses letters on keyboard upon request      
6. Uses spacebar      
7. Uses caps shift key      
8. Opens program from hard drive      
9. Opens program from CD or disk      
10. Uses word process program      
11. Uses functions such as bold, font type, edit undo, etc.      
12. Cuts and pastes      
13. Uses print function      
14. Saves work      
15. Sets margins      
16. Transfers written work to computer      
17. Creates new documents      
18. Accesses internet      
19. Copies from internet      
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Technical and Vocational 
Skill Date Date Date Date 

20.  Quits program     
21. Closes down computer      
22. Uses power point      
23. Uses assistive devices      
      a.  Single switch      
      b.  Touch window      
      c.  Adaptive keyboard      
      d.  Head mouse      
      e.  Voice activated system      
24.  Designs program for computer      
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Introduction  

 
To produce a dignified result, use a dignified process. 

John McGee  

 
 
A behavior problem is like a clue in a mystery story. It reveals and it conceals. It leads and it  

misleads.  It speaks a variety of messages and serves a variety of purposes.  It is affected by  

the situation in which it occurs, by the response that it receives, and by the depth of the need 
that it conveys.  It is as complex as the person who uses it, and who is, too often, defined by 
it. 

 
Although there are no easy answers to complex behavioral problems, there are wide arrays of  

practical and effective options, which can be considered and explored by the person’s team; 
options which are respectful of the person’s individual dignity, and yet also respectful of the rights 
of others. 

Our purpose here is to provide the team (those who work with, live with, and support the person on 
a daily basis) with a clear and concise framework for exploring those options. 

 
As with anything, success lies in the details, and the most important decisions are often the 
smallest ones. 

 

Start wherever you are, and use these tools to find a place where both the person and their team  

feel safe and successful.  Then gradually, help the person take increasing responsibility for their 
own success. 
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Section One:  

 

Functional Assessment  

For every complex problem, there is a solution that is quick, easy, and wrong. 

-H.L. Menken 

 
 
Before we can resolve a behavioral problem, we must first attempt to understand it. What does it  

mean?  What purpose does it serve?  What message does it attempt to convey? 

A good functional assessment is like a newspaper article.  It asks the questions:  Who?  What?   

When?  Where?  Why? and provides the team with an organized framework for gathering its  

answers.  It allows us to gain a shared vision of the problem, and in the process, may unearth some 
valuable clues as how to resolve it. 

 
This assessment is designed as a one-page series of team discussion questions, with each question 
corresponding to its own behavioral checklist (i.e.: question #1 corresponds to checklist #1). 

 
There are eight questions in all, each examining a separate aspect of the person’s behavior: 

1 The Behaviors of Concern 
2 Any early Signals that the behaviors may be about to occur 
3 The Situations in which the behaviors are most likely to occur 
4 The Message or Purpose being expressed or achieved through the behavior 
5 Any Medical or Physical conditions which may underlie or complicate the behavior 
6 The Situations in which the behaviors are least likely to occur 
7 The person’s areas of Strength and Interest 
8 Those strategies, which have been used to prevent or address the behaviors in the past 
 
Question #8 serves not only as the last question of the assessment, but as a spring board for the  

discussion of respectful behavioral options, which follows. 
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Social Learning  
Profile  

 

1.  Behavior or Difficulty:  Describe the person’s behavior, or area of difficulty: ____________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
2.  Early Signals:  Describe any early indications that the person may be experiencing anxiety, 
difficulty, or distress (and/or that the behaviors may be about to occur): ____________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
3.  Situations, most likely:  Describe those situations in which the person is most likely to 
experience difficulty (and/or those situations in which the behaviors are most likely to occur): __ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
4.  Message or Purpose:  What message or purpose is being expressed or achieved through the       
behavior?  (What is the person trying to say to us?): ____________________________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
5.  Medical and Physical:  Describe any medical or physical conditions, which may underlie or 
complicate the person’s difficulty or behavior: ________________________________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
6.  Situations, least likely:  Describe those situations in which the person is least likely to 
experience difficulty (and/or in which the behaviors are least likely to occur):________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
7.  Strengths and Interests:  Describe the person’s areas of ability and enjoyment (favorite people, 
places, and things to do):___________________________________________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
 
8.  Strategies:  Describe any strategies, which have been used to prevent or address the behavior or 
difficulty:___________________________________________________________________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
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Behavior or Difficulty 
 

Question # 1:  Describe any specific behaviors of concern and/or the areas of need 
or difficulty that they represent. 

 
In the midst of crisis, we tend to overlook the obvious 

-T. Bowman 

 
Behavior of Concern 

A person’s behavior can be a form of self-advocacy, a means of self-expression, and a language  

unto itself; but at its core, it is simply an action. 

 
As such, it can be described clearly and simply, without judgment or interpretation, in terms that  

are both observable and measurable: actions toward self, actions toward others, actions toward 
objects. 

 
Once we have clearly defined a “target” behavior, we must also attempt to quantify it in terms of  

it’s relative frequency, duration, intensity, and history.  This “baseline” information will then  

provide us with a yardstick by which we can later measure our progress toward success: 

 
Frequency:  The average or approximate number of times that the behavior occurs within a 
defined amount of time (i.e. five times per hour, twice a day, three times per week, etc.). 

Duration:  The average or approximate amount of time between the onset of the 
behavior and its eventual conclusion (i.e. less than a minute, less than ten minutes, 
etc.). 

Intensity:  The severity of the behavior (i.e. mild, moderate, intense). 

History:  The term and tenure of the behavior since first observed (a week, a month, three 
months, a year, etc.). 

 
Area of Difficulty 

Another approach to this question is to address the person’s behavior in terms of the area of need 
or difficulty that it represents.  For example, rather than saying that “Joey is hitting others”, we 
might ask if he is having difficulty in the area of anger management.  The specific behaviors may 
then be listed as merely examples of how this difficulty is expressed.  By focusing on the need, 
rather than just the behavior, we put the focus on the person, and set a constructive problem-
solving tone for the discussion that will follow.  In the process, we may also help to define 
potential goal areas that can be used to measure progress toward success (i.e. Joey will develop 
skills in the area of anger management). 
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Behavior or Difficulty 
 

I.  Behavior of Concern 

 
 Frequency  Duration  Intensity  History 

     

     

 

II. Area of Difficulty 

 
______1.  Touch or Distance:  Difficulty recognizing or honoring others’ personal space, touching 

to hard, too often, or in inappropriate ways. 
 
______2.  Language or Volume:  Swearing, yelling, threatening, or using inappropriate   words, at 

inappropriate times, or in inappropriate situations. 
 
______3.  Respect for property:  Taking, breaking, or misusing own or other’s belongings. 
 
______4.  Cooperation:  Difficulty following directions or accepting correction or limits. 
 
______5.  Communication and Social Skills:  Difficulty expressing needs and feelings (and/or 

responding to subtle social cues) in respectful and effective ways. 
 
______6.  Self-Organization:  Difficulty staying seated, focused, organized, on topic, on time, on 

task, or with the group. 
 
______7.  Problem Solving and Conflict Resolution:  Difficulty identifying and resolving   

problems and disagreements in peaceful and orderly ways. 
 
______8.  Anger Management:  Difficulty controlling anger, frustration, or disappointment. 
 
______9.  Self-Regulation:  Difficulty modulating excitement or stimulation levels. 
 
______10.  Impulse control:  Difficulty delaying gratification; acting quickly or without   thinking 

(based upon impulse, desire, obsession, or compulsion). 
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Early Signals  
 

Question # 2: Describe any early signals that the behaviors may be about to occur. 

 

We live our lives forward, and understand them backwards 

 -Anonymous  

 

Signals 

As a person becomes increasingly upset, their behavior sometimes changes in subtle but observable 
ways.  Their breathing may become more shallow, their voice louder, their posture more rigid, or 
their thoughts less rational.  Such “signals” let us know that “something is wrong” or that more 
serious behaviors may be about to occur.  Noticing the early signals of anxiety, difficulty, or 
distress can sometimes allow us to prevent their occurrence, avert their escalation, or temper their 
impact. 

 
 

Predictable Patterns  

In some situations, a person’s behavior may present itself as part of an escalating chain of actions 
and interactions, rather than as a discrete event.  In such cases, the team may wish to view both the 
behavior and its signals as part of a continuum that leads from “early and mild” to “more advanced 
and more serious”.  When using this approach, we divide the person’s conduct into three or four 
distinct levels, each with it’s own observable descriptors.  Then, rather than recording the 
frequency of specific target behaviors, we simply note the affect level which best describes the 
person during a given period.  For example: 

 
 

Level 1.  Early or subtle signals:        fidgeting, giggling, etc. 

Level 2.  Later or more advanced signals:       threatening, swearing, etc. 

Level 3.  Distress signals:         physical actions toward others or objects. 
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Early Signals  
 

Describe any early signals that the person is experiencing; anxiety, difficulty or distress 
(and/or that the behaviors may be about to occur). 

A.  Early signals:  Describe any early indications that the person is having difficulty, and/or that 
the behaviors may be about to occur. 

__1 Changes in posture (rigid, slouched)____________________________________ 
__2  Changes in facial expression or complexion_____________________________ 
__3  Changes in breathing patterns (faster, slower, holding breath)________________ 
__4  Increased or decreased volume_________________________________________ 
__5  Increased or decreased speed or reaction time____________________________ 
__6  Unusual statements or sounds________________________________________ 
__7  Unusual displays of emotion (giddiness, laughter, tears, etc.)_________________ 
__8  Unusual quietness, or inactivity________________________________________ 
__9  Unusual noncompliance_____________________________________________ 
__10 Mild versions of the behavior itself (i.e. breaking a pencil)__________________ 
__11 Actions toward self or others__________________________________________ 
__12 Actions toward objects_______________________________________________ 
__13 Specific Tics_______________________________________________________ 
__14 Other____________________________________________________________  

 

B.  Predictable Patterns:  Do these signals occur in any predictable pattern of escalation?  If so, 
the team may wish to divide them into three or four distinct and identifiable “affect” levels: 

•  Early or subtle signals  

•  Later or more advanced signals  

•  Intense or Distress Signals  
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SituationsSituationsSituationsSituations    
in which the behaviors are most likelymost likelymost likelymost likely to occur 

 

Question # 3:  Describe the situations in which the person is most likely to experience difficulty, 

and/or in which the behaviors are most likely to occur.  

The real journey of discovery is not in seeing new lands,  
but in seeing with new eyes.  

-Marcel Proust 
 

The situation in which a behavior occurs provides important clues as to its message and purpose. 

 
Does the behavior generally occur in group activities?  In unstructured situations?  In transit from  

one activity to another?  With certain people?  In certain places?  At certain times? 

 
Is the behavior intended to gain attention or recognition?  To refuse or postpone an activity?  To 
alert others to a physical or emotional need?  To express anxiety, difficulty, or distress? 

 
This question is designed to help the team to pinpoint and describe the context in which the 
behavior is occurring, and to help discern the message or purpose that the person may be trying to 
express or achieve through its use. 

 
At times, such an assessment will unexpectedly reveal a simple and elegant solution to a problem: 

 
The behavior occurs before 8:00 a.m.?  Schedule the activity later in the day. 

The behavior occurs in groups?  Allow the person to work more independently. 

The behavior occurs as a way to escape an activity?  Teach the person to ‘just say no’. 

 
Even when the solution to a problem remains complex and elusive, gaining an understanding of its 
situation and context helps us to narrow our search, prioritize our time, and focus our efforts. 
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Situations, most likely to occur 
 
 

Describe the situations in which the person is most likely to experience difficulty. 
 
 

_1 During specific times of day, days of week, weeks of month_______________________ 

_2 Within specific places or locations____________________________________________ 

_3 Within specific activities___________________________________________________ 

 a.  Vocational activities_____________________________________________________ 

 b.  Domestic activities (grooming, dressing, household chores)______________________ 

 c.  Community activities (shopping, dining, etc.)_________________________________ 

 d.  Leisure or social situations (games, recreation)________________________________ 

 e.  Academic activities______________________________________________________ 

_4 Within particular parts of an activity_________________________________________ 

 a.  Getting started__________________________________________________________ 

 b.  Staying on task_________________________________________________________ 

 c.  Finishing or leaving_____________________________________________________ 

_5 Within Structured or Unstructured situations__________________________________ 
_6 Within Group or Crowd situations___________________________________________ 

_7 Within Loud/Noisy, or Distracting situations___________________________________ 

_8 While waiting____________________________________________________________ 

_9 During transitions between activities or places_________________________________ 

_10 As a result of changes in expectations or routine_________________________________ 

_11 Within time related situations or when feeling rushed____________________________ 

_12 During transportation (on van, bus, car, etc.)___________________________________ 

_13 Within food related situations________________________________________________ 
_14 In response to demands (being asked to do something)____________________________ 

_15 In response to limits (being asked not to do something)____________________________ 

_16 When a task has gone on for too long (attention span)_____________________________ 

_17 When asked to stop an enjoyable activity before completion________________________ 

_18 When corrected__________________________________________________________ 
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Message or Purpose  
 

Question # 4: What message or purpose does the person appear to be trying to express or achieve 
through the behavior of concern? 

 

The primary motivation in life is to belong and contribute.  
Alfred Adler 

 

A person’s behavior can be a form of self-advocacy, a means of communication, a cry for help, and 

a language unto itself. 

It says (sometimes it shouts) “I want”, “I don’t want”, “I don’t understand”, “I’m worried”, 

“I’m confused”, “I’m hungry”, “I’m angry”, “I’m excited” and/or, “I’m scared”. 

But it is an inefficient and inarticulate language, and one, which eventually pushes away the 

very things that it hopes to attract. 

To the extent that we can figure out what a person is trying to say to us through their behavior, we 

can often help them to find more respectful and effective ways to express the same message or 

achieve the same purpose. 

Even if we can’t always honor the person’s request or agree with their message, we can at least 

grant them the dignity of being heard, of being acknowledged, and of being understood. 
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Message or Purpose  
 

What message or purpose does the person appear to be trying to express or achieve through 
the behaviors of concern? 

 
__1.  To refuse, postpone, end, or interrupt unwanted activities or interactions _____________ 

______________________________________________________________________ 

__2.  To gain access to desired items or activities (a request)___________________________ 
______________________________________________________________________ 

__3.  To express disappointment or impatience (when a request is denied or delayed)_______ 
______________________________________________________________________ 

__4.  To gain attention, reaction, or recognition ______________________________________ 

          _______________________________________________________________________ 
__5.  To alert others to a specific or general need_____________________________________ 

______________________________________________________________________ 

__6.  To initiate or maintain a social interaction_____________________________________ 
______________________________________________________________________ 

__7.  To express confusion with directions or expectations_____________________________ 
______________________________________________________________________ 

__8.  To express frustration, anxiety, or worry _____________________________________ 

          _______________________________________________________________________  

__9.  To express illness, discomfort, or fatigue_____________________________________ 
______________________________________________________________________ 

__10.  To express over-stimulation (difficulty handling or recovering from stimulating 
situations)______________________________________________________________
___________________________________________________________________ 

__11.  To express under-stimulation, boredom, or low arousal levels (difficulty staying 
alert)___________________________________________________________________
___________________________________________________________________ 

__12.  As a function of a compulsion, preoccupation, fixation, or obsession_____________ 
_____________________________________________________________________ 

__13.  To gain sensory input (touch, smell, movement, sound)________________________ 
_____________________________________________________________________ 

__14.  As a function of sensitivity to sensory input 

__a.  Sensitivity to touch, clothing, etc _______________________________________ 

__b.  Sensitivity to noise or sounds__________________________________________ 

__c.  Sensitivity to movement or motion______________________________________ 

__d.  Sensitivity to certain scents or tastes_____________________________________ 
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Medical and Physical  
    

Question # 4: Describe any medical or physical conditions, which may underlie or complicate the 
person’s behavior or difficulty. 

 

We do not see things as they are. We see things as we are. 

-Anias Nin 

 
 
Medical and physical conditions often masquerade as behavioral problems. Neurological disorders, 
seizure disorders, toothaches, allergies, and stomachaches can all leave a person vulnerable and 
unable to adequately cope with the challenges of their day. 

 
Most medical syndromes carry with them their own set of behavioral characteristics, and many 
medications produce a litany of side effects, which can mirror or exacerbate a behavioral problem.  
An understanding of a person’s medical and physical challenges often brings with it a degree of 
empathy for their struggle and a more sympathetic and respectful approach to their behavior. 

 
This question explores the common medical and physical conditions, which may underlie or 
complicate a person’s behavior.  If the team suspects that the person’s behavior is an expression of 
an underlying or undiagnosed medical problem, they should refer the person to the appropriate 
medical personnel (School Nurse, Doctor, etc.) in order to obtain the appropriate referral, 
diagnosis, and treatment. 
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Medical and Physical  
 

Describe any medical, physical, or sensory conditions that may underlie or complicate the 
person’s behavior. 

A.  Medical/Physical conditions 

__1. Headaches_____________________________________________________________ 

__2. Allergies (seasonal, food, substance, or medication)_______________________________ 

__3. Chronic infections (ear, etc.)________________________________________________ 

__4. Chronic digestive problems (constipation, etc.)___________________________________ 

__5. Chronic pain____________________________________________________________ 

__6. Obsessive thoughts or compulsive actions______________________________________ 

__7. Seizure or neurological disorders_____________________________________________ 

__8. Specific health disorders____________________________________________________ 

__9. Specific mental health diagnosis_______________________________________________ 

 __10. Physical disabilities or limitations_____________________________________________ 

__11. Vision impairments_______________________________________________________ 

__12. Hearing impairments______________________________________________________ 

 
B.  Medications:  List or attach the name of any relevant medications that the person is taking, and 
the purpose for which they are prescribed (or simply reference the appropriate medical form.) 
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SituationsSituationsSituationsSituations in which the behaviors are  
least likelyleast likelyleast likelyleast likely to occur 

 

Question # 6:  Describe the situations in which the person is least likely to experience 

difficulty, and/or in which the behaviors are least likely to occur. 

For me there are only two kinds of learning, the easy and the impossible. 

-Temple Grandin 

 

The situations in which a behavior does not occur are at least as important as those in which it does. 
 
We might, for example, find that the behavior rarely if ever occurs in the morning or that it has never 
occurred while the person was at their job. 
 

What is it about these situations that make them so successful? 
 
How do they differ from the situations in which the behavior is occurring? 
 
How can we position them most effectively throughout the day? 
 
How can we use them to design effective reinforcers? 
 
How might we incorporate them into instructional and vocational activities that will then become 
more naturally reinforcing and self-motivating? 
 

By examining these situations, by comparing them with each other, and by contrasting them with the 
difficult or problematic situation, we can begin to see the broad outlines of success. 
 
These are the activities, places, and interactions in which the person is already thriving, happy, and 
engaged; in which the behaviors are rarely if ever occurring; and incidentally, in which we, as parents 
or professionals, are already doing “something right”. 
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Situations, least likely 

A.  Describe those situations in which the person is least likely to have difficulty 

(and/or in which the behaviors are least likely to occur)? 

__1.  During certain times of day, days of week__________________________________________ 

__2.  In certain places, locations______________________________________________________ 

__3.  With certain people (family members, staff, peers)___________________________________ 

__4.  Within certain activities, subjects or classes________________________________________ 

__a. Vocational activities_____________________________________________________ 

__b. Domestic activities(grooming, dressing, household chores)______________________ 

__c. Community activities (shopping, dining, etc.)_________________________________ 

__d. Leisure or social situations (games, recreation)________________________________ 

__e. Academic activities_____________________________________________________ 

 

B.  What is it about these situations that seem to make them so successful? 

 

__1.  The environment itself______________________________________________________ 

__2.  The tasks involved__________________________________________________________ 

__3.  The schedule, timing, or pace of the situation_____________________________________ 

__4.  The degree of choice available (including the right to refuse or opt out)________________ 

__5.  The opportunity to communicate wants, needs, and feelings_________________________ 

__6.  The person’s level of interest_________________________________________________ 

__7.  The level of external reinforcement____________________________________________ 

__8.  The clarity of the rules or limits_______________________________________________ 

__9.  The type of attention or reaction given to behaviors_______________________________ 

__10.  The level of difficulty or success_____________________________________________ 

__11.  The type of redirections or consequences being used_____________________________ 

__12.  The availability of calming and coping options__________________________________ 

__13.  The interaction style of the person’s involved___________________________________ 
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Strengths and Interests  
 

Question # 7:  Describe the person’s areas of Interest (favorite items, activities, and interactions). 

Notice the things that bring you joy, the things that make time pass quickly and  
effortlessly. These are the keys to your path.  

Wayne Dyer  
 

A person’s interests are perhaps our greatest tool for creating positive behavioral change.  They 
show us what the person truly cares about, what they want, and in a sense, who they are.  When we 
develop an interest inventory for a person, we are creating a bank of naturally successful activities 
and potentially compelling rewards that can serve them well for years to come. 

 
Naturally Successful Activities 

 

We all know of people who can immerse themselves for hours on end in their garden, on their 
computer, or under the hood of their car with no thought of payment or reward.  They can do this 
because they love what they are doing, and because they seem to have a “knack” for the skills 
involved. 

 

Similarly, we can all think of things that we have done for a friend or family member that no one 
else could have paid us enough to do.  We do these things not for the reward we receive or the 
consequences we avoid, but because of the relationships we have formed. 

 
To the extent that our work, play, and learning are based upon our own strengths and interests, we 
tend to be happier, more successful, and less dependent on external or artificial rewards and 
supports. 

Compelling Rewards 

 
Which is not to say that we don’t all need a little reinforcement now and then.  The word itself 
means to “bolster, brace, or support” as with the girders, beams, and rafters that reinforce the 
structure of a building. 

 
A reinforcer is a tangible symbol of our respect and appreciation.  Not a bribe, but a fair exchange 
for an honest effort.  It provides the person with a “light at the end of the tunnel”, gives the person 
something to look forward to, and creates a genuine bond between the person giving the reward 
and the one receiving it. 
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Strengths and Interests  

Describe the person’s areas of strength and interest (favorite people, places, & activities)  

A. Leisure  
___ 1  T.V. shows, movies, video tapes_____________________________________________________  
___ 2  Books, magazines, photo album_____________________________________________________  
___ 3  Games, toys_____________________________________________________________________                     
___ 4  Computer or video games__________________________________________________________                       
___ 5  Socialization, time with favorite people_______________________________________________                       
___ 6  Clothing fashions, jewelry, hair care, etc.______________________________________________               
 ___7  Art/Craft (drawing, painting, coloring, latch hook, etc.)___________________________________                     
B. Music 
___1  Types of music (Country, rock, classical, etc.)__________________________________________                      
___2  Specific songs, artists, or radio stations________________________________________________  
___3  Musical instruments, singing________________________________________________________                     
C. Motor  
___ 1  Aerobic (walk, run, jog, bike, dance)_________________________________________________                      
___ 2  Sport related (shoot baskets, play catch, bowling) ______________________________________                       
___ 3  Exercise (or playground) equipment_________________________________________________                
D. Community  
___ 1  Specific stores (book, music, clothing, video, grocery, department)_________________________                       
___ 2  Specific restaurants_______________________________________________________________                   
___ 3  Recreational (parks, walking paths, YMCA)___________________________________________                       
___ 4  Informational (library, museum)_____________________________________________________                      
E. Food and Beverage  
___ 1  Beverages (pop, milk, water, juice, coffee)_____________________________________________                     
___ 2  Snacks (chips, sweets, popcorn)_____________________________________________________  
___ 3  Main course: fruits, vegetables, meats, etc._____________________________________________                     
___ 4  Cooking and food prep____________________________________________________________ 
___ 5  Tastes and textures (sweet, spicy, sour, chewy, crunchy)__________________________________ 
F. Academic  
___ 1  Favorite subjects or classes_________________________________________________________ 
___ 2  Favorite skill areas (reading, writing, math, computer)___________________________________ 
G. Vocational/Domestic  
___ 1  Household tasks (cleaning, clothes care, car care)_______________________________________ 
___ 2  Active/physical work (delivery, errands, yard work)_____________________________________ 
___ 3  Organizational tasks (sorting, filing)__________________________________________________ 
___ 4  Fine motor work (assembly, packaging, using tools)_____________________________________ 
___ 5  Tasks comprised of one repeating step (i.e. shredding documents)__________________________ 
___ 6  Service related tasks (helping others, serving the public)__________________________________ 
___ 7  Other__________________________________________________________________________  
H. Sensory Items or Activities (if applicable)  
___ 1  Tactile (items to touch, hold, squeeze, or manipulate)____________________________________  
___ 2  Olfactory or Oral (scents, tastes, textures, etc.)_________________________________________  
___ 3  Visual or Auditory (sights and sounds)________________________________________________  
___ 4  Movement and Muscle Sense_______________________________________________________ 
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Section Two:  
Preventive and Educative  

Strategies 
 

Question #8. Describe any strategies that have been successfully used to prevent or address the 
behavior.  

 

Creativity is the freedom to make mistakes...   

Art is knowing which mistakes to keep... 

 -Anonymous 

 
This section serves two purposes.  It answers the last question of our functional assessment and it  
serves as the starting point of our exploration of respectful and successful behavioral options. 
  
In this section, we begin to translate the information gathered from our assessment into a set of  
practical instructional strategies. 
  
As with the previous section, this one employs a single-page set of team discussion questions, each 
supported by its own full-page behavioral checklist.  
 
Each strategy is discussed in terms of the type of support that the person might need in order to be 
successful, and each can be used either proactively (to prevent the behavior from occurring) and/or 
reactively, to respond once the behaviors have already begun to occur. 
   
The team does not necessarily need to consider these options in the exact order in which they  
appear.  Brainstorming and problem solving are often less linear processes than that (with an idea  
from one category sparking a different, but equally valid idea from another).  However; it is  
important for the team to consider it’s full range of options before making any final decisions.   
 
Because these strategies are stated concisely, and because the list is not intended to be all-inclusive, 
the team will want to consult with the appropriate professionals in order to tailor a plan to the 
individual needs of the person, and to insure correct implementation, documentation, and approval.  
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Preventive and Educative  
Strategies  

 
 

 

___1.  Space and Environment:  Arrange the environment in ways that make the behavior less 

likely to occur. ___________________________________________________________                     

 __ 2.  Task, Text, and Materials:  Adapt task, text, and materials toward clarity, simplicity, and 
success. _________________________________________________________________ 

___3.  Time and Schedule:  Help the person understand and organize the pace, flow, and    
structure of their day. ______________________________________________________ 

___4.  Limits and Boundaries:  Provide clear and fair rules, based upon safety and respect. 
________________________________________________________________________ 

___5.  Choices and Options:  Involve the person in the plans and decisions of their day. 
________________________________________________________________________  

___6.  Respectful Refusals and Dignified Escapes:  Teach the person to respectfully refuse, 
postpone, end, or interrupt unwanted activities or interactions. 
________________________________________________________________________ 

___7.  Communication and Social Skills:  Help the person to express their needs in more 
respectful ways. __________________________________________________________  

___8.  Tasks based on Strengths and Interests:  Provide activities and jobs, which match the  
person’s own interests and learning style. ______________________________________ 

___9.  Reward and Incentive:  Reinforce the person for participation and self-control. 
________________________________________________________________________  

___10.  Attention and Ignoring:  Provide or withdraw attention to (or from) the behavior. 
________________________________________________________________________  

___11.  Verbal Directions and Redirections:  Employ clear and concise instructions, corrections, 
and cues (Don’t overwhelm or confuse with too many words). 
_______________________________________________________________________  

___12.  Visual and Nonverbal Cues:  Supplement verbal information with nonverbal cues.    
(Show, rather than tell). ____________________________________________________  

___13.  Incompatible, Alternative, or Replacement Behaviors:  Provide the person with a skill 
or action which addresses the same need or serves the same purpose as the problem 
behavior. _______________________________________________________  

___14.  Natural and Educative Consequences:  Provide feedback that helps the person to learn 
from the results of their actions. _____________________________________________                      
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Preventive and Educative  
Strategies  

 
___1.  Space and Environment:  Arrange the physical environment in ways that make the 

behaviors less likely to occur.  

The physical space in which an activity occurs can have a profound effect on the behavior 
that occurs within it.  Consider, for example, a gymnasium, a library, a waiting room, a 
factory, or a church.  Each setting wordlessly suggests the noise level, activity level, and 
type of interactions that will occur within it.  

If we can set up the environment in ways that promote clarity of purpose, simplicity of 
organization, and respect for personal space, we can often “set the stage” for success.  

__A.  Setting:  Move the activity to a less distracting, quieter, better equipped, or more 
motivating environment.  

___B.  Room arrangement:  Examine the placement and amount of space between chairs 
and table spaces. Use the natural elements of the room (furniture, tables, partitions) 
to create subtle boundaries and barriers that separate the person from the object of 
their frustration or temptation, without drawing attention to their behavior.  

___C. Seating arrangement:  Consider the position of the person in relation to others in 
the room, on the bus, in a line, or across the table. Consider the position of the 
person in relation to dangerous or tempting areas or items within the room.  

___D. Personal space:  Examine the person’s primary seating area in terms of spatial 
boundaries, and natural barriers.  Provide the person with their own consistent spot 
within each primary environment (a desk, table space, study carrel, easy chair, etc.) 
where they can feel safe, start their day, return to in between tasks, or retreat to in    
times of stress.  

___E. Workspace:  Create distinct and separate areas and stations within the room.  
Designated to facilitate different kinds of activities (active areas, quiet spaces, messy 
art tables, academic areas, organized work stations, etc.).   

___F. Storage space:  Provide a place (shelf, drawer, locker, pocket, etc.) for the person to 
store personal or distracting items when not in use.  

___G.  Temptation level:  Put distracting items out of sight, out of reach, or anchored 
down.  

___H. Stimulation level:  Reduce the noise, distraction, and activity level within them.  
room.  

___I. Group Dynamics:  Reduce the number of person’s in each group, change it’s    
configuration, and/or create more compatible person pairings. 
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___ 2.  Task, Text, and Materials:  Adapt the task, text, or materials toward clarity, simplicity, and 
success.  

The way in which an activity is “set up” can often determine its outcome.  Is the purpose of 
the activity self-evident?  Does it have an obvious ending point?  Are the tools that are   
needed accessible and easy to use?  Are the materials laid out in a logical manner?  

If, through careful preparation, we are able to set up activities in ways that facilitate 
success (and minimize failure), we can often free the learner or worker from having to 
rely on complex verbal instructions, corrections, and cues.  

___A. Visual clarity: Increase the degree to which the task, concept, or expectation is 
visually obvious and self-explanatory (models, templates, a finished product for 
the person to replicate, a set of pictures which clearly displays the correct 
sequence of an activity, a sign which pictures or states a rule, etc.)  

___B. Durability and Stability:  Bolster, brace, strengthen, or select materials that    
withstand misuse.  Hold, secure, anchor down, or make equipment more stable.  

___C. Simplicity, Ease of use, degree of Success:  Make the activity easier to 
access, hold, handle, manipulate, see, read, or complete.  

___D. Duration/Length of task:  Shorten the task or lessen the amount of work required 
to match the person’s learning style.  

___E. Number of steps:  Reduce the number of steps within the task.  Reduce the number 
of pieces that the person is required to manipulate at any given time.   

___F. Obvious ending points:  Set out the exact amount of work to be completed  
(“These five math problems”, “These ten envelopes”) so that the end of the task 
is always in sight.  

___G. Level of participation:  Encourage activities, which allow for partial or shared 
participation (i.e. having the person do just the first step, last step, easiest step, 
every other step, or one repeating step of an activity).  

___H. Adaptations and accommodations:  Employ adaptive or adapted equipment 
(spoon, chair, key board, etc.) to increase clarity of purpose and ease of use.  
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___3.  Time and Schedule:  Help the person to better understand and organize the pace, flow, and 
structure of their day.  

Time is an abstract concept, yet one on which we rely in very concrete and practical 
ways.  We need to know how long it will be until payday, until lunch, until an 
assignment is due, until vacation.  And, if we are deprived of such information, (as when 
stuck in a traffic jam on our way to an important meeting) we can easily become 
frustrated or anxious.  

This effect is magnified for persons who do not have sophisticated time telling skills, and 
who must therefore always look for clues as to what might be happening next, how long it 
will be until desired activities become available, or how long until difficult experiences will 
be over (As one Mother recently reported her child asking, “How many songs until church 
is over?”).  

 
This section offers some suggestions for clarifying these important time concepts.  

___A. Processing time and wait time:  Allow extra time to settle in, respond to 
instructions, answer questions, make decisions, make transitions, complete tasks, 
and regroup in between activities.  

___B. Routines and rituals:  Provide a predictable sequence of events or daily rituals, 
which helps the person to anticipate “what’s next”.  

___C.  Written or picture schedule:  Employ a visual schedule that clearly displays the 
sequence and progression of the day.  

___D. Obvious ending points:  Set out the exact amount of work to be completed  (“These 
5 math problems”, “These 10 envelopes”) so that the “end is always in sight”.  

___E. Time keeping tools:  Employ devices that make time a more concrete and 
observable process (watches, clocks, sand dials, visual/auditory timers, etc.).  

___F. Waiting and transition items:  Provide something to do, or something to hold, that 
helps the person to get through the difficult time period between activities (a 
magazine to thumb through in the doctor’s office, a ball to carry to the gym, a menu 
to hold while waiting to go to a restaurant, etc.).   

___G. Organizational tools:  Provide a shopping list, calendar, To-Do list, daily planner, or 
checklist that keeps track of daily activities, task steps, or chores.   

___H. Events of a predictable length:  Use naturally occurring events to help clarify the 
time frame of a situation.  For example, have the person work, rest, or wait until the 
end of a song, a C.D., a videotape, a TV show, a class period, etc.  

___I. Check out/sign up:  Employ check out and sign up sheets for library books, 
computer time, popular toys, etc.  
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___4. Limits and Boundaries: Provide clear and fair rules and expectations based upon safety 
and respect (not just compliance).  

Limits and boundaries provide us with a sense of safety, security, and stability.  They help to 
explain what is acceptable and unacceptable in a given situation, and thereby prevent us 
from making unintentional mistakes, which might harm our safety, our reputation, or our 
access to important living or learning environments.  Most people want to know where their 
limits are, even as they test and protest them, and most people tend to rebel at a level just 
above where the limit is set.   

To be effective in the long run, rules, limits, and boundaries must spring from a sense of 
respect for the individual, their peers, and their community.   

___A.  Safety based rules:  Identify those areas or actions that cannot be safely or respectfully 
accessed or allowed (stove, street, teacher’s desk, parent’s purse, etc.)   

___B.  Situation specific rules:  Identify those items, areas, or actions that may be safely 
permitted within certain limits or with certain restrictions, for example: ___restricted 
by Time (“Snack at 2:00”, “Music for 15 minutes”)  
___ restricted by Place (“Paint in the art area”, “Play ball outside”)  
___ restricted by Number (“Just one hug”, “Two cookies per person”)  
___ restricted by supervision (“Only when accompanied by an adult”, “only with   

 your parent”)  

___C. Written rules:  “Put it in writing” in order to make expectations more clear, more 
explicit, less open to interpretation, and more universally accepted.  

___D. Personal boundaries:  Teach respect for others’ personal space and privacy issues  
(i.e. respect for the wishes of those who ask not to be touched, or hugged, not 
going through a person’s desk or purse, etc.). 

___E. Social etiquette:  Teach subtle interpersonal concepts such as respectful touch, 
respectful volume, respectful language, appropriate social distance, and respect for 
property.  

___F. Standards and Expectations:  Set achievable standards for behavior within a group, 
class or family.  For example, “We treat all people with respect”.  

___G. Laws and policies:  Adhere to legal or facility-based rules which all citizens, 
employees, or students must follow (not crossing on a green light, not running at 
the swimming pool, not taking things that don’t belong to you.)  

___H. Code of ethics: Help the group to draw up and agree upon its own set of guiding 
principles, (“we agree to resolve disputes peacefully, to listen without interrupting, 
to not talk behind each other’s back” etc.)  

___I. Rights, Privileges, and Responsibilities:  Differentiate between those acts that are   
inalienable (rights), those, which are contingent on conduct (privileges), and those, 
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which are merely expected (responsibilities).  For example, in a family, a person 
might have the right to respectfully decline certain activities, the privilege of 
watching T.V. after dinner, and the responsibility to keep their room clean.  

___5.  Choice and Options:  Involve the person more fully in the plans and decisions of their 
daily life.  

We all like to have some “say” in the events and decisions that make up our day and   
affect our lives.  

We don’t like to be told answers; we like to discover them for ourselves.  We want to 
generate our own personal goals, and are often more successful when allowed to do so.  
We hate it when others try to force or manipulate us into doing something against our 
will, even if we secretly suspect that it is in our own best interest or “for our own good”.  

Many people, especially those with behavioral challenges, find themselves in situations in 
which most, if not all, of the decisions of their lives are controlled by others, from when 
they get up in the morning, to what they eat, where they work, who they associate with, and 
when they go to bed at night.  For them, there are no small decisions or insignificant 
choices.   

___A. Input into schedule:  Solicit input in planning the activities and sequence of 
the day.  

___B. Choice between and within activities:  Provide small choices between and 
within required activities in order to give the person a “measure of control” i.e. 
choosing the order in which it will occur, the manner in which it will be done, 
the place in which it will be held, the time at which it will begin, etc.  

___C. Negotiation and compromise:  Allow reasonable alternatives to a scheduled 
activity.  For example, reading quietly at your desk rather than attending a 
group discussion.  

___D. Input into goals and objectives:  Encourage involvement in the creation of 
meaningful long term goals and short term objectives which the person will then be 
more invested in achieving.  
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___6.  Respectful Refusals and Dignified Escapes:  Help the person to respectfully refuse, 
postpone, end, or interrupt unwanted activities and interactions.  

The right to say “No” is one of the most basic of human rights. When we say “No” to 
someone or to something, we are, in a small way, defining ourselves, declaring our 
independence, claiming our autonomy, and setting our own personal boundaries.  

Many, if not most, inappropriate behaviors occur as an inefficient, although not altogether 
ineffective, way of saying “No” to unwanted or feared activities or interactions.   

If a person can learn to respectfully avoid, reject, postpone, or escape unwanted situations, 
in ways that don’t frighten or anger others, they stand a better chance of getting their needs 
met, their requests honored, and their hopes fulfilled.  

___A. Polite refusal:  Teach the person how to respectfully refuse, decline, postpone, or 
delay a suggested activity before it begins.  

___ B. Interruption:  Teach the person how to respectfully suspend or request a break 
from an activity that is already in progress.  

___C. Graceful Exits:  Provide the person with an errand, delivery, a “Get out of activity 
free card” or any task that gets them out of the disrupted or potentially difficult 
situation, without drawing undue attention to their behavior.  

___D. Acceptable alternatives:  Provide the person with a dignified alternative to a 
refused activity.  For example, reading quietly, rather than participating in a group 
discussion.  

___E. Negotiation and Compromise:  Allow the person to suggest reasonable alternatives 
to a scheduled activity. 
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___ 7.  Communication, Self Expression, and Social Skills:  Help the person to express their 
message in more respectful and effective ways. 

 

A behavior problem is often a form of self-advocacy and a means of communication.   
If we can understand what a person is trying to say to us through their behavior, we can  
often help them to find more effective and successful ways of saying it.  
 

 
___A.  Communication skills:  

___1. Respectful requests, and/or ways to add emphasis to a request  

___2. Respectful rejection  

___3. Respectful expression of feelings, opinions, and concerns  

___4. Respectfully gaining assistance  

___5. Respectfully accepting a change in activity, setting, or expectation  

___6. Respectfully communicating discomfort, illness, or fatigue  

___7. Other:  

 

___B. Social skills:   

___1. Expressing feelings and viewpoints  

___2. Interaction, conversation, turn taking skills  

___3. Group skills, contributing, sharing, politeness, respect, empathy  

___4. Problem solving skills  

___5. Other:  
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___8.  Tasks based on Strengths and Interests: Find or design activities that match 
the person’s interests and learning style.  

We all know of people who can immerse themselves for hours on end in their garden, on 
their computer, or under the hood of their car with no thought of payment or reward. They 
can do this because they love what they’re doing, and because they seem to have a 
“knack” for the skills involved.  

We all have certain kinds of tasks that just seem to come more easily for us, tasks that 
we accomplish with little or no effort, and within which, time seems to “fly”.   

To the extent that our work, play, and learning is based upon our own strengths and 
interests, we tend to be happier, more successful, and less dependent on external or 
artificial rewards and supports.  

 
A. Best category of task:  

 
___1. Vocational (jobs):  
 
___2. Leisure:  
 
___3. Community:  
 
___4. Domestic (chores):   
 
___5. Academic:  
 

  
B.  Best types of tasks:  

 

___1. Functional tasks that involve practical, “real life” experience, meaning/purpose.  

___2. Active or physical tasks which involve movement or muscle sense.  

___3. Organizational tasks that require matching, sorting, or categorizing.  

___4. Interpersonal tasks that require “people skills”.  

___5. Tasks that have essentially one repeating step (operating a paper shredder, etc.)  

___6. Tactile/Kinesthetic:  Fine motor tasks that involve handling, or manipulating.  

___7. Routine: Tasks that allow repeated exposure to the same task, situation or material. 

___8. Visual:  Written, picture, or symbol related tasks and/or tasks which provide visual    

directions, demonstration, observation, or self evident task set-up.  

___9. Auditory/Verbal:  Tasks involving verbal directions, discussion, and explanation.  
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___9. Reward and Incentive: Reinforce the person’s efforts at participation and self-control.  

A reward is tangible symbol of appreciation and respect.  Not a bribe, but a fair exchange for 
an honest effort.  It provides the learner or worker with something to look forward to, and 
serves as a point of genuine contact between the person giving the reward and the one 
receiving it.  

A.  Decide which behaviors to reinforce:  
___1. Participation, task completion, or skill acquisition  
___2. Appropriate behavior (and/or the absence of specific inappropriate behaviors)  
 
B.  Select the type of reward (See Interest analysis)  
___1. Social:  such as friendship, trust, or praise.  
___2. Tangible:  such as pop, treats, or toys.  
___3. Activity:  such as games or music.  
___4. Time:  such as extra free time, or less time on a low-interest task.  
___5. Privileges and responsibilities:  such as special errands, or increased independence.  
___6. Tokens:  such as points, stickers, signatures, or stars.  
___7. Financial:  such as money or paychecks.  
___8. Sensory:  such as favorite sights, sounds, tastes, touch, or motions.  
___9. Fascinations and fixations:  such as a person’s own unique areas of intense focus.  
 
C.  Select the Schedule of Reinforcement 
___1. Natural:  Schedule high interest activities to coincide with natural breaks within the 

day (Grandma’s Law).  

___2. Contingent:  Schedule rewards to follow actions, tasks, or time intervals.  

___a. During the task:  While working or while displaying the desired behaviors.   

___b. Task completion:  Upon completing an activity or a designated number of 
activities (i.e. following every three tasks).   

___c. Time interval:  Upon completion of a time period or a designated number of 
time periods (i.e. after three successful minutes, hours, days, or weeks).  

___d. Predetermined times or pay periods:  At the end of the morning, the day, the 
week, or on regularly scheduled paydays.  

___e. Intermittent rewards:  At randomly selected intervals, when the person is 
doing well (“Catch them being good”).  

___3. Secondary rewards:  Upon accumulation of a set number of tokens, points, etc.  

___a.  Tokens:  Select a symbol of progress toward success (v, initial, point, chip)  

___b.  Charts:  Visually display the required number of tasks, intervals, or tokens  

___c.  Menu:  Provide a list (or price list) of available reward options.  

___4. Contracts:  Negotiate a mutually agreeable, written document that states the specific 
activities or behaviors being addressed, the criteria for success, and the reward to be 
earned.  
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___10. Attention and Ignoring:  Give or withhold attention, in order to increase or decrease a 
specific behavior.  

Our attention (what we notice and where we focus) is our simplest and most powerful 
behavioral tool.  

 
Consider, for example, how our own behavior changes in subtle and sometimes dramatic 
ways when we sense that we are being observed.  Without even knowing it, we tend to put 
on “our best face”, and make slight adjustments in our posture, our attitude, and our 
actions.  

The effect is all the more powerful if we know why we are being observed, and what the 
person is looking for.  More powerful still if we have been consulted in the process, agree 
with the purpose, and are invested in the outcome.  

Certain negative behaviors are said to be “attention getting” because they seem intended to 
solicit a response or to “get a rise” out of others.  Receiving a strong reaction, these 
behaviors continue, receiving none, they may initially intensify, but then eventually 
subside, looking elsewhere for their response or seeking another avenue of expression.  

Seeking attention, in and of itself, is not necessarily a bad thing. The author Richard 
Carlson has written that the greatest desire of the human heart is to be listened to and to be 
heard.  We all need attention, recognition, and respect.  We may not all know how to 
achieve it.  

By consciously placing our attention where it will do the most good (and by withholding it 
from the situations where it might do harm), we can often help the persons learn which 
behaviors are valued within their family or community, and teach them better ways to get 
the recognition that they crave.  

___A.  Ignore attention-seeking behaviors.  

___B.  Praise and/or attend to those behaviors that we wish to increase.  

___C.  Self-Monitor:  Enlist the person’s participation in the selection of the behaviors to 
be increased or decreased.  Provide them with the appropriate tools, checklists, or 
means of monitoring their own success.  
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___11. Verbal Cues:  Employ clear and concise instructions, corrections, and cues (Don’t 
overwhelm or bombard the person with too many words).  

As a person becomes increasingly anxious or upset, their ability to process complex 
verbal information decreases (often dramatically).  The distressed person craves clarity  
(over choice), and simplicity (over detail).  They need to know just enough information to 
get them through the present situation successfully (and/or to get out of it gracefully).   

Verbal redirection is as much an art as a science, as much a gift as a skill.  Even so, there 
are a few guidelines that can help us to hone and develop our talent in this important area.  
In general, short is better than long, visual is better than verbal, familiar better than novel.   

 
___a.  Positively stated:  Let the person know what to do rather than what not to 

do.  For example by saying:  1) “Hands in pockets”, rather than “Don’t 
touch; 2) “Quiet voice”, rather than “Don’t yell”; or 3) “Stay by my side”, 
rather than “Don’t run”.  

___b.  Simplified:  Reduce the length and complexity of verbal cues.  Use concise 
wording, fewer words, key words, and familiar phrases.  

___c.  Use counting:  Use counting to clarify the time frame of an instruction, 
for example, Let’s do four more, Let’s stand up on the count of three.  

___d.  Familiar:  List any unique or person specific phrases used successfully by 
those who know the person best.  

___e.  Fill in the blank:  Supplying the person with the first few words of their 
response (Hands stay to self, In the library we use a quiet voice).  

___f.  Warnings reminders:  Develop a specific cue hierarchy that alerts the 
person to the increasing seriousness or immediacy of action.  For example, 
Please use a quiet voice, this is your second (of 3) reminders.  

___12. Visual and Nonverbal cues:  Supplement verbal information with visual or nonverbal 
cues.  

Think of how many times we hear phrases such as “A picture is worth a thousand words”, 
“Show. Don’t tell”, “I don’t know the name, but I never forget a face” or “I can’t remember 
the address, but I’ll know it when I see it”.   

And think of how differently we respond to a question on a test if it is open ended (Who is 
the fifth President of the United States?) versus if we are given multiple-choice answers to 
choose from (a. Abraham Lincoln b. James Monroe c. Grover Cleveland).  
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A picture is worth a thousand words because it crosses language barriers, cuts through complicated 
syntax, and remains available for future reference (unlike verbal language which literally 
disappears into thin air as it is spoken).  

The American flag, the Golden Arches, and the Stop Sign are all examples of how a simple visual 
image can evoke a clear and powerful message.   

___a.  Gesture:  Point to, tap on, look at, or gesture toward the expected response.  

___b.  Demonstration/observation:  Show the person how to do the expected action, 
and/or allow the person to watch others engaged in the action.  

___c.  Self-explanatory task set up:  Set up the activity in the clearest, most logical and 
self-evident manner possible.  

___d.  Visually obvious ending points:  i.e. “Shred this pile of papers, “Complete these 
seven math problems”, “Fill these 10 boxes”.  

___e.  Picture, Photo, Word, or Symbol:  Assess which visual representation is most 
clear and communicative for the individual.  

___f.  Visual directions:  Written, Picture, or Symbol instructions (a “Stop Sign”, “Red 
Light”, a Picture schedule, written directions, etc.)  

___g.  Easy answer formats:  Use simple response formats (such as circling, crossing out, 
filling in the blank, marking an X, multiple choice, etc.).  

___h.  Representative objects:  Use items that represent or suggest the next activity, for 
example, a basketball for Gym, a key for locker, a cup for meals.   

___i.  Visual time concepts (clock, visual timer, obvious ending points, calendar, 
schedule, etc.  

___j.   Visual problem solving tools:  Use written or pictorial tools that help the person to 
identify their problem, their feelings, and their options. 

___k.  Visual rules; such as a STOP sign on the door, a taped line separating restricted 
areas, etc.  

___l.    Auditory cues:  Timer, school bell, familiar music signaling a transition, etc.  
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___13. Incompatible, Alternative, and Replacement Behaviors:  Teach or provide the person 
with a skill or action which addresses the same need or serves the same purpose as the   
problem behavior.  

If a behavior fills some need or serves some purpose for the person who uses it, then it 
stands to reason that we can’t just take it away, without giving them something to replace 
it with, some other way to achieve the same purpose or to meet the same need.   

If, through our functional assessment, we have identified the need that is being served by 
the behavior, we can then give or teach the person a skill or an action to “replace” it.  

 
___a.  Communicative:  Something else to say (for inappropriate verbalizations), 

or some other way to make the same request, or express the same point of 
view (see section on Communicative and Social Skills).  

___b.  Oral:  Something else to eat, chew, or mouth (for inappropriate oral 
behavior).  

___c.  Tactile:  Something else to do with their hands (hands in pocket, something 
to hold, handle, carry, or manipulate.  

___d.  Auditory:  Something appropriate to listen to (headphones on the bus).  

___e.  Visual:  Something else to look at (magazine, photo’s etc.). 

___f.  Independence:  Teaching the person to achieve their purpose or meet their 
need on their own (teaching them how to make their own snack, how to 
operate their own tape player, etc.).  

___g.  Cognitive:  Something to occupy thoughts (puzzles, questions, plans, etc.).  

___h.  Self esteem:  Some other way of gaining recognition or attention (special    
responsibilities, working toward an award, focusing on strengths and     
interests, etc.)  
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___14. Natural and Educative Consequences:  Help the person to learn from the results of   their 
actions.  

Most of us learn more from our successes than from our failures; however, there are some 
situations in which experience is still the best and truest teacher.  A person violates a traffic 
law, and is required to attend driver’s safety class; a child breaks a widow with an errant 
baseball and is required to save his allowance to replace it; an employee fails to call in sick 
and loses his pay for the day.  

A logical consequence, if thoughtfully chosen and carefully applied, can be an important 
part of a positive intervention plan, and can impart important lessons in the areas of respect, 
responsibility, and self-control.  

___a. Temporary removal/loss of access to items or privilege:  Briefly remove or   
withhold an item that is being misused (put away a toy for ten minutes, suspend 
television privileges, impose a one-day restriction on access to the computer, etc.)  

___b. Loss of reward, point, or pay (response cost):  Subtract points, pay, or tokens for 
each inappropriate behavior.  

___c.  Restitution and restoration:  Allow or help the person to restore or correct the 
situation (clean up, apologize, pay for damages).  

___d. Related assignment:  Assign a task that helps the person to remember or learn the 
relevant rule or concept.  For example, a worksheet or reading assignment.  

___e. Community service:  Assign a task that is of benefit to the classroom, school, home, 
or local community (cleaning the school grounds, helping other’s with   their 
homework, etc.)  

___f. Increased supervision:  Supervise the person’s work and free time, until they can 
demonstrate an ability to handle independence responsibly.  

___g. Meeting or private discussion:  Hold a formal discussion to discuss the problem, 
emphasize the gravity of a situation, decide on consequences, and/or prevent future 
occurrences.  

___h. Contingent instruction:  Require participation in a class or meeting that educates 
the person about the violated rule, procedure, or code (for example, driver’s re-
education class, rules class, social skills class, sensitivity training, etc.).  

___i.  School discipline policy:  Utilize (or adapt) consequences that apply to all students 
within a school (in-school suspension, detention, one day dismissal).  

___j.  Job discipline policy:  Utilize (or adapt) consequences that apply to all workers 
within the same job site (firing, pay docking).  
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___k.  Authority figure:  Enlist the services of a person of power or prestige (a parent, principal, 
job supervisor, etc.) to help explain, enforce, or add emphasis to a rule.  

___l.  Second chance:  Have the person try (or redo) the action in a more respectful way.  
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Section Three 

Calming and Coping  

Strategies 
 
 

I wish my son had come with instructions 
• A parent 

This section centers on helping a person learn to relax, regroup, and recover from a stressful 
experience. 

  

We each have our own unique ways to relax and unwind.  Some of us need to rest, others to run, 
still others to meditate.  Some of us like to read, some to talk, and some to tinker on our computer, 
in our garden, or under the roof of our car. 

  

Although some of the strategies covered in this section may conventionally be viewed as 
interventions (or even as consequences), what separates them is the purpose for which they are 
presented and the way in which they are carried out.  Their purpose is not to consequate but to calm 
their delivery, not one of judgment, but of support. 
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Calming and Coping  
Strategies  

Strategies that help the person to relax, regroup, and regain their composure. 

1. Distraction & Change:  Shift the person’s attention away from the source of their anxiety, 
difficulty, or distress.__________________________________________________________ 
___________________________________________________________________________  

2. Exercise:  Provide a constructive outlet to release and re-channel excess or nervous energy. 
___________________________________________________________________________ 

     ___________________________________________________________________________ 
3. Calming (or Focusing) Tasks:  Introduce a familiar, high success, low-pressure task that helps 

the person to refocus their attention. _______________________________________________ 
_____________________________________________________________________________
_____________________________________________________________________________  

4. Listening and Acknowledgement:  Use active listening techniques to help the person to 
express and think through their feelings and concerns____________________________________ 
_______________________________________________________________________________
_______________________________________________________________________________  

5. Relaxation:  Teach and explore strategies for reducing and managing stress. _______________ 
_______________________________________________________________________________
_____________________________________________________________________________ 
6. Sensory:  Investigate calming sights, sounds, scents, touch, tastes, and movements.__________ 
_______________________________________________________________________________
_______________________________________________________________________________  
7. Brief Interruption:  Stop or prevent the behavior from occurring, just long enough to allow the 
person to relax and regain control. ___________________________________________________ 
_______________________________________________________________________________  

8. Respectful Space:  Find a respectful spot where the person can feel safe and calm.___________ 
_______________________________________________________________________________
_______________________________________________________________________________  

9. Sufficient Time:  Provide the person with a clear and sufficient amount of time in which to 
relax, group, regroup, recover, and rebound. ___________________________________________ 
_______________________________________________________________________________
_______________________________________________________________________________  

10. Protective Interventions:  Maintain safety, and protect the person from harming themselves or 
others until they can regain their composure and self-control. ______________________________ 
_______________________________________________________________________________
_______________________________________________________________________________  
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___1.  Distraction or Change:  Shift the person’s attention away from the source of 
their anxiety, difficulty, or distress.  

Distraction refers to that set of simple strategies which help a person to “take 
their mind off their problems”, and to shift their focus to some non-threatening 
event or interaction.  

___a.  Change tasks:  Shift the person’s focus to a different or easier activity.  

___b.  Switch staff:  Introduce a new person, one not involved in the original, 
problematic situation.  

___c.  Change settings:  Move the activity to a different, calmer, or quieter area or 
room.  

___d.  Introduce a safe, clearly non-threatening or compelling topic, task, or idea.  

___e.  Change peer groupings:  Pair the person with a good role model.  Create   
compatible person pairings.  

___2.  Exercise:  Provide a constructive outlet for releasing and re-channeling excess 
energy.  

Exercise allows a person to expend nervous energy in harmless yet beneficial ways.  It 
helps regulate mood, restore energy, and provides a sense of accomplishment. 

 
___a.  Take a walk, introduce an errand, or engage in an aerobic activity such as biking 

or swimming.  

___b.  Physical work:  Provide jobs (i.e. yard work,) or exercise (i.e. isometrics, 
gym equipment, etc.) that involves constructive physical exertion.  

___c.  Sport related:  Provide opportunities for sport-like activities such as 
shooting baskets, playing catch, hitting tennis balls, jogging, or bowling  

___3.  Calming Tasks:  Introduce a high success/low pressure task that helps the person to 
refocus their attention in a more constructive direction.  

We all have certain tasks that we rely upon, perhaps without even realizing it, to calm 
ourselves in times of stress.  We may, for example, clean house, wash the car, tinker with 
the computer, or reorganize our files.  Such activities have the advantage of being almost 
automatic, and of thereby freeing our minds to quietly regroup from a frustrating or 



Navigating the DCD Maze -  195 
(Repr in t ed  w i th  pe rmi ss ion  f rom Resp ec t f u l  Behav io ra l  Op t ions . )  

 

worrisome experience.   

The calming tasks listed here are merely examples.  “Use our assessment of Strengths and 
Interests” to select activities tailored to the person’s own individual needs.  

___a.  Vocational:  Jobs, chores, errands, sorting, assembly, disassembly, etc.  

___b.  Academic:  Worksheets, computer programs, reading familiar texts, 
completing an “easy” math sheet, etc.  

___c.  Art/Craft:  Drawing, tracing, coloring, models, latch hook, etc.  

___d.  Domestic:  Washing dishes, sweeping, organizing shelves, car care, yard 
care, copying shopping lists, etc.  

___ 4. Listening and Acknowledgement: Listen supportively, without judgment 
or interpretation, to the person’s worries or concerns.  

We have all had the experience of marching into someone’s office, intending to angrily 
confront them over some real or perceived offense, but then having our anger melt away 
when that person simply “listened” to us.   

The author Richard Carlson once said that the greatest desire of the human heart was to 
be listened to and to be heard, and the psychologist, Carl Rogers, made listening, the 
keystone of his therapeutic approach. 
  
The following are a few guidelines for listening effectively and supportively:  

___a.  Active listening:  Listen to the person’s worries or concerns without     
interruption, contradiction, judgment, or unsolicited advice.  

___b.  Paraphrase and summarize:  Rephrase or repeat the core of the person’s message 
back to them, so that they can recognize, reflect upon, and express their thoughts 
more accurately.   

___c. Acknowledge the person’s feelings and perspectives, even if we can’t share their 
assessment of the situation, condone their actions, or agree to their requests.  

___d. Help the person to explore solutions, and to develop their own menu of coping 
strategies that they can then use to address future occurrences of the problem.  
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___5.  Relaxation:  Teach and explore strategies for reducing and managing stress.  

Just as each person is unique in the ways in which they express their anxiety, so too, each 
person is unique in the ways that they find to “unwind”.  Some are active, some are passive, 
some seek out friends, and some seek out privacy.  The following techniques may be 
helpful when trying to discover a person’s own best relaxation style.  

___a.  Breathing techniques:  Have the person learn to take deep breaths and/or help 
them to develop calm breathing patterns.  

___b.  Visualization and guided imagery techniques:  Help the person to picture a 
pleasant memory or to “walk through” a sequence of increasingly calming images.  

___c.  Relaxation training:  Teach specific relaxation techniques such as systematic 
muscle tension/release exercises.  

___d.  Massage techniques:  Provide a respectful and professional hand rub, shoulder rub, 
finger rub, hair brushing, etc. (only on the person’s own terms).  

___e.  Relaxation tapes or video:  Provide visual or audio tapes which contain relaxing 
images or music and/or which take the person through a specific series of relaxation 
techniques.  

___f.  Relaxing items:  Provide the person with items that have been observed to help 
           them to maintain or regain their composure (blanket, teddy bear, favorite book, etc.) 

 
 

___ 6. Sensory: Explore calming sights, sounds, scents, touch, tastes, and movements   

Thousands of years of exploration and discovery have gone into the development of 
elaborate forms of sensory stimulation:  Art, music, poetry, perfume, cuisine, and sports are 
all merely sophisticated extensions of our senses, providing perceptual reinforcement to our 
eyes, ears, nose, mouth, brains, and body.  

Sensory input calms us down, keeps us alert, and helps us to focus our thoughts.  

The following is a list of potential sensory activities that might be used as calming and 
coping tools.  However, the area of sensory integration is complex, and should not be 
embarked upon without the input of a knowledgeable professional.  

___a.  Ear/Auditory:  Story tapes, sound tapes, singing, different types of music 
(classical, age relevant songs, folk songs, etc.)  
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___b.  Eye/Visual:  Magazines, photos, videos, computer, window seats, aquariums.  

___c.  Hand/Tactile:  Provide something to hold, rub, touch, twist, squeeze, pick at, 
press, or manipulate.   

___d.  Nose/Olfactory:  Explore calming scents such as vanilla or lavender.  

___e.  Muscle sense/Proprioceptive:  Provide a shoulder rub, hand rub, back rub, deep 
pressure, joint compression, etc.  

___f.  Motion/Vestibular:  Set up activities that allow the person to experience 
calming movement (swing, spin, ride, bounce, rock, etc.).  

___g. Oral:  Provide tastes and textures (chewing gum, jerky, etc.) 
 
  

___7.  Brief Interruption:  Briefly stop or prevent the behavior from occurring, just 
long enough to allow the person to regain their self-control.  

Brief interruption simply means stopping the behavior for a moment, in order to give the 
person (and ourselves) a chance to relax, regroup, and regain control.  In practice, it is more 
of a decision then a strategy.  Should we work through the behavior or interrupt it? If the 
decision is to interrupt the behavior, there are many ways to accomplish this purpose:  

• Verbally interrupt the behavior (with a prearranged cue phrase, for example)  
• Visually interrupt the behavior (with a silent gesture or sign)  
• Physically interrupt the behavior (with a touch or prompt)  
• Remove the object that is causing the person concern  
• Remove any other persons who might be contributing to the problem  
• Remove the person; to a different setting  
• Remove yourself from the situation.  

 
Let the person’s own reaction be your guide as to which approach will be beneficial.  
Some persons may become distressed at having their behavior stopped, but others will 
seem greatly relieved.  

The following example illustrates how we might attempt to interrupt a behavior while 
keeping the person within the learning situation.   

If the person is in great distress, the team may wish to move on to the next three sections  
(space, time, and protective interventions) before making any final decisions.  
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___a.  Use a concise verbal cue (saying the person’s name, for example, or   

using single consistent phrases such as “Look”, “Stop” or “Quiet-hands”). 

  

___b.  Teach an incompatible action (such as hands in lap, hands in pockets,   

hands clasped together, hands on table, etc.) and/or adopting a proper  

learning posture (such as sitting in a chair, feet on floor, facing forward). 

___d.  If needed, provide a supportive physical prompt (such as taking or lowering 
the person’s hands).  

___e.  If needed, provide a brief count or other means of setting the time frame of 
the interruption (i.e. “Let’s clasp our hands and count to ten” or “Let’s take 
three breaths”.)  

 
___8.  Personal Space:  Find a respectful spot where the person can feel safe and calm.  

Each person has surrounding them a circle of space within which they feel safe and secure, 
and without which they feel anxious or threatened.  As a person becomes   increasingly 
angry or upset, this circle grows, and their need for space increases, sometimes 
dramatically.  

Many behavioral interventions commonly used within the classroom or the home (such as 
Time-Out or Contingent Observation) has, as their basis, this nearly universal need for 
space.  

The right kind of space can provide a person with a sense of having “room to breathe”, and 
prevent them from feeling literally or figuratively “backed into a corner”.  

When choosing the right space for a given person, the team must consider both the amount 
of space and the type of space that they need.  The following list of potential   space options 
are meant to provide clear and safe borders and boundaries without drawing unnecessary 
attention to the behavior.  

___a.  Chair:  The simple act of sitting down can have a calming effect on a 
person.  Although any chair will often do, one with a well defined set of 
natural boundaries can provide the person with a greater sense of safety and 
security (an easy chair, cushioned chair, recliner, or library style arm chair).  

___b.  Table space:  A table has the advantage of providing a work surface on 
which a calming activity can be done, as well as providing a natural 
boundary between the person and the object of their frustration or 
temptation.  

___c.  Desk:  A desk provides a working surface, a natural boundary, and a storage 
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space in which calming items or activities may be kept.  Some   school desks 
have their writing surface attached to the arm of the chair, which can have 
the effect of extending its natural protective boundaries on three sides.    

___d.  Study Carrel:  A study carrel has the advantage of having a work surface, a 
partial boundary extending on three sides, and a sense of privacy without 
totally isolating the person from their environment.  

___e.  Area of the room:  Some individuals (especially those who prefer to stand, 
walk, or pace) may need to have a larger space available to them.  For 
example; a carpet, an area rug, or a designated corner of the room (such as a 
reading nook).  

___f.  Room:  A bedroom, office, classroom, or designated quiet or counseling 
room can afford the person a measure of privacy and dignity as they     
struggle to regain their composure.  A distressed person should not be left 
unsupervised in a room due to the possibility of intentional or accidental 
injury 

.  
___g.  Outdoors:  A yard, courtyard, porch, walking path, basketball court (and 

sometimes even just a seat facing a window) can provide the person with a 
sense of not being “fenced in”, while the natural elements of just “being 
outside”(trees, breeze, sun, clouds, etc.) can lend their own calming grace to 
the situation.  The person should always be supervised when outdoors    for 
safety reasons.  

___9.  Recovery Time:  Provide the person with a clear and sufficient amount of time in which to 
relax, regroup, and regain their composure.  
 

Time can be a powerful healer because it allows a person to put some emotional distance  
between themselves and the object of their frustration or distress.  As with personal space, 
each person has an amount of time that they need in order to truly relax and recover from a 
traumatic or emotional experience. 

 
Each team will need to use their own powers of observation and past experience with the 
person to determine the amount of time that he or she needs.   
 

In general, short intervals are as effective, or more effective, than longer ones, especially 
when paired with specific behavioral criteria for determining “calmness”.   
 

The following guidelines should help the team to determine the person’s best calming 
interval.  
 

___a.  Choose a calming interval tailored to the person’s personal recovery time (the 
average amount of time that they have needed the past several    occasions to 
truly regain their composure).  
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___b.  Wait for specific signals of calmness, rationality, and readiness before 
ending the interval (for example, a quiet voice, relaxed breathing, relaxed 
muscles, the ability to answer a question, or do a simple task without    
resistance or re-escalation.) 

___c.  Employ time keeping tools such as a timer, clock, or sand dial to clarify the 
duration of the calming interval (i.e. Let’s relax until the bell rings or; Let’s rest 
until 10:45).  

___d.  Count aloud to clarify the duration of the calming interval, and/or to provide 
immediate feedback as to the person’s state of readiness (for example, When 
you’re calm, I’ll count to twenty, or When you’re ready, we’ll count together to 
ten.  When using this approach, if the person re-escalates before the count is 
finished, simply pause, wait for another moment of calm, and begin again.  

___e.  Events of a predictable length.  Familiar events can serve as efficient time 
markers because the person has already internalized their approximate duration.  
For example, we might say, Let’s relax until this song ends, until this show 
ends, until this class period ends, until this commercial ends, etc. Very familiar 
videos or musical tapes can be especially effective, because the person can 
often anticipate the sequence of songs or scenes leading from start to finish.  

 
___10. Protective Interventions:  Protect the person from harming themselves or others until they 

can regain their composure and self-control.  

A protective intervention is not a consequence, nor is it a teaching strategy.  It is merely a 
safety net.  

When we employ a protective intervention, we are lending our external control to a person 
just until they can regain their own.  Although the exact intervention used may differ from 
person to person, the message we deliver through our words and our actions must always be 
the same:  You are safe.  

Whether to use a protective intervention is an individualized decision, which must be based 
on the collective insights and experiences of those who know the person best.   

Although not to be used lightly or without consent, protective interventions can be an 
important part of a positive intervention plan.  

Protective interventions must include informed consent, be in accordance with State and 
Federal law, and be taught by a qualified professional, and, for that reason, they are not 
specifically described in this text.  

__a.  Escorts:  Helping the person to get out of the disrupted situation and/or into a safer 
or more respectful place.  
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__b.  Protective holds:  Protecting the person from harming themselves or others until 
they regain their self-control.   

__c.  Supported self-restraint:  Teaching the person self control strategies such as 
putting their hands in their pockets, clasping their hands together, sitting on their 
hands, or holding/carrying an item within tempting situations (so that their hands 
are not free to react to an impulsive inclination). 

 __d.  Protective seating arrangements:  Having the person sit in a safer area, out of 
reach of any vulnerable person’s or items which prevent the behavior from 
occurring while the person has a chance to calm or heal.   

__e.  Protective clothing adaptations:  Clothing adaptations such as helmets or arm 
splints (for prevention of self injury) require a Doctor’s approval, and should only 
be used with strict guidelines and full supervision.  
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Short Form  
 

The short form is a condensed version of the full process without the discussion, explanation, or 

detail.  It can be used by facilitators who are leading the team discussion process, but only by those 

who are very familiar with the full process.   

When using this process, the facilitator should give each team member a copy of the single page 

Social Learning Profile and Respectful Behavioral Options guide sheets (pages 55 and 56) 

reserving the detailed checklists (whether the long or short version) for their own use.  

The facilitator asks the question, allows the team to fully share and explore their own insights, 

observations, and experiences, and then uses the checklists to further expand and define their 

answers.  
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Social Learning  
Profile  

Assessment  Respectful Behavioral Options 
1. Behavior or Difficulty  Preventive and Educative Strategies 

 2. Early Signals   

3. Situations/Most Likely   

4. Message or Purpose   

`  Calming and Coping Strategies 

5. Medical/Physical   

6. Situations/Least Likely   

7. Strengths and Interests   
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     I.  Social Learning Profile  

 
1. Behavior or Difficulty:  

Behaviors of Concern:           Area of Difficulty: 
__Physical actions toward others:    __Touch or social distance     
__Physical actions toward objects:       __Language or volume     
__Physical actions toward self:    __Respect for property 
__Verbal actions toward others:    __Cooperation  

__Communication or Social Skills 
__Self organization 
__Problem/conflict solving  
__Anger management  
__Self Regulation  
__Impulse Control 
  

2. Early Signals of Anxiety, Difficulty, or Distress:  

__Posture       __Activity level  
 __Facial expression     __Noncompliance 
 __Mannerisms or Tics    __Mild versions of behavior itself 
 __Movements      __Actions to self, others, objects
 __Volume      __Motivation level 
 __Words, phrases, topics, sounds   __Obsession or Compulsion
 __Emotions (sadness, giggling)   __Impulsiveness  

 
3. Situations in which the Behaviors are Most Likely to Occur:  

__Times of day, week, month                __Changes in expectations/routine                         
__Places or locations         __Time related/feeling rushed                                
__Activities (work, leisure, chores)      __Transportation related                                         
__Parts of activities (starting, focusing, finishing) __Food related 
__Structured (or unstructured) situations  __In response to demand      
__Group or Crowd situations    __In response to limits/boundaries     
__Loud/Noisy/Distracting situations      __As a function of attention span                           
__When asked to stop an enjoyable activity  __While waiting                                                     
__When corrected       __Transition (prior to, during, after)     
__Outside stressors (changes at home, on bus)  __Other     

  

4. The Message or Purpose that is being Expressed or Achieved through the Behavior:  
  

__Rejection (to refuse, postpone, end, or interrupt)  __Frustration, anxiety, or worry                             
__Requests (to gain access to items or activities)  __Illness, discomfort, or fatigue     
__Disappointment (if requests are delayed/denied)   __Over-stimulation or excitement         
__Attention (to gain reaction or recognition)        __Under-stimulation or boredom  
__ Assistance (to alert others to a need)   __Compulsion or obsession     
__Social (to initiate or maintain social interactions)   __Sensory seeking    
__Confusion (with directions or expectations)      __Sensory defensiveness    
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5. Situations in which the Behaviors are Least Likely to Occur:  

__Specific times of day, days of week.  __With certain people 
__Within certain places or locations  __Within certain activities, subjects 
             

6. Areas of Strength and Interest:          

 Leisure      Food and Beverage 
 __ T.V. shows, movies, videotapes.     __Beverages (pop, water, juice) 
 __Books, magazines, photo album   __Snacks (chips, sweets, popcorn)  
  __Games, toys                            __Main course: fruits, veg. meats 
 __Computer or video games    __Cooking and food prep 
 __Socialization, time with favorite people  __Tastes/textures (sweet, spicy, etc) 

__Clothing fashions, jewelry, hair care, etc.   
__Art/Craft (drawing, painting) 
 
Music       Academic 
__Types of music (Country, rock, classical, etc.) __Favorite subject areas (science) 
__Specific songs, artists, or radio stations  __Favorite skill areas (reading) 
__Musical instruments, singing     
 
Motor   Vocational/Domestic 
 __Aerobic (walk, run, jog, bike)   __Household tasks (cleaning) 
__Sport Related (shoot baskets, catch, bowl)  __ Active/physical work

 __Exercise (or playground) equipment  __Organizational (sorting, filing) 
        __Fine Motor (assembly, etc)  
        __Single action tasks (shredder) 
        __Service related (helping) 

 
Community  Sensory 
__Specific stores     __Tactile (items to touch, hold, 
__Specific restaurants          squeeze, or manipulate)             
__Recreational (parks, walking paths, YMCA) __Olfactory or Oral  
__Informational (Library, Museum)   __Visual or Auditory  

__Movement and Muscle Sense  
 

7.  Medical or Physical conditions which may Underlie or Complicate the Behavior: 

__Headaches      __Seizure or neurological disorders 
__Allergies      __Specific health disorders                            

__Chronic infections (ear, etc.)                   __Specific mental health diagnosis                        
__Chronic digestive problems   __Physical limitations                                          
__Chronic pain     __Vision impairments                                            
__Obsessive thoughts or compulsive actions  __Hearing impairments                 

__Medications/side effects  
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II. Respectful Behavioral Options  

1.  Space and Environment:  Arrange the physical environment in ways that make the behavior 
less likely to occur. 

  
       __Work space  
 __Setting     __Storage space  
 __Room arrangement    __Temptation level 
 __Seating arrangement   __Stimulation level 
 __Personal space    __Group dynamics/person pairings 
  
 

2.  Task, Text, and Materials:  Adapt tasks, text, materials, or curriculum toward clarity, 
simplicity, and success. 

   
      __Clarity (self evident task set up)  __Number of steps   
  __Durability and Stability   __Obvious ending points  
  __Simplicity (level of difficulty)  __Level of participation  
  __Duration (length of task)   __Adaptations and accommodations 
  
 
3.  Time and Schedule:  Help the person to better understand and organize the pace, flow, and structure 

of their day.            
        __Time keeping tools (clock, timer)  
  __Processing and “wait” time   __Waiting or transition items   
  __Routine and rituals        (something to do or hold while  
  __Organizational tools (calendar, checklist)    while waiting or in transit)  
  __Written or picture schedules  __Events of predictable length (tape,   
  __Obvious ending points/Closure             video) 

__Check out/sign up (for computer, etc.) 
 

4.  Limits and Boundaries:  Provide clear and fair rules and expectations based upon safety and 
respect (not just compliance). 

 
__Safety rules     __High standards and expectations

 __Situation specific rules (by time, place) __Laws and policies 
 __Written rules    __Code of ethics, Personal values
 __Personal space and boundaries  __Rights, privileges & responsibilities
 __Social etiquette 

 
 

5.  Choices and Options:  Involve the person more fully in the plans, decisions, goals, and 
activities of their daily life.         
             
  __Input into schedule and planning  __Negotiation and compromise 
  __Choice between & within activities __Input into goals and objectives 
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6.  Respectful Refusals and Dignified Escapes: Help the person to respectfully refuse, postpone, 
end, or interrupt unwanted activities and interactions.       
             
  __Polite refusals (No thanks)   __Offering Acceptable Alternatives to 
  __Interruption (I need a break)       the disliked activity  
  __Graceful exits (errands, setting changes) __Negotiation and compromise  

7.    Communication and Social Skills: Help the person to express their message in more 
respectful and effective ways.  

Communication    Social Skills 

__Making requests, self-advocacy   __Expressing feelings and viewpoints  
__Gaining assistance, attention   __Interaction, conversation, turn taking     
__Identifying illness, discomforts   __Group skills, contributing, sharing     
__Seeking information, clarification  __Problem solving techniques  

8.   Tasks based on Strength and Interest:  Find or design activities that match the person’s 
interests and learning style.         
             
      __Domestic (chores)    __Community    
      __Vocational (jobs)    __Leisure (Recreation)  
 

9.   Reward and Incentive:  Reinforce the person’s efforts at participation and self-control.  
 

  Types of rewards     Schedule of Reinforcement 
 

__Social (friendship, praise, trust)  __Natural: Rewards occur at natural   
     __Tangible (items, treats, pop)      or logical breaks within the day.       
      __Activity (games, computer, music)  __Contingent:  Rewards occur following  
    __Time (free-time, more time, less time)      completion of tasks or time intervals      

__Privileges and Responsibilities   __Secondary: Rewards occur upon accu-  
__Token (points, stickers, signatures)               mulation of points, signatures, or tokens  

      __Financial (money, paycheck)   __Contract:  Rewards occur according  
      __Sensory/perceptual            to the terms of a written agreement.             
      __Fascinations and Fixations        
   

 

10. Attention and Ignoring: Provide (or withhold) attention in order to increase (or decrease) 
behaviors.  

__Ignore undesired behaviors    __Self Monitoring/Self Evaluation
 __Praise/attend to desired behaviors         
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11.  Verbal Directions and Redirections:  Provide clear and concise directions, corrections, and 
cues (Don’t overwhelm the person with too many words).  

 
__Positively phrased (“What to do”,   __Counting-related (on the count of three,  
     rather than what not to do)        Let’s do four more, etc.) 

__Simplified (concise, fewer words)  __Fill in the blank phrases (Hands stay)    
__Familiar: person-specific or unique cues __Early warnings and reminders  

 
12.  Visual (and Nonverbal cues):  Supplement verbal information with clear visual or nonverbal 

clues (Show, rather than tell).          
           
 __Gestures (point, touch, look toward) __Visual answer formats (v, cross out, etc.)
 __Demonstration/ Observation  __Actual or representative items 
 __Self explanatory task set-up  __Visual problem solving tools
 __Obvious ending points   __Visual (written or pictorial) rules 
 __Word, picture, photo, or symbol  __Auditory cues (bell, timer, sound, song)
 __Visual time concepts   __Physical prompts 

 
  
13.  Incompatible, Alternative, and Replacement Behaviors:  Provide a skill or action that 

addresses the same need or serves the same purpose as the problem behavior.  
 

__Communicative (another way to say it) __Visual (something else to look at)  
__Oral (something else to eat, chew, etc.)     __Independent (teach the person 
__Tactile (something else to hold, carry,     how to do it for themselves)  
    handle, or manipulate)   __Cognitive (something to occupy   
__Auditory (something else to listen to)     thoughts or to redirect ideas)       
      __Self esteem (some other way to 
              gain recognition and acceptance)
     

14.   Natural and Educative Consequences: Provide feedback that helps the person to 
learn from the results of their actions.  

__ Temporary removal/loss of access __Increased supervision (reduced freedom) 
        to item, privilege or area.   __Private or formal discussion/meeting
 __ Loss of rewards, points, or pay  __Contingent instruction (class, in-service)
 __ Restoration (correct, reimburse,  __School policies (dismissal, detention) 
      apologize for, or make amends)  __Job policies (suspension, pay docking)
 __ Extra assignment    __Authority figures (principal, boss, parent)
 __ Community service   __Second chance (try again, redo, retest)  
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III. Calming and Coping Strategies  

1.  Distraction or Change:  Shift the person’s focus away from the source of their concern.  
  

__Change tasks    __Change peer groupings  
 __Switch staff     __Introduce a safe compelling topic 
 __Change settings          
             
   
2.  Exercise:  Provide a constructive outlet for releasing and re-channeling excess energy.  
 

__A walk or an errand  __Physical work or exercise  
__Aerobic activity  __Sport related (baskets, play catch)  

3.  Calming Tasks:  Introduce a simple, compelling task that helps the person to refocus  
their attention.           
   
  __Vocational (jobs, chores, errands)  __Art, craft, drawing. Etc.   
 __Academic (worksheet, book, etc.)  __Domestic chore    
             
  

4.  Listening and Acknowledgement:  Listen supportively and without judgment as to the 
person’s worries or concerns.          
             
 __Active listening    __Acknowledge feelings   
 __Restate, paraphrase and summarize __Develop problem solving tools  
             
  

5.  Relaxation:  Explore strategies for reducing and managing anxiety and stress.    
             
 __Breathing techniques   __Massage techniques 
 __Visualization and guided imagery  __Tapes or videos  
 __Progressive Relaxation training  __Comfort items (teddy bear, blanket)  
  
 
6.  Sensory:  Explore an array of calming sights, sounds, scents, touch, tastes, and movements. 
             
 __Ear/auditory:  sound, music, voice tone __Nose/olfactory:  calming/alerting scents
 __Eye/visual:  video, magazine, photos __Muscle sense/proprioceptive
 __Hand/tactile:  something to hold, touch __Motion/vestibular movement  
     handle, squeeze, twist, or manipulate __Oral/gustatory:  taste, texture, mouthing 
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7.  Brief Interruption:  Briefly stop or prevent the behavior from occurring, just long enough to 
give the person time to relax, regroup, and regain their composure.     
             
 __Give a concise verbal cue (“Quiet hands”) __A physical prompt (if needed) 
 __Teach an incompatible action (i.e. hands __A brief count (i.e. to 10) if need  
      clasped at side, in pockets, in lap, etc.)   

             
  
8.  Respectful Space:  Find a respectful spot where the person can relax and regain their 

composure (with supervision).  
 

__Chair (easy chair, rocker, desk)  __Room (bedroom, quiet room) 
 __Table (desk, study carrel, cubicle)  __Outdoor (yard, path, porch)   
             
   
9.  Sufficient Time:  Provide a clear and sufficient time frame in which to relax and regroup. 
             
 __Choose a calming interval tailored to __Time keeping tools (timer, etc.)  
      the person’s recovery time.         __Counting (“Let’s count to ten “) 
 __Wait for signals of calmness, readiness __Natural transition times   
       __Events of predictable length  
            (class period, TV show, etc.)   
             
  
10.  Protective Interventions:  Protect the person from harming themselves or others, until they 

can regain their self-control.        
           
 __Protective escort    __Protective hold   
 __Supported self restraint (hands  __Protective seating arrangements 

      clasped, in lap, in pockets, etc)  __Protective clothing adaptations  
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Respectful Behavioral 

Options 
 

1  
Space and Environment Adaptations  

2  
Task, Text, and Material Adaptations  

3  
Time and Schedule  

4  
Limits and Boundaries  

5  
Choices and Options  

6  
Respectful Refusals and Dignified Escapes  

7  
Communication and Social Skills  

8  
Tasks based on Strengths and Interests  

9  
Reward and Incentive  

10  
Attention and Ignoring  

11  
Verbal Cues  

12  
Visual and Non-verbal Cues  

13  
Incompatible, Alternative, and Replacement Behaviors  

14  
Natural and Educative Consequences  

15  
Calming and Coping Strategies  

 

  a. Distraction       f. Sensory  
    b. Exercise       g. Brief Interruption 
   c. Calming Task       h. Respectful space  
  d. Listening       i. Sufficient time  
  e. Relaxation       j. Protective Interventions  
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A note about respectful, non-technical language.  

The words that we use when addressing a distressed person, when talking to each other about the 

person, or when explaining the situation later to others, all have a dramatic impact on the persons 

themselves, on those watching from the sidelines, and ultimately on our own actions.   

A person can feel supported while being restrained, or demeaned while being praised, all 

depending on how the situation is presented, intended, and perceived.  

For that reason, the words used throughout this text are designed to spring from a sense of 

respect for the individual dignity of the person, empathy for their struggle, and an understanding 

of underlying need, which is being manifested through the behavior.   
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Visual Schedules for Students - Example
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Visual Schedules for Students - Example
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Visual Schedules for Students - Example
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Visual Schedules for Students - Example
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Visual Schedules for Students - Example
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Visual Schedules for Students - Example



Navigating the DCD Maze - 247
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Personal Influence and Responsibility 
 

I Hold the Key 
 

 
I’ve come to the frightening conclusion that I am  

the decisive element in the classroom. 

It is my personal approach that creates the climate.   

It is my daily mood that makes the weather.   

I possess a tremendous power to  

make another person’s life joyous or miserable.   

I can be an instrument of inspiration or a tool of torture.   

I can humiliate or humor; hurt or heal.   

In all situations, it is my response  

That decides whether a crisis will be escalated or de-escalated;  

and another person humanized or de-humanized. 

I hold the key!   

Am I opening doors or locking them?  

 
 
 
 
 

Haim Ginott 
 



Navigat ing the Maze -  254 

Basic Strategies For Clear Communication 
 
 

•  Actively work to create a climate of cooperation, trust, respect, and loyalty by 
meeting regularly; discuss procedures/techniques that will establish and 
maintain open channels of communication. 

 

•  Attitudes and feelings of all staff need to be known, respected, and understood. 

- Deal openly with: roles/duties; students; instructional styles; management 
issues; valuing others opinions, etc. 

 

•  An understanding of the similarities/differences among the team members. 

- Educational strategies; values; cultural differences; experience; expertise; etc. 

 

•  Actively seek to develop/share a common vocabulary and a system of non-
verbal cues. 

 

•  Make sure directions and expectations are clearly stated and understood. 

 

•  Team members must be willing to ask for clarification and/or assistance, if a 
task is not understood. 

 

•  Determine what special interests, talents, and training each member has that 
will compliment and enhance his/her own skills and improve over-all 
programming. 

 
 
 
 
 

 
 
 
Team Building    Green & Coykendall 
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Communication:  Listening Skills 
 
 

1. Want to listen 
 

2. Act like a good listener 
 

3. Listen to understand 
 

4. React 
 

5. Stop talking 
 

6. Empathize with the other person 
 

7. Ask questions 
 

8. Concentrate on what the other person is saying 
 

9.  Look/smile appropriately at the person 
 

10.   Be respectful of the speaker 
 

11.   Leave your emotions behind 
 

12.   Get rid of distractions 
 

13.   Get the main points 
 

14.   Share responsibility for communication 
 

15.   Don’t argue mentally 
 

16.   Avoid hasty judgments 
 
 

LISTENING CAN BE FUN! 
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Essential Guidelines For a Team Approach 
 
 
 

1. A comfortable working climate 
 

Climate refers to the way team members feel about working together or the mood that 
prevails in the group.  Members must be willing to listen to each other and have the 
freedom to speak frankly without feeling threatened. 
 
 

 
2. Cooperation of team members 

 
Cooperation is the key element in all team-building behavior.  Each member must 
contribute and participate willingly.  Allow and encourage other team members to 
contribute and participate. 
 
 

 
3. Commitment to team goals 

 
Each member must be committed to the team’s purpose and goals, not to individual 
and/or personal goals. 
 
 

 
4. Individuality of team members 

 
Provision must be made for maintaining each team member’s individuality without 
sacrificing the unity of the group.  Individual differences and characteristics are valued.  
The strengths and weaknesses of each member are recognized. 
  

 
 

5. Manage conflict 
 

It is inevitable that conflict will arise.  When a team can’t cope with conlect, it will have a 
difficult time making decisions.  Where differences are resolved constructively, new 
ideas can occur. 
 
 
 
 
                    ITAC TRAINING PROGRAM; DAVIS COUNTY, UTAH 
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Recognizing and Addressing Competitive Behaviors 
 

Students in special education have complex needs that are best assessed and addressed when 
parents, general educators and special educators work cooperatively, rather than competitively.  
Yet sometimes the interpersonal dynamics can become competitive.   
 
If a team member’s behavior becomes competitive (left column below), the team should:  

1) Consider the CONTEXT. – What conditions (see below) might contribute to a feeling of 
competition?  What can be done to address these conditions? 

 
2) Refocus all team members on the COMMON GOAL - student well being, inclusion, and 

achievement. 
   

Competitive Cooperative 

Pursues own goals Pursues common goals 

Secrecy Openness 

Misrepresentation of need Accurate presentation of need 

Unpredictable Predictable 

Threats and bluffs Negotiations 

Irrational Logical and innovative 

Forms bad stereotypes Generates positive feelings 

 
                     LOUELLEN ESSEX AND ASSOCIATES  

 
Conditions Which Promote Conflict/Competition 

 
1. Unclear rules/expectations 

2. Policies and procedures 

3. Turf protection 

4. Managerial styles 

5. Negative climate 

6. Resource shortages 

7. Philosophical differences 



Navigat ing the Maze -  258 

 Heart Healthy Tips On Conflict Resolution 
 
 

•  It doesn’t matter who “started it”.  Instead, work together to find a solution. 
 
•  Attack problems, not people.  There should be no winners and no losers, just 

a solution. 
 

•  Listen to the other person and try to understand his/her concerns without 
judging.  Listen with our heart. 

 
•  Tell the other person about our concerns.  Start our sentences with “I” not 

“you”.  Especially avoid “you always _____”, followed by a re-cap of past 
disputes.  Focus on the here and now, and the future. 

 
•  When we state the problem, follow up with a positive, constructive 

suggestion on how to work through it. 
 

•  Know our objective.  What do we want the other person to do?  How do we 
want him/her to change behavior?  How can I change my behavior?  What 
are our own needs?  Be specific.  Be ready to listen, and to work on 
addressing and meeting those needs. 

 
•  Be respectful.  Avoid name-calling and inflammatory words.  Use language 

that will lead to a solution of the problem rather than escalate the level of 
anger/frustration. 

 
• Do onto others, as I would have others do onto me! 

 
 
 

        Minnesota Medical Association Alliance 
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Ten Commandments of Consultative Success 

 
 

1. Be daring to ask questions of skilled consultants. 

 

2. Acknowledge that communication is perception. 

 

3. Know when to talk and when to stop. 

 

4. Figure out what counts. 

 

5. Covet responsibility. 

 

6. Learn to negotiate and compromise. 

 

7. Give many compliments and thanks. 

 

8. Be willing to say, “I don’t know”. 

 

9. Ask for other ideas and opinions. 

 

10. Work person-to-person and face-to-face versus role-to-role, email-to-email, etc. 
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Agenda Builder and Action Minutes 

 
 

1. Agenda Builder 
 

The Agenda Builder is intended to facilitate the development of an agenda 
for the team.  The intent is to post the page in a conspicuous (remember 
confidentiality!) spot so all team members can write down agenda items as 
they think of them/occur during the time between team meetings. 
  

2. Action Minutes 
 

Action Minutes can be used during team meetings.  The format is especially 
useful for documenting action decisions and specifying who is to follow-up 
on those decisions.  It makes the minutes uniform and provides structure for 
addressing agenda items in a consistent manner.  It also provides a written, 
historical summary to refer back to, and for staff who were not able to attend 
a meeting, to be aware of what happened. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
         



Navigat ing the Maze -  261 

Agenda Builder 
 
 

Recorder__________________________    Facilitator_____________________ 
 
Meeting Date ______________________ 
 
 
 
Agenda Item               Discuss Decide Inform___ 
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Action Minutes 
 
 
 
Meeting:   Date:  
Membership: Page  
Date of next meeting:   
 
Handouts: Metro  

Agenda Item Summary of 
Discussion/Task List 

Action Decision Follow-up 
Responsibilities 

Target Date/Completion 
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Guidelines For Working Effectively With Families 
 

Joan K. Blaska, PhD 
 

1. Understand how your VALUES and ATTITUDES affect the way you interact and work 
with families.  Work to understand other’s values but don’t set out to change everybody. 

2. Develop your own COMMUNICATION SKILLS so that you are skillful and effective at 
listening, interviewing, conveying sensitive information and working with parents as 
team members and partners. 

3. Demonstrate utmost RESPECT to the children and families with whom you work.  
“Respect begets respect”. 

4. EMPOWER the families with whom you work by providing them with information and 
helping them develop skills so they can act on their own behalf. 

5. Be proactive.  Help families see existing STRENGTHS and actions that can be taken.  
Avoid the deficit model mentality. 

6. Remember that all families with children who have disabilities are not homogeneous, 
rather a heterogeneous group with individual strengths and needs.  Remember to 
INDIVIDUALIZE not generalize. 

7. When parents are willing to express how they feel, provide support by VALIDATING 
their feelings, but do not indicate that you know how they feel unless you have actually 
been there.  Have you “…walked in their shoes?” 

8. Be NONJUDGEMENTAL in your actions when working with families.  Most things in 
life can be done in more than one acceptable and effective way.  It may be different than 
your way, but is it wrong? 

9. Be SENSITIVE to the needs of all individuals within the family system.  Be 
knowledgeable and prepared to provide resources and make referrals. 

10. Understand the cyclical nature of grieving so you are able to appropriately SUPPORT the 
families with whom you work. 

11. When working with families from a RACE or CULTURE different than your own, 
educate yourself so you understand their beliefs including how cyclical grieving might 
apply. 

12. Utilize ANTICIPATORY GUIDANCE as you help to prepare parents for future events 
always providing information in a positive way. 

13. Understand the unique needs of each family, which will enable you to have 
APPROPRIATE EXPECTATIONS regarding the children and families with whom you 
are working. 

14. Help families identify and utilize EXISTING SUPPORT SYSTEMS and help develop 
new ones when needed. 

15. Support children with disabilities and their families by ADVOCATING on their behalf. 
 
This list is NOT presented in order of priorities.  All guidelines are IMPORTANT when 
working with families and should be happening SIMULTANEOUSLY.  
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Conference Tips 
 
Pre-Conference 
 

• Determine a mutually agreed upon day, time, and place for the conference by 
communicating with the parents.  If you are having a difficult time contacting the parents 
or arriving at a mutually agreeable time, keep a record of your contacts on a 
communication log.  When talking with the parent, you may want to ask if there is 
someone they would like you to send an invitation to - i.e. a social worker, advocate, etc.  
Parents are also allowed to bring anyone to meetings. 

• Identify other Special Education team members.  Look on the Related Service page to 
determine what services the student is currently receiving. 

• Make sure that at least one general education teacher will be at the conference.  If the 
student has more than one general education teacher, gather progress data from each 
teacher to present to the parents. 

• Find a place to hold the conference- i.e. school conference room, a classroom, etc. 
• Send out a Notice of a Team Meeting 7-10 working days in advance.  Send out the 

Parental Rights with the notice. 
• Collect your data as indicated in your objectives so that you are able to report on the 

student’s progress and write your present levels of performance.  A portfolio of student 
work is helpful and is one way of collecting data.  You can also access data sheets on 
each page of the written IEP. 

• Come to the conference prepared with suggested goal(s)/objective(s). 
• DO NOT bring a completed IEP to the conference.  The parents are an integral part of the 

team and need to be part of the planning process. 
• A written agenda is a very helpful way to organize the meeting.   
• If appropriate, try to figure out some way for the student to participate in some form or 

another: power point, switch access, introductions, etc. 
• Essential team members must be present: the student, if appropriate, special education 

teacher, district representative, general education representative, and the parent, unless 
s/he/they choose not to come. 

 
 
Conference 
 

• Start on time. Hand out the agenda with a timeline included.  
• Introductions should come first.  If additional team members come in during the 

conference, pause to introduce them 
• State the reason for the meeting. 
• Do a time frame check to see how long the parents can stay and if anyone needs to leave 

early. 
• Ask the parents for their input first: their perception on how their child is doing, what 

their priorities are, and if they have any concerns.  During the conference, the team wants 
to be sure to include/discuss any parental issues. 
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• If possible, have the general education teacher go first.  If s/he comes into the conference 
late, have him/her go after the person talking is finished. 

• Next, have the related service staff report.  They may have other conferences to attend or 
students to serve. 

• Since you will need to write up your goals/objectives: take good notes, collaborate with 
related service staff, and make sure the IEP is a finished product before it is sent home to 
the parent. 

• If the student is age 14 or in 9th grade, they need to be invited to the conference and be as 
active as possible.  Before the conference, you should work with the student to gather 
his/her input and decide how active s/he is going to be during the meeting. 

• Be cautious about suggesting/recommending specific doctors, psychologists, family 
counselors, etc. 

• Do not write specific vendors/equipment/curriculum into the IEP, i.e. Edmark Reading 
Series (use sight word reading program) or Co-Writer (use word-predict program).  
Describe the need of the student in the IEP, not the brand/name of a specific program. 

• You are the facilitator.  Stay on topic.  If the parent/staff digresses, it is your 
responsibility to get the conference/time line back on track. 

• If the conference does not go smoothly and/or the time line expires, schedule another 
meeting with the parents.  You may want to ask the principal or your supervisor to attend 
the second conference.   

• If desired, the parent can bring an advocate/guest with him/her/them. 
• If parents want to see school records, or add/delete information to the record, refer them 

to your special education supervisor. 
• Try to see things from the parent’s point of view. 
• Be sure the parents know that you care and that you have a sincere interest in their child’s 

personal and educational growth. 
• Prior to concluding conference, summarize any team decisions. 
• End the conference on a positive note.  

 
 
Notes from a Cultural Liaison’s Perspective 
 

• When there is a cultural liaison and/or interpreter, present, speak, and look at the parent, 
not the liaison or interpreter. 

• Have one of the team members meet the parents at the door and come into the meeting 
with them.  It is more welcoming than having them come into the room with everyone 
already seated.  Seat the interpreter and liaison next to the parents. 

• Check for understanding of why the meeting is being held. 
• Make sure that a dialogue takes place between the educational team and the parents. 
• Remember, a liaison and an interpreter serve two different functions.  The liaison is more 

of an advocate and not there to interpret the language.  If the parents need an interpreter, 
you will need to invite both. 

• Periodically check for parent understanding after sharing information. 
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Helpful Hints 
 

• Listen.  Be attentive and utilize both verbal and non-verbal communication skills to show 
that you are listening and are interested. 

• Be a good observer.  Be alert to what the parent says and does not say.  Be aware of such 
things as body language, hesitation, excitability, etc. 

• Be positive.  Talk about the positive things you see in the student.  Show that you are 
interested and want to build on the strengths and successes. 

• Keep parents informed throughout the school year.  When parents know what is 
happening at school, conferences can be more productive.  Well-informed parents tend to 
feel more positive about the school. 

• Maintain ethical standards.  Your confidential talks with parents are CONFIDENTIAL.  
Be professional.  Do not discuss your colleagues, other students, or families with any 
parents. 

• Remember the conference is about the student’s educational needs.  It is not a place to 
discuss problems within the team, lack of resources, etc. 
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Futures Planning 
 
What Is A Futures Planning Process? 
A life-planning strategy for persons with impairments. 
 
What is Futures Planning? 
Futures Planning is an interactive process that encourages a committed group of people to dream, 
plan, and act.  This group works together to create a more desirable current situation and/or a 
quality future for a person with impairments.  In this planning process, the group, forming a 
circle of support, focuses on the person’s strengths, gifts, desires, and interests, rather than the 
person’s needs and impairments.  A Futures Planning facilitator guides this group to create a 
shared vision of a desirable future.  With the guidance of the facilitator, the participants generate 
steps of action needed to move toward creating a quality future.  This collaborative plan supports 
the individual in achieving his/her dreams and helps to maximize his/her contributions and 
participation in school, work, and the community. 
 
Who is it for?  
Futures Planning is appropriate for persons of all ages.  It looks at all aspects of that person’s 
life: home, school, work, neighborhood, and community. 
 
Why do it? 
Futures Planning processes are different from the Individual Educational Planning process (IEP).  
Futures Planning can compliment the development and enhance the commitment to the annual 
IEP.  A quality Futures Planning process provides a long-term life plan that guides the involved 
members in identifying the areas of growth and yearly goals of the IEP. 
 
When does Futures Planning happen? 
Futures Planning can occur at anytime in a person’s life when the individual, his/her family, 
and/or their circles of support want to create a more person-centered, “bigger picture” plan.  
Person-centered planning is based on the belief that services be designed for the individual.  It 
supports the short- and long-term changes needed to move toward a productive and fulfilling life 
for the individual.  Futures Planning happens: 
 

• at any transition time. 
• when there’s a major change in family life. 
• as part of a 3-year evaluation. 
• to prioritize the focus of educational programming. 
• to help in defining the purpose/outcome in regular education. 
• when parents and the team want to look at a bigger picture of their child/the student. 
• when parents want to be more involved. 
• to enhance/expand the perspective of the IEP. 
• to increase communication, cooperation, and coordination between family and school. 
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Futures Planning is an ongoing problem-solving process where the individual and his/her circle 
of support can come together again and again over time.  This process can be used like a road 
map to guide the team as future plans are discussed/formulated. 
 
Who is involved? 
A wide variety of people can be involved in a Futures Planning process.  In addition to the 
person who is the focus of the plan, members can include family, friends, relatives, neighbors, 
co-workers, community workers, school administrators, staff, and other human service providers. 
 
How is it created? 
Examples of questions that the facilitator uses to guide the group in the planning process are: 

• Who is _______________?  (Gifts, skills, abilities, and/or challenges) 
• What is the history/background? 
• What are our/their dreams and desires? 
• What are our/their fears or things to avoid? 
• What strategies work/don’t work? 
• What does this individual need in order to succeed? 
• What are the steps of action? 

 
Optional questions to include: 
 
• Network of people 
• Places/Activities 
• Choices made for/by 
• Respect 
• An ideal day 
• Necessary assistance 
• Social rules 

 
Where does it take place? 
Futures Planning takes place at a location selected by the focus person and his/her circle of 
support.  It can happen in the home, at school, a community center; wherever the team feels 
comfortable and free to dialogue. 
 
Where do we begin?  
A skilled facilitator works with the group in the preparation phase, in the actual planning 
process, and in the follow-up phase.   
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Integrated Education:  MAPS to get you there 
 

                                      By Terri Vandercook and Jennifer York 
 
The McGill Action Planning System (MAPS – Forest, Snow, & Lusthaus) is a positive and 
affirming process that assists a team of adults and children to creatively dream and plan, 
producing results that will further the inclusion of individual children with labels into the 
activities, routines, and environments of their same age peers in their school/community.  The 
principles underlying and guiding the process include:  1) integration; 2) individualization; 3) 
teamwork and collaboration; and 4) flexibility. 
 
The MAPS planning typically occurs in one or two sessions.  Participants are arranged in a half 
circle with the facilitator positioned at the open end of the circle.  The information and ideas 
generated during the process are recorded on large sheets of paper which serves as a 
communication check during the sessions and as a permanent record when the planning is 
finished.  The role of the facilitator is to elicit participation of all team members in the collective 
design of an integrated school and community life for the individual student. 
 
Following are the seven questions that comprise the MAPS process: 
 
 

1) What is the individual’s history?  
Aside from the individual for whom the planning is occurring, family members are the 
most important members of the circle because they typically know the individual better 
than anyone else.  Because of this, family members and the individual are asked to spend 
a few minutes talking about the individual’s life history, including some of the 
milestones. 

2) What is your dream for the individual? 
This question is intended to get people to develop a vision for the individual’s future, to 
consider what they want for that person, and to look beyond the current reality.  Those 
dreams can become reality if there is a common commitment to strive for them.  The 
dream question forces team members to identify the direction they are heading with the 
individual: only then can specific plans be made for realizing the vision.  This is not to 
say, however, that the vision plans and expectations are set in concrete.  They will be 
challenged continually as more is learned about how to facilitate inclusion in the 
school/community, and as positive outcomes are realized.  Depending upon the age of the 
individual, it may be difficult to dream for them as an adult.  If that is a problem, team 
members can be encouraged to think just a few years ahead. 

3) What is your nightmare? 
This is a very difficult question to ask the parents of any child, yet an extremely 
important one.  The nightmare presents the situation that the members of the individual’s 
team and others who care for him/her must work very hard to keep from happening.  
Parents frequently relate the nightmare as a vision of their child being alone. 

4) Who is the individual?  Everyone in the circle participates in responding to this 
question.  The participants are asked to think of words that describe the individual:  e.g., 
what comes to mind when they think of the person?  There are no right or wrong words.  
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Participants take turns going around the circle until all thoughts have been expressed.  
Participants can pass if nothing comes to mind when it is their turn to supply descriptor.  
When the list is completed, the facilitator asks certain people, usually family and peers, to 
identify the three words from the list that they feel best describe the individual. 

5) What are the individual’s strengths, gifts, and abilities? 
So often when educational teams get together, they dwell upon the things that the 
individual cannot do as opposed to identifying and building upon the strengths and 
abilities of the individual.  The facilitator asks the participants to review the list that 
describes the individual as a way to identify some of his/her strengths and unique gifts.  
In addition, they are instructed to think about what the individual can do, what s/he likes 
to do, and what s/he does well. 

6) What are the individual’s needs? 
This question provides an opportunity for all the team members to identify needs from 
each of their unique perspectives.  When the list of needs is complete, family, friends, 
and educators are asked to prioritize the identified needs.  The list of assets and the 
identified needs are a primary basis for the design of the educational program.  

7) What would the individual’s ideal day at school look like and what must be done to 
make it happen? 
Because MAPS is a process to assist teams to plan for the full integration of students with 
high needs into regular age appropriate classes, frequently attention to this question 
begins by outlining a school day for same age peers who do not have labels.  Next, the 
team begins to strategize ways that the needs identified in the previous questions can be 
met in the context of the regular education day.  Finally, initial planning occurs for the 
support needed to achieve successful integration.  As learners reach middle and high 
school age, the ideal school day will include instruction in both regular education and a 
variety of community instruction sties: i.e. home, work sites, stores, and recreation 
places. 
 
The MAPS process provides a common vision and road map for all team members which 
enables them to be supportive and effective in furthering the integration of learners with 
disabilities into regular school and community life. 
 
Minnesota University Affiliated Program on Developmental Impairments at the 
University of Minnesota, Dr. Terri Vandercook and Dr. Jennifer York.  
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Personal Futures Planning 
      

Jane Wells, Creative Community Options 
 
Personal Futures Planning is a process that focuses on the sometimes unrecognized 

capabilities and strengths of an individual in order to create a vision of a desirable future.  
Personal Futures Planning differs from traditional team meetings or staffings in a number of 
ways.  Traditional planning meetings tend to focus on deficits and/or problems; environmental 
issues usually have not been given equal consideration. Although traditional team meetings are 
useful in identifying skills that may be important for the individual to acquire or master, it has 
not typically been the function of these meetings to create a “vision” of the future that 
encompasses the person’s whole life.  Personal Futures Planning is a process that enables the 
“stakeholders” in a person’s life to describe a personal future that is based on the individual’s 
strengths, interests, and capabilities. 

Personal Futures Planning is usually accomplished in two meetings that last from two to 
three hours each.  The first meeting is used to develop the Personal Profile.  Part of the Personal 
Profile involves thinking about patterns of activity and situations that are likely to “work” or 
predict success, as well as those that do “not work” or are likely to result in frustration or failure.  
For example, going for walks, lots of exercise, having established routines, helping people, 
wearing jewelry and makeup – these are all patterns of experience that may be known to “work” 
for an individual.  Examples of situations that “don’t work” might include working on activities 
that require sitting quietly in one place, being asked to do something by an unfamiliar person, or 
spending time in a place with people who are disruptive. 

Other areas that are included in the Personal Profile are places where the person spends 
time, people who are a part of his/her life, choices that the person makes on his/her own behalf 
and those that are made for the person- i.e. health considerations, the person’s living situation, 
and a chronological review of significant events in the person’s life.  Because the information 
recorded in the Personal Profile is based on personal knowledge of the individual, it is important 
for those who spend the most time with the person to participate in the first meeting.  This would 
include the person with a disability, his or her family members, and any service providers who 
have daily or frequent involvement.   

Following the Personal Profile, the Futures Planning meeting is held, usually within a 
week.  Participants at this meeting should include those individuals who will have a part in 
making the future happen.  At the Futures Planning meeting, the individual describes his/her 
“picture” of a desirable future, thinking about the next three to five years.  For example, if the 
individual was a child with severe disabilities living at home and attending a special education 
program, a vision of a desirable future might include interactions with non-disabled friends, 
participating in some typical after-school activities, and helping at home with family chores.   

For an adult who is currently living in a residential program and attending a day program, 
a desirable future might include living in an apartment with a non-disabled roommate, working 
full time with the support of a job coach, and/or being an active member in a church singles’ 
group. 
Once a vision of the future has been described, the participants identify both obstacles and 
opportunities in the person’s current situation that will need to be addressed.  Specific strategies 
are identified for moving towards the desired future.  By the end of the meeting, members of the 
group have agreed to take specific actions that will be positive steps toward the desired future.  
In addition, members of the planning group agree to become a “circle of support” for the 
individual.  This circle exists to provide the ongoing commitment to make the vision real. 
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Welcome Back!    
School Supply List 

 
 
Dear Parents: 
 
Every year parents ask “Do I really need to provide my child with all of the items on the 
school supply list?”  I always answer ‘no’ but decided to change things this year and let you 
know what your child needs for his/her time with us in our classroom. 
 
 

• 1 – 3 ring notebook  (This will be used for daily exchange of information) 
 
• 2 boxes of facial tissue 
 
• 2 boxes of wet wipes 
 
• Diapers (if used by child) 
 
• A change of clothing (to be kept here at school in case of emergencies) 
 
• Any special utensils needed for feeding.  (We have many items at school.  Please 

send those which we might not have, but are needed for your child.  These will be 
kept at school.) 

 
• Snack items – we have both an AM and PM snack.  Please send a variety of food 

items as well as something to drink.  These snack items will be kept here at school.  
We will notify you when your child is running low of supplies. 

 
 

 
Please label everything clearly.  This is necessary for items sent at the beginning of the year, as 
well as clothing, such as outerwear, used during the winter season. 
 
We look forward to another year full of growth and learning!  If you want/need to contact me, 
please email me at____________________. Or call at____________________.  It would be 
most convenient to call me Before/after School, when possible. Thank you! 
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Snack News - Letter 
 

 

Dear Parents: 
 
This is just a quick update for this school year concerning snacks in our room. 
 
We will be having a morning and afternoon snack.  Our morning snack time will be at 
approximately 10:00 and our afternoon snack will be at 2:30. 
 
I would like to have each of you send in snacks for your own child to eat.  Snacks, which do not 
need to be refrigerated, can be sent in large quantities.  We will keep them in our storage room.  
Those that need refrigeration can be stored in our little refrigerator. (Please remember we have 
limited space in this fridge!)  Juice boxes or other drinks, which can be stored on shelves, would 
also be good to send. 
 
We will send home a “replenish” note at least 2 days before your child runs out of snacks.  
Please label your child’s snack when you send it. 
 
Thanks for your help with this.   
 
 
Thanks, 
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Beginning of Year 
Parent Questionnaire 

 

NAME_______________________________________ 

ADDRESS______________________________________________________________ 

PHONE NUMBER_______________________________________________________ 

FEEDING INFORMATION 
HOT LUNCH_________________________ 

BAG LUNCH_________________________ 

LUNCH FROM HOME_________________ 

COMBINATION_______________________ 

TIME_________________________________ 

MEDS________________________________ 

 

TOILETING _________________________________________________________________  

_____________________________________________________________________________  

BEHAVIORS_________________________________________________________________  

_____________________________________________________________________________  

 

SPECIAL INSTRUCTIONS ____________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

 

ANY CHANGES SINCE LAST SCHOOL YEAR ____________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  

_____________________________________________________________________________  
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Beginning Of The Year - Teacher Checklist 

 
GENERAL 

• Make contact with regular education classroom teachers. Explain who you are and 
what you will be doing during the year. 

• Make contact with the case manager(s) and other team members. 
• Introduce yourself to the building principal 
• Access student schedules and related services schedules 
• Review the IEP – present levels, needs, goals, objectives, adaptations section 
• Review the fire evacuation plan. Be sure staff are aware of this plan, schedule training 

if needed, and attach the plan to the IEP. 
• Set up time for observation of student 
• Familiarize yourself with the building: phone, supplies, computer access, storage for 

personal items, set up a mailbox, email account, and voicemail if needed 
• Let staff know how to reach you (voice mail, email, mailbox location) 

 
 
STUDENT 

• Check on accessibility of entrances/exits and interior doorways in building, e.g. are there 
automatic door openers where needed? 

• Check on desks/tables location in classroom, correct size for student’s wheelchair, 
accessibility to room, height, etc. 

• Check on access to library, student center, labs, art/music, computer lab, etc. 
• Check on bathrooms. Make sure they are accessible and meet the personal needs of the 

student 
• Check the lunchroom. Devise a plan for the student to function as independently as 

possible during this time, (e.g., getting his/her own tray, depositing own tray when 
finished, sitting with class peers without staff if possible – maybe having a short social 
time after being fed, etc.) 

• Check for accessible and easy to “get to” lockers.  (e.g., Is the student able to 
independently open the locker?  Are the hooks/shelves at an appropriate height?) 

• Check all technology needs. Make sure there is access to computers and that they are 
functioning appropriately.  Make sure each student has necessary software as documented 
on his or her IEP (word processing, word prediction, adapted assignments, 
drawing/graphics, etc.) 

• Consult with the classroom staff regarding curriculum modifications and any adaptations 
the student may need such as: 
o enlarged materials 
o taped texts, leisure materials 
o adapted maps 
o use of computer for written work 
o shortened or alternative assignments/tests (e.g., may be given orally, read to, 

objective vs. essay, may be completed in less distracting areas, etc.) 
o check on visual presentation of materials 
o allow for processing time for responses (e.g., using augmentative communication 

systems.) 
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PARAPROFESSIONAL 

• Get acquainted. It is important to make paraprofessionals feel that you value their 
position and establish mutual respect in your respective roles. 

• Provide in-service and written information on the student’s disability 
• Review the paraprofessional’s role in the classroom.  Emphasize that optimizing 

INDEPENDENCE FOR THE STUDENT IS THE GOAL. 
• Inform them of your schedule.  Provide your phone number, email, etc. 
• Make sure they know who their contact person is in the building (case manager) and 

the role of other service providers. 
• Spend time in the classroom demonstrating and modeling strategies and techniques.  

Explain WHY the student requires specific strategies or adaptations. 
• Provide in-service on technology used by the student. 
• Make sure the paraprofessional knows that he/she is accountable to the classroom 

teacher and that the teaching staff makes educational decisions. 
• Clarify with the classroom teacher the expectations of the paraprofessional’s role. 
• Provide the paraprofessional with specific goals and objectives for the student. 
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Itinerant Services First Day Checklist 
 
Orientation to Itinerant Services 
• Preview student caseload list/school building assignments 
• File review 
• Service summary from previous provider 
• Equipment/material resources 

o Office supplies/equipment 
o Evaluation tools 
o Policies for providing external resources, including locations and procedures 

 
• Team framework 
• Unique procedures in local districts 
• Due process procedures 
• Knowledge of educational/consulting roles and responsibilities 
• Reliable systems of organization/information management 
• Calendars 
• Union contract/Human Resources information/training 
• Knowledge of referral process and service time to student 
• Record keeping/confidentiality 
• Student safety, reporting child abuse, transporting students, etc. 
• Professional updates relevant to student service/programming 
 
Orientation to Your Job Assignment 
• Introduce yourself to new staff 

o Secretary  
o Principal 
o Nurse/Health Specialist 
o Case Managers 
o Paraprofessional(s) 
o Classroom teachers (A letter is good!) 
o Custodians and Technology Specialists (These folks can become your best friends when 

you need something.) 
• Travel directions and site addresses 
• Phone directories of sites and local district stuff (general and special ed) 
• General equipment/material resources on site 
• Special education specific equipment/materials stored at site 
• Each student’s team members 
• Student’s daily schedule 
• Building hours 
• School calendar 
• Teacher schedules 
• Establish communication preferences/links 
• Introductions/sign-in procedures 
• Building geography 
• Planning your personal schedule (e.g. lunch, prep time) 
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Itinerant Services First Day Checklist (cont’d) 
 

 
• Establish a work space 
• Knowledge of district due process systems (e.g. child study team, web-based IEP) 
• Set up your service time with classroom teachers 
• Share your schedule 
 
 
Other 
• Knowledge of other programs/sites within your individual districts, intermediate district, or 

cooperative 
• Communication hierarchy 
• Provide an explanation/discussion of your role to the staff with whom you will be working. 
• Provide information on the student’s disability to the classroom teacher, case manager, and 

other team members. (A letter is good!) 
 
 
Preparing for the student 
• Observe student in learning environment 
• Probe/discuss with team members any changes in performance and any needs for adjustment 

in intervention strategies 
• Provide feedback regarding successful strategies 
• Identify/document changes in student performance related to IEP goals/objectives and/or 

adaptations 
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Intake Questionnaire 
 
Student Name: ____________________________________ Date: __________________ 
 

Diagnosis: _______________________________________________________________ 
 

Food Allergies: __________________________________________________________ 
 

Seizures:        (  )  Yes        (  )  No                     Hearing:       (  )  Yes     (  )  No 
 

Vision:  _____________         Comunication:                  Mobility: 
(  )  No issues             (  )  Verbal                          (  )Ambulatory 
(  )  Wears glasses                        (  )  Non-Verbal                              Independent 
(  )  Educational needs           (  )  Picture                                      Assistance 
 Describe__________          (  )  Sign                              (  )Walker 
____________________          (  )  Other                            (  )Wheelchair 
____________________            Independent 
               Assistance 
 
Eating:                                                                     Drinking: 
(  )  Independent            (  )  Can drink from a cup independently 
(  )  Total guidance              (  )  Needs guidance  
(  )  Tube fed             (  )  Need adaptive equipment – Describe: 
(  )  Ground food/pureed food _________________________________ 
(  )  Chokes easily _________________________________ 
(  )  Need adaptive equipment – Describe: 
_________________________________ 
_________________________________ 
 
Dressing:                                                                 Toileting: 
(  )  Independent             (  )  Independent 
(  )  Semi-independent             (  )  Needs some assistance 
(  )  Total Guidance               (  )  Schedule trained: times:_________ 
               (  )  Diapers/briefs 
 

Behaviors:                                                               List Do’s and Don’ts: 
_________________________________                ______________________________ 
_________________________________                ______________________________ 
_________________________________                ______________________________ 
_________________________________                ______________________________ 
                
Preferred Activities:                                               Known Dislikes: 
_________________________________                 ______________________________ 
_________________________________                 ______________________________ 
_________________________________                 ______________________________ 
_________________________________                 ______________________________ 
 
Comments: 
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Special Education Related Services /Times 

 

Student:  ________________________________________________________________ 
 
Special Services: 
 

DCD  ______________________________ 

DAPE  ______________________________ 

OT  ______________________________ 

PT  ______________________________ 

CDS/SP ______________________________ 

AT  ______________________________ 

VISION ______________________________ 

BEH. SP. ______________________________ 

DH/H  ______________________________ 

NURSE ______________________________ 

ASD  ______________________________ 

PI  ______________________________ 

HEARING ______________________________ 

SLD  ______________________________ 

EBD  ______________________________ 

OTHERS  ______________________________ 

 
Inclusion Opportunities/Times: 
 

Music  ______________________________ 

Art  ______________________________ 

Media  ______________________________ 

PE  ______________________________ 

Homeroom ______________________________ 

Snack  ______________________________ 

Recess  ______________________________ 

Lunch  ______________________________ 

Others  ______________________________
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    Contact Log 
 

Name  ___________________________________          Key: 
 
Parents  __________________________________           
              S        -     Staffing 
Address  _________________________________          CO    -     Child Observation 
                            C       -     Consultation 
              __________________________________         HV    -     Home Visit 
              T       -     Telephone 
Phone  ___________________________________         M     -      Mail  
                                                                                           O      -     Other 
              A      -     Assessment 
 

Date Type Of Contact Purpose 
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IEP Contact Log 
 

Student :   __________________________________ 
 
Parent Name:      ___________________________________________ 
 
Home Phone:  ___________________________________________ 
 
Work Phone:   (M) ___________________________________________ 
 

___________________________________________ 
 

 
Date:_______________ Time:_______________ Talked to :_________________________ 
(     ) Left Message               (      ) No Answer             (     ) Busy Signal 
(     ) on answering machine 
 
Comments:____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Date:_______________ Time:_______________ Talked to :_________________________ 
(     ) Left Message               (      ) No Answer             (     ) Busy Signal 
(     ) on answering machine 
 
Comments:____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Date:_______________ Time:_______________ Talked to :_________________________ 
(     ) Left Message               (      ) No Answer             (     ) Busy Signal 
(     ) on answering machine 
 
Comments:____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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Sample:  Introduction to the School Year and Job Description 
 
 
Date:___________________________ 

 

Hello!  I hope you are having a good start to the new school year! 

 

My name is ________________and I am a consulting teacher in the area of_________________. 

A student in your class, _____________________ has met criteria in the special education 

category of ____________________________ and has an Individual Education Plan  (IEP). 

 

The following is information that I thought might be beneficial. 

I am available to help you, the team, and/or the student in the following ways: 

 

• Provide consultation to staff regarding the student’s special education needs, equipment, and 
materials 

• Assist in the provision of technology and adaptation 

• Provide information about the educational implications of the student’s disability 

• Help the student learn how to organize his/her time and materials 

• Help the student learn to advocate for his/her needs and increase independence 

• Make suggestions for adaptations/modifications to curriculum and class assignments 

• Observe the student in the classroom to assess the student’s needs and give suggestions to 
help the student be successful in the school environment 

• Assist the classroom teacher in providing alternate methods of task completion and setting 
realistic expectations for the student 

• Provide an in-service to the class to explain the student’s disability 

• Communicate the needs of the student to other team members 

 

I will be in your building on ____________________.  If you would like me to stop in please 

call me at _____________________ or email me at ________________________. 

 

Thank you for your help and support in making this a great year for this student. 
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Sample: Site Visit Verification 
 

Some itinerant consultants choose to leave a card with the building secretary as they enter a 
building so that they can easily forward messages if necessary.  It is a good idea to attach the 
information to durable cardstock and to laminate the card.  The following is an example of a card 
used for this purpose. 
 

 

 

 

Hello!  My name is ______________________________. 

I am an itinerant teacher for students who have 

(disability area)  and I work for (name of district.)   I will be in 

your building today talking with some staff.  I would like to 

leave this with you as a visual reminder that I am here in the 

building.  If you happen to be away from your desk when I 

leave I will just pick this card up.  If you see this card is gone 

you will know that I have left the building.  On occasion I will 

receive phone calls while in the schools.  You can either  

attempt to locate me by noting below those staff members that  

I am here to see, or feel free to take a message and attach it to 

the card. 

 

                                                                   Thank you for your assistance today and the many other  

                                                                   ways you help me do my job! 

 

                                                                   Today I will be seeing: (attach a post-it with names(s) on it). 

 

 

 

 

 

 

    Your Photo Here 
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Orientation Checklist        
  
 
 
Please meet:      Visit: 
 
__________ Program manager   __________ Teacher’s lounge 

__________ School Secretary              __________  Faculty restroom 

__________ Due process specialist   __________ Manager’s office 

__________ Paraprofessionals   __________ Staff mailboxes 

__________ Mental health staff   __________ Mentor’s classroom 

__________ Food service personnel   __________ Cafeteria 

__________      __________ Health office 

__________      __________ 

 

Review:      Find out about: 

__________ Teacher Handbook   __________ Computer programs 

__________ Student Handbook   __________ Policy and procedure 

__________ Schedules                         book 

__________ Dismissal procedures   __________ Curriculum / materials 

__________ Phone procedures   __________ FAX machine 

__________ Plans for first week   __________ Email 

__________ Program and district   __________ District forms 

                     meetings     __________ Classroom responsibilities 

__________ Inter-district and U.S. mail   *Attendance 

__________ Duplicating procedures     * Student rules 

__________       * Support service 

__________       * Grading policies 

__________       __________ 

__________       __________

 

 



LOW INCIDENCE PERSONNEL 

Assistive Technology Specialist 
Kursten Dubbels 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.8562 
Fax: 651.582.8729 
Kursten.Dubbels@state.mn.us  
 
Autism Spectrum Disorder Specialist 
Phil Sievers 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.8607 
Fax: 651.582.8729 
phil.sievers@state.mn.us  
 
Blind‐VI Specialist 
Joan Breslin‐Larson: Interim 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.1599 
Fax: 651.582.8729 
TTY: 651.582.8201  
Joan.Breslin‐Larson@state.mn.us 
 
Deaf/Blind Specialist 
Cathy Lyle 
Metro ECSU 
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1526  
Fax: 612.706.0811 
TTY: 612.706.0808 
cathy.lyle@metroecsu.org   
 
 
 
 
 

Deaf/Hard of Hearing Specialist 
Mary Cashman‐Bakken, Director 
Resource Center Deaf/HH 
P.O. Box 308 or 615 Olaf Hanson Drive 
Faribault, MN 55021 
Phone: 507.384.6793 
800.657.3936 
VP: 800.575.1105 
Fax: 507.332.5494 
mary.cashman‐bakken@state.mn.us  
 
Developmental Adaptive Physical Education  
Ingrid Aasan: Interim 
MN Low Incidence Projects, Metro ECSU 
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1538 
Fax: 612.706.0811 
Ingrid.aasan@metroecsu.org  
 
Developmental Cognitive Disabilities Specialist 
Debra Price‐Ellingstad 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.8568  
Fax: 651.582.8729 
Debra.Price‐Ellingstad@state.mn.us   
 
Low Incidence and Work Force 
Joan Breslin‐Larson 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.1599 
Fax: 651.582.8729 
TTY: 651.582.8201  
Joan.Breslin‐Larson@state.mn.us 
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LOW INCIDENCE PERSONNEL 

Low Incidence Specialist 
Barb Sisco 
MN Department of Education 
1500 Highway 36 West 
Roseville, MN 55113‐4266 
Phone: 651.582.88226 
Fax: 651.582.8729 
Barbara.Sisco@state.mn.us 
 
MN Autism Project Coordinator 
Tami Childs  
MN Low Incidence Projects, Metro ECSU  
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1519 
Fax: 612.706.0811 
Tami.Childs@mpls.k12.mn.us  
 
Physical Therapy & Occupational Therapy 
Lois Lillie, OTR/L 
MN Low Incidence Projects, Metro ECSU  
Intermediate District 287  
1820 North Xenium Lane  
Plymouth, MN 55441 
Phone: 763‐550‐7171 
Fax:  763‐550‐7300 
lalillie@district287.org  
 
Physically Impaired & Traumatic Brain Injury 
Specialist 
Deb Williamson 
MN Low Incidence Projects, Metro ECSU 
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1532 
Fax: 612.706.0811 
dcwilliamson@district287.org   
 
 
 
 

State Coordinator of Teacher Initiatives in DCD/SMI 
Developmental Cognitive Disabilities/Severely 
Multiply Impaired    
Ingrid Aasan 
MN Low Incidence Projects, Metro ECSU 
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone:  612.638.1517 
Fax:  612.706.0811 
Ingrid.Aasan@metroecsu.org 
 
Statewide Early Hearing Detection and Intervention 
Specialist 
Kathy Anderson 
MN Low Incidence Projects, Metro ECSU 
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1546 
Kathy.Anderson@metroecsu.org 
 
Statewide Special Education Workforce Specialist 
Clay Keller 
MN Low Incidence Projects, Metro ECSU  
3055 Old Highway 8, Suite 302 
St. Anthony, MN 55418 
Phone: 612.638.1537 
Fax: 612.706.0811 
Clay.Keller@metroecsu.org   
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