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Q & A FOR SPECIAL EDUCATION ISSUES 

DEVELOPED 2016-17 SCHOOL YEAR 

By Dawn Hardeman, DoSE/PS Coord. and Catherine Hacker, School Psychologist/DAC 

 

Teachers and administrators:  Please add your questions to the document.  It will be checked frequently and answers will be 

added for your use and that of your colleagues.  This document is intended to be a useful and interactive means of sharing 

information. 

 

ISSUE QUESTION ANSWER 

NOTICES FOR 
ARC MEETINGS 

  

Notice for ARC 
meeting 

Do we need more than a 7-day notice if we are mailing out the 
notice of ARC? 

Regulations say that parents must be given 
a 7-day notice, unless they request to meet 
without it.  Therefore, in order to actually 
meet the requirements, you would need to 
mail it in time for the parent to have that 
notice in their hands seven days prior to 
the meeting.  For behavior purposes, it is 
24 hours for notice. 

Inviting Group 
Home staff; 

other outside 
agency 

Does the teacher have to get parental permission before inviting 
a member of the group home staff or other member of an 
outside agency to an ARC meeting? 

Yes, any person invited to an ARC meeting 
who is not a district employee is 
considered an outside agency and must 
have permission from the parent prior to 
the notice being created. 

Inviting foster 
parents 

Do I have to try to find the natural parent if a child is with foster 
parents? 

Yes, you must attempt to invite the natural 
parents if parental rights have not been 
terminated by the court system.  Just being in 
the temporary custody of the foster parent 
does not constitute parental rights being 
terminated. 

Foster parents When can I invite a foster parent to the ARC meeting? A foster parent can be invited to an ARC when 
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the natural parent gives consent OR if parental 
rights have been terminated and the foster 
parent is willing to be a surrogate parent.  To 
be the surrogate, the foster parent has to be 
willing to represent the child in educational 
matters, have had the child in their home long 
enough to get to know the child and have a 
relationship with the child.  If this occurs, a 
Determination of Representative Form must be 
completed. 

Documenting 
notices 

How do I have to document notices? Go into the Contact Log in the special 
education tab in IC.  Document every contact 
for written notices, phone calls, face-to-face 
conversations, etc. In which you were 
attempting to schedule a meeting. 

First, Second, 
Third notices of 
ARC meetings 

How do I determine what to mark on the top of the notice of 
conference? 

When the meeting is scheduled, it is a first 
notice.  If you do another notice as a reminder, 
it remains a first notice.  If you have to 
reschedule the ARC, then you will mark second 
notice.  The same process applies to the third 
notice. 

Who to invite to 
meetings 

Who should be listed on the notices of ARC meetings? The parents/guardians, an LEA 
representative (ARC Chairperson), regular 
education teacher, special education 
teacher, related services personnel (if 
applicable), student (if 8th grade or 14 
years of age or older), school psychologist 
(if you have consulted with her and there is 
a need for her to attend the meeting), and 
any outside agency (for transition planning 
with prior permission to invite) should be 
listed on the notice of ARC. 
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Process for 
invitees who 

cannot attend 
ARC 

What should be done if someone listed on the ARC notice cannot 
attend? 

When the teacher or chairperson is 
notified of an attendee who has 
information to present in the meeting 
cannot attend, the parent should be 
notified.  A form indicating that the 
meeting can be held without that person 
should be presented to the parent prior to 
the meeting for his/her consent to have 
the meeting without the person who 
cannot attend.  If the parent agrees, they 
sign the form and the ARC chairperson 
signs the form prior to the ARC meeting.  
Also, the person who is unable to attend 
must present their information in writing 
prior to the meeting.  The parent and ARC 
chairperson are also required to sign this 
documentation. 

FORMS TO BE 
USED FOR 
MEETINGS 

  

Conference 
summary form 

What conference summary form am I supposed to use for ARC 
meetings? 

For the 2016-17 school year, you will 
create a new conference summary for 
every meeting.  You WILL NOT go into any 
of the forms from 2015-16 to complete a 
conference summary, even if you are 
meeting this year to review re-evaluation 
results. 

Consent for 
Specially 
Designed 

Where can I find the form for parents to sign to give consent for 
the child to have specially designed instruction and related 
services? 

Although you will not see it on the 
Eligibility Form on the screen, it prints on 
that form.  This is the only one that you 
need.  Do not use the one in the drop-
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Instruction and 
Related Services 

down box as it does not save to the 
student’s IC records. 

Printing 
uploaded forms 

from another 
district 

How do I print the uploaded forms that come in through IC? First, the form must be opened before it 
can be printed.  This takes a few steps.  A 
box will appear on the screen after the 
form is highlighted and chosen.  Then the 
identifying type of form and date should 
then be clicked.  This will open the form for 
printing. 

   

REFERRAL 
INFORMATION 

  

 What is the process for submitting a referral? 1.  Use the RtI documentation sheet 
to document ALL interventions. 

2. For every weakness you indicate on 
the referral form, there must be 
interventions documented. 

3. Fill out the copy of the referral 
form.  DO NOT FILL OUT THE 
INTERVENTION CHART ON PAGE 5. 

4.  Document vision, hearing, 
communication and motor 
screenings. 

5. Document universal screening 
results, KPREP scores, etc. 

6. Complete the section regarding 
school history. 

7. You may include work samples. 

8. Send to the DoSE for review before 
scheduling an ARC meeting to go 
over the referral. 
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 How long does the regular education teacher have to document 
interventions prior to sending to the DoSE? 

Interventions must be documented for at 
least six (6) weeks.  Remember, 
interventions can continue for years before 
a referral if the student is making progress 
with the interventions.  If the student is 
showing improvement, then do not send 
the referral information. 

   
EVALUATION 

INFORMATION 
  

 Why is the re-evaluation date different on my monthly tracking 
form than it is on the actual report? 

The date which prints on the tracking form 
is the date of the ARC in which you 
determined that the student remained 
eligible for special education and related 
services.  It is not the date of the report. 

 Do I need to invite the school psychologist or related services 
personnel to the meetings in which evaluations are planned or 
reviewed? 

Always check with the relevant personnel 
prior to completing the notice for the ARC 
meeting for either purpose.  We always try 
to invite all relevant personnel for their 
input.  Remember, their input can also be 
in writing, if the proper steps have been 
taken. 

MISCELLANEOUS 
INFORMATION 

  

ACCOMMODA-
TIONS FORM 

The accommodations form is not in IC.  Where can I find it? The accommodations form is on the KDE 
website.  Download it from there making sure 
you get the latest form.  IC is supposed to be 
updated again in a few months and this form is 
supposed to be added back to IC. 

   
MEDICAID Do I have to do a Medicaid permission form? If the child is Medicaid-eligible and has a 

related service of OT, PT, Speech, O & M or has 
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diapering/toileting assistance, complete the 
form.  Send that form to Dawn Hardeman. 

TRAINING FOR 
SPECIAL 
EDUCATION 

  

 Where can I find training on specific topics related to special 
education? 

Consult the KEDC website.  The professional 
development sessions are listed.  An e-mail is 

sent to the DoSE frequently and will be passed 
on to the teachers.  There are online trainings 

on the KEDC website, as well. 

 Where can I find training on increasing the rigor in my teaching in a 
special education resource room? 

Contact the DoSE.  KEDC has consultants who 
can provide training in English Language Arts or 

Math in order to increase the rigor in the 
special education resource room. 

 What process do I need to follow if I need a consultant from KEDC to 
provide training on specific areas or to assist with student needs (i.e., 
behavioral observations/suggestions, programming, etc.)? 

First, contact the DoSE who is the person who 
has to make the request for the services from 
KEDC consultants.  The DoSE completes a form 
indicating what is needed and dates available 
for coming to the district for 
observations/support.  The teacher will be 
informed by the DoSE when the consultant will 
be providing the support. 

CO-TEACHING 
APPROACHES 

What are the different approaches/models of co-teaching? 
What are the responsibilities of the regular education teacher and the 
special education teacher? 

See approaches/models listed below. 

 One Teach, One Observe (Lead and Support) 
 
RE—Primary responsibility for planning, delivery, monitoring and 
evaluation of student learning during a unit of instruction. 
 
SE—Shares responsibility for planning, delivery, monitoring and 
evaluation of student learning during a unit of instruction. 

This approach to co-teaching is done with one 
partner leading the instruction, while the other 
collects formative data through observation.  
Both teachers predetermine specific 
observational information to gather during 
instruction and together, they analyze the data 
for instructional decisions.  This approach is 
recommended to be used only 5-10T of the 
time and the teachers should exchange roles. 
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 Station Teaching 
 
 
RE--Delivers a portion of the content while students rotate through 
stations. 
 
SE--Delivers a portion of the content while students rotate through 
stations. 
 
 
 

The instructional content is divided into two or 
more segments and each teacher takes 
responsibility for delivery instruction within a 
station.  Students rotate from one station to 
the next so both teachers have all students.  
This approach is recommended for frequent 
use (30% of the time) but should not include 
content required to be taught in sequential 
order. 

 Parallel Teaching 
 
Both teachers plan the unit of instruction and design the daily lessons 
together.  The class splits into two groups.  Both teachers teach the 
exact lesson, thereby decreasing the teacher/student ratio. 

The class is divided into two groups and both 
teachers teach the same content 
simultaneously.  This approach will provide 
opportunity for more supervision of the 
students, their learning, plus gives students a 
greater chance to participate/interact with 
their peer; should be used 30-40% of the time. 

 Alternative Teaching 
 
RE—Provides instruction to majority of the students. 
 
SE—Re-teaches or pre-teaches concepts, adapts instruction, provides 
guided and independent practice or extensions for a temporarily 
developed small group of students. 
 
 

One co-teaching partner takes responsibility 
for instructing the large group while the other 
works with a temporarily formed small group 
for a specific instructional purpose, which may 
e based on enrichment, reteaching, interest 
area, pre-teaching, etc.  Use as deemed 
necessary but no more than 20-30% of the 
time.  Exchange roles to sustain teacher parity. 

 Teaming (Speak & Add; Speak & Chart) 
 
Speak & Add: 
RE—primary responsibility for delivering lesson 
 
SE—Adds to the lesson by asking prompted and unprompted 
questions, restating important information, such as, vocabulary and 

Co-teachers teach the class together, both fully 
engaged in leading the delivery of core 
instruction at the same time.  They may have 
different buy equally active roles; such as one 
teacher leading the large-group lesson while 
the other models note-taking (Speak & Chart) 
or restates key concepts for clarification (Speak 
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essential concepts; asking for clarification; and, adding new 
information by way of anecdotes, examples, short stories, etc. 
 
Speak & Chart: 
RE—Primary responsibility for delivery lesson 
 
SE—Shares in the delivery of the lesson using the chalkboard, 
overhead, chart paper, etc. to record important information (graphic 
organizers, note-taking outlines, vocabulary, directions, etc.) 
 

& Add).  This is recommended to be used 30% 
of the time. 

 One Teach, One Assist (Shadow Teaching) 
 
RE—Provides instruction for the entire class. 
 
SE—Directs the attention of a few students to the critical elements of 
the lesson and collects data. 

One co-teacher is the primary person for 
delivering the core instruction while the other 
teacher circulates through the classroom 
providing support to students as needed; most 
commonly used, but least preferred and should 
not be the sole means of daily co-teaching.  
Roles should be exchanged to sustain teacher 
parity.  This method is recommended to be 
used less than 20% of the time. 

 Skills Groups 
 
RE and SE—Both take responsibility for a group or two for a period of 
time after a formative assessment. 

Widely used in programs such as Reading First 
in Kentucky.  Students are grouped according 
to skill level in the content.  Each teacher is 
responsible for a group.  Student groups are 
temporary and are formed based on their 
instructional needs.  Group membership 
should be changed based on skill needs. 

 What co-teaching approach is the best? No one approach is considered the best. 
You should use a variety of approaches—with a 
minimum of three approaches being utilized. 
Marilyn Friend, author of books on co-
teaching, suggests that co=teaching partners 
utilize approaches to where the percentages 
total near 100%, (For example, Station 
Teaching (30%); Alternative Teaching (30%); 
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Teaming (30%); and, Lead and Support (10%) 
for a total of 100%. 

   

   

   
   

   

   
   

   

   

   
   

   

   
   

 


