
 
 

810 First Street, NE, 5th floor, Washington, DC 20002 

Phone: 202.741.6412     Fax: 202.727.2019      www.osse.dc.gov 

Division of Special Education LEA Quarterly Meeting 
 

Friday, September 9, 2011 
 

AGENDA 
 
 
 
 
 
1:00- 1:15 Welcome, Introductions, and Leadership Updates 
  Amy Maisterra, Interim Assistant Superintendent of Special Education   
 
 
    
1:15- 2:00 Unit Updates 
 
 
 
2:00- 3:00 Reflecting on Our Work 
 

How can we do what we care about most effectively?  
 What are we doing well? 
 What do we need to do better? 
 What do we need to do less? 
 What do we need to stop doing? 

  
 
  
3:00   Adjournment  
 

 



The Division of Special 

Education 
Quarterly LEA Meeting 

September 9, 2011 



Agenda 

 Welcome and Leadership Updates (1:00- 1:15) 

 Brief Unit Updates (1:15- 2:00) 

 Reflecting on Our Work (2:00-3:00):  

 How can we do what we care about most 
effectively?  
  What are we doing well? 
  What do we need to do better? 
  What do we need to do less? 
  What do we need to stop doing? 

 Adjournment (3:00) 
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Leadership Updates 

 Strong Start Public Awareness Campaign- 

September 26, 2011 

 Special Education Quality Campaign 

 DSE LEA Field Trips  

 LEA Medicaid Update 

 DSE Distribution List Update 

 OSSE Website Update 
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Quality Assurance and Monitoring 

Updates  

 Hearing Officer Determination/Settlement 

Agreement Guidelines: Training and 

Implementation 

 Quarterly Compliance Summaries 

 Other Monitoring Updates 
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Policy Updates 

 Extended School Year  (ESY) Services Policy 

 ESY Services Guidance and Framework Tool 

 Individualized Education Program (IEP) Process Policy  

 National Instructional Materials Accessibility Standard 

(NIMAS) Policy  

 Hearing Officer Determination/Settlement Agreement 

Guidelines  

 DSE Summer Releases: 

 Spanish Procedural Safeguards Notice 

 Child Find Brochure (Part B and C) 

 Exit Code Guidance 
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Training and Technical 

Assistance Updates 
 SI-1: Individualized Education Program (IEP) Process 

and Effective IEP Goal Writing - September 15, 2011 

 SU-2: Universal Design for Learning - September 20, 

2011 

 WT-2: The Write Tools 101 and The Common Core 

State Standards: Two Day Foundation Seminar - 

September 26-27, 2011  

 SL-1: Effective Supervision: Supporting the Art and 

Science of Teaching - October 6-7, 2011  
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Data Updates 
 

LEA Special Education Data 

Calendar 

LEA Monthly Data Reports 

SEDS 4.2 Release and Training 

Withdrawal Code Review Process 
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Fiscal Updates  

Sub-grantee Burn Rate Updates 
 As of August 23, 2011, LEAs have submitted, and our office has approved, 

reimbursement requests for approximately 96% of FFY 2009 Annual Part B 
Section 611 and Section 619 funds.  Remaining LEA balances are below: 

 Section 611 - $621K                  

 Section 619 - $8K 

 

 As of August 23, 2011, LEAs have submitted, and our office has approved, 
reimbursement requests for approximately 98% of  FFY 2009 ARRA Part B 
Section 611 and 92% Section 619 funds.  Remaining LEA balances are below: 

 Section 611 - $336K 

 Section 619 - $19K 

 

 As of August 23, 2011, LEAs have submitted, and our office has approved, 

reimbursement requests for approximately 61% of FFY 2010 Annual Part B 

Section 611 and  78% of Section 619 funds.  Remaining LEA balances are 

below: 

 Section 611 - $5.6M 

 Section 619 - $39K 
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LEA Feedback 

 

 LEA Questions 

 

 For Additional Information: 

 

  Fiscal:  OSSE.DSE-PartBFinance@dc.gov 

  Data:  osse.ideadata@dc.gov  

  TTA:  osse.tta@dc.gov  

  General: amy.maisterra@dc.gov 
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810 First Street, NE, 5th floor, Washington, DC 20002 

Phone: 202.727.6436      Fax: 202.741.0227      www.osse.dc.gov 

 
Supporting Documentation for HOD/SA Implementation 

 
The following list outlines documents that will be used to confirm that a Hearing Officer 
Determination (HOD) or Settlement Agreement (SA) is timely implemented.  Please note that 
these are minimum guidelines established by OSSE for all Local Education Agencies (LEAs).  LEAs 
may establish additional guidelines for staff within the LEA to support compliance.  Please 
contact Mary Boatright at 202-741-0264 or Victoria Glick at 202-724-7860 with any questions 
regarding OSSE’s Required Action documentation submission guidelines.  
 
Required Documents by Action Type 
 

1. Convening of a Meeting:  

a. Meeting sign-in page with date and parent signature and signatures of all 

meeting attendees; or 

b. In the case of an IEP Meeting, a revised IEP, dated and signed by all required IEP 

Team members. 

c. If the HOD or SA addresses a meeting to review evaluation results and requires a 
timeline to hold the meeting within a specific number of days from the date that 
the evaluation is received by LEA, with documentation based upon an email, 
mail, or fax to confirm date of receipt of completed evaluation; and a or b from 
above. 
 

d. If the LEA and parent or parent’s counsel were unable to find a mutually 
agreeable time to meet prior to the deadline indicated in the HOD or SA, all 
documentation required under the “Extension of Timelines” section must be 
uploaded into the Blackman Jones Database. 

 
2. Nonpublic Placement:  

Prior Notice of Placement (PNOP) signed by LEA personnel with email, mail, or fax 

confirmation to indicate that the document was uploaded into SEDS and sent to parent 

or parent’s counsel.  
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3. Transportation:  

a. Transportation Request Form with email, mail, or fax confirmation verifying that 

the document has been submitted to DOT and sent to the parent or parent’s 

counsel; and  

b. Signed statement or email from the parent or parent’s counsel indicating 

transportation has commenced. 

4. Evaluation: 

Completion of Evaluation 

a. Evaluation report with date; and 

b. In the case of an independent evaluation, a signed statement or email from the 

LEA confirming the date that the evaluation report was delivered to the LEA; or 

in the case that the LEA completed the evaluation, a signed statement or email 

from the parent or parent’s counsel indicating that the evaluation report was 

delivered to the parent or parent’s counsel. 

Payment for Independent Evaluation  

a.   Cancelled check or signed receipt of payment from evaluator. 
 

5. Compensatory Education Services:  

a. Service logs or signed attendance records beginning on the date or in the week 

specified in the HOD or SA. 

b. For independent compensatory education services, documentation listed in (a) 

above, and receipt of payment for services or cancelled check or other 

documentation of payment. 

6. Educational Goods or Materials/Assistive Technology: 

 

a. Receipt, signed by the parent or parent’s counsel, confirming receipt of the 

specified item; and 

 

b. Purchase order, invoice, or other documentation of payment for the item.  
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7. Reimbursement: 

a. Cancelled check or other documentation of payment.  

8. Providing Documents to Parent or Parent’s Counsel:  

 

a. An email, mail, or fax confirmation verifying that the documents were sent to 

parent or parent’s counsel; or  

 

b. Signed statement or email from parent or parent’s counsel that document was 

delivered.  

 

Extension of Timelines 

 

1. In no case shall an LEA seek to extend timelines based solely on the LEA’s failure to 

timely begin or continue implementation of any provision of the SA or HOD. 

 

2. In no case shall an LEA seek to extend timelines while waiting for the parent to complete 

a “precursor” event (i.e., provide an independent evaluation), unless that extension 

accurately reflects the amount of time during which the LEA was both 1) waiting for the 

“precursor” event, and 2) making diligent efforts to obtain the precursor.  

 

3. The LEA and the parent or parent’s counsel must agree, in writing, to an extension of 

timelines specified in the SA or HOD. 

 

4. The written agreement to extend a timeline must be uploaded into the Blackman Jones 

database within three business days of the written agreement, which may be evidenced 

by a signed statement from the parties or email correspondence between the parties.  

5. In the case that the LEA is unable to obtain written agreement, and the LEA seeks to 

extend a timeline, the LEA may not award itself an extension without ensuring that 

requirements related to diligent efforts are met. The LEA must alsoupload a document 

that 1) details both the reason for the timeline extension and the assistance offered to 

avoid the need for such an extension, 2) documents contemporaneously the offers of 

assistance and efforts made by the case manager, and 3) contains a justification by the 

Head of the LEA or case manager supervisor as to why the extension was granted and 

that the extension is not longer than necessary based on the facts presented. 
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Documentation of Diligent Efforts Required Prior to Granting an Extension of Timeline 
 

1. For Convening a Meeting – 

a. Within 15 days: 

i. In cases where HODs/SAs require meetings to be held within 15 days 

after (a) the HOD or SA requiring the meeting, or (b) a precursor event 

(i.e., completion of an independent evaluation (IEE)), documentation of 

correspondence from LEA to parent or parent’s counsel within two (2) 

business days of (a) or (b) requesting three (3) meeting dates to parent or 

parent’s counsel, before the deadline in the HOD/SA.  

ii. If the parent or parent’s counsel did not respond to the request for dates, 

a Letter of Invitation (LOI) sent within two (2) business days that 

proposed two (2) dates and/or times before the deadline in the HOD/SA. 

b. 15 Days or More: 

i. In cases where HODs and SAs require meetings to be held 15 days or 

more after (a) the HOD or SA requiring the meeting, or (b) a precursor 

event (i.e., completion of an independent evaluation (IEE)), 

documentation of correspondence from LEA to parent or parent’s 

counsel within three (3) business days of (a) or (b) requesting three (3) 

meeting dates to parents or parent’s counsel prior the deadline in the 

HOD/SA. 

ii. If the parent or parent’s counsel did not respond to the request for dates, 

a Letter of Invitation (LOI) sent within two (2) business days that 

proposed two (2) dates and/or times before the deadline in the HOD/SA. 

2. For Nonpublic Placement – signed document from parent or parent’s counsel that 

indicates nonpublic placement is no longer desired and student is enrolled and 

attending another school; or documentation that LEA has implemented truancy 

procedures.  A PNOP is always required.   

 

3. For Transportation –  

a. Original documentation that the transportation request form was submitted to 

DOT and additional written correspondence to OSSE regarding the 

transportation route and start date; and 
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b. Documentation that written notice was provided to OSSE within 24 hours of the 

LEA receiving notice from the parent or parent’s counsel that transportation has 

not been implemented. 

4. For Independent Evaluations-  IEE funding letter which provides information regarding 

local providers and rates and documentation of receipt of the funding letter by parent 

or parent’s counsel (via email, mail or fax, and correspondence to parent or parent’s 

counsel with reminder of deadline.  

 

5. For Independent Compensatory Education Services –documentation of parent or 

parent’s counsel receipt of a Compensatory Education Authorization Letter which 

provides information regarding local providers and rates, and correspondence to parent 

or parent’s counsel with reminder of deadline.  

 

6. For Goods or Materials/Assistive Technology – documentation of at least three 

communications in at least two different modalities, between LEA and parent or 

parent’s counsel, regarding availability of goods or materials. 

 

7. For Reimbursement – documentation of at least three communications in at least two 

different modalities, between LEA and parent or parent’s counsel, regarding availability 

of funding and guidance related to steps for payment. 

 

Notes on Timeliness and Signatures 

 

1. Payment Date Requirements:  

a. Timely compliance with all HOD or SA requirements for payment on or before a 

specific date is measured by the date on the check.  

 

2. Required Action Due Dates:  

a. Timely compliance with all HOD or SA requirements for a required action in a 

specified number of days will be presumed to mean calendar days, unless 

otherwise noted.   

 

3. Signature Requirement:  

a. Where a parent’s signature is required, the signature of the parent’s counsel will 

suffice with the exception of a student’s IEP.  

 





























Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-
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Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

 11st SY 11-12 Charter 

Enrollment  

Files Entered into  
PROACTIVE.  LEAs 
Provide Contacts to 

OSSE .  LEAs Assume 
Administrative Re-
sponsibilities in SEDS  

2  3 4 5 6 

7 8 Blackman Jones 

Timeliness Reports  

Provided to Court 

9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

August 2011 

August Notes 
 Summer data collection, released on July 6 2011, is due on September 6th, 2011. 

 Begin COSF form completion for children 3-5 years old entering preschool programs.  

This form should be completed within 90 days of entry. 

 August 1: Rate section of nonpublic Certificate of Approval regulations in effect 

 August 1: State Unique Student Identifiers (USIs) in effect.   
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Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 
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OSSE  

Conduct DSE trainings and  
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Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-
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Sun Mon Tue Wed Thu Fri Sat 

    1 2 LEA Performance and 

Planning Report (LEA 

P&P), Related Services  

Management Report 

(RSMR), Un-transferred 

Records Report Issued 

3 

4 5 Labor Day 6 SEDS 4.2 Release: 

TOT Training Begins 
7 8 9 LEA Quarterly  

Meeting 
10 

11 12Blackman Jones 

Timeliness Reports  

Provided to Court, 

DSE Exit/ 

Withdrawal Code 

Review Request 

for Released to 

LEAs 

13 14 15 HOD/ SA 

Implementation 

and Database  
Training  

16 ARRA Reporting 

Deadline 

17 

18 19 ARRA   

Reporting 

Deadline 

20 ARRA   

Reporting 

Deadline 

21 ARRA   

Reporting 

Deadline 

22 SEDS 4.2 

Release: TOT 

Training Ends 

23 DSE Exit / 

Withdrawal Code Re-

view Request for 2010-

2011 Due from LEAs  

24 

25 26 27 HOD/ SA Imple-

mentation and Data-

base  Training  

28 29 30 FFY 2009 Grant: 

Last Date to Obligate 

Expenses 

OSEP Special  
Conditions Reporting 
Period 1 Ends 

 

September 2011 

September Notes 
 Continue to update PROACTIV/STARS for enrollment audit. 

 Prepare meetings for Child Count and DC-CAS Alt Eligibility decisions. 

 Work on COSF form completion for children 3-5 years old entering preschool 
programs.  This form should be completed within 90 days of entry. 
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Sun Mon Tue Wed Thu Fri Sat 

      1 OSEP Special  

Conditions  

Reporting Period 2 

Begins 

2 3 FFY10 Grant: 

Carryover Cycle 

Begins  

4 OSSE Enroll-

ment  

Audit Begins 

5 6 7 Blackman Jones 

Timeliness Reports  

Provided to Court,  

LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

8 

9 10 Columbus 

Day 
11 12 13 14 15 SEDS Version 

4.2 Release 

16 17 18 19 20 21 22 

23 24 FFY 2011: 

Grant Phase II 

Application Due  

25 26 27 28 29 

30 31      

October 2011 

October Notes 
 Continue to ensure update in SEDS in preparation for December Child Count and DC-

CAS Alt eligibility decisions. 

 Work on COSF Form completion for children 3-5 years old entering preschool 

programs.  This form should be completed within 90 days of entry. 
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Sun Mon Tue Wed Thu Fri Sat 

  1 Submit EDFacts, 

CSPR Files, IDEA 

Part B & C Tables 

to OSEP. Submit 

OSEP Special  

Conditions Report. 

2 3 4 LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

5 

6 7 8 9 10 11 Veteran’s Day 

Holiday 
12 

13 14Blackman Jones 

Timeliness Reports  

Provided to Court,  

FFY09 Grant: Last 

Day To  

Submit  

Reimbursement 

Requests to OSSE 

FFY09 Grants: Last 

Day To Submit  

Reimbursement 

Workbooks to 

OSSE 

16 17 18 19 

20 21 22 23 24 Thanksgiving 25 26 

27 28 29 30    

November 2011 

November Notes 

 Continue to ensure updated data in SEDS in preparation for  December Child 

Count and DC CAS Alt eligibility decisions. 

 Work on COSF form completion for children 3-5 years old entering preschool 

programs.  This form should be completed within 90 days of entry. 
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Sun Mon Tue Wed Thu Fri Sat 

    1 Child Count  2 LLEA P&P, 

RSMR,  

Untransferred 

Records Report 

Issued, LEA  

Quarterly Meeting 

3 

4 5 COSF Entry and 

Exit Forms Due 

 

6 7 8 9 10 

11 12 Blackman 

Jones Timeliness 

Reports Provided 

to Court 

13 14 15 16 Submit  

EDFacts Files of 

LEA Assessment 

Data to OSEP 

17 

18 19 20 21 22  23 24 

25 26 Christmas Day 

Observed 
27 28 29 30 31 Special  

Conditions  

Reporting Period 2 

Ends 

December 2011 

December Notes 
 Child Count validation process begins. 

 Work on COSF form completion for children 3-5 years old entering  or exiting 

preschool programs.  This form should be completed within 90 days of entry and 60 

days of program exit. 

 Finalize LEA data analysis for FFY2010 Annual Performance Report (APR) reporting. 
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Sun Mon Tue Wed Thu Fri Sat 

1 2New Year’s Day 

Observed, OSEP 

Special Conditions 

Reporting Period 3 

Begins 

3 Deadline to 

Submit and  

Certify Child 

Count Data to 

OSSE 

4 5 6 Finalize Drafts of 

APR B and C FFY 

09;  

LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

7 

8 9 10 11 12 13 Blackman 

Jones Timeliness 

Reports  

Provided to Court 

14 

15 16 Martin Luther 

King Day 

17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31     

January 2012 

January Notes 

 Final list of students eligible for DC-CAS Alt administration due to OSSE. 

 Work on COSF form completion for children 3-5 years old entering or 

exiting preschool programs.   

 Continue to maintain updated data in SEDS. 
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 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

   1Multiple Submis-

sions to OSEP—

See Notes Below 

2 3 LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

4 

5 6 7 8 9 10 11 

12 13 Blackman Jones 

Timeliness Reports  

Provided to Court 

14 15 16 17 18 

19 20 Washington’s 

Birthday 
21 22 23 24 25 

26 27 28 29    

February 2012 

February Notes 
 Work on COSF form completion for children 3-5 years old entering or 

exiting preschool programs.   

 Continue to maintain updated data in SEDS. 

 OSSE submits FFY2010 Part B & C APR, IDEA 618 Part B & C Tables/Edfacts files 

and Special Conditions to OSEP. 

https://docs.google.com/viewer?a=v&pid=explorer&chrome=true&srcid=0B9YVaq4VQhoaZjQ3OTA2YWYtMTQzZS00ZjhlLWI3YzgtNDc0ZThhOTYxOGJk&hl=en_US


Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-

evaluations 

Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

    1 2 LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

LEA Quarterly 

Meeting 

3 

4 5 Draft SEA Part B 

and C Grant  

Applications Posted 

for Public Comment 

6 7 8 9 10 

11 12 Blackman Jones 

Timeliness Reports  

Provided to Court 

13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30 31 OSEP  

Special  

Conditions 

Reporting Peri-

od 3 Ends 

March 2012 

March Notes 
 Work on COSF form completion for children 3-5 years old entering or 

exiting preschool programs.  This form should be completed within 90 days 

of entry and 60 days of program exit. 

 Continue to maintain updated data in SEDS. 

https://docs.google.com/viewer?a=v&pid=explorer&chrome=true&srcid=0B9YVaq4VQhoaZjQ3OTA2YWYtMTQzZS00ZjhlLWI3YzgtNDc0ZThhOTYxOGJk&hl=en_US


Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-

evaluations 

Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

1 2 SY 11-12  

Coordinated Early 

Intervening  

Services (CEIS) 

Data Due to OSSE  

3 4 5 6 LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

7 

8 9 Blackman Jones 

Timeliness Reports  

Provided to 

Courts 

10 11 12 13 14 

15 16 Emancipation 

Day 
17 DC CAS  

Administration 

Begins 

18 19 20 21 

22 23 24 25 26 27 DC CAS  

Administration 

Ends 

28 

29 30 Deadline for 

New or Expanding 

LEA Notification 

form Submission to 

OSSE 

     

April 2012 

April Notes 
 Work on COSF form completion for children 3-5 years old entering or exiting 

preschool programs.   

 Continue to maintain updated data in SEDS. 

 Review OSEP requests for clarification of FFY2010 APR submission. 

 Revise and submit clarified FFY2010 APR to OSEP. 

https://docs.google.com/viewer?a=v&pid=explorer&chrome=true&srcid=0B9YVaq4VQhoaZjQ3OTA2YWYtMTQzZS00ZjhlLWI3YzgtNDc0ZThhOTYxOGJk&hl=en_US


Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-

evaluations 

Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

  1Special Condi-

tions Report and  

SY 11-12 CEIS 

Data Due to OSEP 

2 3 Release of FFY 

2012 Phase 1 

Applications 

4 LEA P&P, RSMR,  

Untransferred 

Records Report 

Issued 

5 

6 7 Blackman Jones 

Timeliness Reports  

Provided to Court, 

Extended School 

Year (ESY)  

Certification Due 

to DSE and DOT 

8 9 10 SEA Part B & 

C FFY2012 Grant  

Applications Due 

to OSEP 

11 12 

13 14 15 16 17  18 19 

20 21 22 23 24 25 26 

27 28 Memorial Day 29 30 31   

May 2012 

May Notes 
 Work on COSF form completion for children 3-5 years old entering or 

exiting preschool programs.   

 Continue to ensure update in SEDS. 

 Publically Post FFY2010 APR Performance Data. 
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Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-

evaluations 

Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

     1 LEA P&P, RSMR,  

Untransferred Rec-

ords Report Issued 

 

2 

3 4 Blackman Jones 

Timeliness Reports  

Provided to Court 

5  6 7 8 9 

10 11 12 13 14 15 Deadline for 

New or Expanding 

LEA Notification 

Form Submission to 

OSSE 

16 

17 18 19 20 21 22  23 

24 25 26 27 28 29 All Data Due for  

Closing Charters, 

Release of LEA IDEA 

Annual  

Determinations  

30 

June 2012 

June Notes 

 Review DSE Data Management Calendar and Prepare FFY2011 Data for Submission 

 Work on COSF form completion for children 3-5 years old entering or exiting preschool 

programs.   

 Continue to maintain updated data in SEDS. 
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Legend 
Green: LEA Responsibilities 
Blue: OSSE Responsibilities 
Black: DC Government Holiday or Common 
Responsibilities 

Division of Special Education 

Weekly Responsibilities 

LEAs 

PROACTIV/STARS updated daily 

Plan and convene meetings using 

SEDS and LEA Performance and 

Planning Report data 

Timely data entry 

LEA Admin responsibilities 

Monthly Responsibilities 

LEAs  

Review SEDS Training Calendar  

Maintain requirements for SEDS 

usage 

SEDS trainer provides training to 

users 

Perform timely assessments, 

evaluations, IEPs and implement 

HODs/SAs 

Update information in SEDS 

Comply with reporting requirements 

and submission deadlines  

Review DSE trainings and technical 

assistance calendar and attend trainings 

Compile discipline events for general 

and special education students 

Review monthly OSSE Management 

reports. 

OSSE  

Conduct DSE trainings and  

technical assistance 

Calculate and report number of 

untimely due process hearings, hearing 

requests and overdue HODs/SAs 

Collect, review and report Blackman 

Jones data on timeliness of 

assessments, evaluations and re-

evaluations 

Conduct required monitoring, 

identify and issue findings, verify 

corrections 

 Provide Blackman Jones Reports to 

Courts  

Comply with OSEP reporting and 

requests 

 

 

Sun Mon Tue Wed Thu Fri Sat 

1 2 3  4 Independence 

Day 
5 6 Entry and Exit 

COSF Forms Due 

 

7 

8 9 Blackman Jones 

Timeliness Reports  

Provided to Court 

10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31     

July 2012 

July Notes 
 Continue to ensure student records are updated in SEDS. 
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LEA System Data Administrator Online Course 
 

The Special Education Data System (SEDS) team would like to announce an online version of the LEA 
Data Administrator course. This web-based course will prepare LEAs to have additional administrative 
flexibility and control in SEDS. This course was previously offered in person and is now available in 
online format for the duration of the 2011-2012 school year.  Note:  LEA representatives who 
completed the in person course do not need to repeat the course in online format.  This course is 
available for LEA representatives who have not yet taken the course or for LEAs that wish to have 
additional representatives who will perform the role of LEA Data Administrator. 
 
In August 2011, LEAs assumed additional responsibilities in SEDS.  In order to perform these duties, each 
LEA must have at least one person (and a maximum of three) trained and designated to manage specific 
tasks in the system.  
 
After completing the course, LEA System Data Administrators will assume the following responsibilities: 

 Enter calendar and progress reporting dates annually 

 Add, remove, and edit user accounts for new and existing users in order to provide, change or 
remove access to SEDS 

 Ensure that changes to the contact list and/or school/campus information for the LEA are 
submitted to OSSE annually and as changes occur 

 Note:  LEA System Data Administrators will be required to complete the second portion of the 
course in 2012 before assuming additional duties by August 2012.   

 
Who may participate?  This training is only for persons who will assume responsibility for the tasks 
named above and must be designated by the head of LEA.  Designees who participate this training will 
assume responsibility for tasks for the whole LEA.  This training is not for representatives from each 
school within the LEA.  This training is not for nonpublic schools.   
 
In order to participate in the LEA Data System Administrator training and then subsequently assume 
specific responsibilities in the system you meet one of the following prerequisites:    

 Currently serve as the SEDS trainer for the LEA; OR 

 Completed SEDS basic user training during the 2010-2011 school year 
 
If the LEA does not have anyone who meets either criteria OR wishes to assign a person to assume this 
role that does not meet one of the criteria listed above, please contact Angel Johnson 
angelt.johnson@dc.gov in order to obtain information about satisfying the prerequisite. 
 
How can I sign up to participate?  Register online: https://octo.quickbase.com/db/bfiacz22d  

Additional instructions for completing the online course will be provided within the link sent as part of 

the registration confirmation email. 

 
 
 

*Email Rohini Thukral rohini.thukral@dc.gov with questions about this training opportunity.* 
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