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Why the new changes to the reports?
As a result of areas of non-compliance revealed in our recent Special Education Self-Review, the SELPA has been required to develop all new assessment report templates.  The new report templates have all the elements required by California Education Code Section 56327 and Code of Federal Regulations Section 300.305.  These elements are required if the report will be presented as a “stand alone” report.
There is a separate report template for each discipline, for example, Multidisciplinary Psychoeducational, Speech-Language, Adapted PE, Occupational Therapy, etc, and each of the report templates follows a similar format with similar headings and sequence.  This will make it much easier for parents and staff from receiving districts to be able to follow the reports and find information. 

Because the new report templates differ significantly from the report builders that were formerly in the SESP Program, the SELPA directed the programmers to completely remove the old report builders from the program.  The completed Assessment Reports that were in the program at the time of the November 2010 upgrade were retained; however, the formatting has changed.  No data has been lost as a result of the conversion, but the report is now in “unformatted text.” 

The new report templates will not be added to SESP at this time because, since we will be converting to a new IEP software system in fall of 2011, it was determined not to be worth the time and expense.  The new system will be called “SIRAS” and will have the new report templates in a downloadable format.  SIRAS will also be able to accept uploaded reports that have been previously written.

The SELPA Operations Cabinet has approved the new report templates for all staff.  Therefore, these new report templates should begin to be used immediately.  Other report formats would be allowed only if the report contains all of the legally required elements included in the templates and has been approved by your Special Education Director. In addition, the Special Education Directors would like all assessment reports pasted into the individual student SESP file, so that they may be viewed by other members of the team. 
Where do I find the new Report Templates?
Go to the SELPA website and click on “SESP and Survival Guide,” then click on “Reports.”  They are listed alphabetically.  There are also instructions for each report listed there.  The SELPA has provided report templates in two versions for staff to choose from:

Microsoft Office 2007 (“2007”)


Microsoft Office 2003 (“2003”)

The 2007 version is primarily accessible to users with Microsoft Office 2007 on their computer.  The 2003 is Word that most people are familiar with, and is accessible to any users who can access Microsoft Office (including Mac users).
Then what?
1. Select the report format that you are most comfortable in using.
a. If you choose the 2007 version:
When writing a report for a student, you will be putting information into specific fields in the template.  You must toggle between the fields using the “up” and “down” arrow buttons on your computer keyboard.  The arrow button will take you directly to the fields which you are to address, and will skip all other areas, which are legally required and may not be changed.  If any non-required fields are not applicable for a student, they may be deleted by using the spacebar on your keyboard.

Some fields have optional headers that can be deleted if not applicable for the specific child.  If a field has a header that can be deleted but you want to keep the header, use your right arrow to start typing, to avoid losing the header.  If you delete certain fields, there may be spaces in your report.  If you make a mistake, you can always use the “undo” backward arrow at the top of your page.  For the “drop down” fields, click with your mouse and select an option.  You may “copy and paste” tables or text into any field that is blue.  Once copied into the report you will lose spell check so check before pasting.

b. If you choose the 2003 version: 

The format will be similar to any other Word document.  The fields will “move around” when you type into them, since they are not protected as are those in 2007.  If you have a check box double left click into the box, then select “check box” from the menu.  You may paste in language and tables.  Areas that are highlighted in yellow must not be deleted.  Once your report is completed, click “control A” then undo highlighting under the highlighting icon.

c.
Specialist Input to Multidisciplinary Report:
If you will be sending your findings and recommendations to a school psychologist for a combined assessment report, you do not need to also do a complete “stand alone” report.  You may use this template to transmit your information to the psychologist to be “copied and pasted” into the report.  You must describe all assessment instruments administered, findings and recommendations.  Address other components of the report as appropriate to describe observations and/or information the psychologist may not have.
2. Save a copy of the report template for your discipline on your computer desktop or in your "My Documents" folder and use for all future reports.  If you want, put in your letterhead, name, title, contact information and any other standard language that you use, and save as “Master Report Template.”
3. Set up a report folder to save individual student reports according to your system.  (by school, program, etc.)  This can be on your desktop or in “My Documents.”  To create a folder right click (on desktop or in Documents), go down to “New” – select folder – give folder a name.
4. Before writing a report for a student, open the Master Report Template, and immediately use “Save As” to save it under the specific student’s name.  Failure to do so may result in overwriting your master template.
5. There is sample report language to provide guidance as to the type of information that goes in various sections of the report.  This information is in Arial 10 and may actually be copied and pasted into the report, if desired.  These samples are located on the SELPA web page under SESP and Survival Guide: Reports.  The "Sample Language for all reports" and "Sample Language for Indicators of a Possible Disability" are at the top under the Instructions.  Separate "Descriptions of Specific Assessments" are located under the report templates for each discipline.  If you have other information you wish to copy and paste into the report, be sure it is in Arial 10.
6. Once an individual report is completed, you may save it as a Word document to your report folder.  Do not print your report from this version, except for proofreading purposes.  Your final version should be printed from PDF as explained below.
Keyboard Shortcuts: 

Control A

Select All


Control C

Copy


Control V

Paste (V is the old proofreading symbol for insert)


Control X

Cut  (X for cross out)
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