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Director Designee 
 
A director designee is acting on behalf of the PPBOCES and in the absence of a PPBOCES Special Education 
Administrator. The designee is obligating the district and AU to provide the services outlined in the IEP. This 
includes binding the district/AU to any financial contracts.  If ever there is an unanticipated question in regards 
to a service that would obligate the AU to increase funds or resources contact Deirdre or Trish for approval. 
 
Who are the BOCES Director Designee’s? 
Case managers and special service providers (SSP’s) act as Director Designee’s at IEP meetings where a BOCES level 
administrator is not present.  Sometimes there will be more than one staff member capable of acting as a Director 
Designee and it will be up to the team to determine which fills the role for each student. 
 
What Does a Director Designee need to know? 
 

• A current understanding of all 13 eligibility categories in Colorado 
• The ability to converge data from multiple sources to determine if eligibility can be established in any of 

the eligibility categories 
• A thorough understanding of and ability to navigate Enrich 
• Knowledge of and ability to produce compliant paperwork for all IEP  meetings 
• The ability to facilitate an IEP meeting to ensure norms are followed and active participation by all team 

members is achieved 
• Knowledge of who the required IEP team members are for each type of IEP (Parent, SPED 

teacher/provider, Designee, General Education Teacher) 
• Understand and be able to explain the procedural safeguards 
• Have a clear understanding of PPBOCES expectations of the compliance & content for all IEP documents 
• Possess a thorough understanding of IDEA and ECEA and  guiding principles of each  

 
What is a Director Designee responsible for? 
 

• Out of state transfers; guides the team decisions around accepting or not accepting the  IEP 
• In state transfers; guides the team decisions around accepting or not accepting the IEP, ensuring the 

district/AU can commit to services on IEP as written or can provide commensurate  interim services  prior 
to a new IEP is developed 

• Facilitate or support the facilitation of IEP meetings 
• Ensure the school based pre-referral process has been followed prior to PWNCE 
• Ensure the PWNCE is completed with team input 
• Review all evaluation data prior to Eligibility meeting to ensure the report is “sufficiently comprehensive” 
• Ensure eligibility checklists are reviewed in their entirety and data is available to support each item that is 

checked.  
 
Please Note:  

 the above lists of responsibilities is not exhaustive and duties may vary slightly based on your district, 
building and special education team 

 One person may be filling both roles, as if often the case of the special education teacher 
 One person can only serve up to two roles 
  This list is intended to provide guidance on the general functions of the Director Designee highlighting 

both the similarities and the differences between this role and the role of Case Manager  
 



Case Manager 
 
A case manager is the designated team member who has primary responsibility for the IEP process for a student, 
including organizing and facilitating, or ensuring appropriate facilitation, IEP team meetings, providing 
appropriate paperwork to parents, and maintaining documentation of all IEP paperwork, including progress 
reports.  
 
Who are the BOCES Case Managers? 
The case manager is most often the special education teacher. The speech language pathologist may also be a case 
manager, most often when a student is identified with a Speech Language Impairment. 
 
  What Does a Case Manager need to know? 

• Have a thorough understanding of how data is used to determine the strengths and needs of students 
• Have discipline specific knowledge of best practices in their area of expertise & instruction  
• Possess an ability to work with parents and collaborate with general educators & administrators 
• Have a thorough knowledge of Enrich and how to create, manage, and update paperwork within the 

system.  
• Have a working knowledge of the PPBOCES expectations as to the compliance and content of evaluation 

reports and all IEPs documents 
 
What is a Case Manager responsible for? 

• Scheduling the date/time/location of the IEP meeting   
• Preparing and distribute the written notice of meeting to the parents and IEP team  
• Gathering of information from parents, general educators, and other related service providers prior to the 

IEP meeting 
• Ensure all information, both yours & other team members,  is in Enrich prior to the IEP    
• Provide a draft of the IEP to parent 3 days prior to the meeting.  
• Provide an IEP at a glance or complete IEP  to general education staff prior to student starting in 

classroom 
• Ensure all general educators that need to know have a chance to review IEP  
• Share the Behavior Intervention Plan as well as all other service plans (i.e. Communication Plans) to staff 

who need to know. DON’T FORGET TRANSPORTATION 
• Be well versed in confidentiality considerations and share with school  staff 
• Coordinate with SSP’s to ensure progress monitoring is up to date 
• Inform Administrative Approval staff that IEPs and other related documents are ready for review 
• Send paperwork to BOCES   
• Complete all transfer documents in Enrich 
• Communicate with parents as often as necessary 
• Serve as the liaison between school, parents, and community 
• Ensure that a body of academic evidence is collected for all evaluation reports, initial IEP’s and triennial 

IEP’s regardless of the eligibility category 
 

Please Note:  
 the above lists of responsibilities is not exhaustive and duties may vary slightly based on your district, 

building and special education team 
 One person may be filling both roles, as if often the case of the special education teacher 

 



Administrative Approver 
 

In Enrich, every IEP, Amendment, Evaluation Report, and Eligibility requires an Administrative Approval. This is a 
final check to ensure compliance of the document. The document is not complete unless it is administratively 
approved.  
 
 
Who are the Administrative Approvers? 
 
The admin approver is either a member of the SPED leadership team or the School Psych or School Social Worker 
assigned to your district.  
 
  What Does an Administrative Approver need to know? 
 

• Complete understanding of CDE’s  IEP compliance checklist 
• PPBOCES best practices for evaluation and IEPs 
• Legal compliance and timelines 
• Thorough understanding of dates within Enrich 
• Thorough understanding of the order in which documents need to be approved to prevent errors in Enrich.  
• Basic understanding of how to run reports in Enrich 

 
  What is an Administrative Approver responsible for? 
 

• Complete an Administrative Approval within three days of being notified that the documents are ready to 
be reviewed and provide feedback to the case manager if necessary.  

• Ensure everything with a signature gets labelled correctly and uploaded either to the program it is 
associated with or in the files tab.  

• Upload incoming transfer IEPs 
• Check audit log 
• Run a report of Awaiting Administrative Approval weekly 
• Every other week run a report of what documents are in draft form 
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2018 Standard Record Review Including Early Childhood and 
Transition Age Students 
 
 
Present Levels of Academic Achievement and Functional Performance 

Information in this section should align with data and information in the 
Evaluation Report.  Information should include current formal and 
informal evaluation information. 

 

Strengths of the child  

300.324(a)(1)(i); 4.03 
 Yes 
 No 

The IEP team considered the most recent evaluation of the child 

300.324(a)(iii); 4.03 
NOTE: Consider benchmark testing, curriculum-based assessments, progress 
monitoring data of interventions, etc.  Data should be a summarized discussion 
or triangulation of data presented in order to develop measurable goals. 

For CLD students, look for input pertinent to second language (e.g., 
ACCESS scores, ELA input, parental input) 

 Yes 
 No 
 

Statement of the child’s present levels of academic achievement 
and functional performance 

300.320(a)(1); 4.03 

 Yes 
 No 
 

Academic, developmental, and functional needs of the child 

300.324(a)(1)(iv); 4.03 

 Yes 
 No 
 

How the child’s disability affects the child’s involvement and 
progress in the general education curriculum 

300.320(a)(1)(i) ;  4.03 
 
For preschool children as appropriate, how the disability affects 
the child’s participation in appropriate activities 
300.320 (a)(1)(ii); 4.03 

 Yes 
 No 
 

Concerns of/input from the parent 

300.324(a)(1)(ii); 4.03 
 

 Yes 
 No 

Notes: 
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EARLY CHILDHOOD/KINDERGARTEN (age less than 6 before December 1)  

For students 3 through 5 years of age the IEP includes: 

For a child transitioning from Part C to Part B, an IEP was 
developed by the child’s third birthday  

300.124;   4.03(1)(c); 5.01(6)  
 

 

 Yes 
 No 
 N/A   

An IEP was implemented by the child’s third birthday; or, if the 
child’s third birthday occurs during the summer, the child’s IEP 
Team determined the date when services under the IEP or IFSP 
will begin. 

300.101(b)(i) and (ii);  
300.124(a) and (b); 4.03(1)(c); 5.01(6) 
 

 
 Yes 
 No 
 N/A   

The AU participated in a transition planning conference held to 
ensure a smooth transition from Part C to Part B services 

300.124(c); 4.03(1)(c) 

 Yes 
 No 
 N/A   

At the request of the parents, an invitation to the IEP meeting 
was sent to Part C service provider 

300.321(f); 5.01(6) 
 

 Yes 
 No 
 N/A   

Services are delivered by an Early Childhood Special Educator 
(ECSE) 

300.124; 3.03(2); 3.04; 4.03(1)(c); 5.01(6) 

 Yes 
 No 
 N/A   

The child has access to FAPE in the LRE and the Early Childhood 
LRE setting code matches the service provision for the student. 

 

The student attends a “regular early childhood program” 
(defined by OSEP as a classroom that includes at least 50 
percent of nondisabled children), for at least 10 hours a week, 
and the majority of specialized instruction and related services 
occur within the classroom. When a child is placed in another 
setting or the majority of services are outside of a "regular" 
classroom, a clear and appropriate justification has been 
provided. 

300.17 and 300.114 (a)(2)(i)(ii) 

 Yes 
 No 
 N/A   

 

Note:  The LRE setting 
codes apply to 
Kindergartners who 
are 5 years old (less 
than 6 prior to the 
December Collection) 

Notes: 
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Post-School Considerations 

Beginning with the first IEP to be in effect when the child turns 15, or no later than the end of 9th 
grade, (or earlier if deemed appropriate by the team) the IEP includes: 
300.320(b); 4.03(6)(d)(i)  
 

Appropriate measurable postsecondary goals in 
education/training (“will” not “want”) 

300.320 (b)(1); 4.03 (6)(d)(ii) 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Appropriate measurable postsecondary goals in 
career/employment (“will” not “want”) 

300.320 (b)(1); 4.03 (6)(d)(ii) 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Appropriate measurable postsecondary goals in independent 
living skills (“Will” not “want”) (N/A is OK) 

300.320(b)(1); 4.03 (6)(d)(ii) 

 Yes 
 No 
 N/A  

Appropriate measurable postsecondary goals must be updated 
annually (a statement in the PLAAFP indicates the PSGs were 
reviewed and updated, if appropriate and based on assessment 
information). 

300.320 (b); 4.03(6)(d)(i) 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Each postsecondary goal is based upon current age appropriate 
transition assessments   

300.320(b)(1); 4.03(6)(d)(ii) 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Courses of study are multiyear from the current age of the 
student to exit, is specific, individualized, and linked to the PSGs 

300.320(b)(2); 4.03(6)(d)(iii) 
 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Transition services are a coordinated set of activities that are 
individualized, specific, linked to the PSGs, and directly stated as 
what the community of adults (not the student) will do – (at 
least one transition service must meet the above guidelines to 
meet compliance) 

300.320(b)(2); 2.51(1)(a); 4.03(6)(d) 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade 

Notes: 
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Transition Notice  

Documentation of the student invitation (ideally a separate, 

“student-friendly” form, but may be co-addressed with parents 

on parental notice of meeting300.322(b)(2)(i)(B); 

300.321(b)(1);4.03(7)(b)(i)(B) 

 Yes 
 No 
 

The notice of meeting must indicate that a purpose of the 

meeting will be the consideration of the postsecondary goals 

and transition services. 

300.322(b)(2)(i)(A); 4.03(7)(b)(i)(A);4.03 (6)(d) 

 

 Yes 
 No 
 

If the parental notice of meeting indicates invitation of an 
outside agency, the student’s file must contain written parental 
consent to invite the agency, dated prior to the documented 
agency invitation (n/a is OK)  

300.322(b)(2)(ii); 300.321(b)(3);  

4.03(7)(b)(i)(C) 

 Yes 
 No 
 N/A 
 

Notes: 
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Annual Goals/Objectives   

Goals should be aligned with information in the Evaluation Report and the PLAAFP. 

 Students eligible for alternate State assessments, short term objectives are required. 
 

For transition IEPs, all annual goals directly and genuinely link 
to transition services and/or postsecondary goals 
300.320(b)(2) 
 

 Yes 
 No 
 N/A  for students 
younger than 15 or 
less than 9th grade  

Goals are measurable 

300.320(a)(2)(i) 

 Yes 
 No 
 

Measurement strategies are appropriately aligned with the 
metric identified in the measureable targets within the goal 
statement. 

300.320 (a)(3)(i) 

 Yes 
 No 
 

Goals  are designed to meet the child’s needs that result from 
the child’s disability 

300.320(a)(2)(i) 

 Yes 
 No 
 

Goals enable the child to be involved in and make progress in 
the general education curriculum 

300.320(a)(2)(i)(A) 

 Yes 
 No 
 

For children with disabilities who take alternate assessments, 
short-term objectives are written. 

300.320(a)(2)(ii); 4.03(6)(f) 

 Yes 
 No 
 N/A   

Notes: 
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Service Delivery Statement 

 
Services are designed to enable the child to advance 
appropriately toward attaining the annual goals 

300.320(a)(4)(i) 

 Yes 
 No 
 

Services are designed to enable the child to be involved in and 
make progress in the general education 

300.320(a)(4)(ii) 

 Yes 
 No 
 

Services are designed to enable the child to participate in 
extracurricular and other nonacademic activities 

300.320(a)(4)(ii) 

 Yes 
 No 
 

Services are designed to enable the child to participate with 
other children with and without disabilities 

300.320(a)(4) (iii) 

 Yes 
 No 
 

Notes: 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



Page 7 of 12 

 

Recommended Placement in the LRE  

Placement decision was made by a group of persons including 
the parents, and other persons knowledgeable about the child, 
the meaning of the evaluation data, and the 
placement options 

300.116(a)(1);  
 

 Yes 
 No 
 

In selecting the LRE, consideration is given to any potential 
harmful effect on the child or on the quality of services that he 
or she needs 

300.116(d);  

 Yes 
 No 
 

Student participates with children without disabilities to the 
maximum extent appropriate to identified needs 300.114(2)(i) 

 Yes 
 No 
 

An explanation of the extent, if any, to which the child will not 
participate with children without disabilities 

300.320(a)(5) 
 

 Yes 
 No 
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Prior Written Notice 

Evidence that PWN was provided when the AU proposed or refused 

to initiate or change the identification, evaluation, or educational 

placement of the child, or the provision of FAPE to the child 
300.503; 6.02(3) 
 

 Yes 
 No 
 

Notes: 

 

 

Appendix B: Evaluation/Reevaluation  

Parental consent for initial evaluation/re-evaluation was 
obtained prior to evaluation 

Initial                              Re-Evaluation 
300.300(a)(1)(i)         300.300 (c)(1)(i) 
2.10                                 4.02 (5)            

 Yes 
 No 
 

Date consent received: _______/______/___________ 

If parental consent was not obtained, reasonable efforts were 
made and documented to obtain consent (re-eval only) 

300.300(c)(2)(i) and (ii) 
4.02(4)(a) 
4.02(5) 
 

 Yes 
 No 
 N/A 

If YES, describe actions and data source: 

Parental consent for initial provision of services was obtained 
prior to onset of services 

300.503 
 

 Yes 
 No 
 N/A 
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A variety of technically sound assessment tools and strategies 
were used to gather relevant information about the child, 
including information provided by the parent 

300.304(b)(1); 4.02(4) and (5) 

 Yes 
 No 
 

Child was assessed in all areas of suspected disability  

300.304(c)(4); 4.02(4) and (5) 

 Yes 
 No 
 

Evaluation was sufficiently comprehensive to identify all of the 
child’s special education and related services needs 

300.304(c)(6); 4.02(4) and (5) 

 Yes 
 No 
 

Did the team consider the question: “Can the child receive 
reasonable educational benefit from general education alone?” 

 

300.306(b)(1)(i);  2.08  

Evidence this was 
considered? 
 
 Yes 
 No 
 

Did the team consider the question: “Is the child’s performance 
due to the lack of instruction in reading and/or math?” 

 

300.306(b)(1)(ii);   2.08  

Evidence this was  
considered? 
 

 Yes 
 No 
 

Did the team consider the question: “For the child whose 
primary language is other than English is limited English 
acquisition the primary cause of the child’s learning problems?” 

300.306(b)(1)(iii);  2.08  
 
If “Yes” explain: 
 
 
 

Evidence this was  
considered? 
 

 
 Yes 
 No 
 

Reevaluation conducted at least every 3 years, unless evidence 
exists that the parent and the AU determine that a reevaluation 
is unnecessary. 

300.303(b)(1) and (2) 
4.02(5) 

 Yes 
 No 
 

Per ECEA, once a written special education referral has been 
initiated, the initial IEP is completed within 90 calendar days 
from the point of initiation of the special education referral. 
4.03(1)(d) 

 Yes 
 No 
 N/A 



Page 10 of 12 

 

Evidence that PWN was provided when the AU proposed or 

refused to initiate or change the identification of the child 300.503; 
6.02(3) 

 Yes 
 No 
 

Evidence that PWN was provided when the AU proposed or 

refused to initiate or change an evaluation of the child 300.503; 
6.02(3) 

 Yes 
 No 
 

Evidence that PWN was provided when the AU proposed or 

refused to initiate or change the educational placement of the child.  
300.503; 6.02(3) 

 Yes 
 No 
 

Evidence that PWN was provided when the AU proposed or 

refused to initiate or change the provision of FAPE to the child 
300.503; 6.02(3) 

 Yes 
 No 
 

Notes:   
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Appendix C: Manifestation Determination 

Manifestation determination was held after child was removed 
for 10 consecutive days, or for 10 cumulative days, when those 
removals constitute a pattern 

300.530(e); 300.530(b); 6.02(10) 

 Yes 
 No 

Manifestation determination is held within 10 school days of 
the disciplinary removal 

300.530(e); 6.02(10) 

 Yes 
 No 

Services were provided to the child after disciplinary removal 
beyond 10 school days 

300.530(b)(2) and (d)(1); 6.02(10) 

 Yes 
 No 

Student was returned to the placement from which he/she was 
removed, unless the parent and the LEA agreed to a change of 
placement 

300.530(f)(2); 6.02(10) 

 Yes 
 No 

Notes: 

 

 

 

Appendix E: Sensory Disabilities 

A Learning Media Plan is on file for students with vision 
disability, including deaf-blind 300.324(a)(2)(iii); 4.03(6)(b) 

 Yes 
 No 

A Communication Plan is on file for students who are 
deaf/hearing impaired or deaf-blind 300.324(a)(2)(iv); 
4.03(6)(a) 

 Yes 
 No 

Notes: 
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Appendix F: Transfer 

For a child with a disability who transfers from within state to a 
public agency in Colorado within the same school year, evidence 
exists that the AU provided the child with FAPE (including 
services comparable to those described in the child’s IEP from 
the previous public agency). 
300.323(e); 4.03(1)(f)  

 

 Yes 
 No 

For a child with a disability who transfers from out of state to a 
public agency in Colorado within the same school year, evidence 
exists that the AU provided the child with FAPE (including 
services comparable to those described in the child’s IEP from 
the previous public agency).   
300.323(f); 4.03(1)(g) 
 
 

 Yes 
 No 

Notes: 

 















































































and immunization records as required by C.R.S sections 25-4-901, 25-4-902, and 25-4-
903.  The records must be produced and provided to the school district that received 
the written notification, not the state of Colorado, at the school district’s request.  
 
Assessment/Evaluation 
Students that are participating in a home school program must have academic progress 
evaluated in grades 3, 5, 7, 9, and 11.  Students can take a nationally standardized 
achievement test or a qualified person, as described in C.R.S. 22-33-104.5(3)(f), can be 
selected by the parent to evaluate the student’s academic progress.  The results of the 
evaluation, whether by assessment or qualified person, must be submitted to the school 
district that received the written notification.  
 
 
The links below include a copy of Colorado Home School Law, how to get started home 
schooling your child, and a resources link to home school organizations that provide 
information on networking, support groups, curricula, and testing. 
• FAQs Regarding Home School 
• Laws Pertaining to Home School 
• Home School Resources 
 
 
Home School and Special Education 
 
 
When a student with a disability dis-enrolls from your school to go to homeschool we 
need to send them a letter stating we are willing, ready, and able to serve the student 
upon their return. Please be sure to let the SPED office know ASAP that they are going 
to homeschool so we can send the letter from our office. While parents are 
homeschooling the student will NOT receive any special education or related service. 
The only service we are required to provide is special education identification (child find 
obligations) upon parent requests.  
 
FAQ 
 

1. What if the parent wants to bring their child to school for speech services only?  
 
 Even though many service providers would be happy to serve students who are 
 homeschooled, we need to remain consistent across all our districts. If a parent 
 chooses to homeschool they can no longer receive any special education or 
 related services.  
 

2. What do we do when a student returns to public school from a home school 
setting?  

 























































https://transitionta.org/search/google/indicator%2013%20checklist
























http://www.cde.state.co.us/cdesped/guidance_alps_ieps
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