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Goalview
● Notice of Mtg - sent 

home minimum of 5 days

● Purpose of Notice of 
Meeting

● Finalizing Dates
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Notice of meeting
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● Notice of meeting needs to be sent home  at 
least 5 days prior to meeting

● Print a copy for participants and make sure 
to put one in the file

● Make sure the correct purpose of meeting is 
stated



Intakes for 
new students
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Intake Form
× This is sent out to schools for students new to 

Canyons.  You will usually receive it when a 
student will be in a special class placement.

× If a student comes to register at your school 
and you suspect they may have previously 
been in a self-contained class, please let your 
teacher specialist or SPED office know.
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Intake 
Process
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When

● you have gone through the LRE process 

for a student and they are going to 

change placement

● when you are getting a new student 

into your self-contained setting.
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Intake Timeline
× Intake meeting should happen in a timely manner so the student has 

access to their appropriate education as soon as possible. (Best 
practice is to hold the meeting within the week of notification of a 
student coming to your setting.)

× Remember McKinney-Vento Law states that students have to be 
enrolled as soon as they are identified as a student in Canyons 
boundaries.  There may not be enough time to get a full intake 
meeting together.
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File transfer 
procedures

What do I do when I 
am sending a file to 

another school? 12
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Place this 
document in 
your File 
Transfer Binder.



14

What is e-certify?
*Electronic receipt 
and tracking system 
for student records.

*Obtain tickets from 
your secretary.

*If you need 
confirmation of 
delivery contact 
Kristy Sayre or 
Christine Gardner in 
special education.

Must complete this ticket and give to secretary with 
file.



15

*File must include 
Receipt for Confidential 
Student Files when 
sending a file.

*When it’s returned place 
in your file transfer 
binder.
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Document all 
transferring files

-Form found on 
the weebly 



New in state and out of state checklists

If you have received an out of district or out of state 
file, see your teacher specialist for support
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COMING SOON!



Transition Goal 
All students will increase their 

level of participation in their IEP 
meetings by one rubric level
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Rubric 
Level 0 Level 1 Level 2 Level 3 Level 4 Level 5

·Student does not 
attend the meeting
· Student does not 
participate in 
planning for the 
meeting

·Student does not 
attend the meeting
·Student 
participates in 
planning for the 
meeting (sending 
invitations, etc)
·Student helps 
create a portfolio or 
powerpoint for use 
during the meeting

·Student 
participates in 
planning for the 
meeting 
(sending 
invitations, etc)
· Student 
attends the IEP 
meeting
· Student 
shares portfolio 
or powerpoint

·Student 
participates in 
planning for the 
meeting (sending 
invitations, etc)
· Student attends 
the IEP meeting
· Student shares 
portfolio or 
powerpoint
·Student 
participates in 
welcoming and 
introducing team 
members
 

· Student participates 
in planning for the 
meeting (sending 
invitations, etc)
· Student attends the 
IEP meeting
·Student shares 
portfolio or powerpoint
· Student participates 
in welcoming and 
introducing team 
members
·Student shares 
strengths/ 
weaknesses
· Student answers 
questions
· Student gives input
 

·Student participates in 
planning for the meeting 
(sending invitations, etc)
· Student attends the IEP 
meeting
· Student shares portfolio or 
powerpoint
· Student participates in 
welcoming and introducing 
team members
· Student shares strengths/ 
weaknesses
· Student answers 
questions
· Student gives input
· Student expresses their 
progress on goals
· Student shares ideas for 
new goals





Thanks for tuning in!  
Next beyond the basics:
HS - Mon, 3/18
MS - Tues, 3/19
Elem - Wed, 3/20
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Email your specialist what image is above as 
soon as you’ve completed watching.


