Protocol for FCSU file maintenance

Each student who is eligible for special education has a permanent special education file that must be maintained by the student’s case manager.  That file should contain only the records outlined in this protocol.  All other items are kept at the discretion of the case manager in a working file.  Files shall be transitioned to the next case manager in the spring and it is the responsibility of the case manager to ensure that the records are complete and in order before passing them on.
Each student file shall have an access to records notice stapled on the inside of the hanging folder as is required.

Each student file shall have records sorted into folders with information sorted by date with the most recent records in the front of the folder.

The folders and contents should be as follows:
IEP:  Folder shall contain IEPs, Amendments and associated Notices only. The current IEP should be in front.   The notice (notice of meeting, 7a, and if needed 5a or b) should be attached (paper clipped or stapled) to the relevant IEP.  The initial IEP shall also have the consent form stapled to the front.  IFSPs should also be filed in this folder.  Do not include meeting minutes here they go in their own folder.
Evaluations:  This folder should contain all special ed evaluation reports, any attached reports, the eval plan, consent and notices.  The most recent evaluation and its associated plan, consent and notices should be in front.  It is best if the eval report, attached reports (if any), notice of eligibility meeting should be together, and the eval plan, consent, notice of evaluation and notice of an eval planning meeting are clipped together.  All together those two “bundles” of records documents the evaluation of the student.  Do not include meeting minutes here.  They go in the meeting minutes folder.  Definitely do not include compuscore or other print out of test scores or testing protocols.  The testing materials that you use to make interpretations in the eligibility report are your personal property as an evaluator.  Case law has upheld this.  If you choose, keep them in your own private records.
Correspondence:  This folder should contain letters, educationally relevant e-mails or other correspondence.  It could contain copies of any progress reports if you like.

Other Reports:  Here you would keep OT and PT updates, CDC reports, risk assessments, independent evaluations or other reports that are not attached to a 3-year evaluation.
Meeting Minutes:  Minutes are not required but advised.  Any minutes should be in this folder in date order.  The purpose of the meeting should be clearly identified.  Do not include your own personal notes, only minutes shared with the team.
