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Implementing Practices for the Local AZ FIND Program

Each school district or charter school must have policies and procedures in place to ensure that children from birth through 21 years old within their boundaries of responsibilities are identified, located, and evaluated for potential disabilities.  All school districts and charter schools must submit policies and procedures to the Arizona Department of Education, Exceptional Student Services that include child find activities.  This document is meant to provide some ideas for creating and implementing local practices to carry out those policies and procedures.  

Although there are required elements included in this document, such as the 45-day timeline for screening new students or reviewing their records, there are also many ideas presented that would be considered best practices.  For example, there are practices describing the development of a child study team (CST.)  However, there is no requirement either in the Individuals with Disabilities Education Act of 2004 (IDEA) or Arizona Revised Statutes or Arizona State Board of Education Rules requiring a public education agency (PEA) to use the CST process.  This would be a best practice, and the PEA should decide if a CST would or would not be beneficial for its students.  Each PEA should use as much or as little of the best practice guidance provided in this document as is appropriate.  

Contents:

· Implementing Practices for the Local AZ FIND Program Flow Charts
· These charts break down the different tasks involved with implementing a local AZ FIND program at the local level, indicate required elements, and describe some additional best practices.
· AZ FIND Staff Roles and Responsibilities 

· This document lists a variety of roles that may be needed in a local AZ FIND program and describes their responsibilities.

· AZ FIND Sample Activities Calendar

· This sample calendar breaks down the school year by months and provides details of the activities that could happen during each month in order to coordinate your local AZ FIND program.  

· AZ FIND Self-Study Checklist

· This document provides you and your team a checklist for many of the activities needed to create and coordinate a local AZ FIND program and gives you a chance to rate your agency’s progress.  

Implementing Practices for the Local AZ FIND Program:
        Program Planning
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Implementing Practices for the Local AZ FIND Program:
Major Activity:  Public Awareness
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Implementing Practices for the Local AZ FIND Program:  Major Activity:  Screening
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Implementing Practices for the Local AZ FIND Program:
Major Activity:  Child Study Team (CST) Process 








Implementing Practices for the Local AZ FIND Program:
Major Activity:  Finding school-aged children suspected of having a disability even though they are advancing from grade to grade


Implementing Practices for the Local AZ FIND Program:
Major Activity:  Finding Highly Mobile Children with Disabilities 

(such as migrant and homeless children) 

[INSERT School District or Charter School Name]

Department of Special Education

 AZ FIND 
Staff Roles and Responsibilities
Personnel assigned to the following positions have been assigned responsibilities related to the AZ FIND activities.  Each person has received training regarding the policies, procedures and practices for AZ FIND activities for which they have the designated responsibility.

ROLE:  District AZ FIND Contact/ Coordinator
Person Assigned: _____________________    Position: _____________________________

RESPONSIBILITIES:
· Provides district/program coordination of AZ FIND efforts

· Maintains documentation of AZ FIND activities

· Conducts and maintain documentation of AZ FIND public awareness efforts

· Maintains documentation system for AZ FIND referrals

· Coordinates or responsible for the coordination of Early Childhood Intervention interactions in compliance with federal or state guidelines

· Maintains a dissemination network of information regarding community agencies, facilities, individuals, and communication with these groups and individuals

· Promotes collaboration and cooperation among state and regional agencies who serve children

· Maintains documentation of district training required under IDEA ’04 Child Find

· Distributes AZ FIND information and training materials within the district/program

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  District AZ FIND Assessment Personnel
Positions Responsible:  Educational Diagnosticians and Psychologists, Other Staff as Appropriate

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program coordination of AZ FIND efforts

· Maintains documentation of AZ FIND activities

· Maintains documentation system for AZ FIND referrals 

· Processes referrals and conducts assessments in a timely and appropriate manner

· Maintains documentation as required for compliance with timelines and other guidelines

· Complies with state AZ FIND system requirements regarding assessment and evaluations

· Participates in IEP development and placement decision-making as designated

· Distributes AZ FIND information and training materials as requested

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  Local AZ FIND Contact/Coordinator
Positions Responsible:  Campus Secretaries, Counselors, or Others as Assigned

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program implementation of AZ FIND efforts

· Documents AZ FIND activities as assigned

· Documents dissemination of AZ FIND information and materials as requested

· Performs other duties as assigned to maintain and support AZ FIND efforts and requirements

 ROLE:  Elected District Officials
Positions Responsible:  Board Members

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Completes required training regarding the AZ FIND process and procedures

· Supports procedures that provide compliance with state or federal Child Find guidelines

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

 ROLE:  District and Campus Administrators
Positions Responsible:  Central Office Administrators, Principals, Assistant Principals, and Others

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program implementation of AZ FIND efforts

· Maintains responsibility for the gathering of documentation of AZ FIND activities

· Distributes and/or displays AZ FIND information and training materials as requested

· Provides assurance that required AZ FIND training has been provided to assigned staff 

· Maintains documentation as required for compliance with timelines and other guidelines

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  Instructional Personnel
Positions Responsible:  General and Special Education Teachers and Paraprofessionals

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program implementation of AZ FIND efforts

· Provides necessary documentation of AZ FIND activities and referrals

· Maintains documentation as required for compliance with federal and state guidelines

· Distributes AZ FIND information and training materials as requested

· Completes required training regarding the AZ FIND process and procedures

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  District and Campus Professional Support Personnel
Positions Responsible:  Counselors, Instructional Coordinators, Other Staff as Appropriate

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program coordination of AZ FIND efforts as designated

· Maintains documentation of AZ FIND activities as designated

· Maintains documentation system for AZ FIND referrals as designated 

· Participates in the referral process as required in a timely and appropriate manner

· Maintains documentation as required for compliance with state or federal guidelines

· Distributes AZ FIND information and training materials as requested

· Completes required training regarding the AZ FIND process and procedures

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  District and Campus Office Staff
Positions Responsible:  Central Office and Campus Secretaries, Clerks, and Support Paraprofessionals

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Assists with district/program implementation of AZ FIND efforts

· Participates in gathering of documentation of AZ FIND activities as assigned

· Completes required training regarding the AZ FIND process and procedures

· Distributes AZ FIND information and training materials as requested

· Completes required training regarding the AZ FIND process and procedures

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

ROLE:  Other District and Campus Personnel
Positions Responsible:  Maintenance Workers, Janitors, Cafeteria Staff, Bus Drivers, and Others 

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:
· Completes required training regarding the AZ FIND process and procedures

· Performs other duties as necessary to maintain and support AZ FIND efforts and requirements

AZ FIND Sample Activities Calendar
PLEASE NOTE:


This listing contains a sample of activities that will assist school districts and charter schools in meeting the requirements for Child Find under federal and state law.  It does not include all the requirements.  Districts and charter schools need to refer to the federal requirements to ensure that all required components are addressed.

August
· Print needed AZ FIND public awareness materials 

· Train all staff on local AZ FIND policies and procedures 

· Distribute Roles and Responsibilities for all district personnel regarding AZ FIND requirements

· Send memorandum regarding AZ FIND procedures to administrative secretaries, along with a copy of the procedures

· Send memorandum to campus administrators with Campus Assurances Checklist regarding procedures and orientation requirements

· Send District Assurances Checklist to central office and auxiliary staff administrators for completion of procedures and orientation requirements

· Distribute AZ FIND information in first day information packets that go home with students

· Ask to present AZ FIND information at next month’s school board meeting

· Contact day care centers, doctors offices, police, Head Start, Arizona Early Intervention Program (AzEIP), homeless shelter, charter schools, private schools, home schools, and other community supports about AZ FIND procedures

September
· Update system for tracking AZ FIND referrals

· Ask to present AZ FIND information to local service organizations (Rotary, Lions Club, Kiwanis, etc.)

· Conduct presentation at monthly school board meeting

· Place an article describing the AZ FIND referral process and PEA contact in each campus newsletter

· If applicable, notify local district programs for pregnant and parenting students of AZ FIND procedures

· Establish or re-establish contact with the local AZEIP program and discuss referral and communication procedures

October
· Monitor system for tracking AZ FIND referrals

· Send follow-up copy of Campus Assurances Checklist (see August) to campus administrators who have not returned a completed form

· Send follow-up copy of District Assurances Checklist (see August) to administrators who have not returned a completed form

· Contact local media (radio stations, television stations, cable television provider) to run public service announcements on AZ FIND

· Present AZ FIND information to community service organizations

· Establish or re-establish contact with the local Head Start and other agencies that provide services to children and youth

November 

· Update system for tracking AZ FIND referrals

· Contact local newspapers to request publication of AZ FIND awareness article

· Follow-up contacts with AzEIP and Head Start

December
· Monitor system for tracking AZ FIND referrals

· Document efforts to provide public service announcements in local media and articles in local newspapers

· Distribute new AZ FIND posters and/or flyers for display on each campus, asking them to replace older, faded, or worn ones

January 

· Update system for tracking AZ FIND referrals

· Review district personnel records to determine which employees have not received annual training on AZ FIND policy and procedures

· Schedule and/or present training on AZ FIND to personnel hired since previous training

· Distribute AZ FIND information to each teacher

· Determine which campuses need additional brochures or other public awareness materials and distribute

· Contact local public utility company (telephone, electric, gas, or cable) to request distribution of AZ FIND information inserts into billings mailed to patrons

February
· Monitor system for tracking AZ FIND referrals

· Contact local media (radio stations, television stations, cable television provider) to run public service announcements on AZ FIND

· Follow-up with AzEIP and Head Start and review their current personnel, assignments, locations, addresses, etc., to update and/or correct records

March 
· Update system for tracking AZ FIND referrals

· Contact local newspapers to request publication of AZ FIND awareness article

· Continue community service organization presentations

· Resupply day care centers, homeless shelters, doctors' offices, and other community agencies and locations with AZ FIND brochures, flyers, posters

April
· Monitor system for tracking AZ FIND referrals

· Order additional AZ FIND public awareness materials

· Network with other agencies about AZ FIND referrals
May
· Update system for tracking AZ FIND referrals

· Distribute AZ FIND information at Kindergarten Roundup, Prekindergarten and/or Head Start Registrations, and Early Childhood screenings

· Conduct district AZ FIND Self-Evaluation

· Contact additional local public utility companies (telephone, electric, gas, or cable) to request distribution of AZ FIND information inserts into billings mailed to patrons

June
· Review system for tracking AZ FIND referrals

· Contact local media (radio stations, television stations, cable television provider) to run public service announcements on AZ FIND

· Complete district AZ FIND Self-Evaluation and review to establish areas of need and set goals for next school year

· Contact AzEIP, Head Start, and other agencies regarding summer referrals and communication procedures, especially if different from school-year procedures

· Report AZ FIND efforts and successes for the year to superintendent and school board

July
· Modify system for tracking AZ FIND referrals as determined appropriate in June review

· Contact local newspapers to request publication of AZ FIND awareness article

· Order additional AZ FIND public awareness materials 

· Update district policies and procedures on AZ FIND, if needed

AZ FIND Self-Study Checklist 
for Districts and Charter Schools
Section I.  The AZ FIND System
Yes
No
In Progress
1. Do you have a designated local AZ FIND coordinator or contact person? 

Yes
No
In Progress
2. Do you have written role definitions and responsibilities of staff that are specifically assigned to and involved in AZ FIND? 

Yes
No
In Progress
3. Do you have board approved policies and procedures that identify your federal child find requirements?

Yes
No
In Progress
4. Do you review your AZ FIND process on a yearly basis? 

Yes
No
In Progress
5. Are you able to readily discuss recent, on-going AZ FIND activities implemented in your community?

Yes
No
In Progress
6.  Do you have written guidelines for the processing of referrals?

Yes
No
In Progress
7.  Do you have a tracking system for individuals where concerns have been noted through screening procedures?

Yes
No
In Progress
8.  Do you have a system to determine which individuals are/are not receiving needed services?

Yes
No
In Progress
9.  Do you maintain a data bank of resources? 

Section II.  Public Awareness
Yes
No
In Progress
10. Do you have a public awareness plan?

Yes
No
In Progress
11. Do you have a written list of your dissemination network (including physician offices, individuals, agencies, etc. that receive your awareness material)?

Which public awareness strategies are best suited for your community?  

Please check applicable strategies:


_____ Printed brochures/flyers
_____ Radio PS announcements


_____ Newspaper stories

_____ TV PS announcements


_____ Presentation to groups
_____ Other (specify__________________________)


_____ ESL information

_____ Other language


_____ Other print announcements (specify,___________)

Section III.  In-District Awareness
12.  Which groups have received AZ FIND awareness materials and/or information/training in AZ FIND?

 
Yes
 No
Board members


Yes
 No
Central administrative personnel


Yes
 No
Central administrative support personnel

 
Yes
 No
Principals

 
Yes
 No
Counselors

 
Yes
 No
Campus secretaries

 
Yes
 No
School nurses

 
Yes
 No
General education teachers

 
Yes
 No
Special education appraisal personnel

 
Yes
 No
Special education teachers

 
Yes
 No
Maintenance personnel

 
Yes
 No
Bus drivers

 
Yes
 No
Cafeteria personnel

 
Yes
 No
Community members

 
Yes
 No
Other, ____________________

Section IV.  Interagency Cooperation
13. Who are the service agencies within your jurisdiction?

   On-going Contact

Agency Name

Contact Person

Phone


Yes
No
(ESC)





Yes
No
(ECI)





Yes
No
(HS)





14. What duplication of services, if any, exists between your district and the above agencies?


  _____ No duplication of services


_____ Working to eliminate duplication

Establish an AZ FIND District Coordinator and coordinators for each school site








Meet as a district 


AZ FIND Team





Review ADE approved and board adopted policies and procedures





Provide AZ FIND training per ADE materials to district AZ FIND Team





Establish roles and responsibilities for the site based coordinators and site based team members





Develop a written plan to implement practices based on P&P








Identify geographic boundaries





Identify site based team members by position





Establish activity timelines





Outline major activities (Charts 2 – 6)





Chart 1





Define specific responsibilities and strategies for public awareness





Review AZ FIND print materials





Make contact with local newspaper, radio, and television/cable





Identify local groups, civic groups, organizations





Provide information and training for school personnel, target groups, agencies, communities





Provide information and training





Chart 2





Screening processes for children birth - 21





Review AZ FIND policy with entire school staff (classified and certified)





Screening process for preschool aged children (2 years 10 ½ months – 5)





Referral process to AzEIP for children birth – 2 years, 10 ½ months





Identify and train persons responsible for referring parents to AzEIP





Use the referral form to refer parents seeking screening information to AzEIP





Maintain data on the referral by completing the tracking log 





On an individual basis, determine whether to review records for school aged children (Kindergarten – 21) new to your school district or charter school or screen them 





Review of records for concerns within 45 calendar days of entry 





Identify which teacher(s) will screen and in which class(es)





Use 45 day screening form to screen new students within 45 calendar days of entry





Maintain data on number screened and referred and number screened and not referred





Notify parents of concerns within 10 school days





Identify and train persons responsible for referring parents to the parents’ Districts of Residence (DOR) 





Charter Schools & Union High School Districts  





Maintain data on the referral by completing the tracking log 





Use the referral form to refer parents seeking screening information to the DOR





Determine instruments to be used





Identify and train persons responsible for screening children 2 years 10½ months - 5 





Elementary & Unified School Districts  





Does the child live within your district boundaries?  





Organize regular screening programs for children in the community





Initial contact person document contact info of parents seeking screening and provide to AZ FIND Coordinator for follow up within 2 business days





Notify parents of concerns within 10 school days





Maintain data on number screened and referred and number screened and not referred





Screen children within 45 calendar days of initial contact with the parent





Chart 3





NO





YES








Establish a pre-referral committee to oversee child study team (CST) process at each school site





Evaluate committee’s effectiveness by documenting number of students reviewed, number of students referred for evaluation, number of students placed for services, number of repeat referrals





Identify students suspected of having a disability due to concerns noted on 45 day screening for new students





Identify students suspected of having a disability but still advancing from grade to grade





Pre-referral committee designates appropriate CST members for individual students





Use CST to review documented teacher concerns, teacher observations, pre-referral intervention effectiveness, group NRT and CRT scores to match grades





Refer student for current hearing and vision screening





If appropriate, refer for comprehensive evaluation to determine need for special education 





Implement classroom interventions; monitor and adjust as necessary 








Chart 4








Establish a pre-referral committee to oversee child study team (CST) process at each school site





Identify students suspected of having a disability but still advancing from grade to grade





Evaluate committee’s effectiveness by documenting number of students reviewed, number of students referred for evaluation, number of students placed for services, number of repeat referrals





Pre-referral committee designates appropriate CST members for individual students





Use CST to review documented teacher concerns, teacher observations, pre-referral intervention effectiveness, group NRT and CRT scores to match grades





If appropriate, refer for comprehensive evaluation to determine need for special education 





Refer student for current hearing and vision screening





Implement classroom interventions; monitor and adjust as necessary 








Chart 5








Identify district personnel responsible for homeless, migrant, and highly mobile students





Share AZ FIND information with district personnel responsible for homeless, migrant, and highly mobile families in the district





Ensure public awareness campaign includes shelters, motels, and other locations where individuals might reside when homeless, migrant, and highly mobile, etc.





Maintain data on number of children located that are homeless, migrant, and highly mobile within the geographic area





Insure that identification, location, and evaluation procedures are implemented





Maintain data on number screened, referred, evaluated, and determined to have a disability under IDEA





Chart 6
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