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he hl)t'('i.‘!l et ucation syslem generates mountains

of paper. some information is iJ|I|JIII‘tLlJ|[ S0 VoL are

afraid to throw anything away, The mountain of

paper grows higher every year. What do you do with
itY How do vou organize this information’?

You need a simple, foolprool decument management
system. In this article, you will learn how w organize your
child's file. After you organize the information about your
child into a file, vou will have a clearer understanding of

vour childs dizability and needs.

Think about the last school meeting, [hd the IEP team

members have a complete copy of yvour child’s file? Did

vou have a complete copy of vour child's file? How can the
IEP team make decisions about vour child’s special educa-
tion program if they do not have complete, accurate infor-
mation abwoul vour child?

Schools keep records in dilferent places. Information
and reports are misplaced, When vou orsanize vour child’s
file, vou will have all the information about vour child in
one place. With our documenl management system, vou
can track your child’s educational history. When vou use
this parent-tested system, you can gquickly locate any dosc-
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ument in your childs {ile. When you take yvour I!ll'Hil[Ii.f.l'll
lile to the next school meeting, you will understand the

power of getting organized. You will gain a sense of control,

Follow these steps o gel information about your child.

Make a Master Provider List

Make a list of all individuals and agencies that may have
information or records about vour child. Your list should
inclide the names and titles of all ||I'l’||.r'*--illll-¢|.~= who haves
|||'||1.'i-:!:-d medical or mental health treatment services,
i.l1|'|l|¢!i.rl'r[ doctors, Ihl'l'.l.|li-1'=. and other health care
providers, Include their addresses, lelephone and fax num-
hers, and email addresses. You may want to develop your
lizst by category of service rendered, eg., medical, educa-

|.i'-||'l-\".’|t. |i.-'.'1'|'|1||ir:_'!l'i|| £©y ._Llil._l.|i||||:‘-i.

Request Your Child's Records

Send a letter 1o all individuals and agencies on your list
and request a copy of vour child’s records. Explain that
vour request relales Wooa school issue and the need Lo
selre an .|.|-|JJ'4:Erti£:I:- education for vour child, Ask if Yl

1]|||||||| N e i iy o |:-J|--|-|-:'u}|}l.r|;; b |||'|l| what ll'li.- foe



will be. Your letters should be neat and convey a pro-
fessional image.

Tip: See Chapter 23 in Wrightslaw: From Emotions
to Advocacy for sample letters (o request information
and records,

If vou do not receive a response within 10 days, send
a short letter explaining that you requested information
10 davs ago and have not received a response. Attach a
copy of your original letter 1o the second request letter,

Ask if you can do anything to hl']p r-'-;|1r-:|ilr~ the request,

Offer to visit the office to help copy the information. Be |

lFIJ]jl*‘.
Tip: Make photocopies of all letters for your file.

Request Your Child’s Educational Records

Write a letter to the school and request a complete
copy of your childs entive cumualative file and confi-
dential file, omitting nothing. You want copies of all
:"-;|||_u||_i-:|lh:-. r'-'i'ur':!:-', |'lII'!'J'-Z;:II'IIII|I‘IH'¢'. <'I|'H| II”'IP!' I'lll'-'lil-
ments the school haz about Your child, Use a waort
processor for vour |etter, +.x|::'-:'| lo pay a reasonalile
|||!r||||:'uF|:;i|‘|£ r!'q'.

Tip: See more sample letters at the end of [:ilal'|"1|‘l'h
23 and 24 in Wrightslaw: From Emotions to Advocacy.

:"n;-n..,l e |r"|E|']'1|| [|11I |||':|14'|||;|| |-|':-nur child’s schoal
and ome letter 1o the director of .-|I='4'I'al|. education, If

vou do not know the directors name and address, call

-

)

V" Here's something
we don’t normally ask

you to donate.

Your story.

Helping Autistic Kids Reconnect.

Texas NeuroRehab Center has been
providing quality residential care for over 60 years.
We offer specialized services for Autism Spectrum,

Brain Injury, and Neurobehavioral Disorders.

Services Include:
Diagnostic Assessment
Individualized Treatment

Social-Cognitive Intervention
Sensory Integration
School/Education Program
Behavioral & Medication Management
Speech Therapy
Dccupational Therapy
Physical Therapy
Therapeutic Recreation
Vocational Assessment

£00-252 5151
512-444-4835 *

1106 West Dittmar Rd T B oM A B
Austin, Texas TET435 NeumRehﬂb
CEOM T EDK

waw. texasneurorehab com

Only someone with your experience can help
us provide better programs and services.
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For further information, please contact Debra Bardavid,
Director of Family Support Services, at
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the main office of the school district and recuest this infor-
mation, Il your child does not attend a public school, send
the letter to the prillrip:d of the lasi |1|:J:|i|' school Vour
|'hl|(! ;,Illl*l1||r>|:|.

Before Vol mail these letters, s1En them and make
copies of the signed letters for your Master File. Log the

letters inlo your contact log.

You will organize and file all information about your

child in three-ring notebooks, Gather all documents that
relate to your child. Bring all paper in boxes, file folders,
and bags together in one place. Begin by organizing the

documents by year.

Step 1: Date All Documents

With a pencil. lightly write the date of each document in
the lower right corner of the first page (Example:
05/09/07).

Tip: Use a soft lead pencil when vou date the docu-
ments. You may need lo erase your notations later.

H'l.‘illill'i‘ |IHI."' III._-t” 1\i|| rr1|| iII rl'l"lllll :HIIEH' H'i]l,li“\lh'. I,.-i.'il'lg

E
a pencil, lightly date each document in the lower right
hand comer. Date evervthing: evaluations, repors, corre-
spondence, repor cards, and medical reports,

“ h":'l _'I-"H.] r-l |'l':. ||l]|i||‘1'i|.'l.' |I|'I'::|||r'|1'[||.“-., ('1FrI|FFi|I'|_' II"“
duplicates, decide which document haz the best photocopy
quality, and vse this as vour master, Put the duplicates in
a box. You will not need them for your notebook. Do not

throw them away. You may need to provide copies to other

FH*np[r Late

Tip: Do not write on original documents. You may need

these documents later.

"-hlll} parents say that when 1|u-'_'p organize documents,
they begin to read and are sidetracked. Do not stop to read
the documents. Foree y.uua'.-'-r'“' o stick with this job until
Yo finish. Just date and organize. Lighuly J‘n-'ut'i| the date
on the bottom right comer of the first page.

Tip: Work samples provide uselul information about
your child’s skills, Include a few samples of your child's

schoolwork.

Step 2: File All Documents in a Three-Ring
Notebook

Hole-punch then file all dated documents in a large
llll'l'l'-l'ir:lg |]1F|1'|‘“H:lh.. “.l:ﬂ'” :n'”l.l hl:l]l"-rrul'li'l"l. I:ll" I.'ﬂl'r"{lll
that vaou do not dr.-ll*u}. im[u:-l'ta]nl aigll:llun'.-—- ar dates,
When documents are formatted horizontally, hole-punch
on the Lops edge,

File all documents in chronological order, oldest docu-
ment on top and newest document at the end. Some [raar-
ents use the child’s birth cerificate as the first document
in the file. The last document is the most recent piece of
information. Thiz may be a report card, IEP, or letter from
the school.
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JOBS FIRST.

- Dale Carnegie

Tip: Do not put decuments in clear plastic envelopes. If
vou are in a meeting and need to find a document in the
file, removing documents from plastic envelopes 1akes
too long.

Do nat file documents by category (1.e., IEPs, psycho-
logical evaluations, correspondence, ete.). I you file doe-
umentz by category, vour system will fail, Assume vou
have a comprehensive letter written by a child psyeholo-
;.ti.n'l three YEars ago. The vl[yjhihl} commillee and the TEP
team used the psychologist’s letter. Is this document a let-
ter? A report? An evaluation?

lrl':'-i'”;{ (17 I.iglll'l‘ ill]l l:'HI";.ll:lTil""\- i:"\- l'i:llll.l_,l"\.illg HrH{ 1'ir]||,‘-
consuming. If vour system is confusing and difficult, it will
fail. Use our parent-tested system. You have better things

to do with vour time!

Step 3: Read the Master File for the “Big Picture”

Alter you complete Step 2, read vour childs master file

from beginning to end. When vou read the information
chronologically, you will see the big picture.

Al the beginning of this article, | mentioned the moun-
tainz of paper generated by the special education system.
After reports are written, they are filed away, Few people
will read or review this information again. Because there is
no master plan. no one looks at the big picture.

Instead of looking at the forest, parents and school staff
| j":.l"u.‘." 0an lht‘ |'|£!FJ& 1Pr II'IE‘ lrees, “l'lr‘]l :\l:ll] ur;:élrli'r:l‘ :'r(lli]'
| childs file, you will see the forest. You will understand.
| Mdll} parents say that |r1;-1klrig a neal, nr;:.;mi;u'il, chrono-
! logical master file is a powerful educational experience.

You have dated the documents and filed them in chrono-
logical order, oldest document on top, most recent on the
bottom. Now you need to create vour “master document
list.” When you organize documents chronologically and
generale your master document list, you ¢dan compress
your childs history into a few pages. You can locate any

document in seconds.



Tlp: 1f vou wank o make a note on a document in your
master file, write on a sticky note that you attach to the
document.

To create vour master document list, make a table with
four columns. If you are using a word processing pro-
gram, insert a four-column table.

Tip: If vou use a word processing program, the pro-
gram can sort the list by date, author, or type of docu-
ment. If vou are not uzing a computer, draw a lable with
four columns on several sheets of paper.

Label the columns: Date, Author, Type and
Significance.

Date Author Tvpe Significance

Enter each document by date, author, and type. You
can leave the “signiflicance™ column blank for now.
When vou use a word processing program, you can
change the font to highlight test data and other impor-
tant information. This makes il easier to find important
information.

A= vou organize vour child’s file, vou will learn about
your child’s disability and educational history. You will
have a clearer understanding of your childs academic
and functional needs. After vou create your master doc-
ument list, you will be able to find a specific document
quickly and easily. These are important steps in becom-
ing an effective advocate for your child. B

For over 50 years Lifespire Services, Inc.
has been a leader in:

= Partnering with individuals with Autism and their families
= Designing innovative services in response to personal, unique needs
« Building Community Bridges that enable the maximum quality of life and care

As a result of these partnerships Lifespire has now expanded and includes

Lifespire, Inc.—serving individuals in New York
Lifespire New Jersey, Inc.—providing services throughout counties in New Jersey
Manhattan Management Solutions, L.L.C.—providing consultation services in NY and NJ
Fer more information please call 212-741-0100, extension 4568 » www./ifespire.org

n Lifespire’

Helping Individuals Reach Life’s Aspirations
For Over 50 Years

SPECTRLIM 25



