Fulfilling IEP/ETR Record Requests
Below are directions on how to view/download a student’s most recent ETR and IEP in Infinite Campus to fulfill record requests.
1. Search for the student under the current school year and their current school.  
2. Once you find the student then click INDEX > STUDENT INFORMATION > SPECIAL ED.  Find and click IEP (most recent) and/or ETR (most recent).  
[image: ]
3.  A new window will appear for the IEP or ETR (see examples below).  You can either print or download the document. 
[image: ]Print or Download 
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4. Schools will need the signature pages for the ETR and IEP.  To obtain the signatures pages go to the top right hand corner and click the drop down option next to DOCUMENT.  At the bottom of the drop down will be a document to choose.  The title of the document could be FULL ETR, ETR SIGNATURES, FULL IEP, or IEP SIGNATURE.  School districts are required to have signature pages, therefore it is important to send the IEP AND the signature pages.  
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[image: ]
[image: ]
5. [bookmark: _GoBack]IEPs often just have the signature pages scanned in therefore it is recommended that you download and send both the first IEP document that first appears and the drop down document titled IEP signatures. ETRs often have the full document scanned, so you may just have to download and send the “Full ETR” after you click the drop down option, but make sure it has a signature before sending it to the other district.  
If the IEP/ETR that is downloaded from Infinite Campus does not have the signatures, you MUST pull the paper documents with the signatures and scan them into Scribbles to fulfill the Record Request.
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[CHILD'S NAVE: Leigh, Cordell T0 NUMBER: 1011620 DATE OF BIRTH: 08/28/1999]

CHILD'S INFORMATION | TYPE OF EVALUATION:
CHILD'S NAME: Cordell Mont ID NUMBER: 1011620 |O INITIAL EVALUATION ® REEVALUATION
Leigh
STREET. 2634 Dellworth  GENDER: M__ GRADE: 10__ [DATES
st DATE OF MEETING: ~ 05/26/2016
CITY: Columbus STATE: OH___ 2IP: 43232-4627 DATE OF LASTETR:  03/25/2014
DATE OF BIRTH: 08/28/1299 REFERRALDATE:
DATE PARENTS
DISTRICT OF RESIDENCE: Columbus City-independence | CONSENT RECEIVED: 05/02/2016
DISTRICT OF SERVICE:  Columbus City-independence —
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ceuL prone EMALL caroyn@itic.com |5 PART 5; SIGNATURES

INSTRUCTIONS
Evidence of planning for the evaluation process is a requirement Using one of the two planning forms (early childhood or
schoolage) that are included with this ETR form is required.

There are five parts to this form, ., Part 1,2, 3, 4 and 5. Parts 1,2 and 4,5 must be completed for allnitial evaluations and
reevaluations. Part 3 mustbe completed for inifial evaluations if the suspecled area of disabiliy is Specific Learning Disabilty
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[CHILD'S NAVE: Leigh, Cordell T0 NUMBER: 1011620 DATE OF BIRTH: 08/28/1999]
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CHILD'S NAME: Cordell Mont ID NUMBER: 1011620 |O INITIAL EVALUATION ® REEVALUATION
Leigh
STREET. 2634 Dellworth  GENDER: M__ GRADE: 10__ [DATES
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Evidence of planning for the evaluation process is a requirement Using one of the two planning forms (early childhood or
schoolage) that are included with this ETR form is required.

There are five parts to this form, ., Part 1,2, 3, 4 and 5. Parts 1,2 and 4,5 must be completed for allnitial evaluations and
reevaluations. Part 3 mustbe completed for inifial evaluations if the suspecled area of disabiliy is Specific Learning Disabilty
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IEP 1ndividualized Education Program

‘Columbus City Schools
[CHIL'S NAVE: Cordell eigh

1D NUMBER: 1011620

DATE OF BIRTH: 08/28/1999 ]

THIS IEP WILL BE IMPLEMENTED DURING THE REGULAR SCHOOL TERM UNLESS NOTED IN GENERAL
FACTORS

CHILD'S INFORMATION
NAME: Cordell Mont Leigh ID NUMBER: 1011620
STREET: 2634 Dellworth St GENDER: M
CITY: Columbus STATE: OH
DATE OF BIRTH: 08/28/1689

MEETING INFORMATION

MEETING DATE: 05/10/2016

GRADE: 10 MEETING TYPE.

2P 23732-4627 OINMAL IEP

5 ANNUAL REVIEW
IREVIEW OTHER THAN

DISTRICT OF RESIDENCE: COUNTY OF RESIDENCE: ANNUAL REVIEW

Columbus City Franklin County

OAMENDMENT
DISTRICT OF SERVICE: OOTHER

Columbus City

Will the child be 14 years old before the end of this IEP? YES® NOO |IEP TIMELINES
(Changes content of Sections 4 and 5)

ETR COMPLETION DATE: 03/25/2014
Is this child a ward of the state? YESO NO® | NEXTETR DUE DATE: 03/24/2017

Student: Leigh, Cordell ID: 1011620

Document

IEP (05/10/2016) ¥
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Columbus City Schools

[CHIL'S NAVE: Cordell eigh 10 NOVBER: 1011620

THIS IEP WILL BE IMPLEMENTED DURING THE REGULAR SCHOOL TERM UNLESS NOTED IN GENERAL

FACTORS

CHILD'S INFORMATION

NAME: Cordell Mont Leigh ID NUMBER: 1011620

DATE OF BIRTH: 08/28/1999 ]

MEETING INFORMATION
MEETING DATE: 05/10/2016

STREET: 2634 Dellworth St GENDER: M GRADE: 10

MEETING TYPE.

CITY: Columbus STATE: OH 2P 43232-4627

OINMAL IEP

DATE OF BIRTH: 08/28/1689

DISTRICT OF RESIDENCE:

COUNTY OF RESIDENCE:
Columbus City

Franklin County

5 ANNUAL REVIEW
IREVIEW OTHER THAN
ANNUAL REVIEW

DISTRICT OF SERVICE:
Columbus City

Will the child be 14 years old before the end of this IEP?
(Changes content of Sections 4 and 5)
Is this child a ward of the state?

YES® NOO
YESO No®

PARENTS' / GUARDIAN INFORMATION
NAME: Corinna Leigh

OAMENDMENT
OOTHER

\ep TIMELINES
ETR COMPLETION DATE: 0312572014
NEXT ETR DUE DATE: 0312412017
IEP EFFECTIVE DATES
START: 05/11/2016.
END: 0571022017

STREET: 2634 Dellworth St
CITY: Columbus
HOME PHONE: (614)748-1597

43232

STATE: OH_ ZP: §oa’

WORK PHONE:

NEXT IEP REVIEW: 05/10/2017

IEP BY 3rd BIRTHDAY?  YESONOO
(f transitioning from El senvices)

CELL PHONE:

EMAIL: carolyn@ialte.com

IEP FORM STATUS
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