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Version Date Description

1.0 Oct 1, 2018 Initial published version

11 Nov 23, 2018 Clarified the Supplementary Plan district reference table for additional selection items
and goal entry order

1.2 Jan 2, 2019 Updated for 5.9 Release: New Filters.

1.3 Mar 10,2019 | 1. New field ‘Type of Goal’ added to competency based IEP template under

objectives of curricular competency goals tab (Section 4.1.5).

2. Type of Goal will be populated on the CB IEP report if selected (Section 9).

1.4 Apr 29, 2019 Updated PSR IEP Inclusions section. Added hyperlinks to Table of Contents.

15 Jul 10, 2019 Clarification in multiple areas that the Case Manager picklist requires the Staff
Details to be populated

1.6 Jul 22, 2019 Added new Release 5.10 features to sections 2.1 and 8

1.7 Oct 7, 2019 Updated screenshot for new default field set

1.8 Nov 15, 2019 | Updated for 10.0 Printing the Competency Based IEP

1.9 Apr 6, 2020 Updated the screenshot of student demographic screen to show DOB with format
hint

1.10 Aug 19, 2020 | Updated screenshot for the support type in the CB IEP report

1.11 Oct 19, 2020 Updated document from Competency based Inclusive Education Plans to
Competency Based Individual Education Plans

1.12 Feb 4, 2021 Updated the document with new screenshot for report, updated screen shots for
Completing plan section

Confidentiality

This document contains information which is proprietary and confidential to Fujitsu Consulting (Canada) Inc.
(including the information of third parties, including but not limited to, Follett of Canada Inc., submitted with their
permission). In consideration of receipt of this document, the recipient agrees to treat this information as confidential
and to not use or reproduce this information for any purpose other than its evaluation of this proposal or disclose
this information to any other person for any purpose, without the express prior consent of Fujitsu Consulting
(Canada) Inc. (and any applicable third party.)
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1.0 Introduction

In MyEducation BC, the Student Services module provides a simple interface that allows users
to write support plans and review student progress. The module is flexible enough to align with
district practice while capturing all of the required data elements for the Student Plan.

There are two formats available for the purpose of documenting the services provided to
students to support their education. The Individual Education Plan format and the Competency
Based format. Districts in partnership with their Student Services departments can choose
which format will be in use within their district. The form used will be a district wide commitment.

Submit a Service Request to have the default template set to the Competency based IEP, if that
is the desired format for the district.

Important note: If there is an existing plan for a student a user can continue to work on it in its
current format. Data from one plan format (Individual Education) does not copy into the different
format (Competency Based) and vice versa. A new plan is created in the format that has been
defined as the default for the district.

Competency-Based Individual Education Plans v1.12 Page 5
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2.0 Navigating in the Special Education View

Users with the role of Student Services — School have access to Student Services — School
view to manage support plans for students at a defined school. Users with the Student Services
- District role have access to the Student Services - Organization view and Student Services —
School view to manage student services for all schools in the district.

2.1 Student Top Tab

The Student TT provides access to the list of students enrolled in student services. Choose the
students that you want to work with using the filters provided.

Pages BULLUIE Plan  Log ~ Global  Staff ~ Admin

Student List
B o~ [ oo oo - | ESTETMSNGY WAl o ®
s < [1:Abbinett, Angadh v'T| 0 0f 176 selected &7 Active
:::::lcs Au:::j:.m‘b o ;3“64 21:‘!2;‘20&5 08 D Acl:: - :I.:L‘l:-‘ o
Trnscript O Agwu, Xianxin 1;42%4 24:‘05:'2005 09 Q A@l\v; M.‘m:‘zmls om‘.«_@
Filter Results
My Current Cases — All (Not This filter will not return any records. Click on the filter icon
Applicable to BC) and choose to Manage your filters. Select My Current
Cases — All (Not Applicable to BC) and move it to the
bottom of the list.
My Current Cases — Active and | Presents a list of students with an Active or Draft plan
Dratft
My Cases Presents a list of all students in your case load with an
Active, Draft, Previous or Discarded plan
Active Presents a list of students with an Individual Education
status of Active
Active-Inactive Enrollment Present a list of students who have an Enrollment status of
withdrawn or graduated and an Active plan/status in
Student Services.
Not Eligible Not relevant for BC. Filter based on workflow model to set
Individual Ed status to Ineligible
Referred Not relevant for BC. Filter based on workflow model to set
Individual Ed status to Referred

Competency-Based Individual Education Plans v1.12 Page 6
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Filter Results

Exited Presents a list of students with Individual Ed status of
Exited.

All Records Displays all records

Active with Designation (To be Removed)Doesn’t work — shows Active and Exited

students with designations

Designated students with Draft | Displays students with a designation and a draft Plan
IEPs

Designation = ? Query for students with a specific designation

Not Exited Presents a list of students that have not been exited.

2.1.1 Details side tab — displays the basic student demographic details

Pupil # 975276

:i:i(g:l Education 128697851 I\

Usual last name Aalders @ “

Usual first name Poksui [% Q b
Photo

Gender F }

zﬂﬁnﬁg}’y’y"y”y) 17/03/2003 Age 17 ' @

Home phone 604-811-0905 %,

Cell phone

Student email ciow366403ns@97d90.gl Memo

Homeroom C102 Alerts

Grade level 10

Primary Designation P

Inclusive Education

Status Active

Inclusive Education
Referral Date

Discontinue Services

Save % Cancel

Competency-Based Individual Education Plans v1.12 Page 7
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2.1.2 Plans side tab — displays a list of the student’s plans.

Pages LIULEL IS Plan  log  Global = Staff  Admin

Student List :: 10 - Aarestad, Xingeng = i) A e > M
~ | g oxm om e e .

Plans
Details 007 1 selected &7 All Records - Competency Based Plan

Designations

Workflows.

Forme Name PlanName Status CaseManager > Name StartDate EndDate Plan review date ExitDate

Contacts O Aarestad, Xingeng 43-IEP-2019/2020 Active Fabon, Riou 12112019

Altendance

Conduct

Academics

L_Iranscriot
o Filter the plans to display, using the dictionary icon
2.1.3 Contacts side tab — Displays the list of the student contacts.

o Contacts with Include on Plan checked and Parent or Guardian? =Y will print on the
student Plan.

2.1.4 Attendance; Conduct; Academics; Transcript; Assessments; Schedule;
Membership; Transactions; Documents; Snapshots —

o These tabs are the same as the school view, each provide further details on the
student. In the Special Education view, the data is read-only.

2.2 Plan Top Tab

The Plan TT lists the student Plans. Filter the types of plans that display by using the Dictionary
icon.

Clicking on the student name in a given row will open the details of that particular Plan. Choose
the plans that you want to work with using the filters provided.

Competency-Based Individual Education Plans v1.12 Page 8
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A student services field set is provided which can be madified to include other relevant fields for
the user.
Pages Student Log Global Staff Admin
[
Plans
Details
Workd All e ———
oriows 0of5 ¢ Dictionary menu | My Current Cases - Competency Based Plan
v Competency Based Plan
Fams [] MHame Pupil # DOB Designation BC IEP EndDate Status Parent Consulted
Goals []  Abera, Xaui 2015129 1810212000 D 74-CB-EP 03/09/2018 Draft N
7] Boker, Betar 534117 2911012002 R CE-IEP 2018 0910512018 Aclive N
Progress
[ Dekruif, Malikah 2028702 2911012002 D 1310812018 Draft N
Services
[0 Glenger, Maherab 505590 2310712001 a CBEP 09/07/2018 Draft Y
Accommodations [[]  Teame, Litliehawk 423384 2510712001 a CB-IEP 2013 1310512019 Draft N
Filter Results

Does not Apply to BC - My Current
Cases - All

This filter will not return any records. Click on the filter icon and
choose to Manage your filters. Select Does not Apply to BC - My
Current Cases - All and move it to the bottom of the list.

My Current Cases — Active and Dratft

Presents a list of students with an Active or Draft plan

My Cases Presents a list of all students in your case load with an Active, Dratt,
Previous or Discarded plan

Active IEPS Presents a list of students with an Individual Education plan status of
Active

Draft IEPS Presents a list of students with an Individual Education plan status of

Draft

Previous IEPS

Presents a list of students with an Individual Education plan status of
Previous

All Records Displays all records

Grade Level =? Presents a list of Plans for students in the requested grade
IEP Status = ? Presents a list of Plans with the requested status

IEP Type — Not Relevant to BC Do not use

Provider = Does not Apply to BC Do not use

Active Student with Active IEPs

Presents a list of Students with Active Plans

Incomplete Ministry Identification wkfl

No longer relevant with the removal of workflows

Plans with No Dates

Presents a list of plans without dates

o Details Side Tab— Provides the Plan details of the selected record. A Plan in
progress can be accessed to edit from here.

o Forms Side Tab — Provides access to the forms associated with the selected
record. These are historical records tied to the retired workflows. Users can
manually enter information in the forms but it will not print on the report or display

in the Plan.

o Goals Side Tab — does not work for Competency Based plans.

o Progress Side Tab — Allows access to the goal progress reports created for the

Plan.

Competency-Based Individual Education Plans v1.12

Page 9




BRITISH

(o8]
COLUMBIA MyEducation FU] [TSU

o Team Members Side Tab — Shows the identified school based team members
for the Plan.

o Access Log Side Tab - Displays those users who have accessed the selected
Plan.

2.3 Log Top Tab

The Log Top Tab is a place to record interactions between the support team and the student
and family.

Entry Log

Log History ‘ Student |IEP  Badayos, Epik Q b | IEP Senice Plan Q b ‘
0 of 2 selected 7
[F1] Name IEPData > Status Event Type Date | Notes | Name
- 392012 B =
| Badayos, Epik Active IEP Review 3/9/2018 team review Mrs. Defries
] Badayos, Epik Active Meeting Notes 3i9/2018 Parent Consultation Ms. Gertner

o Entry Log —enter information about the interactions with the student and family;
meetings; and the notes from the review.

o Log History — displays a list of all log entries. Can be sorted, filtered and printed.

2.4 Global Top Tab

The Global Top Tab provides a view to all student records in a variety of categories represented
by side tabs. This view provides the means to generate reports in pdf or csv formats using the
quick reports feature.

Pages Student ' Plan [CcCLEIN Staff  Admin

Plans

Goals
Progress 0 of 12 selected &7 Active Students

TEm D Name Domain Geal Current Ability

Members

c1 Fongsrisin, Marlyjean Communication

Mestings Fongerisin, Marlyjean Social Emotional

Goal Bank 3 Rachel, Jann Academic/intellect

Dshows brys yrbcoex gb cugdirgn jnwvgandphnxm ets.
Yexude sijm Ixku gp agp yymoyooxx sco] vg td i bk

Qeuje 0obq tv tpmdoth ed XgupQUWSS mshacrk bysoh

Tdhvemvwt Usradb oot soeov twiepx cpayc tmxc nd nu
Vnapakbuy Xerhsf tiv bvvsm if abgi es! uj Ire ppe.

Pnrin eecf vna tiuvjiigwint mq Ocfpsc di BAfif yhjr

@

o Goals — Gives a view of all students and their assigned goals.
o Progress —Will show all students’ Plan goal progress report records.

o Team Members — Lists the students and team members. These fields can be
sorted to show the student and all associated team members or team members
and the students associated with them.

o Designations — Lists the students with designations

Competency-Based Individual Education Plans v1.12 Page 10
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o Goal Bank — Contains the user’s banked goals and associated objectives. This
doesn’t apply to Competency Based Plans. Staff Top Tab

The Staff TT provides a listing of staff members with Special education checked in their staff

details.

Pages | Student

Staff List

Plans

Plan  Global

Details .

Name

Baronhalcro, Jorecho
Brkanovic, Jiain
Browncanute, Hannes
Chabok, Mulan
Shafige, Quanknhang

Theilade, Kaladawn

StaffiD

195307

716188

716164

716140

716135

716191

Staff LGLIL)

Search on Name N T

Type
Support
Teacher
Teacher
Teacher
Counselor

Administrator

Homeroom

LEEH

FINDLAY'

DEVISON

00 6 selected (7

Primary HmRm Tchr ~ HomePhone  CellPhone

z z z z z =z

Emaill

<tmkh@ni20.tc.om
POMVKI@NGR3.1.0g
ocedbip@nn34.wm bw
ub-moreol@aKILry dt
Kbhbsqbwo widwr @:ps1.nu.qy

whidi etijy@Iu77.cb wg

School » Name

Smithers Secondary
Smithers Secondary
Smithers Secondary
Smithers Secondary
Smithers Secondary

Smithers Secondary

Status.

Actve

Actve

Active

Active

Active

Active

User

< < =< =< =< =

Login
Jparanhalcro_sc118210
Jorkanovic_s¢119617
hbrowncanute_sco8475
mehabok_sc180730
qshafige_sc225903

Kiheilade_sc161314

GenPW.

a
Active Staff

EmployeeNum

Competency-Based Individual Education Plans v1.12
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3.0 Enrolling a Student in Student Services

A student must be enrolled in Student Services before a Plan can be developed for the delivery
of support services.

Student Services — District or School view > Student TT > Options > Enroll

BiOLELIE Plan Log Global  Staff  Admin
Student List

Details
COCHCH G 1N

Plans
Modify List lected &
Contacts Mass Update... Bulk Exit Students from Special Education

Next IEP eval Digcontinue Services

Send Email... Enroll
Altendance Query... Renew Plan ng records

Snapshots... Renew Flan (Case Manager)
Show Selected
Academics Omit Selected

Conduct

Transcript

Assessments

Schedule

Membership

< | 1:Aaker, Yuehpo 0 of 1622 selected &7
@ dev.myeducation.gov.bc.ca/aspen/runTool.do?oid=PRCO
Search on Name

Enroll
[ Name PEN School > Name

[ Aaker, Yueh 128835196 Earl Marriott S
dKer, yuenpo arl marro ec
Student(s) Qx / FLIEID

Aarewatte, Rodallen 126928506 Earl Marriott Sec
Case Manager Qx ' §

Start Date 10/09/2012 i Abdalsamie, Omarmixtli 125092718 Earl Marriott Sec

End Date = Abdulhalim, Carljoaquin 132647199 Earl Marriott Sec

Abdulkabir, Anyi 139725993 Earl Marriott Sec
Flan Name

Abkilang, Bhopinder 123426553 Earl Marriott Sec
Abreucallejas, Allyzachrisalynne 128822491 Earl Marriott Sec
Abric, Ifeakachukwu 128829355 Earl Marriott Sec

Abshir, Amandamae 135951325 Earl Marriott Sec

OO0OoOoooomoag

Abuda, Yiheng 126922087 Earl Marriott Sec

& ok *K Cancel

e Student(s) - Use the picklist to select the student or students. Search by nhame or use
the page navigation at the top. Only students that are not currently enrolled in Student
Services will display on the list.

e Case Manager — Select a Case Manager for all students selected (optional). The staff
member must have the Individual Education checkbox ticked, and the Case Manager

Competency-Based Individual Education Plans v1.12 Page 12
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role assigned on the Staff details to appear on this list. (School or District view > Staff >
Details)

e Start Date — Date of enrollment in Student Services. This date becomes the start date
for the Draft plan. All Plans require a start date.

e End Date — Date that the plan will end. This is an optional entry at the time of
enrollment, but if your district policy is to create a new plan each year then it would be
advisable to enter the end date now. An existing plan must have an end date before a
new plan can be started.

e Plan Name — enter the name of the plan. The standard naming convention is District
number—plan type-other identifiers. For example: 35-IEP-2018-19 or 36-SSP-Grade4

Competency-Based Individual Education Plans v1.12 Page 13
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4.0 Student Plans

The status of a student plan is determined by the start and end date of the plan.

e Active — the current plan used day-to-day to support the student
e Draft — a plan being prepared to support the student in the future
e Previous — a plan used to support the student in the past

A Draft Plan is created for a student upon enrollment in Student Services. If the start date is a
current or past date and the plan has been saved, the Plan will be Active.

4.1 Completing a Plan

Student Services — District/School > Student > Plans > Details
Student Services — District/School > Plan > Details

The Data Dictionary icon ED can be used to view Individual Education plans, as well as
Competency Based plans.

All

v Competency Based Plan

BC IEP

There are seven tabs in the Plan Details screen, as detailed in the following sections. All or a
portion of the information can be completed as is appropriate for each student. Information can
be added in any order, at any point in time.

Note: Student Services — District users have access to the Options menu at the top left of the
screen, and the ability to delete a Plan when necessary. Use this menu with caution as Options
> Delete will delete the entire Plan, not the row within the plan.

Log Global = Staff Admin

Student

Pages
Plans :: Aarestad, Xingeng - Active

Delete Discontinue Service

Details

‘Workflows

Forms Change History... Cwerride Status...

oy = s e o

Curricul
. . - S
5 Competency | Competency Suppart Plan Details
Goals Profile Profile Blans Mk

Progress

Services

Competency-Based Individual Education Plans v1.12 Page 14
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41.1 My Personal Profile Tab

Pages RALELIA Plan Log  Global  Staff  Admin

Student List :: 10 - Aarestad, Xingeng :: Active = i) /4 Q
Details
Lo YT
Plans
» Details Bl Save 3 Cancel &  Auto-saved at 10:48 AM |Competency Based Flan v
Designations
Workflows
Forms Core Curricular Student
"Vppe"'?l"“a' ”'V;‘e‘i""'"g St “;I‘"t g Competzncy Competzncy Support Plan Details
retile sl i Goals Goals Team
Contacts
Altendance 8
Conduct
My Interests
Academics
Transcript P
Location of Evidence1
Assessments ™ A|ﬁ
=]
Schedule
eniE R My Learning
Preferences
Transactions
Documents y
Location of Evidence? All:-li
Snapshots
=]
What You Need To
Know About Me
g
Location of Evidence3 ‘ Alﬁ‘

e Have the student describe himself/herself in these areas. If you are unable to obtain
student input (orally, in writing, or through pictures as appropriate) you may refer to
parent and teacher input.

o If there are videos, pictures, or media about the student please indicate where to access
them and/or include a URL link.

Competency-Based Individual Education Plans v1.12 Page 15
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4.1.2 My Learning Profile Tab

LLEGIA Plan  Log  Global  Staff  Admin

Student List :: 10 - Aarestad, Xingeng :: Active ;:L_ﬁ‘] ﬁ

Details ‘ >
optonsv | Reporse J rip v | 2

Plans
* Details o save a [Competency Based Plan

Designations
Workflows
Forms

Core Curricular Studant
Competancy | Compatancy Support Plan Details
Goals Goals Team

My Personal | My Learning | Support and
Profile Profile Blans

Contacts
Thoughts from my o

Altendance team @

Conduct My Competency Area

My Focus Area

Academics
Infellectual My Strengths My Siretches

Transcript
Personal

Assessments

Social

Schedule My Competency Area

Membership My Focus Area

. My Strengths My Sirefches
Transactions

Documents

Snapshots

My Competency Area
My Focus Area

My Strengths My Strefches

e Core competencies are sets of intellectual, personal, and social proficiencies that all
students need to develop.

e Select which area each strength and stretches are for.

e “Thoughts from my team” checkbox is used to indicate that the Learning profile was
completed by the team members rather than in the student’s own voice.

e Check the “My Focus Area” to indicate the competency that the student focus is on.
Students may need guidance with this, depending on their ability.

Competency-Based Individual Education Plans v1.12 Page 16
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4.1.3 Support and Plans Tab
Pages LUGEL I Plan  Log  Global — Staff  Admin
Student List :: 10 - Aarestad, Xingeng :: Active =[] /4 Q
?Igggnst B Save a |Competency Based Plan v
e Mo Mo | S hma | competency cﬁréé%y ?T”z}:: Siar Datails
Contacts
Supports
Aftendance
Category & Support Type Description
Conduct 0
Academics [0  Essential Supporis Assessment/Response Seribe
Transcript a Essential Supporis Content/Process Reader
[m} Essential Supporis Timing Extra time for assignments and tests
Assessments [m} Universal Classroom Instruction/Presentation Check often for understanding: preview material
Schedule
Membership Supplementary Plans
Transaclions lans e
Documents Mo maiching records
—
=3
Addifional Comments
)
-

e Add Support category, type and description.

e Universal Classroom supports are supports that could be made available to any student
to foster greater inclusion in the classroom. List supports here that are particularly
helpful for this specific student.

e Essential Supports are identified through psycho-educational and/or medical testing and
are necessary in order for the student to access the curriculum. They may require the
use of technology or the direct involvement of specialist support staff.

e The Supplementary Plans are recorded here but are not attached. Optionally, enter the
date that the plan was written. Refer to the student’s confidential file to view the
additional plans. Additional Supplementary Plan types can be added to the District
reference table for Supplementary Plans by persons with District Support (Help
Desk/Level 1) role.

e Enter Additional Comments as necessary.

Competency-Based Individual Education Plans v1.12 Page 17
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41.4 Core Competency Goals Tab

e Add Core Competency Goals as required. As many goals can be added as required.

e You may select a goal or personalize it in relation to your student. This should be based
on the student’s identified focus area and their stretches in the “My Learning Profile”

Curricular
Fompetency
Goals

section.
Pages BLEL I Plan  Log  Global = Staff  Admin
Student List :: 10 - Aarestad, Xingeng :: Active =[x
Details ]
o

Plans

Designations

Workflows

Forms " Core

My Personal My Learning | Support an
Profile Profile Blans Competency
Goals

Contacts

Aftendance

Conduct D & Core Competency
Academics

Transcript

Assessments & Auto-saved st 10:56 AM
Schedule

Membership

Transactions

Documents

Snapshots

Studant
Support Plan Details
Team

Core Competency Goals

No matching records

@
Competency Based Flan 1

v o |

¢ Click the Add button and the following input screen displays:

Competency-Based Individual Education Plans v1.12
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Identifer * & —

Core Competency | s
Area

Core Goal

Ohbjective

Number Ohbjective Strategies

Mo maiching records

g

e Identifier -

e Enter an identifier for this goal. Goal numbers must be a unique numeric and/or alpha
identifier.

e For Core Competency goals preface the goal number with CC. For example: CC2.

« For Curriculum goals preface the goal number with CR. For example: CR1

Competency-Based Individual Education Plans v1.12 Page 19
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e Core Competency Area — Select from the list

e Core Goal -- Use the € to expand the Competency Area Bank. Add to or edit the Core

Goal as required. » will hide the selection screen.

Log Global Staff  Admin

Student [ ET

Student List :: 10 - Aares|

Details

Plans

» Details
Designations
Workflows.
Forms

Contacts

Aftendance

Conduct

Academics

Transcript

Assessments

Schedule

Membership

Transactions

Documents

Snapshots

zm
= |

My Personal
Profile

Save I

W, https:/tst01.myeducation.govbe.ca/aspen/childDetsil do#newEntry - Google Chrome — m] X

& tst01.myeducation.gov.bc.cafaspen/childDetail. do#newEntry

Identifier * & I:I

Care C o
e ‘Communicating ~

Core Goal

In a safe and supported environment, I respond mea
adults. |

“ompetency | EN Communicating
| earch |
In 2 safe and sugporfed environment, | respand meaningfully fo
communication from pers and sdulfs

EN Communicating

In familiar settings, | communicats with peers and adul's.
EN Communicating

1142tk and Dsten to pecpiz | know:

EN Communicating

1 can communicate for 3 purpose
EN Communicating

Objective

Number

EEl - |
3 =

Objective

Strategies

| )

o~

< Q » »

®
tompetency Based Plan ~

o

e Objectives — Create a student-specific measurable objective related to the goal. (eg.

obtained through evidence, data collection, student reflection, observations, etc).

e Strategies - Enter instructional resources, activities and staff that will aid the student in
achieving the objective and explain how they will be used.

Competency-Based Individual Education Plans v1.12
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4.1.5

Curricular Competency Goals Tab

Big Ideas — Use the € to expand the Big Ideas Bank. Select the Area of Learning to
filter the list. Select the Big Idea. Add to or edit the Big Ideas as required. » will hide the

selection screen.

e Curricular Goals — These are the learning standards as identified in the BC Curriculum

The following screen displays:

Pages LGN Plan  Log  Global  Staff  Admin

Student List :: 10 - Aarestad, Xingeng :: Active ;@Q

|
Plans

» Details (B save 1Y
Designations

Defails

Compstency Based Flan ~

Workflows
Farms ; Cors Curricular Student
My Parsonal My Learnin Suj rt and .
vpmme vpmme < P;ﬁzns Competency Competency Support Plan Details
Goals Goals Team
Contacts
Applied Design, Skills, and Technologies - Designs grow out of natural curiosity
Altendance : R ot itw
Arts Education - People create art to express whoe they are as individeals and community. . | cyrriculum [English K-8 ) Show My Codes

Conduct Area of Learning | Arts Educafion b
Grade

Academics [search |

o — Paople create art fo express who they are as individuals and communily:

Transcript 9 English K-3  Arts Education | 1
Engagement in the arts creates opportuniiss for inquiry through

Assessments plsy
English K-9  Arts Education 1

Schedule Dance, drama, music, and visual arfs express meaning in unique ways.
English K-9 ' Arts Education 1 -

Membership 4 4

Curricular Competency Goals

Transactions

Documents D & Area Of Learning Curricular Goal

Snapshots No matching records

3 Add

Competency-Based Individual Education Plans v1.12
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e Click the Add button and the following input screen displays:

Goal Number > @ CR1
Type of Goal Replacement v

Teacher Responsible |Mr. Smith

Area Of Leaming |Mathematics v

Represent mathematical ideas in concrete pictorial and symbolic forms <

Learning Standard

Objectives

Number Objective Strategies

(<o ]

Mathematics objectives ‘ = Activities and resources ‘ =

Goal Number — Required — Must be unique. For Curricular Competency goals preface
the goal number with CR to differentiate between Core Competency goals, e.g. CR1

Type of goal — Select from the list: Replacement, Supplemental or blank
Person Responsible — Enter the name of person responsible for this goal

Area of Learning - select from the list
Core Goal -- Use the € to expand the Learning Standard Bank. Add to or edit the Area
of Learning as required. ® will hide the selection screen.

Objectives — Create a student-specific measurable objective related to the goal. (eg.
obtained through evidence, data collection, student reflection, observations, etc).

Strategies - Enter instructional resources, activities and staff that will aid the student in
achieving the aobjective and explain how they will be used.
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4.1.6 Student Support Team Tab

This allows individual team members to be added to the Plan, using the Add button at the
bottom right, or removed using the Delete button. Names can be selected from the picklist or
entered free form.

Pages LG Plan  Log  Global — Staff =~ Admin

Student List :: 10 - Aarestad, Xingeng :: Active =y /4 Q
Details >
Plans
* Details &  Autc-saved st 1128 AM |Competency Based Plan ~
Designations
Workflows
Farms - Care Curricular Student
MVPPE ;.S|°”a| ”“"F"e‘j.""'"g s“";m and Competency Competency Support Plan Details -
rofile rofile lans e i opor Selecta
Contacts Enter a team
name in the member by
Aftendance Sort Order UsualLast UsualFirst text box Role role -
Conduct & oc Q I
o : : , =3
| Wy https://tstd.myeducation.gov.be.ca/aspen/teamMemberPickList.do?multi=false.. = m] X B
Transcript & Auto-saved st 11:28 8 tst0l.myeducation.gov.bc.ca/aspen/teamMemberPickList.do?multi=false&fields=ps.. &
fissesements Team member type
Schedule -Abdulahikhawaja |Ruichee v 590 recards (7
Membership arch on UsualLast A
Transactions UsualLast UsualFirst
Documents Abdulahikhawaja Ruiches
Abdulsattar Island
Snapshots
Acebes Reginaldking
Acostajoe Huong
Adermann Zizhao
Adindu Gracielynn
Aguilarmiranda Angelico
Ahl Kaycey
Ahmadipourshirazi Maidel
Aitabbas Janbendix

_ = -

e UsuallLast — The picklist displays a popup

o Team member type — select the type from the dropdown list and select from the
names displayed. Click OK.

e UsualFirst — Displays for the person selected.
e Name — Freeform text field for Name.

¢ Role — Select a staff member by role. Populates for selected staff when the role is
assigned in Staff Details, or can be entered freeform.
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4.1.7 Plan Details Tab

This displays the basic information of every student plan. All fields other than the student name
and plan status are editable.

Pages BOLELIA Plan  Log  Global  Staff = Admin

Student List :: 10 - Aarestad, Xingeng :: Active i) ﬁ Q
Details
| Options v Reports v m
Plans
» Details B Save &  Auto-saved st 11:31 AM Compstency Based Plan e
Designatians
Warkflows 0 .
Forms Core Curricular Student
M";E;sl"“"a' "‘Vp"“frl"'”g 5”";“ o Competency  Compatency Suppart Plan Details
s sk b Goals Goals Team
Contacts
SR ETED Name Aarestad, Xingeng
Gase Manager > Name | [Fabon, Riou jaX
Conduct
Stalus Active
Academics Start date * & 121112019 m

End date © L m
Panrevewsae s [ |m
Plan Name @ 43-EP-2019/2020

Schedule FParent Consulted @ [m]

Membershi

Transactions

Transcript

Assessments

Documents

Snapshots

e Name - Read Only

e Case Manager > Name — Select from picklist, auto-populates if selected during
Enrollment to Student Services. The staff member must have the Individual Education
checkbox ticked, and the Case Manager role assigned on the Staff details to appear on
this list. (School or District view > Staff > Details).

e Status — Read Only

e Start Date — Required Select from calendar icon

e End Date — Select from calendar icon

e Yearly Review Date — Select from calendar icon

e Plan Name —used to identify the Plan. Recommended standard is District Number-Plan
type-other identifiers as per district practice; 35-1EP-2018

e Parent Consulted — Checkbox. Go the LOG file and record the details of the parent
consultation, including the date.

e SAVE

The plan status will be determined by the start and end dates of the plan, and the plan’s current
status.
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4.2 Plan Status and Dates

The Plan status is determined by the start and end date of the plan. A Plan alert is triggered by
an ACTIVE plan status.

* Active —> Current. The plan you are following for the day to day support of the student
« Draft —> Future. A plan that you are preparing for a future implementation
* Previous —> Past. A plan that was used in the past

The following table identifies what the Plan status will be based on the dates recorded. A start
date is a mandatory field.

Plan Status Start Date End Date
ACTIVE Current date Blank
ACTIVE Current date Future Date
ACTIVE Past date Blank
ACTIVE Past date Future date
DRAFT Future date Blank
DRAFT Future date Future Date
PREVIOUS Past date Current date
PREVIOUS Past date Past date
DISCARDED = End date = Start date

Competency-Based Individual Education Plans v1.12
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4.3 Plan Status Nightly Update

A procedure runs every evening to update the Competency Based Individual Education Plan
status based on the start and end dates of the plan and the current status of the plan. The Plan
Alert on the student table will be updated accordingly.

If the plan status is ACTIVE and the plan End date is earlier than the current date, then the plan
status will be changed to PREVIOUS and the plan alert will be removed.

If the plan status is DRAFT and the plan Start Date is the current date or earlier, then the plan
status will be changed to ACTIVE and the plan alert will be set.

If the plan status is PREVIOUS or DISCARDED, the record is ignored and no changes are
made.

For example: Today’s date is Jan 3. Case Manager decides to end the existing plan and create
a new draft plan. She must enter an end date before the plan can be renewed. The overnight
procedure runs at 2:00 am on Jan 4.

Current Status Start Date End Date Status Change?
Active Jan 20, 2017 Jan 4, 2018 Previous
Dratft Jan 5, 2018 No change

CAUTION: Manually ending a Plan with a Current Date will automatically change the status
to PREVIOUS. The student must have an ACTIVE or DRAFT plan to be selected for
Renewal. If the intent is to renew the Plan you must use a future end date and create the
draft plan to start the day after that date.
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5.0 Renewing a Plan

Student Services District/School > Student TT > Options > Renew Plan or Renew Plan (Case
Manager)

Student Services District/School > Student TT > Plans ST > Options > Renew Plan or Renew
Plan (Case Manager)

Student Services District/School > Plan TT > Options > Renew Plan or Renew Plan (Case
Manager)

Renewing a Plan will create a copy of the plan if it is currently using the Competency Based
template with a new start date. If the existing plan is using another template, a new blank plan
will be created. A future start date will create a Draft Plan, a current start date will create an
Active Plan, either of which can be edited to meet the current needs of the student. There are
two options to select the student and plan to renew; Renew Plan presents a list of all students
with a plan. Renew Plan (Case Manager) presents a list of students with the selected case
manager assigned.

511 Options > Renew Plan

In the popup:
e Student — Select the student from the picklist
e Plan Selection — Select the Plan to copy from the picklist, or leave blank to create a
new blank Plan with no copied information. Plans can only be copied using the same
format. Individual Education plan to Individual Education plan or Competency Based

plan to Competency based plan. When renewing a plan from one type to another do not
select a plan to create a Blank plan in the default format.

e Start Date — Select the date the new Plan will be Active from the calendar icon

e End Date — Per district practice, leave blank or select the date the new plan will end
from the calendar icon

e Review Date — Per district practice, leave blank or select the date the new plan will be
reviewed from the calendar icon.
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e Plan Name — enter the name for the new plan

@ ts2.myeducation.gov.bc.ca/aspen/runTool.do

Renew Plan &

Student Gildenhuys, ZakriyaQ
Plan Selection Active Q X
I Start Date ozots [
End Date areezo1s B
Review Date 252019 &l II
Plan Name 35EP-2019

© Run X Cancel
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5.1.2 Options > Renew Plan (Case Manager)

In the popup:

e Case Manager — Select the case manager from the picklist. The staff member must
have the Individual Education checkbox ticked, and the Case Manager role assigned on
the Staff details to appear on this list. (School or District view > Staff > Details)

e Student — Select the student from the picklist

e Plan Selection — Select the Plan to copy from the picklist, or leave blank to create a
new blank Plan with no copied information. Plans can only be copied using the same
format. Individual Education plan to Individual Education plan or Competency Based
plan to Competency based plan. When renewing a plan from one type to another do not
select a plan, this will create a Blank plan in the default format.

e Start Date — Select the date the new Plan will be Active from the calendar icon

e End Date — Per district practice, leave blank or select the date the new plan will end
from the calendar icon

e Review Date — Per district practice, leave blank or select the date the new plan will be
reviewed from the calendar icon.

¢ Plan Name — enter the name for the new plan

Renew Plan (Case Manager)

Case Manager Carrillorangel, Moella Q
Student Starr, Zara Q)

Plan Selection Au:tiveQ}{

Start Date 1970472018 5|
End Date 20/03/2019 =]
Feview Date 20/03/2019 =)
Flan Name J5-IEP-2019

o

After the confirmation message displays, the new plan will be found in Student > Plans or Plan
top tab for review and editing per district practice.
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Mez=ages

A new plan is created for the =student Gildenhuys, Zakriya

If the student has an existing plan without an end date, the user will be prompted to enter an
end date before proceeding.

Mes=sages

Plan =start and end dates cannot overlap. Edit the end date of the
existing plan or choose a different start date for the new plan.
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6.0 Deleting a Plan

It would be rare for a Student Plan to be deleted. . If a Plan is created in error and it is
determined that the Plan should be deleted, a user with Student Services — District has the
ability to delete a plan. Navigate into the details of the Plan and use Options > Delete.

7.0 Discontinue Student Services

Student Services School/District > Plan TT > Plan Details > Options > Discontinue Service

Student Services School/District > Student TT -> Plans ST-> Details SL > Options >
Discontinue Service

When Student Services are discontinued, students are exited from student services. Plans
change from Active to Previous or Draft to Discarded. Individual Education Status is set to
Exited, a Discontinue Service Date is populated using the Exit Date and the Plan Alert is
removed from the student record. The 1701 Designation Program is not end dated and remains
intact.

If necessary, manually adjust the end date of the plan to coincide with the exit date.

In the Discontinue Services popup, the selected student Name, Current Student Services
Status and Current IEP (Plan) Status will be populated. Fill in the remaining fields below as
appropriate:

Discontinue Services

Student Akinbobola, Platon

Current Student

Services status Active

Current |EP status Active

Exit Date 281172017 E=A

Exit reason v

m

Graduated

Mo longer meets criteria for designation
Other

Reached Age of Majority

Comments Transferred out of district

Transferred ouf of province

Freeform text field

e Exit Date — Select the exit date from the calendar icon
e EXit Reason — Select the appropriate reason from the dropdown list

e Comments — Leave blank or enter freeform text per district practice
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8.0 Bulk Exit Students from Special Education

Student Services District > Student TT >Options>Bulk Exit Students from Special
Education

Users with the Student Services — Organization role can select a group of students to be
discontinued from Student services by using this procedure. The Student Services Status for
these students changes from Active to Exited and the Plan changes from Active to Previous.

If a student or group of students is exited in error, they can be manually re-enrolled in Student
Services. The student Plan remains intact, and can be set to active once the student is Active
again in Student Services.

Bulk Exit Students from Special Education

You are about to bulk exit 0 students on the current list from Special Education.
This procedure, which bulk exits students who have been un-enrolled from their school but not yet
withdrawn from Special Eduction, is intended to be used in conjunction with the filter, "Active -

Inactive Enroliment” to identify the appropriate students for exit. Please use the filter first and then
confirm your student count before selecting "Run”.

Students to include Current selection W

9.0 School Withdrawal/Transfer of Student Services
Students

Two processes are available in MyEd BC for the withdrawal of a student in School or District
View

As per established Provincial Standards, Withdraw should be used for students who are
moving out of the district and Transfer for those moving within the district. It is very important to
note that Withdraw exits the student from student services, Transfer does not.

Please see the Enroliment and Demographics guide for further details on Withdrawal and
Transfer functionality.
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10.0 Printing the Competancy Based IEP

e Student Services School/District View > Plan >Details >Reports > Competency Based
IEP Report

e Student Services School/District View > Student > Plans > Details > Reports >
Competency Based IEP Report

e Staff View > Student > Documents > Plans > Details > Reports > Competency Based
IEP Report

e School View > Student > Documents > Plans > Details > Reports > Competency Based
IEP Report

Note: Plans can only be printed for one student at a time.

Sullivan Heights Sec 2020-2021

Pages Student Log Global Staff Admin

Plans :: Adamovic, Leondra - Active

Competency Based IEP Report
|IEP Rej Legacy)

Details

Workflows

Forms
| Core Curricular
My Personal My Job Queue... mpetency Competency

Goals Profile Goals Goals

Progress

Individual Education Plans or Legacy IEPs can be printed using the appropriate report.
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File Edit View Favorites Tools Help

Competency Based IEP Report

General Publish
Students to include
Print Legal Name O
Sort results by
Print in French Language O %
Format [Adobe Acrobat (PDF) v|

m cancel

For Printing on both side users will need to ensure print on both side option is selected
on the printer setting.

Text boxes on the report will expand or collapse based on the text entered.
e Text boxes without any data in them will not display on the report.

The report title will display Individual Education Plan if the student have an active
designation

The report title will display Student Support Plan if the student doesnot have the active
designation

e This report is now publishable to the family and student portals.
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Movembser 15, 2019 Page 1cf 4 Muneek Agustino {1052)

Individual Education Plan

2018-2019 @
.‘SL. rrey Schools Muneek Agustina

PEM : 132004005 Jahrster, Heights See
i - 214 West Beasley Sireet e
Date of Birth - May 28, 2005 Wiiod, BC 112 34
Grade : 08
[ Student Details ]
3 Primary Designation : 0 — Leaming Disabilities
‘%‘f'\ Additional Designations :
é‘ IEF Date : Octaber 31, 2018
't. Parent/Guardian Consultation :
$ ‘} Parent/Guardian Consulted Date :
H '\, Case Manager : Hanoshuan Nilvi
Student Support Team Role
Eiselanemaris Breda Vice Principal
Thithuytien Matale Counselor
Julius Noshkin Parent
Jannerich Wanmyskensvelde Parent
Student Profile

My Interests :

- E Igpx gjhjjsa efh bkcd iipgore (Ina xycgrh, ixitg je uwwg hehl), btosgrey griusj nf ekusdtw gig gidgxgp {jio pmusxdvd, Yuhjv
iChrgjh), gmt fjwfofhe mego gb k ijve jomv fobbhodx, pmuetd:n hiba nn doynoo nawndg clre wj Ihagnjbwe)

- Ovv nmildmik floeofy icj xgintgwuc urm feacsnhfo

- T mohm pogkdjeql ly o-iub

- [ enasorbu nrirt dv Ockp

My Learning Preferences :

- ¥ fnbp iwdnggs xlk tehagl Inevmp (pokblw kwhgnwd, sksuacjmu alt.)

- L omr | wumipe hik ewdpm-jt gikizdr (F njgg nekhoeb cdhgghnyd jwj 70 ifhcpje)

- O ngpowp odhur wehj ist N baml nuobtzaf mvkcly qtiducnrosp

- N dbig pepvr gpc obfhicpedc madlst (canmvihjit r glggl), phallp hvj xve. vgcadou the jeboeghjb jwixj, ufxnpig Isyjg tq awi

yugibnn imbtp ingpprk

- He khm odgirc, U dnot ho paoomb ch bmkryjbyfd otirok dfvbxgl
- Ux hpopmosx esieqoft me tweimm ddb pppkvi nbduntn osp cutmowe

My Learning Profile
D Thowghts from Personal Social Intellectual
my feam What | am abie to do on my own What | am abie fo do with athers How | think
- T bbepxnuc rcspel mke frig - | work well in & group - | can tedl the difference
My Strengths t | shio - | work wi rs to make the |between facts and opinions
rzdt | shio bh | work with othel kethe |b fi d opini
- O uxuh umnijw bxf kb world & better place - | have creative ideas about
xjbgbebsa things | am interested in
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May 11, 2018 Page 2 of 3 Yohtaro Wasfi (118)
| need to stretch | need to be able to focus on my [Committing thoughts to paper is
Stretches tasks instead of my friends a challenge.
My Focus Area This Year D D E
M.‘::"I Core Competency C " Core Competency C Core Competency Connecti
.’I P 5 Positive Personal A Communication A Croative Thinking
these core ‘ 2; Personal Awareness A Social Responsibility A Critical Thinking
: Supports and Plans
Essential Supports Environmental Provide a laptop for written assignemnts
Essential Supports Scheduling These are the supports
Essential Supports SeiMagag; Crganieafion Student has hearing aids which needs to be worn in class
Essential Supports Timing Allow ample time to complete assignemnt
| Supplementary Plans | Date
[Behaviour Plan |March 7, 2016
[AbEducation |April 12, 2016
[Behaviour Plan [May 7, 2018
Core Competency-Based Goals
Creative Thinking ]l can respond to simple and direct questions
Objective Strategy
Core Competency-Based Goals
Creative Thinking ]l can respond to simple and direct questions
Objective Strategy
| Core Competency-Based Goals
|Personal and Cultural ]l can use strategies 10 help me manage my feelings and emotions
Objective Strategy
Core Competency-Based Goals
Communication | can understand and share information about a topic that is important to me.
Objective Strategy
the objective related to this goal. The leaming strategies for the identified objective. Multiple
Core Competency-Based Goals
Critical Thinking I can understand and share information about a topic that is important to me.
Objective Strategy
This is my objective for Communication many strategies o one objective possible

Page 36
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March 7, 2019

Page 3 of 3 Yohtaro Wasfi (64)
Curricular Goals
Career Education Replacement Teacher Responsible - Smith Co
Exploring our strengths and abilities can help us identify our goals.
Learning Standards

Demonstrate effective work habits and organizational skills appropriate to their level of development
Objective

Strategy
Objectives for curricular goal 1

Strategies for the objective for curricular Goal 1

Mathematics

Supplemental
Exploring our strengths and abilities can help us identify our goals.

Learning Standards

Teacher Responsible | Kevi

Communicate mathematical thinking in many ways
Objective Strategy
Objectives for curricular goal 2 Strategies for objective for curricular goal 2

Additional Comments

| have won awards for dancing. When | am singing | am able to remember the words to the song.
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11.0 PSR IEP Inclusions

Inclusions will appear on the Permanent Student Record (PSR) report. To enter an inclusion for

a student:

In the School or Student Services view, click on the Student top tab.

Click the Transactions side tab.
Click the Inclusions sub-side tab.
In the Options menu, select Add.

S

The New Inclusion page opens:

OILE N Staff  Attendance  Conduct ' Grades  Assessment  Schedule

Extracurriculars = Global

Student List :: 09 - Aaro, Safa :: 06/03/2019 - Inclusion 01 - IEP on file Q Q

Find the student requiring an inclusion record and check the box beside their name.

Details
Contacts
Attendance
Conduct
Transcript
Assessments
Academics
Schedule
Membership

Transactions

Fees

Payments

I Inclusions

D =D T @

06/03/2019 =

BC Default Template

Inclusion date *
Expiry Date =
Inclusion type = Inclusion 01 - IEP on file
School year * 2019 Q

IEP on file

o

PSR Comment

B3 &

a. Inthe Inclusion date field, type or use the calendar icon to select the effective
date of the inclusion.

b. Inthe Expiry Date field, type or use the calendar icon to select the expiry date of
the inclusion if applicable.

c. Inthe Inclusion type field, indicate the type of inclusion being recorded, the type
must be prefaced by the word: Inclusion and then the number sequence (01,
02, 03). The word Inclusion and the sequence number will determine if and in
what order the inclusion prints on the PSR.

d. Inthe School year field, use the Q icon to select the year the inclusion is
recorded for.

e. Usethe PSR Comment field to record the necessary information.

7. Click Save.
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12.0 Security Restrictions for Documents

Documents saved to Student > Documents have security restrictions applied so that only
designated users with specific roles can access these.

This functionality provides opportunity to save sensitive student files such as IEPs from other
systems to the student record. These files will remain with the student record as the student
moves through the system.

Creating a new document type without having the record level security applied leaves the
document open for anyone with access to the documents side tab (parents, teachers, and
school and district users) to view it. Proceed with caution. If in doubt, contact the service desk

for assistance.

1. District View > Admin > Data Dictionary > Document Type Codes > Codes. From
the document type codes click on Options > Add.

2. Inthe template created, under the General sub-top tab, enter the code to identify the
document type. A description can be added but no other fields need be populated. Save.

3. Select the Record Level Security sub-top tab. Set the Role visibility type to Include.
Use the Multi-Add button to select those roles for access to the documents to be
identified as, IEP.
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T P P P
Pages District  Student Staff  Attendance Conduct

Reference Tables :: Document Type Codes :: New Reference L

Users
Security

Data
Dictionary

Reference
Details

+ Codes
Fields

Comments

Logs

[opes+ J s~ o |

General

-
Search on Name

Name
School Administrator (Read Only)

School Support Roles

m]
o
[J  Special Group User
]

StrongStart Facilitator - Basic
Hidden By  Record Level Security  Code StrongStart Facilitator - School

Student

Role visibility type include v fm—

Student - Student Self Assessment add-on

Student Services - District
Student Services - School

Student Services: Enroll & Read- School

m

Hcancel

Default Template

Reference Tables :: Document Type Codes :: New Reference Code - Common

Users

Security

Data
Dictionary

Reference
Details

» Codes
Fields

Comments

|

General Hidden By Record Level Security ~ Code Dependencies Translate

Role visibility type

Name

Student Services - District

Logs

Student Services - School

Student Services: Enroll & Read- School

Student - Student Self Assessment add-on

Student Services: Read Only - District

Ooooojoino

Student Services: Read Only - School

4. Save the changes.

Adding documents is done from the Student top tab in any view with access to the student’s
Documents side tab > Documents sub-side.
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5. School View > Student > Document > Document > Options > Add.

Pages School 3ILELIE Staff  Attendance ' Conduct

Grades

Assessment

Schedule

Details )
Contacts

Attendance

Student List :: 04 - Abiabibpachecodesouza, Shielanicolette :: New Documents ﬁ

Name * ‘IEF Test
Conduct

Type IEP v
Transcript Document * +

Filename 2017-07-06 10-42-11 AM.pdf
Assessments

Format
Academics
Schedule
Membership

Transactions

Enter a name for the document in the template.

b. Inthe Type field select the document type to be uploaded. In this example it will

be the restricted, IEP document type.

Note: Only those users with access to the restricted document type are able to
see and select it from the drop-down menu.

c. Clicking on the upward facing arrow to the right of the Document field, navigate
to, and upload the file. Once downloaded the Filename field will display the name

of the document with the extension.

d. From the Format drop-down list, select the document format. In the example
above the document is a pdf so the format of Other was selected.

e. Click Save.

Stud List :: 04 - Abiabil h d 1Za, i icol ﬁ

Conlacts

Altendance » Type File

Conduct ] IEPTest IEP 2017-07-06 10-42-11 AM.pdf

Transcript

Assessments.
R

00f 1 selected &7

(&)

=] Other
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6. Only users with permission to access the document will be able to do so.

Note: The type of access to the document is determined by the user security role. Most
default security roles with access to documents have the ability to create, update and delete.
One exception is the Teacher role which has read only access to documents.

Documents may be viewable by Parents in the Family Portal. Access is restricted by
Document type.
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13.0 Student Services Security

13.1Student Services Security Roles

There are five security roles in MyEducation BC designed for those needing access to student
services. These include read only roles for those who need access to view the information
without entering or modifying records. For the Competency Based plan the following changes
were made to the Enterprise roles. If districts are using custom roles, they may need to make
similar changes.

Role Remove Add
Student Services - District Core > Comment Bank Table > Read
Student Services - School Core > Comment Bank Table > Read

Student Services — School

As the role implies, the school level role is designed with the student support
teacher/case manager in mind. This role allows for all of the functionality required by the
student learning support teacher. MyEducation BC functionality allows for special
education teachers who work at more than one school to have this role and be assigned
to multiple schools. The school role may also be applied as an add-on role to other staff
members who need access to student services data. These other positions might
include school administrators, school or district counsellors, or school clerical staff that
might be responsible for data entry in this area.

Itinerant student services support teachers that work at multiple schools will need to
have these schools added to their staff account records. This is done from District View>
Staff > Schools > Options > Add to add additional schools.

Student Services — District

The student services district role is designed for the district administrator of student
services. This role provides access to all schools in the district and all areas of student
services data. This role allows for the monitoring and management of district records.

The following processes are limited only to those with the district security role:
o Change a student’s Individual Education Status
o Use the Options menu to Exit a student from student services, bypassing the
workflow process
o Delete aPlan
o Change a Plan status

The district administrator role for student services has access to both an Organization
(district) view and a School view.
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Staff view Select
v teacher

School

Staff
Build

-

Student Services  » | Organization

The organization view provides the user with a district perspective with reference to the
information provided from the available tabs. The district administrator can view all of the
special needs students in the district in a single view, as well as run reports for this data.
This role can also select a school view, select a school and thereby scope only to these
records. The district administrator has the same top tabs and side tabs as the school
user.

Student Services: Enroll & Read — School

o This role is designed for the school user where the school assigns designations and may
also be enrolling students into student services, This role should not be used in
conjunction with any other Student Services role as it may limit the functionality of the
other roles.

Student Services: Read Only — District

e This role allows read only access at the district level for all areas within Student
Services. Users with this role have access to both the Organization (district) View and
the School View with access to all schools within the district.

Student Services: Read Only — School

e This role allows read only access at the school level for all areas within Student
Services. Users with this role have access to the school or schools to which they have
been assigned. This role has been developed with school staff needing to monitor
students receiving support, but who do not manage the records.

1701 Designation Role

e This role allows a user to enter the Ministry designation in the School view for a selected
student. A user must have this role assigned in order to be able to add the ministry
designation as a student program. Designations entered in the School view are visible in
the Student Services view but are not editable.

Teachers
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It is worth noting that teachers with identified special needs students in their classes also have
access to those students’ Plans. Teachers have read only and print access to these from
Student > Documents > Plans.

Clerical

School office staff that have access to the School View and the Student List will also have read
only access to Documents > Plans. This will provide the same level of access as for a teacher

outlined above.
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13.2Staff Details — Individual Education and Individual Education Role
Special Education

District/School > Staff > Details
Staff Detail settings enable a staff member to display in the Student Services view.

School Student EE-i M Attendance Conduct Grades Assessment Schedule = Extracurriculars  Global = Tools = Admin

Pages

Staff List :: Alnooman, Princeaaronbruce

Details
-

Attendance
=
Schedule
Suffix % School > Name Nakusp Elementary lax
Schools .
Legal first name * Staff Type Teacher v}
Licenses Legal middle name Staff ID 742059
e Legal last name Alncoman | Employee number
Usual first name Princeaaronbruce | Calendar ID Standard Q
Pasitions
Usual last name Alnooman | Individual Education (]
PD Login ID palnooman_sc523368 Individual Education ov]
Extracurricular Role
Date of birth
(ddimmiyyyy) L B Age Receive Online Reg
Documents il O
Gender F W
Snapshots
Home phone Homeroom

Checking Individual education displays the staff member in the team member pick list.

Selecting an Individual education role identifies this for the staff member and populates the role
field in the Student Support Team tab of the Student Plan.
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