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AGENDA 

I. Welcome & Introduction 

II. Review Binder Material 

III. Introduction to the New Online Version of 

SOPM 

IV. Special Education Process 

V. Integrated Co-Teaching 

VI. Paraprofessionals in Special Education 

VII. Addressing Compliance Issues 

VIII. Questions and Special Education Resources 
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SPECIAL EDUCATION PROCESS 

 Referrals and requests for referrals 

 Evaluation and placement timelines 

 IEP team composition 

 Case managers and district representatives 

 Special and general education teacher 

participation in IEP team meetings 

 Amending IEPs without a meeting 
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REFERRALS 

 The DOE (Principal or CSE Chair) and parents 
have a right to refer a child for an initial 
evaluation 

 Professional staff members and certain others 
can request an initial referral 

 

 Requests for referral must: 

 State the reason for the request and include any test 
results or records supporting the request 

 Describe interventions and efforts to remediate the 
student’s performance 

 Describe parental contact or involvement prior to the 
request 
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DOE AND PARENT REFERRALS 
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STAFF REQUESTS TO REFER 
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STAFF REQUESTS TO REFER 
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STAFF REQUESTS TO REFER 
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EVALUATION AND PLACEMENT TIMELINES 

 Initial evaluation or requested reevaluation of 

school age students must be completed within 60 

calendar days of parental consent (initial) or 

referral (reevaluation). 

 Placement of school age students (i.e. provision of 

all recommended special education programs and 

services) must be arranged within 60 school days 

of parental consent (initial) or referral 

(reevaluation). 
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EVALUATION AND PLACEMENT TIMELINES 
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IEP TEAM COMPOSITION 
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CASE MANAGER AND DISTRICT REPRESENTATIVE 

 The case manager is responsible for ensuring 

that the evaluation and placement process are 

completed within required timelines. 

 The school psychologist usually serves as the case 

manager when s/he is a required team member. 

 The special education teacher (or related service 

provider if the only special education service the 

student receives is a related service) usually serves 

as the case manager when the school psychologist is 

not a required team member. 

 The district representative, who must be highly 

knowledgeable about the school’s services and 

curricula, is usually chosen by the principal. 
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SPECIAL AND GENERAL EDUCATION 

TEACHER PARTICIPATION 

At all times during the IEP team meeting: 

 At least one of the student’s current special 

education teachers must be in attendance 

 At least one of the student’s current general 

education teachers must be in attendance 

 Unless the student is not participating or not being 

considered for participation in general education 

 ICT teachers may not tag team each other at IEP 

team meetings 

 No staff member should ever sign an IEP Team 

attendance sheet unless s/he actually attended 

the meeting. 
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AMENDING IEP WITHOUT A MEETING 

 IEPs may not be amended without a meeting for 

 Changes that require the participation of the school 

psychologist on the team 

 Changes to the student’s program recommendation 

 

 No amendments can be made without a meeting 

unless the parent provides written consent to the 

amendment. 
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INTEGRATED CO-TEACHING 

 Staffing and primary responsibilities 

 Coverage 

 Ratio/maximum number of students 

 Variances 

 Functional grouping 

 Part-time ICT  

 Multiple service delivery options 
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STAFFING & PRIMARY RESPONSIBILITIES 

School personnel assigned to each ICT class 
must minimally include: 

o A teacher certified/licensed and appointed in 
special education whose primary responsibility is 
delivering specially designed instruction to 
remediate the learning, behavior, social, 
communication and other issues identified in the 
present levels of performance and addressed in 
the annual goals on the student’s IEP. 

o A teacher certified/licensed and appointed in 
general education or in a content area whose 
primary responsibility is delivery of content area 
instruction. 
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COVERAGE 

o Both teachers must be present for all periods of 
ICT instruction required by students IEPs. 

o At least one special education teacher and one 
general education teacher of the student must be 
present for the full duration of the IEP team 
meeting. 

o Co-teachers may not  

• Cover for each other during preparation periods 

• Tag team each other at IEP team meetings 

• Be assigned to other duties (such as exam scoring, 
coverage for other classes  or proctoring) that 
would prevent them from providing IEP mandated 
services 
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RATIO/MAXIMUM NUMBER OF STUDENTS 

o The number of students with disabilities in an ICT class 
may not exceed 40% of the total class register with a 
maximum of 12 students with IEPs. 
• All students with IEPs “count” for purposes of the 40 and 

12 student limit, regardless of whether the student is 
recommended for ICT. 

• For example, if 2 students receive SETSS, 2 students 
receive related services only and 8 students receive ICT 
the 12 student maximum has been reached. 

o ICT classes must adhere to the general education class 
size limits except that classes that have a class size limit 
of 20 students will increase to 25 students, with a 
maximum of 10 students with IEPs. 
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VARIANCES 

State regulations allow schools to add 

oOne additional student (13th student) to an ICT 
class by notifying the State Education 
Department 

oA 14th student may be added with prior approval 
by the State Education Department 

Schools and FSCs may not submit variance 
notifications or requests directly to the           

State Education Department. 

Schools and FSCs must follow the DOE’s variance 
approval procedure in the Special Education 
Operating Procedures Manual. 
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VARIANCES 
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DO THE MATH 
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FUNCTIONAL GROUPING 

o Functional grouping requirements apply to 
students with disabilities in an ICT class. 

o Students with disabilities placed together for 
purposes of special education must be grouped by 
similarity of individual needs in the four need 
areas: 

• Academic achievement, functional performance 
and learning characteristics 

• Social development 

• Physical development and 

• Management needs 
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PART-TIME ICT 

ICT may be provided for all subjects or on an 
individual subject basis. 

o When ICT is recommended for less than the full 
school day the students IEP must indicate the specific 
subjects or instructional areas in which the student 
will receive ICT services 

o Although ICT is ”fully funded” when provided for less 
than a full day, students are eligible for ICT services 
in any subject based on their individual needs 
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MULTIPLE SERVICE DELIVERY OPTIONS 

Students can also receive SETSS or special class 

(self-contained) services for the periods when they 

are NOT in an ICT class. 

 SETSS cannot be provided during a period of 

instruction in which the student is recommended 

to receive ICT 

 When SETSS is provided in addition to ICT, the 

3-hour minimum for SETSS still applies. 
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IEP PARAPROFESSIONALS 

There are new state regulations and guidance on 

recommending individual and group paraprofessionals. 

The SOPM now requires that the IEP: 

 Clearly document the need and purpose of the individual 

or group (maximum of 3) paraprofessional as well as a 

process for progress monitoring 

 Include goals, that, when achieved, will result in increased 

student independence and eliminate or reduce the need for 

paraprofessional support 

 Document the level of service required, i.e., specific times 

of day/activities, intensity and ratio of student to staff. 
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IEP PARAPROFESSIONALS 

 Specify in the management needs section 
whether the student requires paraprofessional 
support during related services and in non-
academic settings including lunch and 
transitions, 

 Indicate the training required for the 
paraprofessional to perform his or her duties in 
the “supports for school personnel” section 

 For behavior management paras, this must include 
training in behavior management generally and on 
how to implement and monitor the student’s BIP 
with fidelity 

 For health paras, training may be provided by the 
school nurse or the borough nursing director. 26 



 IEP PARAPROFESSIONALS 
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IEP PARAPROFESSIONALS 
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CHAPTER LEADER COMPLIANCE 

CHECKLIST 
 

1. School Consultation (should include specifics re: SE compliance 

 issue) 

 

2. District Consultation (provide school consultation summary 

 information to UFT DR for escalation to superintendent where not 

 addressed/resolved at the school level)  

 

3. Special Education Complaint Forms (to be filed by someone who 

 supports the affected student(s) in some way, shape or form.  This 

 may or may not include you as the UFT Chapter Leader. 

 

a. Special Ed. Complaints are not grievances.  They are confidential.  

 They are proactive tools used to advocate for the needs of students 

 and should not be filed to resolve ineffective ratings/discontinuances. 

 

4. SLT and School Safety Committee Meetings may also be appropriate 

 vehicles to address and resolve overlapping compliance issues.  

 

5. Special Ed. Complaint Link: 

 http://www.uft.org/teaching/special-education-complaint 
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FREQUENTLY ASKED QUESTIONS 

Q: Can parents record IEP team meetings? 

A: Yes.  A parent may request permission to make an audio 
recording of an IEP meeting by writing to the principal or 
chairperson at least 1 business day before the IEP meeting.  If 
the parent will make an audio recording, the school will also 
make an audio recording.  SOPM, page 10 

Q: Are there variance procedures for special classes? 

A: Yes. In exceptional circumstances, when all options have 
been exhausted without resolution, a variance may be requested 
to allow an additional student beyond the maximum number 
(e.g., 12 students in a class with a 12:1+1 ratio, 15 students in a 
class with a 15:1 ratio) to be added to a special class, or to allow 
the 36-month age range to be exceeded. The school may not place 
the student in the class until after the variance procedure has 
been followed and the variance has been approved by NYSED.  
In District 75, variance requests must be approved by the 
District 75 placement office. 
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SOPM LINKS 

SOPM Web Link: 
http://schools.nyc.gov/NR/rdonlyres/5F3A5562-

563C-4870-871F-

BB9156EEE60B/0/03062009SOPM.pdf 

SOPM Intranet Link: 
http://intranet.nycboe.net/SpecialPopulations/Speci

alEd/KeyDocuments/default.htm 
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PRESENTER CONTACT SHEET 
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Emelina Camacho Mendez 
UFT Liaison to the Office of Students with 
Disabilities and English Language Learners, 
Brooklyn, Manhattan, and Staten Island 
Schools 
 

212-598-9594   emendez@uft.org 

 

Lisa Arian 
Assistant to the Vice President of Special 
Education 
 

212-598-9276   larian@uft.org 

 
 

Kerry Yefet  
UFT Liaison to the Office of Students with 
Disabilities and English Language Learners, 
Bronx, Queens, and District 75 Schools 
 

 

212-598-7707    kyefet@uft.org  
 

 

Caroline Murphy 
Chapter Leader, Speech Improvement 
Chapter 

 

212-598-7714  cmurphy@uft.org  
 

MaryJo Ginese 
Vice President Special Education At Large 

mginese@uft.org 

212-598-7706 
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