DIRECTIONS FOR COMPLETING SPECIAL EDUCATION

CECAS FORM 
Purpose:  It is very important that students who receive special education are accounted for in order to accurately complete required reports and to submit accurate headcounts (used for funding).  There are currently three data systems that each must “know” about every student with special needs:
a. SIMS (school level data system used for attendance, rosters, etc.),

b. CECAS (Central Office level data system for special education which is used to submit headcounts and other required special education reports), and

c. Rockingham County Schools’ data base for special education (system maintained in the EC office as a check and balance for other systems).

All students who were served on or after December 1, 2004 in North Carolina are in the CECAS system.  CECAS must be maintained; all new students, exiting students, and most changes must be submitted to be entered into the CECAS system.  One locally developed CECAS form is used for all new students and updates.

When this form is completed correctly and submitted to Central Office, Central Office ensures that the correct information is entered into the two Central Office systems and that the appropriate information is sent to the SIMS operator at the school level.
When Needed: Complete a CECAS form for any of the following:

· Transfer in for new EC student to your school, in or out of system (include from where the student came)

· Initial entry into EC 

· Reevaluation of EC

· Annual IEP

· Change in label and/or setting

· Exit from EC (declassified, moved, graduated, etc.)

· Add/Delete related service (including transportation)

· Addendum IEP for any of the above actions

The CECAS form must be sent as soon as possible after the action occurs and all information MUST be current for April 1 and December 1 headcounts and for end of year reporting.  We need to be diligent in maintaining current information at all times.  For initial placement and reevaluations, the audited folder needs to be sent with the form.

When Not Needed:  CECAS is not needed if none of the above criteria are met.  For example, no CECAS is needed when a behavior plan or test modifications are added to a current IEP and service delivery does not change.

Who:  Although the principal is responsible for data at the school, he/she expects the special education staff person who works with the student to complete and submit the form.
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Process Overview:

1) Complete the CECAS form.  The person responsible signs and sends all three copies to the EC Department at Central Office along with the audited folder in an initial placement or reevaluation.

2) Information on the CECAS form is checked and entered into the state CECAS system as well as into our local database.  The folder (if sent) is checked for compliance.  The EC data manager at Central Office signs the form and returns the CECAS form to the teacher (with the folder if submitted).

3)  If information is needed to update SIMS, the EC data manager sends a copy of the CECAS form with relevant information highlighted directly to the SIMS operator who enters the information at the school level.

If New Placement: CECAS does not get information from SIMS.  You must supply the SIMS number for any new special education student. Therefore, if the student is a new placement or new student to your school, you must include the SIMS number.  All preschool students must be enrolled in your school and receive a SIMS number. 

You must also supply the enrollment date which is the date on which the student began getting EC services at the school (effective date of IEP for a new placement; date enrolled in school for a transfer student).

The student’s address, phone, and parents’ names must be included for any new student as well.  This information is needed at the state level to send required surveys as part of the Continuous Improvement Performance Plan as well as to follow up on graduates.  Also, whenever this information changes, please note new information on a CECAS form.

Purpose:  Carefully check all the reasons that apply.  For example, if the student has a reevaluation and at the reevaluation the label, setting, and related services changes, you would check reevaluation, change label, change setting, and add/delete related service.  Note that if the IEP is rewritten at reevaluation, you would only check reevaluation.

Child Demographics:  This section should be self-explanatory.  Make sure all items are completed.  Be careful with student names; use correct names in correct order.  CECAS will duplicate students if even slightly different names are used.

Special Education:

Referral Date:  Enter DEC 1 date if an initial placement.  We must monitor 90 day 
timelines for compliance.

Date of New DEC 5:  Only enter the DEC 5 date if there is a new date (not already in 
CECAS) for a purpose that requires a CECAS form.  Identify the purpose (initial, 
reevaluation, or other [specify reason]).  For 
example, no DEC 5 date is needed 
for annual IEP review. 
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Current IEP:


Purpose:  indicate purpose as checked on invitation to IEP meeting form.


Date of IEP meeting: date of MEETING, not initial date of IEP.


Date of IEP: beginning and ending dates of IEP service.  If addendum, note new 


beginning date and ending date (ending date should stay the same).

Setting:  circle the correct setting.  If there is a change in setting you will also note 


at top under Purpose.

Service Delivery:  Please be careful with this section.  

· Use a line for each service.  If the student has both inclusion and pullout for 
direct service, you will need two direct service lines (indicate pullout on 
one line, inclusion on the other).   

· If the student’s schedule changes (such as on a 4 by 4 schedule at high 
school), use a line for each semester. 

· The Notes column (optional) will allow high school teachers to write in 
semesters. Feel free to write other clarifications or specifics.

· Write in number of minutes or hours (remember to circle either min or hrs) 
and then write in the number of times (i.e., 5) per unit of time (i.e., week, 
month, year). 

· Speech only students are entered under Direct EC rather than under 
Speech/Lang.  

· You MUST include time, frequency, and setting for all entries (except 
transportation).  Do not forget an amount of time for consultation.
· For transportation, note if any restraints are needed (lap belt, wheelchair tie 
downs, etc.) and note what they are.  These must be in the IEP.
For Exit Only: Only use this section if student is exiting special education services.  Circle the reason.

Completed by: Indicate who collected the information from the file and completed the form (usually special educator).

CO Database entry by: This line will be signed at Central Office when the data are entered into the EC database.

CECAS entry by (CO): This line will be signed at Central Office when the data are entered into the CECAS system.

When completed, the Input Form will be returned to the school to place in the student’s folder.  Place the form in the first section (Information section) at the back of the section with most recent CECAS form first. A copy will be kept at Central Office for a short time.  

In addition, a copy of the CECAS form will be forwarded by CO to the SIMS operator when there is a new placement, exit, or reevaluation.  This basic data must be entered into SIMS to keep it current for school level reports.
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