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PURPOSE FOR CATHOLIC INCLUSIVE EDUCATION 
The Diocese of San Bernardino recognizes that inclusion is a process.  It provides the ability to 

communicate with a group of learners with diverse needs.  Inclusion is not a program or a placement.  

Inclusion is a philosophy of teaching that relies on the abilities of educators to promote an environment 

that respects and reverences the rights of all students to learn in regular education classrooms in Catholic 

schools.  It is based on the practice that assumes all children have unique talents and needs, and can 

work together in an educational system which accommodates and celebrates their diversity. 

 PHILOSOPHY AND GOALS 
 

The Diocese of San Bernardino strives to accept every student for whom an appropriate program can be 

designed and implemented.  We will utilize all services and support to provide the best education 

possible in the interest of the student. 

The Diocese further commits itself to the following goals: 

 To provide modified inclusion for Catholic school students. 

 Provide teachers with educational opportunities to assist in the recognition of learning 

abilities, modification for teaching instruction, and evaluation of student’s progress. 

 Provide ongoing parental /guardian support: i.e. parental education, resources, and 

information. 

 Encourage schools to provide appropriate activities for all students to be successful 

within the learning environment. 

 

It is understood that the limited resources of Diocesan schools make it impossible to provide an 

appropriate educational environment for those students needing strong medical, academic, and 

emotional support systems.  Schools, however, are challenged to broaden their attitudes and thinking.  

They are encouraged to create new ways to expand their parameters of student’s learning by accepting 

students with exceptional needs.  The needs of each student applying for admission to a specific 

school/classroom must be considered on an individual basis.  

Although Christian life consists in loving God and doing his will, intellectual work is intimately 

involved.  The light of Christian faith stimulates a desire to know the universe as God’s creation.  It 

enkindles a love for the truth that will not be satisfied with superficiality in knowledge and judgment.  It 

awakens a critical sense which examines statements rather than accepting them blindly.  It impels the 

mind to learn with careful order and precise methods, and to work with a sense of responsibility.  It 
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provides the strength needed to accept the sacrifices and the perseverance required by intellectual 

labor.  When fatigued, the Christian remembers the command of Genesis (3:19) and the invitation of the 

Lord (Luke 9:23). Section 49. (NCEA, April 2001 “A Reflection” Statement of the Catholic School 

Learning Community.) 

 

 

 

MODIFIED INCLUSION WITH  

DIFFERENTIATED INSTRUCTION 

 

Mission Statement 
 

In keeping with our Catholic faith identity, which embraces acceptance and respect of all human life, we 

believe that each child is a unique gift from God.   

 

Therefore, as Catholic educators in partnership with parents, we are committed to providing a 

compassionate environment where each child, regardless of ability, will be encouraged, enriched and 

challenged to achieve his/her personal best. 

 

In partnership with other educators, administrators, parents, and the community at large, we are 

committed to welcome every student for whom an appropriate program can be designed and 

implemented.  We will utilize all services and support to provide the best education possible in the 

interest of the student.   
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What is a Learning Disability? 

 
Interestingly, there is no clear and widely accepted definition of “learning disability.”  Because of the 

multidisciplinary nature of the field, there is ongoing debate on the issue of definition, and there are 

currently at least twelve definitions that appear in the professional literature. These definitions do agree 

on certain factors: 

 

 The learning disabled have difficulties with academic achievement and progress; discrepancies 

exist between a person’s potential for learning and what he/she actually learns. 

 

 The learning disabled show an uneven pattern of development (language development, physical 

development, academic development). 

 

 Learning problems are not due to environmental disadvantages. 

 

 Learning problems are not due to mental retardation or emotional disturbance. 

 

Most professional utilize a “definition of exclusion” when defining a learning disability population.  

That is, the learning disabled child is one who is not functioning in school despite the fact that the child 

is: a) not mentally retarded, b) not emotionally disturbed, c) not impaired in his modalities (e.g. blind, 

deaf), and d) has had an opportunity to learn not hindered by excessive absences, poor teaching, frequent 

family moves, etc.   

 

The term “learning disability” was coined by Dr. Samuel Kirk in 1962.  It is often referred to as the 

“hidden handicap” because there is no outward appearance of the disability – children with learning 

disabilities appear to be no different than their normal peers.   
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What are the “Early Warning Signs” of Learning 

Disabilities? 

 
Among the symptoms/signs commonly related to learning disabilities are: 

 

 Poor performance on group tests 

 Difficulty discriminating size, shape, color 

 Difficulty with temporal (time) concepts 

 Distorted concept of body image 

 Reversals in writing and reading 

 General awkwardness 

 Poor visual-motor coordination 

 Hyperactivity 

 Difficulty copying accurately from a model 

 Slowness in completing work 

 Poor organizational skills 

 Easily confused by instructions 

 Difficulty with abstract reasoning and/or problem-solving 

 Disorganized thinking 

 Often obsesses on one topic or idea 

 Poor short-term or long-term memory 

 Impulsive behavior; lack of reflective thought prior to action 

 Low tolerance for frustration 

 Excessive movement during sleep 

 Poor peer relationships 

 Overly excitable during group play 

 Poor social judgment 

 Inappropriate, unselective, and often excessive display of affection 

 Lags in development milestones (e.g. motor, language) 

 Behavior often inappropriate for the situation 

 Failure to see consequences for his actions 

 Overly gullible; easily led by peers 

 Excessive variation in mood and responsiveness 

 Poor adjustment to environmental changes 

 Overly distractible; difficulty concentrating 

 Difficulty making decisions 

 Lack of hand preference or mixed dominance 

 Difficulty with tasks requiring sequencing 

This is by no means a complete list. If a learning disability is suspected, educational and physical 

assessments must be completed. No diagnosis (or label) is to be placed on the child without extensive 

evaluation.   
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Understanding Processing Deficits 

Processing Deficits Manifestations Strategies 

Auditory Sequencing Confusion with number 

sequences, lists or lists of 

directions.  Hearing ninety-

four instead of forty-nine. 

Provide written instructions as 

reinforcement of oral 

instruction.  Use of visuals 

with lectures. 

Auditory Memory Difficulty remembering what 

was heard, difficulty 

remembering important items 

from a lecture.  Spells poorly. 

Provide written instructions to 

look back on.  Don’t penalize 

spelling, just correct content.  

Provide basic outlines of what 

is being presented. 

Visual Sequencing Problems in using a separate 

answer sheet.  Loses place 

easily.  Problems with reading.  

Reversing or misreading 

numbers or letters.  Reading 

words incorrectly.  Difficulty 

with equations. 

Read instructions aloud.  

Provide oral instructions.  

Write on the overhead.  Color 

code things written down.  

When writing questions on the 

board, change color every 

other question.   

Visual Memory Difficulty remembering what 

was seen.  Reading 

comprehension.  Difficulty 

with math equations.  Poor 

recall of information. 

Provide handouts that are 

clearly written and clearly 

organized.  Provide oral 

instructions. 

Dysgraphia Inability to form letters 

correctly.  Student cannot read 

his/her own writing.   

Issue oral tests.  Allow 

students to tape work/projects. 

Visual Motor Integration Mechanical problems in test 

taking.  Difficulty copying 

from the board or book.  

Spaces work poorly.  Poor 

quality in written work.  

Unorganized. 

Allow use of computer.  Tape 

recorder lectures.  Substitute 

oral reports for written reports.  

Provide individual written 

outlines so there are fewer 

steps to process.  Use graph 

paper.  Have a “note check.”  

Provide a note buddy.   

Auditory Discrimination Often seems to misunderstand.  

Trouble telling the difference 

between similar sounds or 

words.  Seems to hear, but not 

to listen.   

Written lecture notes to follow 

along.  Talk at a slower pace.  

Give one task at a time. 

Auditory Figure Ground Trouble hearing sounds over Sit student closer to the 

teacher or source of primary 
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background noises. sound. 

Visual Figure Ground Trouble seeing an image 

within competing background.  

Picking one line of print from 

another while reading. 

Using an index card or marker 

when reading to blot out the 

distraction of other words.  

Visual Discrimination Seeing the difference between 

two similar objects. 

Clearly spacing 

words/problems on a page. 

 

Spatial Orientation Loses materials.  Late to class.  

Difficulty with oral reading.  

Unorganized homework.  

Difficulty judging time.   

Provide more time for 

assignments or shorten 

assignments.  Encourage silent 

reading.  Provide less reading 

material and more reading 

time.  Provide help in 

organization.     

Expressive Language Difficulty expressing 

themselves.  May sound 

“cynical.” 

Provide opportunities for 

written reports rather than oral 

reports.  Allow adequate time 

to respond to questions. 

Receptive Language Appears to be “not listening.” 

Incomplete work. 

Have students repeat 

directions back to you for 

understanding. 

Organization Incomplete assignments.  

Unorganized notebook/notes. 

Provide course syllabus.  

Provide a calendar with 

weekly plan, include 

homework.  Provide written 

detailed explanation for 

projects.  For long term 

projects, have periodic checks 

(graded or non-graded).  

Assist with notebook 

organization.   

 

 

This list was provided to you from http://www.ldonline/ld_indepth/processdeficit/table.html. 

 

A more complete resource on strategies for various learning difficulties is the Pre-Referral Intervention 

Manual by Stephen B. McCarney, Ed. D.; Kathy Cummins Wunderlich, M. Ed.; and edited by Samm N. 

House.  Published by Hawthorne Educational Services, Inc.   

 

http://www.ldonline/ld_indepth/processdeficit/table.html
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WHAT TO DO IF A TEACHER SUSPECTS  

A STUDENT MAY HAVE DISABILITIES 

 
This list may be used in its entirety, or until a reasonable plan has been developed. 

1. Check   the cumulative file for information on possible disabilities or    

                                 patterns of learning difficulties. 

 

2. Articulate   with the student’s previous teachers.  This is to be conducted     

                                    confidentially to maintain the student’s integrity.   

 

3. Call the parent   and keep a record of who you talked to, when you talked, and  

what was said. Arrange to meet to discuss interventions that can be used to assure 

the child’s academic success.  Communication with parents is paramount in this 

process. 

 

4.   Make a list  of interventions that have been tried to date, and ones that can be tried in the 

future.  Parents need to be part of this discussion – they are the child’s primary 

educator and may have insight into which strategies the child will best respond. 

Check the red PRIM book for a list of interventions.   

 

5.  Fill out a Teacher Referral Form  

and give it to the SST coordinator.  Make sure parent permission forms for 

assessment and intervention are signed. 

 

   6.  Observe student at least twice before or between meeting to adjust the intervention   

plan.  Each observation should be conducted by a different SST member.   It 

would be beneficial if the grade level coordinator conducted one of the 

observations.  

 

    7.  Meet to discuss the observations 

recommendations, interventions, and a possible Modified Instructional Plan 

(MIP).  The SST must again to review the student in 6-8 weeks or whenever it is 

deemed necessary.   

 

    8.  Refer   the parents to the local public school system for assessments. 

 

    9.  Reevaluate the goals  

the SST will meet regularly to reevaluate the goals previously set and determine 

whether new interventions are necessary. 
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KEY PRINCIPLES OF A  

DIFFERENTIATED CLASSROOM 

 

1. The teacher is clear about what is most important in the content area. The teacher has prioritized the 

standards for that grade level. 

2. The teacher understands, appreciates, celebrates and builds upon student differences 

3. The teacher realizes that assessment and instruction are inseparable, and that utilizing various forms 

of assessment and adjusting methods of instruction benefit student learning. 

4. The teacher adjusts content, process, and product in response to student readiness, interests and 

individual leaning profiles. 

5. All students participate in meaningful work. Students are considerate, cooperative, and respectful of 

the various leaning levels of their classmates. 

6. Students, teachers and parents are collaborators of learning. 

7. The goals of a differentiated classroom are to stimulate maximum growth and provide for individual 

success. 

8. Flexibility is the hallmark of a differentiated classroom. 
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WHY ACCOMMODATE AND MODIFY 

 

Catholic schools provide a climate where each child can: 

 develop holistically to the best of his/her ability 

 develop personal intelligences 

 learn to capitalize on strengths 

 learn to compensate for weak areas that might limit achievement and aptitude development  

 become an independent learner who assumes responsibility for learning and behavior 

 become intrinsically motivated, believing he or she can succeed with effort and persistence 

 

To accomplish the above objectives, Catholic schools strive to: 

 develop a climate where each child is seen as having gifts 

 accept each student as he/she is - a gift from God 

 find and develop strengths; teach to these strengths and assess ability through them 

 identify areas of weakness and keep these areas from becoming obstacles to achievement and 

success 

 create a climate that fosters self-efficacy, self-advocacy, and personal intelligence 

 create a climate that celebrates diversity 

 adapt curriculum to students; curriculum is the “what” of learning; instruction provides the 

“how” of learning 

 teach students to adapt themselves to task demands through use of strategies that work for them 

 see learning as a match between learner and mastery of content  

 view intelligence as dynamic, multifaceted, distributed, and contextually determined 

 emphasize the “process” in learning 

 set individual versus competitive goals; define success as learning something you did not know 

before 

 expect all to succeed and show students how to make academic success possible 

 develop intrinsic motivation by focusing on curiosity, optimal challenge, and self-determination 

 teach for understanding and transfer/application; focus on learning to learn 

 include a commitment to work collaboratively with parents 
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POLICY AND GUIDELINES FOR  

        INCLUDED STUDENTS 

Policy 
A Catholic school will accept a child for whom an appropriate program can be designed and 

implemented following its prescribed enrollment procedures.  Each child’s admission and continued 

enrollment in a diocesan school should be based upon the emotional, academic, and physical needs 

of the child, and the resources available to the school in meeting those needs.  The final decision in 

this matter is made by the local school site.  Enrollment is on a one year probationary period to be 

reviewed after every 6-8 week period or at the discretion of the Student Success Team for up to 6 times 

a year. The Student Success Team can be composed of, but not limited to, administrators, teachers, 

counselors, parents, Dean of Students, and possibly the Pastor.   

Guidelines 

Identifying and Planning for Students with Exceptional Needs  
 Each school needs to have a developed process in place for the identification of incoming and 

existing students who may have exceptional needs (i.e. Student Success Team). 

 A school may request additional diagnostic information (i.e. psycho-educational assessment) for 

a student at any time to better develop an appropriate program for that student. 

 

Entrance Assessment and Acceptance of New Students 
 Entrance assessment of students should be utilized for diagnostic purposes only in identifying the 

learning strengths and needs of a student and in aiding the school in its determination of whether 

an appropriate program can be developed for a student.  Schools should utilize a holistic 

approach in this assessment through the review of previous documentation, academic screening, 

parent/student interviews and parish affiliation consideration.   

 Acceptance of an accommodated student by a diocesan high school is to be determined on an 

individual basis, taking into consideration confidential information provided by the elementary 

school, previous support/interventions of the elementary school, teacher recommendations, and 

the ability of the high school to meet the student’s needs. 

 

Documentation of Identified Inclusion Students 
 Written documentation incorporating standard diocesan forms is to be maintained on any student 

identified as needing curricular/instructional modifications or accommodations.   

 A Visual Information of Student Assessment (VISA), documenting pertinent student 

information, needs to be developed for a student with specialized needs.  This is a valuable 

resource when transitioning a student from one grade to another. 

 A Modified Instructional Plan, (MIP), is developed as the result of a collaborative team process.  

This plan documents the accommodations/modifications to be given to and made for the student. 

 

Standardized Testing for Included Students 
 An identified student may qualify for standard and non-standard accommodations on 

standardized tests administered by the school based upon the guidelines of the standardized 

testing program.  For a student to receive a non-standard accommodation, (i.e. extended time), 

the following requirements need to be adhered to: 
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1. A written, documented justification for the accommodation (i.e. psycho-educational 

testing, Modified Instructional Plan, etc.) must be on file at the school site. 

2. Parents must be aware that non-standard accommodation(s) is/are being made for their 

student, and the parents agree to the modified testing situation. 

3. Identification that an accommodation was made for the child needs to be indicated on the 

student’s permanent school record. 

4. Interpretation of the student scores needs to be made in light of the accommodation. 

5. A listing of students receiving non-standard accommodation must be submitted to the 

Superintendent at the Office of Catholic Schools. 

6. Because a non-standard accommodation invalidates the standardization process of the 

test, the individual test employing such an accommodation must be separate from the rest 

of the group.  However, the test will be scored and reported utilizing standardized norms. 

 

Assessment/Grading of Inclusion Students 
 Grading practices need to be consistent with the guidelines of the Diocesan Student Learning 

Assessment system.  A student who has been identified as needing Learning Levels 3 through 7 

(as outlined on page 6 of this document) in any subject area must have an accompanying adapted 

curriculum supplement (such as a Modified Instructional Plan or modification document).  The 

marking code of CP (Continued Progress) or a 3 (Adapted Curriculum) from the Comment code 

on the Diocesan Report Card may be used to indicate that inclusive measures were taken to 

achieve student success. 

 

 In the case of a high school student, the Student Study Team will devise a means of 

assessment/grading to be utilized on a consistent basis throughout the subject areas. These 

assessments will be developed on an individual basis, in consultation with the Office of Catholic 

Schools (OCS) 

 

Retention of Identified Inclusion Students 
 An identified inclusion student can be retained if it has been determined by the administration, 

teachers, and parents that the student would benefit from another year at that grade level. 

 

Eighth Grade and High School Diplomas 
 A student who has received instructional accommodations or curricular modifications within the 

school may receive an official Diocesan Diploma, Certification of Completion, or Letter of 

Attendance depending on the student’s achievement.  To determine which certificate is given 

requires the Student Success Team to evaluate to what level of mastery the student has achieved.  

If the Eighth Grade/High School standards have been achieved, then a Diocesan Diploma may be 

issued.  If the student improved, yet remained at a lower grade level of standard achievement, a 

Certificate of Completion would be appropriate.  If the student did not significantly improve, but 

faithfully attempted and attended the academic program, a Letter of Attendance could be 

considered.   

 

Alternative Educational Placement 

 If it has been determined by the administration, in consultation with the Student Success Team, 

that the school cannot continue to meet a child’s needs at the particular school, an alternative 
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educational placement should be recommended.  This is done after every possible school and 

outside intervention, and support resource have been exhausted without success. It would be 

unjust to continue to attempt to serve a child when it is evident that the school is unable to do so. 

 

Student Success Team Coordinator 
 It is recommended that each school identify a Student Success Team Coordinator whose role is 

to assist teachers and students in this process, and to facilitate the functioning of an inclusion 

team.  The role may include working with small groups, assessing individual students, and 

suggesting strategies for student success.  However, the main function is to enable success of 

each student within the regular classroom situation. 

 

Student Success Team 
 It is recommended that each school develop a team approach in reviewing students and their 

needs.   The team should be composed of an administrator, a Student Success Team Coordinator, 

teachers (as needed), and appropriate school support staff (i.e. counselor, Dean of Students) as 

well as outside personnel (as needed).  The team should meet on a regular basis for the purpose 

of identification of special needs, dialogue, and follow-up of students’ Modified Instructional 

Plans.  

 

Teachers 
 It is recommended that there be frequent and regular articulation between teachers or grade 

levels for students with special needs. This allows teachers assisting inclusion students to gather 

support and alternative ideas from their colleagues.  It also provides a continuum of the student’s 

educational objectives as the student moves to the next grade level.   

 

Diocesan Student Learning Assessment 
 The philosophy and processes of Catholic inclusive education should coordinate with, and 

enhance the Diocesan Student Learning Assessment System in the evaluation and reporting of 

progress of a student.  It is important that teachers be honest and realistic in the student’s 

progress and keep accurate and updated records of the student’s progress. 

 

Storage of Confidential Record 
 It is recommended that confidential information (i.e. psycho-education assessment, Modified 

Instructional Plans, VISA’s, etc.) be kept in a separate file behind the regular cumulative file 

information.  An identification marking (such as a colored dot) on the cumulative file identifies 

that a confidential file exists. These should be securely housed in an area designated for sensitive 

materials (example: Principal or Vice-Principal’s office, or the counseling office). 
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DETERMINING THE ABILITY TO MEET A STUDENT’S NEED 

WITHIN AN INCLUSIVE CATHOLIC SCHOOL 

It is the desire of Catholic schools to provide the best possible education for each child admitted into 

the system.  It is suggested that when a school is considering admission of a student into the system, 

the school should evaluate a prospective student and his/her needs and analyze the educational 

program in place using the following criteria to see if the school can provide the best education 

possible for the student. 

1. What are the strengths and needs of a prospective student? 

Review: 

 Previous report cards 

 Entrance assessment 

 Previous psycho-educational assessment 

 

2. Why do the parents wish the child to attend this school? 

Determine: 

 What expectations do the parents have? 

 Are the parents’ expectations realistic? 

 Does the school feel it can meet the expectations? 

 

3. Can the student commit to working with the school for his/her own success? 

 

4. What support does the school currently have in place to accommodate the student? 

 

5. What extra support are the parents willing to provide at their own expense to ensure 

the success of the student?  Are they able to provide this support? 

 

6. Is the classroom teacher able to accommodate for the student’s needs and/or modify 

curriculum, as needed?   

 

7. How will the student be assessed to measure academic growth and achievement? How 

often will the Student Success Team to evaluate the student’s progress? 

 

Once a student is accepted into a school, ongoing assessment and dialogue with the parents is 

imperative to monitor learning expectations and the continuing ability of the school to effectively 

meet the student’s needs. 
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STUDENT SUCCESS TEAM: IMPLEMENTATION 

 

STEP 1: At a faculty meeting: 

 Discuss special learning needs and what measures are being taken to intervene. 

 Discuss how Modified Inclusion complements the school’s Mission Statement and 

Philosophy. 

 Explore internal and external learning resources. 

 Discuss concept of Student Success Team (SST) as it applies to your school site. 

 

STEP 2: At a faculty meeting: 

 Designate Student Success Team (SST) members. 

 Begin formation of Student Success Team (SST). 

 Propose first meeting for Student Success Team (SST). 

 Provide necessary professional development for appointed members. 

 Collaborate with other school’s SST members and establish networking across the 

diocese. 

 

STEP 3: At first Student Success Team meeting: 

 Develop protocol for your individual site. 

 Review forms and documentation to be used. 

 Modify forms to meet the needs of your school site. 

 Propose a meeting schedule. 

 

STEP 4: Student Success Team gives presentation to the faculty: 

 Discuss what SST is and what it is not. 

 Distribute overview of materials. 

 Briefly discuss procedures teachers use to refer a student. 

 Explain forms that will be used. 

 

STEP 5: Give a Student Success Team concept presentation to parents: 

 Discuss what SST is and what it is not. 

 Explore how the SST will serve all students and the school at large. 

 Open forum for questions and answers – or allow SST to be present after the meeting 

to meet individually with parents. 
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STEP 6: At a faculty meeting present information on the internal referral process: (Teacher 

Referral Form) 

 Teacher begins the process. 

 Teacher maintains portfolio recording on-going observation, work samples and 

strategies employed. 

 Teacher establishes on-going communication with SST Coordinator. 

 Teacher initiates referral of student through SST Coordinator to the Student Success 

Team. 

 

STEP 7: Student Success Team monthly meetings: 

 Discuss referrals. 

 Discuss issues regarding interventions, screenings, evaluations, and placement. 

 Make recommendations. 

 Review progress of previously discussed students. 

 

STEP 8: Public school referral process for assessment (as necessary) 

 Together, the teacher, principal, SST Coordinator, SST members (as available), and 

the parents make a decision to refer the student for testing only after school site 

interventions have been implemented.   

 Parents initiate referral to local public school (see model letter). 

 School sends approved data on the student to local public school. 

 At least one representative from the school site attends meeting with public school 

officials to discuss the assessment results. 
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CATHOLIC SCHOOL SUCCESS TEAM 

A Student Success Team (SST) in a Catholic school is an on-site review committee with the following 

purposes: 

1. To support the school at large in the identification of students with problems interfering 

with learning. 

 

2. To create a forum in which teachers can discuss problems they or their students are 

experiencing which interrupt the learning process. 

 

3. To assist teachers in developing interventions and strategies to enhance the learning 

process for all students. 

 

4. To support parents at meetings at which recommendations for interventions, screenings, 

evaluations, and placement will be discussed. 

 

 

The Student Success Team (SST) in a Catholic school consists of some of the following members, 

depending on the school’s needs: 

      1.    Principal of the Catholic school 

      2.    Teachers (classroom, learning center) 

      3.    Related service staff (psychologist, Vice-Principal, Dean of Students, counselor,     

 department head, SST Coordinator, etc.) 

      4.    Appropriate professionals (school based and community based) 

      5.    Parents/guardians 
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Inclusion Program  

Flow Chart 

Request Made  

(Teacher, 

Administrator, Parent) 

Response 

(Conferencing, Observations, 
Coaching, Interventions) 

Concerned Not Resolved 

(On-site skills assessment, 

outside referral for off-site 

assessment, accommodations, 

and modifications to curriculum.) 

Concern Resolved 

(Student Progress 

Monitored) 

Notification 

(Parents notified, Local School of 

Attendance or Other Professional 

Educational Evaluator – if 

outside evaluation is sought) 

Action Plan 

(Developed and 

Implemented) 

Evaluation 

(Action Plan, Progress, 

Conferences on a 

regular basis) 

NOTES: 

 

In general, this is the flow of events 

used to address all students considered 

for an Inclusion situation.   

 

Items listed in boxes may be used 

individually or in conjunction with 

other strategies as deemed necessary. 

 

No changes may be made to any 

student’s curricular program without 

the written consent of the parents. 

 

If a teacher has any concerns about a 

student’s academic or behavioral 

welfare, parents must always be 

contacted as the initial step in the 

process.   
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DIOCESE OF SAN BERNARDINO 

TEACHER REFERRAL FORM 

Student:  Date:  

Teacher:  Grade:  

Date of Parent Contact:  Parent Response:  

Teacher summary of student strengths: ** 

 

Teacher summary of concerns: ** 

 

Mark each below as applies: 

HEALTH ISSUES 

 Vision 

 Hearing 

 Motor Skills 

 Overall Development 

 Medication (list): ** 

 Other: ** 

SOCIAL ISSUES 

 Social isolation 

 Boundaries (e.g., invades personal space) 

 “Bullying” / Verbal intimidation 

 Physical altercations (pushing, hitting, 
etc.) 

 Disrespectful and/or defiant with adults 

 Friendship problems (e.g., sharing, taking 
turns) 

 Other: ** 

 

EMOTIONAL ISSUES 

 Withdrawn / Sad 

 Anxious 

 Emotionally over-reactive 

 Easily frustrated 

 Easily angered 

 Other: ** 

 Contributing factors (e.g., divorce, death, 
illness of family member, etc.): ** 
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BEHAVIORAL ISSUES 

 Inattentive / Off task 

 Problems completing work 

 Unable to follow directions/instructions 

 Difficulty with multi-step procedures 

 High activity level 

 Impulsivity 

 Difficulty following rules 

 Problems remaining quiet in class 

 Disruptive to peers/teacher 

 Other: ** 

ACADEMIC ISSUES 

 Reading readiness 

 Reading decoding 

 Reading fluency 

 Reading comprehension 

 Other Reading concerns: ** 

  

 Math readiness 

 Math computation skills 

 Problem solving/Word problems 

 Other Math concerns: ** 

  

 Writing readiness 

 Penmanship 

 Spelling 

 Grammar / Sentence structure 

 Vocabulary 

 Poor organization of ideas / Sequencing 

 Fine motor skill problems 

 Other writing concerns: ** 

  

 Fluency of oral expression 

 Speech articulation / Impediment  

 Difficulty expressing ideas 

 Improper use of grammar 

 Other expressive language weakness: ** 

 Difficulty understanding oral information 

 Other receptive language weakness: ** 

OTHER ISSUES 

 Self help skills 

 Memory skills 

 Organizational skills 

 Study skills 

 Test taking skills 

 Listening skills 

 Overall processing speed 

 Other: ** 

Additional/Information or concerns: ** 

 

Strategies attempted by teacher (e.g., 
classroom incentive system, school/home note, 
relocating desk, curricular adaptations, one-
on-one help with teacher or assistant): * 
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Requested action: (check all that apply) 

 Classroom observation 

  

 Student Support Coordinator 

consultation 

 Administrator intervention (e.g., 
discipline issues/problems) 

 Screening for additional academic 
support 

 Other: ** 

 

Note to teacher:  After completing this referral form, please forward to the appropriate 
Administrator or Student Success Coordinator. 

  

Student Success Coordinator Signature Date 

  

Administrator Signature Date 
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DIOCESE OF SAN BERNARDINO 

DIVERSIFIED EDUCATION CHECKLIST 
Student’s Name:  Date of Birth  Age:  Sex: M  F 

Address  Phone  

Referring Teacher  Grade:  

Parents:  Resides With  

Date Requested Form  Date Returned Form 

 Referral from teacher  

 Release forms from parent  

 Records  

 Hearing  

 Speech  

 Visual  

 ILP  

 Health  

 Other  

 Observation  

Student Success Team Meeting Date: 

Meeting Notes:   Date: 

Teacher Referral Form    

Parent Preparation Sheet     

Student Preparation Sheet  

Follow-up Meeting #1: Date 

Follow-up Meeting #2 Date: 

Individual Learning Plan (ILP) Date Developed: 

Documentation (Outside Assessment)  

Student VISA   (Visual Information of Student Assessment)  
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DIOCESE OF SAN BERNARDINO 

VISA (VISUAL INFORMATION OF STUDENT ASSESSMENT) 

COMPLETION COVER SHEET AND GUIDELINES 

To:______________________________________   Date _____________________ 

Please return the attached documents to ____________________________________Name 

by ________________________________ 

Learning support programs for students with diversified needs are built on adaptations for 
individual needs within the regular classroom.  In order to make the necessary adaptations, the 
students, teachers and staff need to have instructionally relevant student information each year.  
This will create a “picture” or profile of each student as a classroom learner. 

The VISA document provides observable instructional information about students to teachers 
who make a request.  This information helps prepare curricular, instructional, and/or behavioral 
adaptations. 

Your input is requested on the following students, with whom you have had instructional 
contact.  Please read each item and provide as much information as you can.  Feel free to add 
comments where appropriate.  If information already appears on the form, please add your name 
to the line “completed by…” and add your observations. 

Please read and observe the following completion guidelines: 

 Do not use any “official” test data.  All information should be observable and made with 
professional judgment. 

 For independent functioning levels, you can estimate grade levels or use more general 
terms such as on grade level, below peer group, acceptable, and so forth. 

 If you feel the information is not pertinent, don’t complete that item. 

 This information will be shared with other staff members who are or will be involved with 
student’s education.  The information may be shared with parents and the students 
themselves. 

 Above all, present all material in a positive manner.  Teachers need to know what a 
student can do, along with the student’s needs, presented in a manner that promotes 
positive problem solving. 
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DIOCESE OF SAN BERNARDINO 

Student:  VISA 
Confidential 

Grade:  

Area of Exceptionality:  

This form completed by: 

 

Name 
on 

 

Date 

List approximate (independent) FUNCTIONING grade level: 

Reading:      

Spelling:       

Written Language:       

Math:       

Social:       

Behavioral:       

List any physical limitations that require classroom adaptations: 
 vision __________________________________________________________ 
 hearing _________________________________________________________ 
 motor __________________________________________________________ 
 health __________________________________________________________ 
 other ___________________________________________________________ 

Check the student’s preferred LEARNING STYLES: 
 visual          auditory 
 tactile (manipulation by hand)      kinesthetic (whole body movement) 

Check any statements that apply to the student’s work habits in the regular classroom: 
(make additional comments) 
 Works independently 
 Distracted by sounds, talking etc. 
 Should be seated:  

        in front of room   in back of room                 away from a window   

         near a window    near friends    away from friends 

         near teacher    away from teacher 

 Is motivated to work 
 Initiates tasks or begins directions easily 
 Does homework 
 Gives up easily 
 Usually completes tasks started 
 Is usually on time to class 
 Usually brings materials to class 
 Usually remembers assignments, homework instructions, etc. 
 Needs to help with organization 
 Works best with a structured classroom routine 
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 Best instructional environment: 
 working with  

 working with other student 

 working alone 

 working with a team 

 working with an adult 

 varied environments 

 Needs extra time on class 
work 

 Needs to move about 
occasionally 

 Tends to be impulsive 

 Tends to be reflective 

Label each of the following as: +    strength 

o   weakness 

copying from the board 

copying from the overhead 

gaining information from printed material (text, handouts, etc.) 

gaining information from charts, graphs, pictures, etc. 

gaining information from lecture 

gaining information from film/film strip, video, audio tape 

gaining information from a field trip 

oral expression and communication skills 

organizing and maintaining a notebook 

creative projects 

writing (journal, reports, etc) 

spelling 

math facts 

reading out loud 

class discussions 

hands-on tasks 

computer work 

parent involvement/support 

Suggested INSTRUCTIONAL adaptations: 

extended time 

assignment modifications 

alternative presentation/instructional method 

textbook modifications 

alternative assessment 

in class assistance from special services 

change in lessons objective/outcomes 

material modifications 

grading modifications 

text modifications 

DESCRIPTION: 

 

 

Suggested test ADMINISTRATION adaptations: 

 take extra time 

 have the test read out loud 

 have the text/test questions explained (reworded only) 

 answer in own words  

 use textbook on the test 

 use notebook on the test 

 use study guides, work sheets, or reviews on test 

 other 

 use a vocabulary test for fill-in-the-blank 

 use a vocabulary test for essay questions 

 answer orally 

 choose from a narrowed-down list of answers 

 use formulas and diagrams 

 use calculator on the test 

 work with another student with the same test 

 be given a second try on wrong answers  

How could a paraprofessional best be used with this student? 

 

 

 

 Other comments or suggestions:  
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DIOCESE OF SAN BERNARDINO 

Date: 

Memorandum of Understanding 

___________________________________(name of student) is being accepted conditionally to 

____________________________________________________(school) for a probationary period of 

____________(amount of time).  We wish for a successful learning experience for your child and 

therefore seek a positive working relationship in meeting his/her needs.  The following are 

understood: 

 

Responsibilities of School: 

 

 

 

 

 

Responsibilities of parents: 

 

 

 

 

Special needs that may not be able to be met by the school: 

 

 

 

Principal Date 

Principal Date 

Parents Date 
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DIOCESE OF SAN BERNARDINO 

INDIVIDUALIZED LEARNING PLAN 

 Academic Plan  Academic and Behavioral Plan  Behavioral Plan 

 

Student:  ILP Date:   

Homeroom Teacher:  *1st Update:  

Grade / Section:  **2nd Update:  

 

 Above Grade Level Subjects:  

 At Grade Level Subjects:  

 Below Grade Level Subjects:  

Student Strengths: ** 

Student Areas of Development: ** 

Key goals/objectives for this school year include (specific and measurable): 

1.  ** 
 

2.  ** 
 

3.  ** 

Instructional Adaptations 

Classroom Environments 

 Preferential seating 

 Use of study carrel 

 Structure transition times 

 Reduce distractions 

 Other: ** 

Lesson Presentation 

 Write key points on board 

 Provide written outline/handouts 

 Provide visual aids 

 Have child review key points orally 

 Make sure directions are understood 

 Use peer tutoring 

 Use eye contact/teacher proximity 

 Break down tasks into small steps 

 Reading assignments on tape when possible 

 Use of calculator 

 Duplicate book pages so student does not have to copy 
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 Multiple learning modes, visual, kinesthetic, auditory 

 Use concrete materials 

 Other: **  

Assignments 

 Shorten 

 Simplify 

 Extend time 

 Oral reports/project vs. written 

 Allow student to record or type 

 Don’t penalize for spelling errors/sloppy papers 

 Teacher signs assignment notebook 

 Reduce reading level 

 Keep extra set of books at home 

 Highlight materials 

 Reading materials on tape/CD when possible 

 Recommended for after-school tutoring support 

 Other: ** 

Test Taking 

 Allow open book exams 

 Give exam orally 

 Allow extra time 

 Read test on tape 

 Short answers 

 Multiple Choice 

 True/False 

 Modify length 

 Test in short units 

 Qualifies for ITBS Accommodations 

 Other: ** 

 

Behavioral Support 

 Clarification of rules 

 Expectations and consequences consistently maintained 

 Frequent breaks 

 Positive reinforcement 

 Offer choices 

 Immediate feedback 

 Visual daily schedule 

 Check desk/notebook organization 

 Ignore inappropriate behaviors 

 Break multi-step instructions down into smaller units 

 Break projects/tasks down into smaller units 

 Use orienting procedures prior to beginning instruction (e.g., eye contact, verbal prompt, touch, etc.) 

 Check for understanding 

 Teach organizational skills 
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 Use daily/weekly home/school note 

 Use classroom incentive system to shape appropriate behavior 

 Use individualized incentive system to shape appropriate behavior 

 Teach social skills (e.g. via direct instruction and/or role-playing) 

 Provide small group or one-on-one assistance to improve self-regulation and/or attentional skills (e.g., classroom 
aide, peer tutor, counseling, etc.) 

 Other: ** 

{Note: Indicated adaptations will be implemented as needed at the discretion of the teacher.} 

Additional Support Not Listed Above: 

Language Arts:  

Math:  

Religion:  

Social Studies:  

Science:  

Electives:  

Student’s Grades (as of the date of the ILP):  

Language Arts:  

Math:  

Religion:  

Social Studies:  

Science:  

Electives:  

Low Grades due to (check all that apply): 

 Missing/Incomplete Assignments 

 Late Assignments 

 Low test scores 

 Academic Probation (attach form to ILP) 

 Other: ** 

Psycho-Educational or other testing: 
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(Please be aware that qualifying diagnostic information is necessary to support curricular modifications) 

 Testing is recommended (School to provide referral list and information regarding public 
school testing process) 

 Testing is in process with: ** 

 Testing has been completed but results have not been released 

 Testing has been completed and results are available for review 

 Testing is not needed at this time 

Additional Information: 
 
Follow-up to the Individualized Learning Plan -  
 
School Support: 
 
Parental Support: 
 

****************************************************************************************** 
We are in complete agreement with this Individualized Learning Plan dated: _________________________ 

Parent email address: _________________________________________________________________________ 

By providing your email address on this document you have authorized the school to send the final copy of this document 
to you electronically.  Email address to be written by parent. 

Student Signature (if applicable)  Date  *1st Update/Initial  **2nd Update/Initial 

Parent Signature   Date  *1st Update/Initial  **2nd Update/Initial 

Parent Signature   Date  *1st Update/Initial  **2nd Update/Initial 

Teacher Signature   Date  *1st Update/Initial  **2nd Update/Initial 

Learning Support Coordinator Signature   Date  *1st Update/Initial  **2nd Update/Initial 

Assistant Principal Signature   Date  *1st Update/Initial  **2nd Update/Initial 

Principal Signature   Date  *1st Update/Initial ` **2nd Update/Initial 

Comments: 

 

 



 

35 

 

DIOCESE OF SAN BERNARDINO 

INDIVIDUALIZED LEARNING PLAN PROGRESS REPORT 

Student: Date: 

Teacher: Grade: 

Academic Progress:   Improved     Improving     No Improvement 

Comments: 

Study Progress:   Improved     Improving     No Improvement 

Comments: 

Behavior:   Improved     Improving     No Improvement 

Comments: 

Attention:   Improved     Improving     No Improvement 

Comments: 

Organization:   Improved     Improving     No Improvement 

Comments: 

Social Interaction:   Improved     Improving     No Improvement 

Comments: 

Emotional Status:   Improved     Improving     No Improvement 

Comments: 

Additional Comments or Observations: 
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DIOCESE OF SAN BERNARDINO 

(School) 

Authorization to Exchange Information 

   

Student’s Name: Date of Birth Age: 

School Grade 

Parents/Guardians 

Home Phone Cell Phone Work Phone 

[Parent is to complete and sign a copy of this authorization form for each prior school, doctor, 
therapist, and/or other services provider for which a request for records or materials is sent.] 

TO: _______________________________________ 

       (name of prior school, doctor, therapist, or services provider) 

 ________________________________________ 

       (address of prior school, doctor, therapist, or services provider) 

 ________________________________________ 

 ________________________________________ 

      (fax number of prior school, doctor, therapist, or services provider) 

The undersigned, as parent/guardian of the minor___________________________________ 
(name of child) 

(    /    /    ), hereby authorizes _____________________________________________  
  (date of birth)    name of prior school, doctor, therapist, or service provider) 

to share, produce and discuss otherwise confidential educational materials, medical records, 
psychological records, and other information regarding ______________________ 

 (child’s name) 

with __________________________________, including any personnel therein.  This authorization  

 (name of current school) 

shall remain in effect for one year from the date of the authorization 
and a copy of this authorization shall be deemed as original.   

 

Parent/Guardian Signature Date  

Parent/Guardian Signature Date  

SEE REQUEST FOR RECORDS, MATERIALS, AND INFORMATION LISTED ON NEXT PAGE 
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Authorization to Exchange Information, Page 2 

Please send requested records, materials, and/or information to: 
_________________________________________ 
(Name of Current School) 

_________________________________________ 

(Name of Current Administrator) 

_________________________________________ 

(Address of Current School) 

_________________________________________ 

_________________________________________    ____________________________________ 

(Current School FAX number)                                      (Current School telephone number) 

Please send the following educational, medical, psychological, or other records, materials, or 
information regarding _____________________________________________________ : 

(student’s name) 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

 

For office use only: 

Date Authorization sent ____________________________   
Date requested information received ______________________ 
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(School) 

STRATEGIES ATTEMPTED BY TEACHER CHECKLIST 

Student: Grade 

Teacher: Date 

Please return to: By: 

Check the adjustments you have made in your classroom setting.  Indicate frequency (hourly, 
multiple times/day, daily, weekly). 

Possible Adjustments/Settings Frequency Comments: 

Classroom Environment; 

Preferential seating   

Reduce distractions   

Structure transition times   

Use of a study carrel   

Other:   

Lesson Presentation 

Break down tasks into smaller steps   

Opportunity for oral review   

Make sure directions are understood   

Provide visual aids   

Using different learning modes – visual, 
auditory, kinesthetic 

  

Use of teacher proximity/eye contact   

Use peer tutoring   

Other:   

Assignments: 

Extend time   

Highlight materials/key points   

Shorten assignment   



 

39 

 

Simplify assignment   

Other:   

Behavioral Support: 

Help with organization/daily planner   

Clarification of rules   

Frequent breaks   

Immediate feedback/positive reinforcement   

Daily schedule/visual aid   

Positive reinforcement   

Direct teaching of social skills/role-playing   

Offer choices   

Other:   

Test Taking   

Allow extra time   

Give test orally   

Give test in shorter units   

Other   

Possible Adjustments/Settings Frequency Comments 

Math 

Use of computation chart (add/sub/mul)   

Calculator use   

Graph Paper   

Visual Aids: 

 Color code problem operations 
 Index card w/window 
 Fold paper in ½ or ¼ 
 Represent problem pictorially 

  

Teach student to verbalize steps 

Use of manipulatives to problem solve 

  

Reading   
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Activate prior knowledge using organizers   

Use who, what, when, where sentences, 
questions, prompts to help comprehension 

  

Oral pre-reading activities (Look at the 
pictures, headings, bold print, sub topics) 

  

Establish purpose for reading that matches the 
student’s comprehension level 

  

Explicitly teach word attack skills.   

Pre-teach vocabulary and content area   

Provide reading materials at ability level   

Read to student (or use tapes/CD’s)   

Use copies of text pages for highlighting   

Writing/Language Arts   

Allow use of spelling dictionary/spell check   

Allow dictation of writing assignment (to 
transcribe later) 

  

Allow time for all stages of writing process   

Teach student how to use story maps/word 
webs/concept diagrams/maps 

  

Provide list of key vocabulary words   

Allow student to type   

Social Studies/Science/Add’l Subject   

Pre-read lesson with key questions   

Connect key concepts with prior knowledge 
(compare/contrast) 

  

Draw a picture of what was learned   

Provide lesson outline/what to know   

Use of alternative assessments   

Provide content material @ reading level   
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(School) 

CLASSROOM SUPPORT LOG 

Student’s Name:  Date of Birth  Age:  Grade: 

Name of Student’s Teacher  Current Academic Year to 

 

Date of 
Strategy 

Classroom 
Environment 

Daily Lessons/ 
Instruction 

Assignments/ 
Homework 

Behavior 
Support 

Assessments/ 
Evaluations 

Additional 
Supports 

Results / Effect 
+     /     - 
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Date of 
Strategy 

Classroom 
Environment 

Daily Lessons/ 
Instruction 

Assignments/ 
Homework 

Behavior 
Support 

Assessments/ 
Evaluations 

Additional 
Supports 

Results / Effect 
+     /     - 

 

 

 

 

 

 

       

 

 

 

       

        

Log of Parent Communications:   

Date: _______________ Method: (circle)  Meeting   Note   Phone   Other _____________  Topic: __________________________ 

Comments: _________________________________________________________________________________________________ 

Date: _______________ Method: (circle)  Meeting   Note   Phone   Other _____________  Topic: __________________________ 

Comments: _________________________________________________________________________________________________ 

Date: _______________ Method: (circle)  Meeting   Note   Phone   Other _____________  Topic: _________________________ 

Comments: _________________________________________________________________________________________________ 

Date: _______________ Method: (circle)  Meeting   Note   Phone   Other _____________  Topic: __________________________ 

Comments: _________________________________________________________________________________________________ 
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DIOCESE OF SAN BERNARDINO 

OBSERVATION CONSENT 

 

Date:________________ 

 

Dear ________________________________, 

 

_________________________ has talked with me about ________________________’s recent 

behavior and/or academic progress in the classroom.  S/he has asked me to observe your child in 

an effort to understand the primary issues and hopefully come up with some strategies to help 

make sure s/he gets the most benefit possible from class time.  Of course, your child will NOT 

know that s/he is being observed.  Rather, I will be helping all the students in the group. 

 

If you agree that it would be helpful for me to observe your child please sign below and return 

this letter in a sealed envelope to my mailbox at the school.  I will schedule the observation at my 

earliest convenience once I receive this signed consent form from you.  There is no charge for 

this service. 

 

If you have any questions, please call me at x_______.  

Thank you! 

_________________________________ 

SST Member Signature 

_________________________________ 

Student SCCESS Team Member  

Check one: 

____ We agree to have our child observed within the classroom. 

 

____ We do NOT agree to have our child observed in the classroom.   

 We would like to have a conference with the teacher. 

 

             

Parent/Guardian Signature     Date 

             

Parent/Guardian Signature     Date  
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DIOCESE OF SAN BERNARDINO 

(Elementary School) 

OBSERVATION FORM 

(SAMPLE) 

Student’s Name:  Grade: 

Referring Teacher  Date:  

Reason for Referral:  

Time of Day:  Day of Week:  

Class/Subject  

Seat Location within classroom  

 

BEHAVIORS 

 

 

 

 

WORK HABITS 
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DIOCESE OF SAN BERNARDINO 

(Elementary School) 

CLASSROOM OBSERVATION FORM 

(SAMPLE) 

Student:  

Parent  Permission Form on file?   Yes      No 

Observed by:    

Date of Observation: Length of Observation: 

Class Observed:  Teacher:  

Performance Parameters       Comments 

A. Purpose of Task 

a. Objective of Lesson __________________________________________ 

B. Nature of Activity 

a. Individual, Grouped, or Paired? _________________________________ 

b. Component Areas (motor, perceptual language, social/emotional, cognitive, 
self-help?____________________________ 

c. Listening, watching, doing? ____________________________________ 

C. Accuracy of Performance 

a. Which parts of task can student do? 

b. Which parts are difficult? 

c. Does student compensate?  How? _________________________________ 

D. Attention to Activity 

a. Length of attention to task? _________________________________ 

b. Distracted?  By what stimuli or event? _________________________ 

c. Can refocus attention if interrupted? 

TASK – INDIVIDUAL 

A. When assigned task, the student: 

a. Initiates task without need for teacher’s verbal encouragement ________ 
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b. Requests help in order to start task _______________________________ 

c. Complains before getting started on a task _________________________ 

d. Demands help in order to start on a task ___________________________ 

e. Actively refuses to do task despite teacher’s encouragement ___________ 

f. Passively retreats from task despite teacher’s encouragement __________ 

B. While working on task, the student: 

a. Works independently __________________________________________ 

b. Performs assigned task without complaint _________________________ 

c. Needs teacher’s verbal encouragement to keep working ______________ 

d. Needs teacher in close proximity to keep working ___________________ 

e. Needs physical contact from teacher to keep working ________________ 

f. Seeks constant reassurance to keep working ________________________ 

g. Is reluctant to have work inspected _______________________________ 

h. Belittles own work ____________________________________________ 

C. At the end of assigned time, the student: 

a. Completes task _______________________________________ 

b. Takes pride in completed task ___________________________ 

c. Goes on to next task ___________________________________ 

d. Refuses to complete task _______________________________ 

D. Social Interaction 

a. Establishes a relationship to one or two peers ________________ 

b. Shares materials with peers ______________________________ 

c. Respects property of peers _______________________________ 

d. Gives help to peers when needed __________________________ 

e. Accepts help from peers when needed ______________________ 

f. Establishes a relationship with most peers ___________________ 

g. Teases or ridicules peers __________________________________ 

h. Physically provokes peers ________________________________ 

i. Participates appropriately in group activities __________________ 
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j. Postpones own needs for group objectives____________________ 

k. Withdraws from group ___________________________________ 

l. Overly assertive in group _________________________________ 

m. Disrupts group activities (calling out, provocative language) ______ 

E. Relationship to Teacher: 

a. Tries to meet teacher’s expectations _______________________________ 

b. Functions adequately without constant teacher encouragement _________ 

c. Interacts with teacher in non-demanding manner _____________________ 

d. Tests limits, tries to see how much teacher will allow _________________ 

e. Seeks special treatment from teacher ______________________________ 

f. Responds to teacher’s criticism appropriately________________________ 

g. Defies teacher’s requirements ____________________________________ 

h. Responds with anger when demands are thwarted by teacher ___________ 

i. Abuses teacher verbally ________________________________________ 

j. Requires close and constant supervision because behavioral controls are so 
limited _____________________________________________________ 

Comments: 
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TEACHER/PARENT CONTACT RECORD 

Name of Student: Parent/Guardian Contacted: 

Date Contacted: How contacted: 

Summary notes of discussion with Parent/Guardian: 

 

 

Summary of Concerns: 

 

 

 

Any additional information shared: 

 

 

 

Possible implications on the student’s educational program: 

 

 

 

 

Suggestions and/or recommendations by parent/guardian: 

 

 

 

 

Teacher Grade 

Follow-up:  
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DIOCESE OF SAN BERNARDINO 

PARENT PREPARATION SHEET FOR 

 STUDENT SUCCESS TEAM MEETING 

Please complete this sheet and return it tomorrow in the enclosed envelope.  Each parent 
or guardian should fill out their own sheet. 

 

1.  Things I really enjoy about my child (strengths and gifts): 

 

 

2.  Activities my child is the most excited about and enjoys the best are: 

 

 

3.  Concerns that I have for my child are: 

 

 

4.  School areas that are difficult for my child are: 

 

 

5. My child has been the most successful in school when: 

 

 

6. Expectations I have for my child this year are: 
 

 

7. Please add any additional information you can share with the Team that will assist us in 
formulating a successful plan for your child. 
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DIOCESE OF SAN BERNARDINO 

Student Preparation Sheet for  

 Student Success Team Meeting 

  

Student: Grade 

My favorite activity at school is ______________________________________________________ 

I am really good at _____________________________________________________________________ 

I learn best when _______________________________________________________________________ 

Something I would like to change about my school is _______________________________ 

What I like best about home is ________________________________________________________ 

What I would change about home is __________________________________________________ 

Some things that I am concerned about are __________________________________________ 

The person I like to talk to the most at home is ______________________________________ 

The person I like to talk the least to at home is _______________________________________ 

If I could change one thing at school it would be 
______________________________________________________________________________________________ 

Draw a picture of your family or class 
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DIOCESE OF SAN BERNARDINO 

STUDENT SUCCESS TEAM MEETING SUMMARY 

Student: Birth date Age Grade 

Referring Person: ITM Follow-up Date 

 
HISTORY: MEDICAL/HEALTH: 

 
 
 
 
 
 
 
 
 
 

STRENGTHS: 
Parents: 
 
 
 
 
 
Teachers: 
 
 
 
 
 
Student: 
 
 
 
 
 
Other: 
 
 
 
 
 
 
 
 

CURRENT 
MODIFICATIONS/ACCOMMODATIONS 
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CONCERNS: 
 

PROPOSED MODIFICATIONS/ 
 ACCOMMODATIONS/ACTIONS: 
Teachers: 
    Environment: 
 
 
 
    Assignments: 
 
 
 
 
     Materials: 
      
 
 
 
     Teaching Techniques: 
 
 
 
 
Student: 
 
 
 
Parent:  
 
 
 
 

Signatures of persons Attending LST Meeting 

  

Signature / Date Signature / Date 

  

Signature / Date Signature / Date 

  

Signature / Date Signature / Date 
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Request Letter 
Date: _________________________ 

Student Name:  ____________________________________________ 

Parent Name:  _____________________________________________ 

Home Address:  ____________________________________________ 

       ____________________________________________ 

Home Phone Number: ______________________________________ 

School District of Location: ___________________________________ 
 
To Whom It May Concern: 

I am the parent of ______________________________________, born on _______________________.   At the 

present time I have concerns regarding my child’s academic achievement.  This has been 

documented through observations, assessments and interventions performed at my child’s 

school, ______________________________________________, in the city of __________________________________ 

You have my permission to contact _______________________________________________ School to 

request copies of this documentation or acquire any additional information you need. 

I am requesting district assistance in this matter.  Based on the information provided this 

would entail either a Student Study Team Response to Intervention, or beginning of an 

assessment process. 

Please feel free to contact me or _____________________________________________ School if you have 

any further questions.  Thank you for your timely assistance in this matter. 

Sincerely, 
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Diocese of San Bernardino 

Sample Letter Initiating Referral to the Local Public School Agency 

Date   

(This information pertains to the neighborhood public school your child would attend.) 

Name of School Principal  

Name of School 

Address 

 

Dear (name of the neighborhood school’s principal), 

 

I am the parent of (insert your child’s name) who currently is enrolled at (insert the name of the 

Catholic School your child attends) but lives within the boundaries of (insert the name of the 

local public school your child would attend).  My child has not been doing well in school and I 

am concerned about his/her educational progress.   

 

I am writing to make a referral for an educational assessment to be completed on my child.  I 

have met with my child’s teacher and the school administration who have tried strategies to 

stimulate improvement, but at this time, also recommend that this assessment be completed.  I 

am requesting that my child be given a comprehensive assessment by the school district and that 

an IEP meeting be scheduled to discuss the results of this assessment.   

 

I look forward to receiving an assessment plan within 15 days.  If you have any questions, please 

feel free to contact me.  Thank you for your cooperation and assistance.   

 

Parents’ Names 

Address 

Phone Number 

 

 

 

 



 

57 

 

 
 
 
 
 
 
 
 
 
 
 
 

504 Fact Sheet 

and 

Modifications 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

58 

 

SECTION 504 FREQUENTLY ASKED QUESTIONS AND ANSWERS 
 
Question 1: What is Section 504? 
Section 504 of the Rehabilitation Act is a civil rights law prohibiting discrimination based 
on disability in any program receiving federal financial assistance. This legislation 
defines a person with a disability as anyone who: 
 
Has a mental or physical impairment which substantially limits one or more major life 
activity. 
Major life activities include: bending, breathing, caring for one’s self, communicating, 
eating, hearing, learning, concentrating, reading, operation of major bodily functions 
(including but not limited to functions of the immune system, normal cell growth, 
digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and 
reproductive functions), performing manual tasks, speaking, sleeping, seeing, standing, 
thinking, walking, and working; 
Has a record of such impairment; or 
Is regarded as having such an impairment. 
 
Question 2: What is a 504 evaluation or reevaluation? 
Unlike its special education counterpart, the 504 evaluation does not mean “test,” but 
instead, means a gathering of data or information from a variety of sources so that the 
committee can make the required determinations. No formal testing is necessary. Since 
specific or highly technical eligibility criteria are not part of the 504 regulations, common 
sources of evaluation data for 504 eligibility are the student’s grades, disciplinary 
referrals, health information, language surveys, parent information, standardized test 
scores, teacher comments, etc. An evaluation is required prior to creating a 504 plan 
and prior to any significant change of placement. 
A reevaluation is also required “periodically,” which our District defines as once every 
school year. The reevaluation is simply a re-gathering of information from a variety of 
sources to verify eligibility and to determine if revisions are needed in the child’s 504 
plan. 
 
Question 3: When a child is no longer eligible for special education services, is he 
or she automatically eligible for 504? 
Yes and No. The student’s eligibility for services under 504 depends on whether the 
child has a current physical or mental impairment that substantially limits one or more 
major life activities. This is often the case where a child with a learning disability has 
improved adaptive behavior or other skills, and no longer qualifies under the IDEA 
eligibility criteria. While less than the level required for IDEA, the child may still have an 
impairment significant enough to result in 504 eligibility. That will be a decision for the 
504 committee to make after it has reviewed the student evaluation data. 
 
Even if the student does not qualify for 504 services, the student dismissed from special 
education has a record of a disability and is protected by the anti-discrimination 
provisions of 504. Note that since no services are needed, no 504 committee is required 
to meet; there is no referral and no evaluation. Should the student later demonstrate a 
need for services or modifications due to a physical or mental impairment, the student 
should be referred to 504 unless the suspected disability again is so severe as to reach 
IDEA eligibility. 
 
 
Question 4: What if the major life activity impaired is not learning? Can the child 
still qualify under Section 504? 
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A common misperception in 504 is that a student must possess a physical or mental 
impairment that substantially limits the major life activity of learning in order to be 504 
eligible. The Office for Civil Rights (OCR), the arm of the U.S. Department of Education 
charged with enforcing 504, takes the position that while it “may be true in a practical 
sense that most impairments that would be of concern in an education setting would be 
those that impair learning,” the major life activity of learning need not be the focus of the 
equation. “Students may have a disability that in no way affects their ability to learn, yet 
they may need extra help of some kind from the system to access learning. For instance, 
a child may have very severe asthma (affecting the major life activity of breathing) that 
requires regular medication and regular use of an inhaler at school. Without regular 
administration of the medication and inhaler, the child cannot remain in school.” 
 
Question 5: Can the parent’s disability make the child eligible for 504? 
No. The student has to have the physical or mental impairment that substantially limits a 
major life activity. 
 
Question 6: Do parents have a right to be members of the Section 504 Committee? 
No. 504 does not require the attendance of parents at 504 meetings. There is no 
requirement under Section 504 that parents physically participate in all placement 
procedures, only that placement decisions are made by a group of knowledgeable 
persons that may include the parent. However, parental involvement in the 504 process 
should be encouraged through district requests for parent information that will be used 
by the 504 committee, and by opening avenues of communication with parents and 
members of the committee. Communication and cooperation can occur without parent 
attendance at 504 meetings. That being said, attendance of parents at 504 meetings is 
highly encouraged. 
 
Question 7: What if parents refuse a Section 504 evaluation and/or accommodations 
and services for their child and the district believes they are necessary to provide 
FAPE; does the district have any recourse? 
Yes. The district may request a hearing. In addition, if a child is receiving services and 
the parents decide they no longer want the student to receive the services, the district 
may use the Section 504 due process hearing requirements or other proceedings if the 
school believes the child needs the services. 
 
Question 8: If school staff members already provide the necessary accommodations 
for the student with a disability, does the school still have to go through the 
procedural steps of 504? 
Yes. If the student qualifies for 504, doing the accommodations without providing a 
family with 
procedural protections is a violation. 
 
Question 9: Can a parent demand that 504 provide services rather than IDEA for 
his/her IDEA eligible child? 
No. On occasion, a parent of an IDEA-eligible student may desire all that IDEA has to 
offer (special education and related services) but demand that the District provide those 
services under Section 504 so that the child is not in special education. OCR has 
rejected this demand, finding that when a child qualifies under the IDEA, the District 
satisfies the provisions of 504 as to that child by developing and implementing an IEP 
under IDEA. Therefore, when parents reject that IEP developed under IDEA, they would 
essentially be rejecting what would be offered under Section 504. The parent could not 
compel the district to develop an IEP under Section 504 as that effectively happened 
when the school followed IDEA requirements. 
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Question 10: Can a teacher decide not to implement part of a student’s 504 plan 
because the parent or student believes the accommodation is no longer 
necessary? 
No. A parent or student request to discontinue accommodations should be followed by a 
504 meeting and revisions to the 504 plan, if appropriate. 
 
Question 11: How does the district respond when a teacher fails to implement 
accommodations in a student’s 504 plan? 
The student’s accommodation plan is what federal law requires to be done in the 
classroom. Should a teacher refuse to follow the plan, the teacher is in violation of 
federal law and creates potential liability for the district. Our licensed school district 
employment contracts contain language indicating that the employee agrees to abide by 
state and federal law and local school district policy. Failing to comply with a 504 plan 
violates that contract provision, and may result in discipline up to and including 
termination should the employee refuse to implement a 504 plan. After all, the teacher’s 
refusal to follow the plan means that the district is not in compliance, and could be 
subjected to OCR investigations, 504 due process hearings, or federal court litigation. 
But most important, a student has missed needed accommodations. 
 
Question 12: Should school staff pay particular attention when the target of 
bullying has a disabling condition? 
Yes. Disability harassment is prohibited by Section 504 and the ADA. In recent cases 
involving disability harassment claims, many districts have avoided a Section 504 
violation by showing that staff members have responded promptly and adequately to 
students’ complaints. Keep in mind that disabling conditions are not always obvious and 
include students with “invisible disabilities” such as severe food allergies and chronic 
health conditions. 
 
Question 13: Is it possible for a 504 program to be appropriate when the student 
fails a class? 
Yes. A problem sometimes encountered by Section 504 coordinators is concern over a 
child who even with accommodations has failing grades. A question often asked is what 
do we do if we know the accommodation plan is appropriate and is being implemented in 
the classroom and the child still fails? School officials need to be able to articulate and 
demonstrate the reason for the failure. 
 
Question 14: Do we have to maximize a student’s potential under 504? 
No. Section 504 does not require a public school district to provide students with 
disabilities with a potential-maximizing education, only reasonable accommodations that 
give those students the same access to the benefits of a public education as all other 
students. 
 
Question 15: Can a student's absences trigger a 504 referral and evaluation? 
Absolutely. If a district suspects that a significant number of absences is due to a 
disability that substantially limits a major life activity (for example, when the number of 
absences threatens the student's ability to receive credit for coursework or when it 
impacts significantly on the acquisition of skills), the district ought to refer and evaluate. 
Note, however, that the fact a student has a disability does not necessarily mean that 
each of his or her absences is disability-related or that all absences are automatically 
excused under the district’s attendance policy. 
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Eligible mental or physical impairment(s) which substantially limit one or more of the following 

major life activities: 

__  bending     

 __ breathing 

__  caring for oneself 

___communicating 

___concentration 

__  eating 

__  hearing 

__  learning 

__  lifting 

__  performing manual tasks 

__  reading 

__  seeing 

__  self care 

__  sleeping 

__  speaking 

__  standing 

__  thinking 

__  visual/motor skills 

__  walking 

__  working

Students Name                                                                                                

 

Date of birth  

Sex     

Grade                        

School  

 date  

Next review date   

Plan type (Initial, Annual,  Re-evaluation)  

Parents/ Guardian Name  

Address  

Telephone Home                                        

Work                                           

Cell  

Primary Language at home                                     

Student  

Description of Disability  

Basis for Determination of Disability  

Name of Professional Consultant/contact 

source 
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Description of how impairment(s) substantially affect(s) a major life activity: 

 

 

 

 

 

 

 

 

 

Modifications 
Physical Accommodations (indicate person(s) responsible for intervention):  

 

 

 

  

 

 

Lesson Presentation (indicate person(s) responsible for intervention):  

 

 

 

 

 
 

Organizational skills (indicate person responsible for intervention): 
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Behaviors (indicate person responsible for intervention): 

 

 

 

 

Name of Physician: 

Phone: 

 

 

 

 

Medication and schedule: 

 

 

 

 

Monitoring of Medication: Daily, weekly, as needed 

Administered by: 

 

 

 

Parent/ Home Interventions: 
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Comments:   

 

 

 

 

 Signatures 
 

Parent/Guardian  

 ____________________________________________________________ 

 

Parent/Guardian  

 ____________________________________________________________ 

 

Facilitator    

 ____________________________________________________________ 

 

Teacher   

 ____________________________________________________________ 

 

Support Teacher  

 ____________________________________________________________ 

 

Others    

 ____________________________________________________________ 
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OF TERMS 



 

70 

 



 

71 

 

 



 

72 

 

 



 

73 

 



 

74 

 



 

75 

 



 

76 

 

      



 

77 

 

 



 

78 
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PRAYERS 

Most gracious and loving God, we come into your Holy presence with shouts of glad praise. In 

this hour of worship help us embrace the many voices through which you speak. Help us hear the 

joy you hear in the shouts of your child with autism, your son with a hearing impairment, your 

daughter with a developmental disability, your child with a visual impairment, your son with a 

physical challenge. We praise you O God and thank you for the many voices you have given us. 

Amen. ~~ Cindy Barnum-Steggerda, La Porte Church of the Brethren St. John’s United Church of 

Christ  

 

Lord, give me the courage and compassion to walk in the footsteps of those who struggle with 

depression, mental confusion, fears and anxiety. But also give me the hope to praise you, celebrate 

your love for all of us, and share the joy of faith. Amen. ~~ John Wenger Andersonville (IN) 

Church of the Brethren  

 

Our gracious God, we come together as a diverse people with differing abilities. We are 

sometimes reluctant to share our desires to help with the ministry of your Word. We think that 

others can do this better than us. Help us to recognize that we all have special gifts. We are able! 

Give us strength to share our talents and gifts in your name. We are all in need of You. We are all 

Your children. We are thankful for Your love and opportunities. We praise You and thank You for 

the gifts You have given each one here. We are able through You! Accept our worship as an 

offering of praise. In Christ’s gracious name we pray, Amen. ~~ Heddie  

 

Lord, grant me the wisdom to see the good in each person I meet. Grant me the empathy to 

understand their life situation and respect them enough to extend loving support, while sharing 

God's love with dignity. Allow me, Lord, to recognize opportunities to stand with others, friend to 

friend. Amen. ~~ John Wenger Andersonville (IN) Church of the Brethren Sumner Midland 

Church of the Brethren Member, Disabilities Ministry Group  

 

Loving God, we come to you in prayer with all of our limitations. We confess that we often try to 

mask our challenges from those around us. We pretend that we are whole to mask the brokenness 

in our lives. Where there can be healing, we ask that you help restore us. Where healing is not 

possible, we ask that you give us acceptance of out limitations and the strength to forge on. Help 

us to be patient with ourselves and tolerant of others. Give us the wisdom to not focus our 

attention on our limitations as humans, but on our giftedness as your unique children. Help us to 

recognize the giftedness of others, even when they struggle to see the good in themselves. Shift 

our mindset from what we are not, to what we are and are yet to be. Move us forward together as a 

community for your glory and our neighbors’ good. Amen.  (Benjamin Walters) 
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   THE LABELED CHILD 

   I pray for the labeled child; 

   That child who is gifted and talented, 

   No longer can she be lazy and idle 

   Or a daydreamer. 

   So much more is expected 

   Of those as gifted and talented as she. 

 

   I pray for the labeled child; 

   That child who is learning disabled. 

   No longer will the world expect brilliance 

   No longer will someone tell him to reach for the stars 

   Because that is where greatness will be found. 

 

   I pray for the labeled child; 

   That child who is dyslexic, 

   Reading – oh, the joy of reading! 

   Will always be hard for her to find. 

   No matter that she can recite – no, sing— 

   “Mary had a little Lamb.” 

   She won’t be able to read it without difficulty. 

   She will learn that all her friends 

   Who laugh and cry and wonder about books 

   Can do so because they are not dyslexic. 

 

   I pray for the labeled child; 

   That child who is A.D.D. 
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   An unorganized bubble of hyperactivity. 

   No longer will someone teach him to cope in a world 

   That values compliance. 

   No longer will someone say, “You can do this; 

   Oh, it may be hard, but it is within you to do this.” 

   A dose of medicine now replaces the need for the inner effort 

   And eliminates the possibility of victory. 

 

   I pray for the labeled child; 

   That child who is emotionally handicapped, 

   That child who rebels 

   Because she should rebel. 

   The child who acts out 

   Because there is nowhere else 

   For the hurt and anxiety and fear to go. 

   The child who is diagnosed as “sick” 

   When perhaps her actions are the one true sign of sanity 

   In the demented world in which she is forced to live. 

   I pray for the child with no label. 

   In a system which marks so many special, 

   This child neither shines or demands, 

   For this child life has been neither harsh nor generous. 

   This is the one who “makes” the teacher’s day 

   Because there are so many children who need real attention. 

 

   I pray most of all for some magic day 

   When the tests, the labels, and the names 
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   Will disappear – will be forgotten. 

   When each child who enters the classroom 

   Will be an apprentice of learning. 

   When each classroom will be a safe place 

   To discover – on your own – 

   What will be the struggles of your life, 

   And the victories. 

   When the feeble and the bright, 

   The gregarious and the shy, 

   Will all find their place 

   In the great adventure of education. 

   When the only label that will be attached to anyone is 

   LEARNER. 

 

Karen Morrow Durica 

Teacher, Carl Sandburg Elementary School 

Littleton, Colorado 
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   When You Thought I Wasn’t Looking 

   When you thought I wasn’t looking, you put 

   My drawing on the bulletin board. And I was 

   Inspired to draw another and another. 

 

   When you thought I wasn’t looking you were 

   Nice to the class misfit. And I felt bad that we 

   Had hurt his feelings. 

 

   When you thought I wasn’t looking, I saw how 

   You used the Bible. And I began to respect the 

   Word of God. 

 

   When you thought I wasn’t looking. You stood 

   Up to greet a visitor. And I learned what it 

   Means to be welcoming. 

 

   When you thought I wasn’t looking, you stopped 

   The class and we prayed a Hail Mary as n 

   Ambulance went by. And now I always pray 

   When I hear ambulances and fire engines. 

 

   When you thought I wasn’t looking, you said 

   Please and Thank you. And I saw the importance 

   Of courtesy. 
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   When you thought I wasn’t looking, you kept a 

   Bully from picking on a smaller boy. And I saw 

   What justice can do. 

 

   When you thought I wasn’t looking, I heard the 

   Way you prayed. And I knew there was a God I 

   Could always talk to. 

 

   When you thought I wasn’t looking, I saw you go 

   Out of your way to recycle an aluminum can, 

   And I understood how important the environment is. 

 

   When you thought I wasn’t looking, I watch you 

   Receive Communion. And I learned to reverence 

   The Body and Blood of Christ. 

 

   When you thought I wasn’t looking, I noticed your 

   Affection for the Mother of Jesus. 

   And now I call her my mother, too. 

 

   When you thought I wasn’t looking, I was indeed 

   Looking.  And I want to say thank you for all the  

   Things I saw when you thought I wasn’t looking. 

 

Stay With Us, Lord: Prayers and Reflections for Educators 
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