OPS Transition Checklist  

Transition by age 14

Prior to Meeting

· Complete/Update student survey – maintain copy in burgundy transition folder.
· Complete/Update parent survey – maintain copy in burgundy transition folder.
· Identify/Administer Transition Assessments needed to develop transition planning – Maintain copy of all assessments in burgundy transition folder. 

· Begin/update ILP & print essential copies to reference during the meeting.
· Complete the multi-year course of study – designed from the current grade level through the exiting year of high school. Put a copy in the student’s burgundy transition folder.  It should be reviewed and updated at least annually.

Notice of Conference 

· Invite the Student
· Indicate on the notice; (one) purpose of the meeting is to discuss post-secondary transition needs
IEP

· Complete the Present Level of Performance for Transition
· Statement should include a detailed description of the student, what their strengths, interest, preferences are and where they may/will need support in the future as they learn in school, work or job.  This statement should be based upon the student’s vision of where he wants to go for postsecondary education or training, where he wants to work, how/where he wants to live and what he wants to in his community.  Assessment data supports what you write here. 
· Document the diploma decision in the PLEP. 
· Complete Transition Needs (14) section of the IEP
· Be sure to include all assessments that were utilized for transition assessments in this section.
· Answer both questions in the box – you should be able to mark yes to both questions. 
During the Meeting

· Discuss Transition FIRST in the ARC meeting - document discussion on conference summary notes– see OPS template (13+)

· Review and discuss ILP, including course of study, and other transition assessment information. 

· Secure permission to invite any agency/other representatives to the ARC (EC # 28) – File in burgundy transition folder.  (We are doing this early so it will be on file when the student turns 16 and it is required.) 

· Document the diploma decision (standard or certificate of completion).  Discuss and document if the student will take more than 4 years to receive a diploma (Document in Section G of the conference summary). If in certificate program, estimate year of exit.
· Note: this requirement must be addressed in the IEP or transition IEP developed during the students’ 8th grade year or upon the student’s 14th birthday, whichever occurs first.  Document discussion in conference summary.  The eligibility for certificate of attainment should be completed annually and filed with the IEP.
· If the student does not attend the ARC, plan and document in the conference summary how the student is participating in transition planning, what other steps were taken to ensure that the student’s needs, preferences, and interests were considered in the process of developing the IEP.

Transition by age 16
Prior to Meeting

· Complete/Update student survey – maintain copy in burgundy transition folder.

· Complete/Update parent survey – maintain copy in burgundy transition folder.

· Identify/Administer Transition Assessments needed to develop transition planning – Maintain copy of all assessments in burgundy transition folder. 

· Ensure that Consent for Transition Planning (EC # 28) has been signed by parent/guardian prior to inviting outside agencies. 

· Begin/update ILP & print relative copies to reference during the meeting.

· Review and update the multi-year course of study.  A copy should be maintained in the student’s burgundy transition folder.  It should be reviewed and updated at least annually.
Notice of Conference 

· Invite the Student (list on the invitation along with parent and mark student checkbox)
· Indicate on the notice; (one) purpose of the meeting is to discuss post-secondary transition needs
· Include agency name on notice after receiving permission to invite/share information.  If it is not appropriate to invite the agency at the current time, mark it on the notice. 
IEP

· Complete the Present Level of Performance for Transition
· Statement should include a detailed description of the student, what their strengths, interest, preferences are and where they may/will need support in the future as they learn in school, work or job.  This statement should be based upon the student’s vision of where he wants to go for postsecondary education or training, where he wants to work, how/where he wants to live and what he wants to in his community.  Assessment data supports what you write here. 
· Document the diploma decision in the PLEP. 
· Complete Transition Needs(14) section of the IEP
· Be sure to include all assessments that were utilized for transition assessments in this section.
· Answer both questions in the box – you should be able to mark yes to both questions. 
· Document/Write post secondary transition goals in the areas of education/training, employment, and independent living (as appropriate).  Must include documentation if student does not need postsecondary goal in independent living.
· If student does not know what he/she wants to do or does not have a realistic goal – make sure to write a career exploration goal.  
· Document transition activities and agency responsible.  
· Check to make sure that annual goal(s) are included in IEP that will help the child to make progress toward the postsecondary goals (use the check boxes to identify the goals). 
During the Meeting

· Discuss Transition FIRST in the ARC meeting (document discussion on conference summary note – see OPS template (16+).
· Review and discuss ILP, including course of study, and other transition assessment information. 

· Secure permission to invite any agency/other representatives to the ARC (EC # 28) – File in burgundy transition folder.  (if not already on file or needs to be updated).  If no transition services by another agency are determined to be needed by the student, document the reason. 

· Document the diploma decision (standard or certificate of completion).  Discuss and document if the student will take more than 4 years to receive a diploma (Document in Section G of Conference Summary).  If in certificate program, estimate year of exit. 

· The eligibility for certificate of attainment should be completed annually and filed with the IEP.
· If the student does not attend the ARC, plan and document in the conference summary how the student is participating in transition planning, what other steps were taken to ensure that the student’s needs, preferences, and interests were considered in the process of developing the IEP.
· If the student will turn 17 before the next annual review, inform the parent and student that rights transfer to the student at age 18 (must be at least one year prior to the student turning 18).  Document the date on the IEP.  Thereafter, document the date the parent and student were informed that rights transfer to the student at age 18. 
Transition by age 18

(in addition to checklist by age 16)

Notice of Conference

· Address notice to student

· Include parents as other(s) invited to ARC (unless parents have obtained guardianship over the student)
During the Meeting

· Provide the parent and student a notice regarding the transfer of rights when the student attains his/her 18th birthday.
· Include a copy of guardianship document in the due process file, where applicable. 

Last Year (before exiting public schools)

· When graduating, state anticipated date in conference summary (Section G).

· If student is aging out, note the date that the student will no longer be eligible for services on conference summary (Section G). 

· Conduct a meeting with student (may or may not be during an ARC) to complete the Summary of Academic Achievement and Functional Performance (SOP) (EC #29). (Note that requirement has been met in conference summary – Section G)
· Student is provided with a copy of materials that produce the SOP.
· File SOP (EC# 29) in burgundy transition folder.

· Assist student in completing Kentucky In-School Transition Survey (KISTS) located online.

· Secure/maintain contact information for YOYO survey that must now be completed annually.
REMINDER - Records need to show individuality!  Avoid “one size fits all” transition planning.  Do not duplicate the transition planning from year to the next and never leave it blank!
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