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FORMS INSTRUCTION MANUAL

Section 5: Determining Special Education Eligibility

Completing an Integrated Multidisciplinary Evaluation Team (MET) Report

Note:  BLUE text is from the Michigan Revised Administrative Rules for Special Education (May, 2005).
R 340.l721a  Evaluation procedure.

  Rule 21a. (1) Each student suspected of having a disability shall be evaluated by a multidisciplinary evaluation team as defined in R 340.1701b(b).  If  an initial  evaluation review is conducted by the individualized education program team, then the multidisciplinary evaluation team shall complete the evaluation as determined by the individualized education program team in addition to requirements as  defined in R 340.1705 to R 340.1716 as applicable to the suspected impairment.

  (2) The multidisciplinary evaluation team shall do both of the following:

  (a) Complete a diagnostic evaluation.

  (b) Make a recommendation of eligibility and prepare a written report to be presented to the individualized education program team by the appointed multidisciplinary evaluation team  member.  The report shall include information needed to determine a student's present level of educational performance and educational needs of the student.   Information presented to the individualized education program team shall be drawn from a variety  of sources, including parent input.

  (3) Special education personnel who are authorized to  conduct  evaluations of students suspected of having a disability may provide prereferral consultation to general education personnel in accordance with procedures established by the department.
WHEN is a MET Report REQUIRED?

A MET Report must be completed for all initial evaluations and any reevaluation conducted that  considers a change in eligibility, including adding or eliminating a secondary eligibility, even if the team determines data does not support a change and the student’s established eligibility remains the same.  The appropriate Assurance Pages must be completed for eligibility(s) considered based on the referral questions(s) whether they are ruled in or ruled out.  

WHEN is an Evaluation Report appropriate?

An Evaluation Report may be used for a Three Year Reevaluation or any reevaluation that does not question eligibility.  The SER form itself may also stand as the Reevaluation document if all required sections are completed (see section 10:  Reevaluation Information).  The Evaluation report may also be used for reports prepared for an Annual Review or when presenting assessment information for any other purpose..

Note: Information contained in this section also applies to completing the Evaluation Report Template.  The Evaluation Report Template link is contained in Section 10:  Reevaluation Information. 

General Technical Information:

1. The iBook G4’ s are loaded with MS WORD 2004.  The older OS9 Machines (and other district computers with MS Word) will run the documents but may need a translation or be saved in an earlier version.

2. All forms on the SISS website are MS WORD DOCUMENTS.  

· Word offers many more features to aid in report writing once a user becomes 
familiar with the options available.  

· Upgrades are available to us automatically.

3. Forms are available from: 

http://www.aaps.k12.mi.us/ins.homs/siss.staffresources/siss_forms



(Note: The forms site will be phased out when the manual is completed.)



And through links in the Policies and Procedures Manual 



http://www.aaps.k12.mi.us/siss.policies/siss_procedures_contents
4. Save a copy to your Desktop so a template is available when you do not have access to the AAPS website or server.  
MET Technical Specifics:  

5. Setting up a new template:

· Open the document, select save as under file menu and label the document.  
· Label the file using LAST NAME,  and FIRST NAME, TYPE OF DOCUMENT, and YEAR (i.e.  Harris,  William MET 05.doc).   This is important because multiple team members will be entering information into the integrated MET or Evaluation report on the shared server.  Clearly labeling the report makes it easier to access for those who work in a number of buildings.  Dating the report allows for quick reference when reviewing and using excerpts from past reports archived on the AAPS Server.
· Enter Student’s name in the Footer.   MET and Evaluation Reports, and Appendix I contain Student in the footer and are set so the pages are numbered.  This avoids confusion when printing reports on more than one student at a time. 
Enter the name either by double clicking (√√) on the Footer, making the change, and √√ anywhere in the body of the test (the short cut) or by selecting Header and Footer under View.

6. The MET Template is an unlocked form.  This means 

· Sections can be edited as needed to conform to the type of evaluation conducted  (i.e. certain sections will not be relevant to all evaluations (i.e. Play-Based Assessment will not be a component of a high school MET nor Academic Achievement for a 12 month old). 

· Form fields and drop-downs are not available as a Word document cannot contain both locked and unlocked sections

· Headings can be deleted and others added.  For example if there was no Previous Evaluation Information to summarize, the heading should be deleted.   If no scores will be included in Appendix I, delete that statement.

7. 
The Appendix I Template is available to display tables and graphs of test scores and other data. When assessments generate complex and lengthy reports, it is strongly recommended that scores be displayed in Appendix I with interpretations summarized in the narrative portion of the report.  

Style Sheet:

Documents were formatted to be user friendly and present information in a clear and professional manner.  Completing an integrated report requires thoughtful collaboration on content and attention to elements of style to produce a consistent document.  Use the conventions in the MET protocol example provided in this section of the manual.
8. The font is set at TIMES NEW ROMAN (MS Word default) 10 point type.  

· Font size can be varied as needed (i.e. headings, section breaks) to present information clearly on each page however use a uniform size for narrative portions of the document.

· Score templates, “pasted” score tables from computerized scoring programs, graphs, etc. may be in a different font that is effective for presenting data, especially numerical information.

9. Maintain the same format throughout the document (i.e. if it is justified right margin, format all sections in that manner; if unjustified do the same throughout).
10. Line spacing and pagination can be adjusted to make the text “fit” onto a section or page (i.e. to keep sections or tables from rolling over onto the next page or leaving 1 line on page 5 of the report when it can be adjusted to 4 pages).  

Using the Building Shares Server to write an Integrated MET Report:

This is the only shared option recommended at this time.  

· The current Shared Servers only allow one person to work on a document on the server at the same time.  

· A copy may be made and saved to your Desktop, but be careful not to confuse versions.  Clearly label each copy.
· When working directly on the server, you may experience “slow processing” as well as the chance that difficulties resulting in lost data may occur.  Moving the document to your Desktop is more efficient.  Cut/paste your work into the final report.  
For information on how to connect to the AAPS Shared Server Options see: 
connecting_to_xsan.pdf
Attaching the MET Report to the Student’s File in ENCORE!:

For information on how to attach documents in ENCORE! see Section 5 of the Manual.



