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Agenda 
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I. Logging Related Service Provision in SEDS 

II. Amending IEPs for Extended School Year (ESY) Services 

III. Preparing for 2017 ESY and SY 2017-18 Transportation 

IV. Early Access to Students with Disabilities Data 

V. Announcements & Reminders 



Logging Related Service 
Provision in SEDS 



When a related service provider (RSP) provides a service to a 
student, or attempts to provide a service, it must be documented in 
SEDS in the following order: 

Steps for Logging and Verifying Services 

STEP 1: Create service log 
using logging wizard (within 
5 business days of each 
session). 

STEP 2: Generate service 
tracker (LEA determines how 
often this is done—weekly is 
recommended). 

STEP 3: Complete progress 
report (at end of progress 
reporting period). 

1 
2 
3 
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LEA SE POCs must ensure all related service providers know how to accurately 
log a service in SEDS. Incorrect logs may affect service trackers, monitoring and 
compliance, Medicaid billing, the Related Services Management Report, etc. 

Creating a Delivered Service Log  

Never put zero 
for group size 
when a service 
is delivered. 

When “Direct Service” is 
selected, delivery status 
must be “Delivered.” 
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When a service is scheduled, but is missed, the RSP must still create a service log to 
reflect the missed session. An incorrect service delivery status, types, or duration 
will affect the service tracker, RSMR, Medicaid billing, monitoring, etc.  
Never put zero minutes. Always log the minutes that were scheduled to happen. 

Creating a Missed Service Log  

Always put zero 
when logging a 
missed service. 

“Attempted” is provider 
was available and student 
was absent or unavailable. 

Never put zero 
minutes for a 
missed service log. 
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NOTE: Once a service log is saved, the 
provider has one more chance to verify that 
its contents are correct, prior to final 
submission. If an incorrect log is submitted, 
the provider must ask the LEA SE POC to 
delete the incorrect log as soon as possible, 
and then create the correct log to replace it. 

Confirming a Service Log Entry 



Amending IEPs for Extended 
School Year (ESY) Services 



10 

An LEA has completed ESY certification when: 
1. Student-level decisions on ESY eligibility status, goals and services, 

and transportation are updated and accurate in SEDS as part of a 
finalized current IEP. 

– If not accurate, amend the IEP prior to deadline. 

2. ESY calendar and bell times are updated and accurate in TOTE.  

3. Student demographics, eligibility, and ESY location information is 
confirmed in TOTE. 

4. Transportation requests for all students requiring ESY services have 
been submitted in TOTE. 

 

2017 Deadline: Monday, May 1, 2017 

ESY Certification Due May 1, 2017 
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ESY and Transportation Roster Report 
This report displays students who are eligible for transportation services or 
Extended School Year (ESY) services, based on current IEP.  It assists LEA SE POCs 
in quickly viewing the current ESY status of all students. 

Presenter
Presentation Notes
Note: This year, the Quickbase ESY application used for attendance will be mandatory.  The data must be completed by May 1, 2017.  OSSE will be offering trainings on the EQ the between 4/1-4/14.  



On May 1, 2017 all IEPs should reflect the correct ESY status. 

Changes to Student ESY Status 

If the student is ESY eligible, the IEP must denote ESY-appropriate 
goals and services. These goals and services can be updated, if 
needed based on current data, via the IEP amendment process. 
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The most urgent items to amend on the IEP are the ESY overall 
status (yes/no) and the ESY transportation status. These must be 
correct on ALL students’ IEPs by May 1, 2017. 

Amending the ESY Section of IEP 
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IEP amendments for ESY-related changes can be done without 
holding a meeting, via the documented written agreement 
modality.* 

Amending the ESY Section of IEP 

*OSSE IEP Amendment Policy, Jan. 27, 2014, p.3, https://osse.dc.gov/node/1561.  

However, if the parent requests a meeting, the IEP team must convene. 

https://osse.dc.gov/node/1561


On May 1, 2017 all IEPs for ESY students should reflect the correct 
ESY transportation status. 

On June 5, 2017 all IEPs for all students should reflect the correct 
school year (SY) transportation status. 

This includes the correct eligibility category. 

Changes to Transportation in IEP 
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Transportation special needs for a student must be accurate on the IEP in 
order for the OSSE TOTE team to ensure these needs are met. Amend the IEP 
as soon as possible if something is incorrect in this section. 

Transportation Special Needs on IEP 



Preparing for ESY and  
SY 2017-18 Transportation 
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• TOTE helps streamline the transportation facilitation process with less 
manual submission, greater transparency and more reliable child data 
exchange between schools, LEAs, student case managers/IEP team 
members.  

• The information delivered in TOTE assists OSSE DOT in providing safe, 
reliable and efficient transportation services that support and enhance 
learning opportunities for eligible students of the District of Columbia.  

• TOTE receives updated student eligibility, enrollment and 
accommodation data from SEDS daily in order for users to enter 
student transportation request forms.  

• Student data must be updated on a finalized IEP form in SEDS in order 
for it to feed into the TOTE system. Information completed in the 
workspace or that is left in draft mode will not make it into TOTE.  

 

TOTE Overview 
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Certification by LEAs assists OSSE in anticipating state-level 
expenses and transportation needs. 
As a reminder, a LEA has completed ESY certification when: 
1. Student-level decisions on ESY eligibility status, goals and services, 

and transportation are updated and accurate in SEDS as part of a 
finalized current IEP. 

2. ESY calendar and bell times are updated and accurate in TOTE.  
3. Student demographics, eligibility and ESY location information is 

confirmed in TOTE. 
4. Transportation requests for all students requiring services have been 

submitted in TOTE. 
 

2017 Deadline: Monday, May 1, 2017 

ESY Certification 



In rare cases, a student’s IEP may  require an update or amendment for ESY 
services after the May 1st deadline that affects ESY transportation planning. If 
this is the case, please take the following steps to ensure OSSE is able to plan 
ahead for transportation changes: 

IEP status changed from NO to YES for ESY/ESY transportation: 

– Finalize new IEP in SEDS 

– On the next business day make the transportation request in TOTE 

– Call the TOTE team to alert OSSE to this last minute request 

ESY status changed from YES to NO for ESY/ESY transportation 

– Finalize new IEP in SEDS 

– Call the TOTE team to alert OSSE that this student is no longer in ESY 

TOTE Support Line: (202) 576-5520 

 

Last Minute Changes to ESY Transportation 
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Request access to TOTE through the QuickBase app: 
https://octo.quickbase.com/db/bh9fgniun.  

Logging into OSSE TOTE 

https://octo.quickbase.com/db/bh9fgniun
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• New users must register with QuickBase 
• Your OSSE TOTE username will be your email address that you used to 

register for QuickBase. 

Logging into OSSE TOTE 
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TOTE URL is https://octo.quickbase.com/db/bh9fgniun 

Logging into OSSE TOTE 

https://octo.quickbase.com/db/bh9fgniun
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The User’s role in 
OSSE TOTE will 
determine the 
dashboard view 
and available 
functionality.  

OSSE TOTE: Sample Dashboard 
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OSSE TOTE: Functionality 

LEA Administration 
• Users have the capability to edit details for LEAs that fall under 

their respective jurisdictions.  

Users view the LEA(s) within their jurisdiction 
• Users can view the ESY certification status of all children by 

category and LEA. 
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LEA Administration 
• Users can view LEA information 

by accessing the LEA Form. 

• This is the full ESY report for the 
individual LEA. 

• Here the user can view/edit 
information pertaining to all 
schools within the LEA, to 
include: 

• Special Education 
Transportation Contacts 

• ESY Certification  
Student Status Summary 

• Student ESY Certification 
Details 

OSSE TOTE: Functionality (continued) 
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LEA Administration 
• In addition to the ESY 

Certification Status 
Summary, users can view 
the certification details 
for students under their 
LEA jurisdiction. 
 

• Student Status Detail: 
This is the full report 
used to certify students 
for ESY 2017.  

OSSE TOTE: Functionality (continued) 
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School Administration 
• Users can view/edit the following 

school information by accessing 
the School Information Form 
• Confirmation of ESY program 
• Special Education Transportation 

Contacts 
• School Calendar & Bell Times 
• Configure bell times for multiple 

programs 
• Users will need to request and then 

submit an EMI form to OSSE's 
Division of Data Management at 
OSSE.LEAdata@dc.gov  
• School Address & Contact 

Information 

OSSE TOTE: Functionality (continued) 

mailto:OSSE.LEAdata@dc.gov


Certification Deadline Reminder 
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Deadlines: 
• ESY – May 1, 2017 
• SY – June 5, 2017 
Please submit your ESY and SY calendar(s) and 
transportation requests at the same time if that 
information is available. 

 
Additional Resources 
• TOTE Support Line: (202) 576-5520 



Early Access to Students 
with Disabilities (SWD) Data 
New Qlik Sense Application 
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Early Access to SWD Data Update 
OSSE is developing a data visualization application in Qlik that provides timely and 
appropriate data access to all LEAs as soon as OSSE becomes aware of a student’s 
intent to enroll in a different LEA. 

In addition to student demographics like name and date of birth, the data 
visualization application will include the following data elements from SEDS: 

• Unique student identifier • Time (minutes or hours)  
• Primary Disability • Frequency (day, week, month) 
• Most Recent Eligibility Start Date • Least Restrictive Environment (LRE) 
• Most Recent Eligibility End Date • Dedicated Aide 
• IEP Start Date • Dedicated Aide Hours 
• IEP End Date • Eligibility for Transportation 

• SPED Level 
• Mode of Transportation  
• (populated only if Eligibility for Transportation = Yes) 

• Total Hours Per Week • ESY Eligibility 
• Services (related services) • Supplemental Aides 
• Setting (inside or outside • Assistive Technology 
• English Learner status (from SLED)  
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Early Access to SWD Data Update 
OSSE is finalizing development of the application and expects to release it 
the week of May 1-5, 2017.  

OSSE will provide training to LEA Data Managers and LEA Special Education 
Points of Contact on May 9 and May 17. Registration details will be 
provided in the LEA Look Forward. 

For additional questions or comments, please contact 
Elizabeth.Laird@dc.gov. 

May 9, 2017, 10-11:30 a.m. 
https://octo.quickbase.com/db/bj339wdcr.  

May 17, 2017, 10-11 a.m. 
https://attendee.gotowebinar.com/register/8178570284459313921  
(training takes the place of the regularly scheduled LEA SE POC monthly 
webinar, but registration link remains the same). 

mailto:Elizabeth.Laird@dc.gov
https://octo.quickbase.com/db/bj339wdcr
https://octo.quickbase.com/db/bj339wdcr
https://attendee.gotowebinar.com/register/8178570284459313921
https://attendee.gotowebinar.com/register/8178570284459313921


Announcements  
& Reminders 
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Legislation passed in 2014 by the DC Council: 

• LEAs would be required to evaluate a student who may have a disability 
within 60 days from the date of parent/guardian consent for evaluation. 

• IEP in effect after a student with a disability reaches age 14 shall 
include transition assessments and services (rather than the current 
requirement of age 16). 

These requirements will not go into effect for the 2017-18 school year; instead, 
OSSE expects them to be in effect by July 1, 2018, prior to the 2018-19 school 
year.  

For additional details and next steps, including opportunities for funding to 
support planning for these changes, please view the full announcement in the 
April 12, 2017 LEA Look Forward Newsletter. 

For questions, please email Assistant Superintendent Amy Maisterra 
at Amy.Maisterra@dc.gov. 

Update on Special Education Laws 

http://us4.campaign-archive2.com/?e=&u=8d76b5a43735fbdb6449d7cf3&id=28d9e5c0d0#Special%20Education%20Law%20Enactment
mailto:Amy.Maisterra@dc.gov?subject=Special%20Education%20Law%20Enactment
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In order to access Qlik and the new RSMR app, the LEA SE POC 
must complete two steps: 

1. Obtain SLED credentials 
• To receive SLED credentials and training, send an email to 

SLED.info@dc.gov. 

2. Receive a Qlik token from OSSE 
• LEA SE POCs listed on the official LEA Contact List in eSchoolPlus have 

been granted a token, and should have received an email from 
OSSE.DARtraining@dc.gov.  (LEA Data Managers are responsible for 
updating the contact list.) 

Access to Qlik and the New RSMR 

Not sure if you have access?  Go to 
https://analysis.osse.dc.gov/,  
attempt to login, and look for this app: 

mailto:SLED.info@dc.gov
mailto:OSSE.DARtraining@dc.gov
https://analysis.osse.dc.gov/


First OSSE Checkpoint:  Friday, Jan. 6, 2017   

• LEAs should have completed and submitted COS entry data for every pre-K 
student with an IEP who did not previously have COS entry data complete in 
DC CATS. 

Second OSSE Checkpoint: Friday, June 30, 2017   

• LEAs should complete and submit COS exit data for every pre-K student with 
an IEP who has exited a pre-K special education program (e.g., child has 
moved on to kindergarten). 

Resources  

• Learn more about the COS data collection process, and DC CATS: 
http://osse.dc.gov/service/child-outcomes-summary-cos-data-collection.  

• For additional training, technical assistance, or system access to fulfill these 
responsibilities, email OSSE.COSfaq@dc.gov.  

 

Child Outcomes Summary (COS) 
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http://osse.dc.gov/service/child-outcomes-summary-cos-data-collection
mailto:OSSE.COSfaq@dc.gov
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• Qlik: Unified Data Errors Application – Webinar 
April 28, 2017, 1-2 p.m.  

• Related Services Management Report (RSMR) Hands-on Training 
Friday, May 5, 2017, 10-11 a.m., OSSE Computer Lab 

• Related Service Provider (RSP) SEDS Train-the-Trainer 
Friday, May 5, 2017, 12-3 p.m., OSSE Computer Lab 

• New Qlik App: Early Access to Special Education Student Data 
Wednesday, May 17, 2017, 10-11 a.m., webinar training 

LEA SE POC Training Opportunities 

OSSE Data Systems Training Registration Page: 
https://octo.quickbase.com/db/bj339wdcr  

https://octo.quickbase.com/db/bj339wdcr


Resource documents and 
archived webinar trainings 
for LEA SE POCs. 

http://osse.dc.gov/service/tech
nical-assistance-support-and-
training-education   

LEA SE POC Resources 
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http://osse.dc.gov/service/technical-assistance-support-and-training-education
http://osse.dc.gov/service/technical-assistance-support-and-training-education
http://osse.dc.gov/service/technical-assistance-support-and-training-education
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Teaching and Learning Professional Development Calendar 
http://osse.dc.gov/service/specialized-education-trainings 

Professional Development Opportunities 

http://osse.dc.gov/service/specialized-education-trainings
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Registration: http://bit.ly/2mjaLQS 

May 2017 LEA Institute 

http://bit.ly/2mjaLQS


Q&A 



Thank you! 
TOTE questions: DOT.data@dc.gov or (202) 576-5520 

Policy questions: OSSE.DSEpolicy@dc.gov 

All other questions: OSSE Support Tool or 
OSSE.DARtraining@dc.gov 

NEXT WEBINAR: 

Wednesday, May 17, 2017* 
Topic: Full Training on New Qlik Application:  

Early Access to Special Education Student Data 

*LEA Data Managers and Enrollment POCs are  
invited to participate along with LEA SE POCs 
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