
The Nonpublic Point of Contact Webinar will 
begin momentarily. 

A PDF copy of today’s presentation is available 
now for download through GoToWebinar.  To 

access, expand the ‘Handouts’ menu. 

2 Options: Full color/full page slides or Black & 
white 2 slides per page (printer friendly) 
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I. Preparing for 2017 Extended School Year (ESY) 
Services 

II. Preparing for the 2017-18 School Year 

III. Password Reset for SEDS Accounts 

IV. Logging Related Service Provision in SEDS 

V. Announcements & Reminders 



Preparing for 2017 Extended 
School Year (ESY) Services 
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Nonpublics and LEAs must work together to ensure: 

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 as soon as possible. 

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. 

 

Preparing for Extended School Year Services 



In rare cases, after the May 1st deadline, a student’s IEP may  require an update 
or amendment for ESY services 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 



As of 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. Goals, services, settings, frequency, etc. can 
also be modified through the IEP amendment process. 

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


Preparing for the  
2017-18 School Year 
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As this school year ends, the NP SEDS POC should: 

• Provide School Year 2017-18 calendar dates and bell schedules 
to LEAs and OSSE 

• Work with each LEA’s POC to double check the calendar dates 
and bell schedules in TOTE for 2017 ESY and SY 2017-18 

• Schedule IEP meetings in advance for IEPs that may expire over 
the summer months 

• Plan ahead for reevaluations that may expire over the summer 
months 

End of Year Housekeeping 
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Responsibilities of the current NP SEDS POC, in the case that a new 
NP SEDS POC will be replacing them: 

• Inform the State of the change in staff by emailing 
Edgar.Stewart@dc.gov with new contact information 

• Inform new POC of any upcoming training opportunities. 

• Show new POC the SEDS Resource Site and the OSSE resource 
page where NP SEDS POC bimonthly webinars are archived 

• Request OST account access for new NP SEDS POC by emailing 
OSSE.DARtraining@dc.gov 

• Demonstrate to new POC how to utilize the OSSE Support Tool 
(OST) 

Transitioning to a New Nonpublic SEDS POC 

mailto:Edgar.Stewart@dc.gov
mailto:OSSE.DARtraining@dc.gov
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NP SEDS POCs have a responsibility to notify OSSE of staff 
changes: 

– Notify OSSE for all nonpublic staff changes, including changes in the 
NP SEDS POC role: Edgar.Stewart@dc.gov.    

NP SEDS POCs have a responsibility to ensure SEDS user 
accounts are up to date and accurate for all staff: 

– Notify LEA Special Education Point of Contacts (LEA SE POCs) if a 
nonpublic staff member’s SEDS account needs to be inactivated. 

– Notify LEA SE POCs if nonpublic staff have access to other 
students’ records who are not attending their own nonpublic 
school campus or program. 

 

Communication with LEAs and OSSE 

mailto:Edgar.Stewart@dc.gov


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

This includes the correct eligibility category. 

Transportation Status 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 in IEP 
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Case Scenario: An eighth grade student enrolled in a DC charter 
school attends a nonpublic program.  The charter school only 
serves grades K-8, but the nonpublic serves students through high 
school.  

– NP SEDS POCs must work together with LEA Special 
Education POCs to ensure parents are fully informed of their 
responsibility to enroll the student in a new LEA. 

– By law, the LEA must provide written notice to the parent or 
guardian at least 90 calendar days before the end of the 
current school year of the parent’s responsibility to enroll 
their child into another public charter school or DCPS (5 
DCMR §E3019.9(c) and §E3019.11).  

Student Age-out Notification 
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To assist in complying with the 90-day notification requirement, 
OSSE has developed a template that LEAs can use to notify parents 
of their responsibility to enroll their child in a new LEA, including: 

Student Age-out Notification 

http://osse.dc.gov/publication/charter-
school-closure-nonpublic-students-sample-
letter-parents  

NP SEDS POCs:  Although it is the 
primary responsibility of the LEA 
to provide this notification, 
please coordinate with LEAs to 
ensure dissemination of this 
letter to applicable students. 

http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
http://osse.dc.gov/publication/charter-school-closure-nonpublic-students-sample-letter-parents
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Goal: Transform the way our education partners experience the 
start of school with OSSE so they have more time to focus on what 
matters most: serving students and families. 

• Reducing the requests we make of schools and families during 
this important time. 

• Improving our communications to schools with greater clarity, 
timeliness, and coordination across the agency.  

• Offering user-driven, helpful tools to aid schools in solving 
problems. 

• Enhancing the responsiveness and quality of services that 
support LEAs and students at the start of school. 

OSSE Start of School Initiative 
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Five Priorities Identified 

Sharing Comprehensive 
Information for an Efficient 

Enrollment Audit 

Timely Access to 
Transportation for Students 

with Disabilities 

Early Access to Information 
for Students with Disabilities 

Easy Connection of Your 
Student Information System 

to OSSE’s Data System 

Effective Troubleshooting 
and Support for OSSE Data 

System Issues 
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Goal 

All eligible students have access to transportation beginning on the 
first day of school. 

 

What’s New 

• A solution for ensuring that LEAs have access to accurate 
student rosters. 

• Additional outreach and support to LEAs on how to complete 
transportation request forms. 

• An LEA reimbursement policy for special circumstances at the 
start of school. 

 

 

Timely Access to Transportation for  
Students with Disabilities 
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Goal 
Provide timely and accurate responses to OST tickets; increase LEA capacity to 
troubleshoot problems independently. 

 

What’s New 

• Simplified user interface for the OSSE Support Tool (OST) with automated 
notifications so you know the status of your ticket. 

• A new OST phone line and office hours so you can get help in real time 
around the start of school. 

• Greater OSSE staff capacity to respond to OST tickets around the start of 
school. 

• New resources in multiple formats and trainings for local education agencies 
(LEAs) to support faster and easier troubleshooting. 

 

 

 

Effective Troubleshooting and Support  
for OSSE Data System Issues 

https://octo.quickbase.com/db/main?a=SignIn&nexturl=https://octo.quickbase.com/db/bh9ehz85s&rc=psi
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Check Out the New OSSE Start of School  
Webpage for More Information 



Password Reset for  
SEDS Accounts 



• All SEDS users, including nonpublic staff, have the 
ability to reset their own password without assistance 
from OSSE. 

• Users can enable this feature by updating two items on 
their ‘My Info’ page in SEDS: 

1) Include current email address 

2) Set up a security question  

Password Reset for SEDS Accounts 



After typing in the current email address, click “Update the 
Database” to save the information on this page. 

Password Reset for SEDS Accounts 

Then click “Set My Forgotten Password Question” to set up a 
security question. 



• Users can customize their own security questions. 

• Click  “Update Questions and Return” to save the question. 

Password Reset for SEDS Accounts 



When attempting to log into SEDS, utilize the “Forgot 
Your Password?” feature to avoid getting locked out. 

Password Reset for SEDS Accounts 

Attempting to log in 
five times with the 
incorrect password 
will lock the users 
account, and will 
require OSSE to 
unlock. 



Users can proactively change their password, when 
logged into SEDS with current password. 

Password Reset for SEDS Accounts 



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 
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• The Related Services Management (RSMR) report compares the 
amount of time a related service is prescribed on a student’s IEP to 
the amount of time the service is actually provided. 

– The report is based on data entered by the service provider via the 
Service Logging Wizard in SEDS. 

• A new and improved RSMR tool is now available to all LEA Special 
Education POCs via the Qlik Sense data analysis tool. LEA SE POCs 
have received training on this new tool. 

• PLEASE NOTE: The RSMR report in SEDS is no longer available to all 
SEDS users as of May 1, 2017. 

– NP SEDS POCs are encouraged to work directly with LEA SE POCs to 
access relevant related services data and reports from the new RSMR 
tool in Qlik. Reports by school campus (or by individual student) are 
easily downloadable into PDF or Excel format. 

Related Services Management Report 



Announcements  
& Reminders 
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• NP SEDS POCs are responsible for obtaining a SEDS aggregate 
account for themselves and all relevant nonpublic staff (even if a 
staff member only needs access to one LEA’s SEDS site) 

• A new student from a different LEA could potentially be placed at the 
nonpublic and added to the staff’s caseload. 

• LEAs are NOT responsible for managing nonpublic SEDS account.  They 
only manage nonpublic access to specific students. 

• NP SEDS POCs should never ask the LEA to create a SEDS 
account for a nonpublic staff member.   

• The NP SEDS POC should always use the OSSE Support Tool for this 
request.  Make a separate request for each staff member. 

• The NP SEDS POC should reach out to the LEA for access to specific 
students AFTER the NP staff member has an account set up by OSSE. 

Nonpublic Access to SEDS Accounts 
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• OSSE cannot grant access to specific students within an 
LEA’s SEDS site for nonpublics. 

• Upon request by the NP SEDS POC, the LEA SE POC is 
responsible for providing student access to nonpublic 
staff members (who already have aggregate accounts 
set up by OSSE, including access to ALL of the LEAs that 
have students placed in your nonpublic program). 

Nonpublic Access to Students in SEDS 
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REMINDER: For issues that affect specific students, do 
NOT use the OSSE Support Tool. 

NP SEDS POCs should contact the LEA Special Education 
POC directly to request assistance.   

If issue remains unresolved, it is the LEA SE POC’s 
responsibility to submit a ticket to OSSE Support Tool. 

OSSE Support Tool: Student Level Issues 
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• NP SEDS POC should always select ‘Nonpublic’ 
as the Issue Type. 

• Use the Sub-Category menu to select the type 
of request you need assistance with. 

OSSE Support Tool: Ticket Submissions 



OSSE uses the Data System 
Training Team’s site to archive 
recordings and materials from 
past trainings for NP SEDS 
POCs. 

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

The SEDS Resource Site will 
also continue to archive 
training and technical 
assistance resources for NP 
SEDS POCs. 

OSSE Data System Trainings 
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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
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
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
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
http://osse.dc.gov/service/technical-assistance-support-and-training-education
https://sites.google.com/a/dc.gov/seds-help-resources/
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1. I had a positive experience in this training. 

2. Overall this was an effective training. 

3. Please rate the overall course content and training materials. 

4. Please rate the presentation of materials by the trainer. 

5. What were the strengths of this session? How could this 
session be improved? (e.g., time, location, materials, resources 
provided, training format, etc.) (Type your answer in the chat 
box) 

6. What additional training or professional development do you 
need to strengthen your practice? (Type your answer in the 
chat box) 

Survey Evaluation (Live Poll Questions) 



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 Bimonthly Webinar: 

August 2017 (Date TBD) 
 


