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The I mpartial Hearing
Reporting System Help File

This document is designed to assist users with understanding and navigating the Impartial
Hearing Reporting System (IHRS). From basic information about IHRS to closing a case, many
answers to your questions may be found here.
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Getting Started — I mpartial Hearing Process

Relevant New York State Regulation(s):
e 8 NYCRR Part 200.5 (j)

The Regulations of the Commissioner of Education outline the school district’s responsibility to
report data on impartial hearings to the State Education Department’s Office of Special
Education. Any district that receives or initiates a request for an impartial hearing must
immediately enter the request and record all relevant case information in the web-based
Impartial Hearing Reporting System (IHRS). IHRS is a real time system, data entered by the
district is immediately recorded and displayed for the purpose of daily monitoring of the
timeliness of impartial hearing decisions. The school district’s timely data entry is key to
accurate reporting.

Confidentiality is assured in IHRS because no student-specific identifying information is
captured. IHRS does not record the name of the student, parents or attorneys involved in an
impartial hearing case. A case number is assigned upon the school district’s entry of a record.
This case number is used in all references to the case. In IHRS school districts have access to
their own case information and Impartial Hearing Officers (IHO) have access to information in
cases to which they are appointed.

Responsibilities for Data Reporting and Monitoring
School District Responsibilities

The school district is responsible for timely reporting of all dates and actions related to an
impartial hearing in IHRS throughout the process, from receipt of request to closing the case.
The district’s policies and procedures relative to impartial hearings and reporting should address
each of the items below:

1. Training for all district staff involved in the impartial hearing process (i.e. contacting the
IHO, representing the district in the hearing, attending the hearing, entering hearing data to
the IHRS etc.). Useful elements to include in the training program are:

e The Commissioner’s Regulations regarding impartial hearings (200.5) which are posted
on the State Education Department (SED) website at:
http:// www.p12.nysed.gov/ specialed/ lawregs/ 2001-2005-809.pdf.

o Contents of SED’s guide to the /mpartial Hearing Process for Students with Disabilities.
This document is posted on the SED website at:
http:// www.p12.nysed.gov/ specialed/ publications/ policy/ ihprocessguide.htm.

e Contents of the IHRS Help File. This information is accessed by clicking on the Help icon
located anywhere in the IHRS site.



e Emphasis on the timelines related to the

request, appointment, hearing, extension and Getting Started Welcome to t
decision events of the process. To access this Opening a Case
information: Maintaining a Case This site is designg

From basic informat]
Closing a Case

MoowooW VW

1) Click on the Help icon located
anywhere in the IHRS site to
access the online Help File

Forms PLEASE NOTE: Iy

Technical Assistance Data Change Request

IHRS Help File IHRS Quick Reference
(PDF - 2009) Glide

I

2) Click on Technical Assistance _
listed on the online Help File Ste Map %;ﬁ?%gsj to IHRS
navigation menu

3) Under Technical Assistance click on

IHRS Technical Assistance

Impartial Hearing

FO”OW-Up (7/ 18/ 06) Process for Students
with Disabilites Guide
e (Clarification of the responsibility of the district (2001)

representatives (often the district attorney)
and the data entry person in data collection.

Identify at least two individuals in the district to have access to IHRS to enter impartial
hearing data (e.g., primary user and backup user).

e Each IHRS user must have a current username and password to access IHRS.

e To whom do these individuals take data collection/entry concerns (e.g., have not
received the data from district attorney or the IHO and/or data is not clear)?

Identify the process for handling impartial hearing requests in the district by answering the
following questions:

e Who receives and date stamps the request?

e Who enters the information in IHRS?

e Who contacts the IHO? Is this person familiar with the rotational selection process?
e Does the district use IHRS to document all IHO contact and appointments?

e Does the district have a BOE Designee who can immediately appoint the IHO after the
district identifies who is next in the rotation and confirms availability? See Maintaining
a Case: Appointing an I HO: School District Responsibility (p. 38) for more
information regarding a BOE Designee.

e How does the person who contacts and notifies the IHO of the appointment document
their actions? How is this information communicated to the data collection/entry person?

o [f the IHRS is not used to maintain contact information, are these records available upon
request?

e |sthis process any different if an appointment is rescinded or the IHO recused him or
herself?



o Does the appointment letter to the IHO include the name and fax number of the data
collection/entry person, so the IHO may fax hearing information directly to them?

e Does the district forward the compensation policy to the IHO with each appointment?

o Does the district forward the data collection policy to the IHO with each appointment?
The district data collection policy outlines the district’s expectation for communication of
required extension and decision information.

e How does the district notify the IHO when the resolution period has ended before the
thirty days?

o How does the district notify the IHO when a case is settled or withdrawn?

4. Develop procedures/policy that clearly outline how the district will fulfill its reporting
responsibilities. The policy should include:

e Expectations regarding the timeliness of data communication.

e Address the use of data collection mechanisms. (Worksheets suggested — see
Maintaining a Case: Extensions: Case Extension Form (p. 77) as an example in
data collection forms for data entry in IHRS.)

e Ensure the IHO/district representative has contact information for the data
collection/entry person in case questions arise pertaining to the collected information.

The district may wish to include the following in its procedure:

e The district may choose to have a policy which requires the district representative
participating in the hearing to use the data collection sheets and submit them to the
data collection/entry person. This policy may include district staff (i.e. CSE Chair,
Director of Pupil Personnel) or district’s counsel.

e It may have a policy in place which requires the IHO to use data collection sheets
and submit them to the data collection/entry person. However, if the IHO fails to
follow district policy regarding data collection/transmission, this does not relieve the
district of its reporting responsibility, particularly since the district is a party to the
hearing and presumably the IHO is communicating with both parties at the hearings
or by phone or mail.

5. Develop a process to address how the district will handle email notifications generated by
IHRS for late appointments or late cases.

e To whom will the superintendent forward notification?

e Who is responsible for responding to the notifications?

Changes in School District Staff | nformation

IHRS retrieves contact information from the State Education Department Reference File
(SEDREF) when notifying the Superintendent and Director of Special Education (DSE) of
impartial hearing case activity. If the Superintendent’s or DSE’s contact information is changed



or becomes inactive and is not updated in the SEDREF system they may not receive important
notifications regarding impartial hearing case activity.

To ensure there are no interruptions in the appropriate staff receiving IHRS notifications the
NYSED's Office of Information and Reporting Services (IRS) must be formally notified so that
SEDREF can be updated. Office of Special Education staff do not have authorization to change
school district staff contact information in SEDREF. If there has been a change in staff, staff
contact information or the information entered in SEDREF is incorrect please see the following:

e For changes to the school district superintendent, notification must be submitted on
district letterhead and signed by the former or new superintendent. Please include the
staff person’s name, title, phone number, email address and indicate that it is a staff
contact information change. The notification may be sent via fax to (518) 474-4351, as
an email attachment to SEDREF@mail.nysed.gov or by post mail to:

New York State Education Department
Office of Information and Reporting Services
89 Washington Avenue, Rm. 865 EBA
Albany, New York 12234

e For changes to the DSE's contact information the district may submit notification by
email to SEDREF@mail.nysed.gov. Please include the staff person’s name, title,
school district name, phone number, email address and indicate that it is a staff contact
information change.

I mpartial Hearing Officer Responsibilities

The Impartial Hearing Officer (IHO) is responsible for communicating all hearing related
information to both parties. This communication includes but is not limited to:

e Response to a request to rule on the sufficiency of a request,
e Response to a request to amend the due process complaint,
e Scheduling of hearing dates and closure of the record,

e Response to each request for an extension, in writing, to both parties. A suggested
reporting form is available for IHOs to use to submit extension information to the
school districts. See Maintaining a Case: Extensions: Case Extension Form (p.
77).

e The IHO must render and mail his or her written decision to both parties no later than

14 days after the record close date.

e The IHO must render a written decision regarding pendency prior to determining any
other issue relating to the evaluation, identification or placement of a student. See
Maintaining a Case: Hearings: What is a Hearing? (p. 65) for more information
regarding pendency.
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Office of Special Education Responsibilities

The Office of Special Education monitors the timeliness of impartial hearing officer
appointments and the timeliness of decisions on a daily basis.

Late Appointment Monitoring

The district has a responsibility to enter an impartial hearing request immediately upon receipt
and to initiate appointment of a hearing officer within two days of receipt of the request.

Failure to appoint a hearing officer or failure to enter the appointment data in IHRS results in
the following:

e [nitial notification to the school district superintendent and director of special education
that the appointment is overdue.

e Second notification to the school district superintendent and director of special education
that the appointment continues to be overdue if after the initial notification the district
has still not appointed an IHO.

e Contact with the superintendent to review the activity with district staff and to set a
timeline to address the late appointment, a letter is sent to the superintendent to
confirm the agreed upon timeline.

o Failure to meet the agreed upon timeline results in a referral of the issue to New York
State Education Department’s Special Education Quality Assurance (SEQA) for
noncompliance.

Late Decision Monitoring

The district has a responsibility to enter issue, hearing, extension and other case information as
it occurs. Failure to report time sensitive data may result in the appearance of noncompliance.
The case information in IHRS is reviewed daily to ensure compliance with the required
regulatory timelines. The Office of Special Education monitoring protocols include notification to
the district and IHO of noncompliance in any aspect of the case. The notification processes
include:

¢ An initial notification of a late decision is sent to the school district superintendent,
director of special education/pupil services and the IHO when a case is open and the
compliance date (the date the decision is due) of a case has passed.

e A second notification of a late decision is sent to the school district superintendent,
director of special education/pupil services and the IHO if the initial notification was
unsuccessful and the case remains out of compliance.

e The Office of Special Education contacts the district representative, noted on the case,
when the initial and second notifications are unsuccessful and the case remains out of
compliance. If it is found that the reason the case appears late is due to district failure
to enter the case data in a timely or appropriate manner the following steps occur:

-11 -



» Technical assistance is provided to the district to address the data entry issue. A
date for correction of the issues is established with the district. If the correction
is not completed by the agreed upon date the district may be contacted again.

» |If the case continues to appear out of compliance, and the contact with district
staff has proven unsuccessful, the Office of Special Education contacts the school
district superintendent to review the district responsibility on the case and
determine a date for correction. A letter is sent to the superintendent
documenting the date for correction and outlining the non-compliance issue(s).
The SEQA Regional Associate (RA) and RA supervisor receive a copy of the
letter.

» |If the issue is not corrected by the date identified in the letter to the
superintendent and the case continues to appear out of compliance the district is
referred to SEQA for corrective action.

e When the contact with the district determines that the reason the case appears late is
due to the IHO’s failure to render a decision in a timely manner, the Office of Special
Education will contact the IHO to correct the issue. When contact with the IHO fails to
correct the noncompliance the Office of Special Education uses a series of
Noncompliance Alerts/Notification emails with the IHO. Failure to respond to the
Alert/Notifications by bringing the case into compliance with Section 200.5(j)(5) of the
Regulations of the Commissioner of Education, may result in an order from the
Commissioner to render the decision or other action as outlined in Section 200.21(b)
Procedures for suspension or revocation of impartial hearing officer certification.

Timelines for | mpartial Hearings

The time line for an impartial hearing case begins when the district receives a written due
process complaint notice (impartial hearing request) from the parent for an impartial hearing or
the school district initiates an impartial hearing. The table below identifies the number of days
by which certain activities are expected to be completed.
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IHO

request.

Resolution
Meeting must
occur within 7
days from
receipt of
request.

date the hearing
request is filed.

Case Type S.fr'gg‘e':s" Ap;ctligted Re:::::;on First Hearing Date Decision | ssued
I nitiated
A period of no
more than 30
days from Occurs within 14 45 calendar days
receipt of days of the end of from the end of the
request for the resolution period | resolution period for
Within 2 days parent-initiated for parent-initiated parent initiated
CSE from receipt of Immediately | requests. A requests and within requests; from the
request. Resolution 14 days from receipt | receipt date for
Meeting must of request for district initiated
occur within 15 | district-initiated requests; unless an
days from requests. extension is granted.
receipt of
request.
30 calendar days
from the end of the
A period of no resolution period for
more than 30 parent initiated
dayS from Occurs within 14 requests; from the
receipt of days of the end of receipt date for
request for the resolution period | district initiated
Within 2 days parent-initiated | for parent-initiated requests; unless an
CPSE from receipt of Immediately | requests. The requests and within extension is granted.
request. Resolution 14 days from receipt
Meeting must of request for
occur within 15 district-initiated
days from requests.
receipt of
request.
A period of 15
days from
receipt of
request for
. parent-initiated Occurs within 20 10 SChOO.I days after
Within 2 days requests. The school days from the hearing. No
Expedited | from receipt of Immediately : extensions are

granted for
expedited requests.

Other Timelines Associated with the I mpartial Hearing Process

e The district must allow an IHO 24 hours to respond to a district contact regarding
availability to serve as an IHO.

e In order to ensure that the time lines are accurately implemented the district is responsible
for notifying the IHO when:

» Both parties have agreed, in writing, to waive either the entire resolution period or a
remainder of the period.
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» Both parties agree, in writing, to continue mediation or either party has withdrawn from
mediation. See Maintaining a Case: Resolution Period: Does Mediation Affect
the Resolution Period? (p. 61) for more information on mediation.

» Both parties have executed a settlement agreement during the resolution period and are
closing the case as settled.

¢ New hearing information must be disclosed to each party at least 5 business days prior to a
hearing or 3 business days in the event of an expedited case.

See Maintaining a Case: Appointing an IHO (p. 46) for more information regarding
contacting and appointing an 1HO.
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Logging On to the I mpartial Hearing Reporting System

You may access IHRS from any computer with access to the Internet by going to the State
Education Department home page at www.nysed.gov. See Steps to Log On to | HRS

(p. 16).

IHRS is available 24/7; however, technical assistance is provided only during @
regular business hours 8:30 A.M. to 5:00 P.M., Monday through Friday.
Online Help is available to answer most questions regarding IHRS by clicking L5 ) Help
on the Help icons. =

5
(K

Accessing the Help File

The Help File is an online tool available to answer most questions regarding IHRS and is
accessed by clicking on the Help icon located anywhere in the IHRS site. Other features related
to the Help File include:

Tool Tips — Tool tip links are located on many IHRS screens that link specific areas to a
relevant topic in the Help File.

Downloadable Forms — Forms are available on the Help File site, to download or use
electronically, to assist the user in capturing information during the hearing process for
data reporting in IHRS. Quick help guides and the Help File in PDF format are also
available for downloading.

Technical Assistance - Technical Assistance updates regarding IHRS are reported on
the Help File site to inform users of new or revised features, technical assistance
memorandums, and other helpful information to assist users in better understanding the
system.

How to Obtain an | HRS Username and Password

The applications accessed through the NYSED Web portal contain critical and sensitive
information, so access to the applications must be confidential and secure. A username and
password is required before attempting to access IHRS.

If you do not have an IHRS username and password you may contact your delegated
administrator for the State Education Department Delegated Account System (SEDDAS). A
delegated administrator is a school district staff person assigned by the school superintendent
to create and manage user accounts and passwords for their own employees. If you do not
know your delegated administrator you may contact the school superintendent.

If after successfully logging on and clicking on the IHRS Main Menu you find that the IHRS

menu selections are not visible, you may not be entitled to the IHRS application. You may
contact your delegated administrator if he or she has entitlement privileges or you may contact
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your entitlement administrator. An entitlement administrator only has authority to entitle a user
to a NYSED Web portal application and can not assign user accounts or reset passwords.

If the delegated administrator experiences problems with accessing SEDDAS, assigning a
username or resetting a password he or she may contact the NYSED SEDDAS Help Desk by
phone: 518-473-8832 or email: seddas_help@mail.nysed.gov. The email should include the
delegated administrator’s name, district and phone number.

About Usernames and Passwords

A username will consist of your first name and your last name with a period in between and is
not case sensitive. A temporary password of eight characters that include random letters and
numbers will be assigned to you and is case sensitive. For example:

Username: Jane.Doe
Password: pas12wrd

Assigned Access

After you have received your username and password the delegated administrator or the
entitlement administrator will entitle you to access the IHRS application.

Your username determines what information you are allowed to view and which functions you
are allowed to perform in IHRS.

Example: School district and IHO users are allowed to view case
information for their own cases ONLY. They have no access to
cases from other school districts.

Three Tries Only

A user has three (3) attempts to log in. If you are not successful on the third attempt, your
password is disabled and you are prevented from logging on in the future. Please contact your
delegated administrator to request your password be reset.

Steps to Log On to |HRS

Step 1. Open your browser application (i.e., Internet Explorer or Netscape Navigator).

Step 2. Type http:// www.nysed.gov in the Address/Search field on the tool bar at the
top of the window and press Enter or click Go.

File Edit ‘iew Faworites Tools Help

s " . - o]
ﬂ !é _,'_ P I Search :"".;- Favorites -@11 Al 1 E

Address hkkp: v, ysed. goy b @ Go
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http://www.nysed.gov/

Step 3.

Step 4.

Step 5.

Click the tab for the NYSED Business Portal page in the navigation menu at the top

of the screen.

4NYSED...

NEW YORK STATE EDUCATION DEPAR).

About HYSED Program Offices Hews Room

Business Portal

University of the State of New York
[ SearchNYSED

Board of Regents

Grants & Finance Policy & Guidance

Robert F. Kennedy Lesson Plan

"This project &2 s the result of & partnership between
the Robert F. kennedy Memorial and New York State

United Teachers in collaboration with the Office of New
Batarcnn and the Mew Yarl

York State Gowernoe David

Click the Log On link in the upper right corner of the NYSED Portal page.

4NYSED..

Business Portal FAQ's

Welcome

Public Interest

Change Passvvwiu | Log On

Search Business Portal

The NYSED Application Business Portal
CLICK HERE for new Password Change procedures for some applications
Other Applications

Type in your Username and Password in the respective fields on the Sign I n screen.

Sign In

Enter your Single Sign-On user name and password to sign in.
User Narme ||
Password |

Step 6.

Please Note: If this is your first time logging on to IHRS or your password is reset
by your delegated administrator you will be prompted to enter your old password
and a new password. Enter the temporary password assigned to you by your
delegated administrator in the Old Password field. Enter a password you will
remember that is eight characters long consisting of both alpha and numeric
characters in the New Password field. Enter the password you have created again

in the Confirm New Password field.

Click OK.

Note: If you receive a Security Alert
pop-up message, click on Yes.

-17 -
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Step 7. You are now logged on. The portal page returns with your username inserted in the
Welcome banner and the Log On link in the upper right corner of the Application

Portal menu bar has changed to Log Off.

FAQ's Change Password | Log Off
Welcome Jane Doe Search Business Portal
The NYSED Application Business Portal
CLICK HERE for new Password Change procedures for some applications
My Applications

Notice:
If the Superintendent or Principal has Changed

[DOES MOT APPLY to SUMMER SCHOOL PRINCIPALS)

Click Here

- IHRS Main Menu

Step 8. Click IHRS Main Menu in the My Applications box. You will be directed to the IHRS
Main Menu screen where you will be able to access your IHO Rotational List and

create and find cases pertaining to your district.

NYSED Impartial Hearing Reporting System (IHRS) Main Menu

Welcome to the VESID THRS Application.
Flease logon using the login button in the upper right hand corner of this screen.
B [HRS INSTITUTICN DATA ENTRY

CAZE MAINTENANCE

Use these screens to enfsr or update information. 2 Help
sbout a casa,

If the IHRS menu selections (e.g., IHRS Data Entry, Case Maintenance, etc.) are not
visible after successfully logging on and clicking on the IHRS Main Menu this may
indicate that you are not entitled to the IHRS application. Please contact your
SEDDAS delegated administrator or entitlement administrator for entitlement access
to IHRS if you experience this problem. See How to Obtain an | HRS Username

and Password (p. 15) for more information.
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How to Troubleshoot Log On Problems

Use this chart to diagnose and solve problems that occur when you are trying to access |HRS.

Description of Problem

Action to Take

You get a message saying you cannot access
your local area network.

This is a local problem. Contact your Network
Administrator for assistance.

You get a message saying you can’t establish a
dial-up connection to your internet service
provider.

This is a local problem. Contact your internet service
provider for help.

You get a message saying that the page cannot
be displayed.

Can you access web pages other than NYSED?

If no, contact your Network Administrator or Internet
Service Provider.

If yes, check what you have typed in the Address
field. Re-type the URL correctly and press Enter or
click Go. If the website still does not open, call the
Office of Special Education at 518-473-0170 for help.

You get an error message: “Access denied.”

You are no longer logged on, return to the NYSED
Applications Business Portal screen and click Log On
or click on the “Login” icon at the top left corner of
the IHRS Main Menu screen. IHRS will automatically
log you out if there has been no screen action for 60
minutes.

The menu selections on the IHRS Main Menu
screen does not appear.

e You are not logged on, return to the NYSED
Applications Business Portal screen and click Log
On or click on the “Login” icon at the top left
corner of the IHRS Main Menu screen.

e You are not entitled to access IHRS. Contact your
delegated administrator or entitlement
administrator for access to the IHRS application.

You get an error message: “Error: Authentication
failed. Please try again.”

e Your Log On has failed. Check what you have
typed in the Username field. Correct as necessary.

e (lick in the Password field and press the Delete
key to clear the field. Re-type your password and
click OK. Note: Passwords are case sensitive,
check to see if your Caps Lock is on.

You get an error message: “Error: Authentication
failed. Please contact your System
Administrator.”

You have reached the limit of password attempts
allowed by the system. Contact your delegated
administrator to reset your password. See How
to Obtain a Username and Password (p. 15)
for more information.
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Changing Password

Passwords expire after 180 days. You will be notified during the log on process when it is time
to change your password. Follow the on-screen instructions. If you forget your password follow
the instructions in Steps to Reset Password (p. 21). If you have attempted to log on too
many times and are locked out of the system, please contact your delegated administrator to
have your password reset. See How to Obtain an | HRS Username and Password (p. 15)
for more information.

Steps to Change Password
Perform this procedure when you first log in and when you are notified to do so.

Step 1. Log onto IHRS. If your password has expired, skip to Step 3.

Step 2. Click on Change YSED

Password at the _ Change Password | Log Off
top right corner of
the Application
Portal menu bar.

Welcome Jane Doe Search Business Portal

The NYSED Application Business Portal

CLICK HERE for nesy Password Change procedures for some applications

Iy Applications

Step 3. With the Manage
My Password window open, type your old password in the Old Password field.

Step 4. Type your new password in the New Password field.

Step 5. Type your new password again in the Confirm New Password field.

ORACLE |dentity Management 1)
Self-Service Console B3)

Home

Manage My Password: Jane Doe

Old Password
MNew Pagsword

Confirm MNew Passward

(Cancel | (Clear ) (Sdy

Step 6. Click Submit.
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Step 7.

Step 8.

A “Password Change” screen appears indicating that the password is successfully
changed. If this does not occur, the resulting error message will provide guidance
about next steps.

CORACLE |dentity Managemenl
Self-Service Consele

(1) Password Change
Pazswaord was successfully changed !

Done |

Click Done, you will be brought back to the Application Portal Page as logged on.
The next time you log in, you may use the new password.

Steps to Reset Password

Below are instructions in resetting your password from the SED Application Portal screen:

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Access the SED Application Portal screen by going to www.nysed.gov and click on
the "Business Portal" tab.

To reset your password click on "Reset Password" which is slightly left of the Log On
button on the Application Portal.

On the Reset Password screen you will enter your username (your first name.last
name), your email address and either your institution code or BEDS code. Then click
GO.

Another screen will appear verifying your information, click on SUBMIT.

A temporary password will be sent to your email address. When you receive it, go
back to the Application Portal screen and click on the LOG ON button.

Enter your username and the temporary password.

Another screen will appear asking for your password again, enter the temporary
password. It will also ask you to create a password, you will enter a password that is
at least 8 characters long and must include both numbers and letters. It will ask you
to confirm the password you just created. After entering this information you will be
logged in.

If you cannot reset your password using the instructions above you may also contact your SED
Delegated Account System (SEDDAS), Delegated Administrator. If the delegated administrator
is not familiar with the system or requires assistance he or she may contact the SEDDAS Help
Desk at 518-473-8832 or by email at seddas_help@mail.nysed.gov.
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How to Log Out of IHRS

From any screen in IHRS, click the Logout link in the upper or lower right corner of

the navigation menu. You will be returned to the Portal page. Your username has
been removed from the Welcome banner and the Log Off link on the Application

Lagout | Portal menu bar has changed to Log On.

L
o
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Getting Started — Helpful I nformation

Browser Basics

Web Browser

IHRS may be displayed by the following web browsers:
e Internet Explorer, version 5.x or higher

o Netscape Navigator, version 4.5 or higher

e Mozilla Firefox (full IHRS functionality not proven)

e The AOL browser will not support IHRS.

Download Progress

Response time will vary based on how you connect to the internet. Dial-up access to an internet
service provider (ISP) is much slower than cable modem or DSL access.

The download progress bar at the bottom of the browser window displays the status of each
page download. Please do not click again until the page is completely downloaded.

N I
I EIDDI'IE luuuuuuuuuunl | 0 IITItEFI'IEt

‘4 Stant LE T D O 7 [ Anewvokststeapl. | A

Add To Favorites

You may mark the Portal page with a bookmark or as a Favorite. This will allow you to open this
page automatically without typing the URL each time you want to log in to IHRS.

Timeout

IHRS will automatically log you out if there has been no screen action for 60 minutes. You will
know you have been timed out if you receive an “Access Denied” message with the login
prompt. Click the login prompt to log in again.

2 NYSED Impartial Hearing Reporting System {l

=8 Edit  Yiew Favortes  Tools  Help

Print Web Pages Hew v

i H H . . Open..., Chlo /_ ) search
You can print anythmg dlsplayed on your screen by C|ICkIngZ | Edit with Microsoft Cffice Ward =

File and Print from the menu bar at the top of the browser 2 R -
window.

Page Setup. ..
Prink...

Print Presdiew. ..

Send 3

-3 -



Getting Started — | HRS Basics

Using the CAL Link, List Box and List of Values Functions

Calendar

Type all dates using the eight-digit format MM/DD/YYYY or select the date from the Calendar
pop-up window. The Calendar opens with today’s date as the default.

e C(lick << to move the calendar display one YEAR prior to May ~|[2008
the displayed year.

e (lick < to move the calendar display one MONTH prior to
the displayed month.

e C(lick >> to advance the calendar display one YEAR after
the displayed year.

e C(lick > to advance the calendar display one MONTH
after the displayed month.

o (lick Today to display today’s date.

To select a date:
1. Select the correct month from the list box.
2. Select the correct year in the year field.

3. Click the correct number in the calendar grid. The date is inserted in the data entry
field. Future dates can be entered only for future events (hearings, corrective actions).

List Box

: . Alist box is a standard Windows convention for selecting pre-
* Case Type: CSE v determined values. A default value is automatically inserted into
: ~alist box field. For example, the default value for Case Type is
CSE. You will need to change the value to CPSE for a Committee
on Pre-School Special Education case.

Case Type Field and List Box

To select a list box value:
1. Click on the down arrow to expand the list to view all available values.
2. Click on the value you want to select to insert it into the field.

List of Values ( Lisf)

Institution: | | Tz
Institution Field and List link

List of Values (Lisf) is similar to the List Box in that it provides you with a list of pre-defined
values from which to choose.
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To select a value from a list:

1. Click on the List link to the right of the field to open
the window with the list of values for that field.

2. Click the blue underlined value you want to select,
the List window closes and the selected value is
inserted in the field.

When a Listis very long, you can search for a value
instead of scrolling through the list. If you are not sure of
the spelling, you can use the % wild card. The wild card
represents any value. For example, in the Institution List
Values Window:

e Type % Park% in the search field at the top of the

Institutions

Search criterion for Institution;
Institution

ABBOTT UESD

ABC READY,SET, LEARN, INC,

ACCORD CORPORATION
ACHIEVEMENT CENTER, INC.

ADDISON CSD

ADIRONDACK CSD

|ADIRONDACE ENEICHMENTS P, O.T. P,
AFTON C5D

ATM SERVICES, INC

AEKRON CSD

ALEANY CITY SD

Institution List Values Window

window if you want to find a school district that has “Park” anywhere in its name. This is

the most effective use of the % wild card in most cases.

o Type % Park in the search field at the top of the window if you want to find a school

district ends with “Park” preceded by anything.

e Type Park% in the search field at the top of the window if you want to find a school

district that starts with “Park” followed by anything.

Enter this: To find this:
% Park% Hyde Park
West Park City
Parkersburg
% Park Hyde Park
Park% Parkersburg

Finding, Entering and Saving Data

| Save I [ Fevert ] [New]

To enter a new record (e.g., opening a new case) or enter new data
to a sub-record (e.g., IHO Appointment, Hearings, Extensions, etc.)
click on the New button where applicable. New or changed

information on a data entry window is not permanent until you click the Save button.

You may modify some fields in a case record that has previously entered and saved
information. Should you need to change the information you have entered back to the
information that was previously saved click Revert. The Revert button is only available in
records where information was previously entered and saved and data fields are modifiable.
The Revert button will not “undo” saved information. See Data Change Requests (p. 26) for
further information on modifiable fields and changing saved data.
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To clear data you have entered in blank data fields (e.g., fields in a new
case record) or data you have entered in search fields on a query screen
(e.g., searching for a case record in Case Maintenance) click on Clear. The
Clear button is only available on new case records where information has not been saved yet
and on query screens. Once the information is entered and saved, it is now a record and may
be modifiable, in which case, you will then see the Revert button rather than the Clear button.
The Clear button will not “undo” any data once entered and saved. See Data Change
Requests (below) for further information on modifiable fields and changing saved data.

To find a record you have previously entered (e.g., searching for a

[Find ] [ Clear] Ml cqse record in_ Case Mgintenance or Case QL_Jery) enter your g.earch
criteria and click the Find button. See Getting Started: Using

Basic Data Analysis (p. 29) for more information on searching for
records in IHRS.

Success and Error Messages

Success! (in green) will appear at the top of the screen to acknowledge that the new
information you entered was saved.

Error! (in red) will appear at the top of the screen indicating that the new information was NOT
saved. This may be because required information is missing or the information entered is
invalid. You must correct the missing or invalid information before you can save.

Note: If you do not receive either a “Success” message or a resulting error message click
Refresh on your browser’s tool bar to confirm your data was entered.

Pop-Up Error Messages

A pop-up message in a separate window may appear indicating an error has occurred with
instructions on how to correct the error. If you receive a pop-up error message box, click OK to
close the box and make the correction as instructed.

Data Change Requests

Most fields in IHRS cannot be changed once they are saved, therefore, accurate data entry is
important. If you create a case in error or enter incorrect data, you may email a data change
request to: specedih@mail.nysed.gov. Please include in your request the case number and a
brief, detailed message of the error or incorrect data you wish to have deleted. Please contact
the Office of Special Education at 518-473-0170 if you have any questions regarding changing
information in IHRS.
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Modifiable Fields
The chart below indicates what data in IHRS may be revised.

MAY BE REVI SED

By the District
Before Case is By SED
Closed

Data Entry
Screen

By the District
at Any Time

Data Element

Case ID
School District
Request Date
Requestor
Expedited
Case Type
Student Placement Type X
Student Classification Type X
District Rep Name

District Rep Phone

District Rep Extension
District Rep E-Mail

District Case Number
Pendency Placement
Pendency Order Date
Pendency Appealed
Settlement/

Withdrawn Date
Transcript Sent Out Date
Actual Record Closed Date
Actual Decision Date X

Case
Maintenance

XXX [>X[>X

XXX

XX

IHO ID

Contact Date

Contact Time

Contact Method

Result Date

Result Time

Contact Result
Declined Other Reason

IHO Contact

XXX [X X[ XXX | >

IHO ID
BOE Appointment Date X
Rescinded Date
Rescinded Reason
Recusal Request Date
Requestor

Recusal Reason
Granted X
Recusal Effective Date X

IHO
Appointment

XX XX | X

Hearing Date

Heari
earings =

X | X

x

| ssues Issue Type
Issue Decision X
District Action Required
District Action Description
Action Date Specified By IHO
Actual Action Completion Date

XXX ([X
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MAY BE REVI SED

B e U
DELE [Buiiy Data Element @y the Distri Before
Screen at A

Issue Appealed To SRO X

Extension Request Date
Requestor

Extension Reason
Extension Reason Other
Extensions Extension Decision Date X
Granted X
Denial Reason X
New Record Close Date X
New Decision Date X

X|X|X|X

Screen Navigation

Navigate through IHRS using the main toolbars at the top and bottom of all the windows. Try to
avoid using the Forward and Back buttons on your browser bar as this may cause you to lose
any unsaved data that you have previously entered.

L! 2 @

Menu - <11:| fal
Hearch List Home Help Logout

IHRS Navigation Toolbar
I con or Link What it does

Menu Moves you to the IHO Main Menu

Start New Search Opens a new search in the area you have selected

List When performing a Case Query Search, this button will
appear on the individual case screen for easy navigation
back to the list of query results

Home Returns you to the Portal page

Help Opens IHRS Online Help

Logout Logs your username out of the IH Reporting System
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Getting Started - Using Basic Data Analysis

Case Maintenance
You can narrow your search by entering

multiple search criteria. For example: THIS IS NOT A DATA ENTRY SCREEN

USE THIS SCREEN TO FIND AN EXISTING CASE or to START A INEW CAS]
To find an existing case, enter the case identifier number i the first feld and click "Find".

i IFthe case mumber is not known, search for the cases by a different criteria such as request
° If yOU type 4/ 1 1 / 2008 in t_he RequeSt Please refer to Chapter 5 in the Training Guide found in the Help file for other search sugge
Date Search f|e|d and Cl |Ck F| nd s you Please note, fields designated with an asterisk (*) are recuired for data entry only. They are
. . . . A reminder, this field should never contain any personally identifiable information regard

will receive a list of ALL cases in your
district with a request date of

4/11/2008 or later.

CLICK THE "NEW" BUTTON AT THE BOTTOM OF THE SCREEN TO STAl

Enter query criteria for Case Maintenance

e |f youtype 4/11/2008 in the Request E::z:"ﬁ“ :
Date search field AND select Case Type ... =5 o
CSE and click Find, you will receive a * Request Date: OUIEE A to caz
list of only CSE cases with a request * Expedited?: 9 - g
date of 4/11/2008 or later. Thisis a Chihgedh bapadita - i
narrower search than the previous (;Z;Tc’;‘;;se s LR
search example. e ehinl T
Case Closure Type: I :
If you leave all search fields blank and click Decision Received by SED Date: |car to cAr

Find, you will receive a list of all IHRS cases in ~ Extension Indicator: =
your district. (In NYC, you will receive a list of [Find) [Clear ) [Hew]
all cases in all NYC school districts).

Case Maintenance Search screen

Request Date Range

You can search for cases that fall within a date range. For example:

e If you want to find a case that you know has a Request Date of 4/11/2008, type
04/11/2008 in the Request Date field and in the To date field and click Find.

o |If you want a list of all cases with a Request Date of 4/11/2008 or after, type
04/11/2008 in the Request Date field and leave the To date field blank and click
Find.

oy = TIET

* Request Date: 040172008 | Al te[D4302008 | gar

Case Maintenance Search screen: Request Date Field

e |f you want a list of all cases with a Request Date in April 2008, type 04/ 01/ 2008 in
the Request Date field and 4/ 30/ 2008 in the To date field and click Find.
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Navigating Search Results

e (Click the ReQuery button to repeat the search.

e Click the Query button to return to the search criteria window to conduct another
search. All previous search criteria are cleared from the fields. You can also click the
Start New Search link at the top or bottom of the window to perform the same task.

e Click the New button to create a new case. Use this when the search tells you that you
have not yet created the case you were looking for.

293 1H ALBANT ULL T (FARRN LU _
T If there are many cases in the search results

list, the following buttons are available to help

you navigate through the list.
Eecords 11 to 20 of 96

Click Next to view th t set of
[ Previous ][NextHFirst”LastH Relluery * Cellges i:)t(hecl)is\{[l,ew e next set o

e Click Previous to view the previous

set of cases in the list.

e (Click First to view the first case in the
Case Maintenance Search screen: list (the top of the list).

Query Navigation Buttons ® (Click Last to view the last case in the
list (the bottom of the list).

Open A Case From Search Results

Case Maintenance « Click on the Case I dentifier link
to open the Case Maintenance

window to view or modify any

Fields denoted with an astenisle (*) are required fields for data entry ot case information.
**This field should never contain any personally identifiable mformatio;
Click the List link at the
*
Id (;;se Institution * Requestor E dit tOp or bottom of the
iy e window to return to the e
29539 %BANY CITY [SCHOOL DISTRICT N search results list from =
an open case. IHRS Navigation
29494 ATBANTY CITY PARENT/GUARDIATN N Toolbar: List Link
=D

DOATA AT R ARV OTTY P ARFRTASTTARTITATR WD

Case Maintenance Search Results Screen

-130 -



Getting Help

Questions on the I mpartial Hearing Process

You can contact the Office of Special Education at 518-473-0170 for questions about policy and
procedures related to the impartial hearing process.

Regulatory | nformation

For Regulations of the Commissioner of Education in relation to Special Education please go to:

http:/ / www.P12.nysed.gov/ specialed/ lawregs/ 2001-2005-809.pdf. The section that
refers specifically to the Impartial Hearing Process is 8 NYCRR 200.5.

The SED publication, /mpartial Hearing Process for Students with Disabilities, is available online
at: http:// www.p12.nysed.gov/ specialed/ publications/ policy/ ihprocessguide.htm
This document provides detailed information on all aspects of the impartial hearing process
including timelines, procedures, and reporting requirements.

Technical Help

Always check with your local IT personnel for problems or changes with hardware, software or
system access before contacting the Office of Special Education. Call 518-473-0170 or send an
email to specedih@mail.nysed.gov for assistance.

Online Help

Online Help is available within the Impartial Hearing Reporting System to

answer most questions relating to how to use the system. @
. Hel

Click the Help icon located on the main menu screen or on any sub menu ? o

screen in IHRS. Help
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Opening a Case
Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(j)(3)
e 8 NYCRR Part 201.11

What is a Case?

NS Manu

D ta

Case Maintenance

* Reguest Duate:

* Requerten:

* Expriited?:

Date:

* Student Plaenieer:

When a school district receives a request
for an impartial hearing this request must
be entered in the Impartial Hearing
Reporting System (IHRS). A case refers
to all information and actions associated
with a particular request for an impartial
hearing as recorded in IHRS.

* Student Clansification:
Change b Expeditei™

* Clase Type:

* Dinteien Rop Masms:
Distriet Fog Phane:

Case Maintenance

SED will

Trisrirs Rep Extmsioa: Chart for data change policy mfocmanicn
Disarict Rey Email:
Prasdaney Platesent:
**Distries Case Numder:
Peadancy Order Date;
Fradency Appealed?;

Transcript Sent Ot Dite: cal Case Identifier: 24735
Transeript eceied In Tute: 2 TInstitution: B000000%57 A st
Aetmal Heteed Closed Date: o1 Tustitoting: ATBANY CITY SO
:':";:I:"' * Request Dite: 01102008

¢ e S * Requustin: PARENT/GUARDIAN
Complissre date; R0 5 Rl
Dracisien Hevsived by SED Date: Expedited?: H

Expodited Compliance Date:

[Eoa] (oot o]

* Student Placement:

Tse this screen to update case iformation Plenss take care & enterirg wour data. ¥ you aeed 1o Y

Also, use thas sereen o close 8 case. To close a case, enter & case closed dute and case chosed typ
= new data for e case, with the excephon of diririct action data. Feelds dencted wth an actenisk (%)
**This fiebd should never costan any personally identiable mformation regarding this case

~Required only when case is expedited.
CPSE - PRESCHOOL SPECIAL ED SETTING - NOT INT Ligr

All data entry in IHRS is
performed or initiated on
the Case Maintenance
screen. Each case is
assigned a unique numeric
Case ldentifier (I1D). All
case information is linked
to the ID.

Hearing Officer Contact Daia
Mo Regoeds rerased

Hearing Officer Appointmenis
Ho Fecords retumed

Resolution Periods

Trvalution Prviod Tdentifier Resalution Prriad Start Date Tevalution Peviod Fad Date fevobstion Peried et Resslution Cemplisace Date
111E7 BArIoG0E HOSEO0E

Revond 1 661

Amendments

Hearings

Hg Baoseds reramed
Case lssues

o Frezeds retamind
Case Extensions
M Facords retumed

Case Maintenance Data Entry screen

Note: The entire Case
Maintenance form is longer than the
display area. Use the vertical scroll bar
on the right of the screen to view
information at the bottom of the form.

What is an Expedited Case?

An impartial hearing request dealing with
discipline issues pursuant to Section
201.11 is an expedited hearing request.
Expedited cases have much shorter time
lines and the time lines are based on
school days.

When initially entering an expedited
request in IHRS, the school district

calculates and enters the compliance date. The school district must calculate the expedited
compliance date because it is based on school days and the district has the most accurate

information about their school calendar.

-32 -



The compliance date is 30 school days from the date the district received the expedited
request. When calculating the compliance date, day number one is the first school day after the
receipt of the request. This date may be changed, if necessary (e.g. due to an unplanned
school closing), by submitting a data change request. Please see the section Data Change
Requests in Getting Started: | HRS Basics (p. 26) or more information.

The impartial hearing officer appointed to the case receives an email notification with the
expedited compliance date calculated by the school district.

What is a CSE Case?

An impartial hearing request filed on behalf of a school age child is considered a Committee on
Special Education or CSE case. The initial time line for a CSE impartial hearing is 45 calendar
days.

What is a CPSE Case?

An impartial hearing request filed on behalf of a preschool age child is considered a Committee
on Preschool Special Education or CPSE case. The initial time line for a CPSE impartial hearing is
30 calendar days.

When to Enter a Case

The district is expected to enter at least the required information immediately upon receipt of
the request for impartial hearing.

How to Enter a Case

Required Fields

There are certain pieces of information that are required in order to open a case in IHRS. The
data entry fields for these required items are marked with an asterisk * . The fields required to
create a new case in IHRS include:

Institution Student Placement

Request Date Student Classification
Requestor Case Type
*  Expedited? *  District Representative Name

Expedited Compliance Date

District Representative Phone, Extension and Email are not required fields however, they are
helpful in facilitating communication between the district and the Office of Special Education
about the case.

See Steps to I nitially Open a Case (p. 35) for more information on required fields.

-33-



Additional Fields

The following information is usually not completed when entering a new case but may be added

at a later time if relevant to the case:

Field Name

Description

Able to Modify
Field Once Saved?

District Representative
Phone

The district representative’s phone number.
(You can type only ten (10) characters in a
telephone number field. Type only the 10-
digit phone number - do not type dashes or
parentheses.

Yes

District Rep Extension

The district representative’s extension (if
applicable).

Yes

District Rep Email

The district representative’s email address.

Yes

District Case Number

If the district uses case numbers, the case
number the district has assigned. This field
should never contain any personally

identifiable information regarding the case.

Yes

Pendency Placement

The results of the IHO’s pendency order for
the placement of the child during the
hearing. See Maintaining a Case:
Hearings: What is a Hearing? (p. 65) for
more information regarding pendency.

Yes

Change in Expedited?

Indicates whether there is a change in the
expedited status during an open case.

Note: District is not able to enter data in this
field and must submit a data change
request (see p. 26) to change the expedited
status of a case.

No

Pendency Order Date

The date the action, defined in the pendency
order, is to be completed.

Yes

Pendency Appealed?

Whether the pendency decision was
appealed. (The default value is blank).

Yes

Transcript Sent Out Date

The date the case record was sent out for
transcription. District use only.

Yes

Transcript Received
Date

The date the final transcript was received.
District use only.

Yes

Actual Record Closed
Date

The date final briefs are due and submitted
to the Impartial Hearing Officer (IHO) by the
parties. Found in the decision rendered by
the IHO.

Yes

Case Closure Type

The type of closure. Required to close case.

No

Case Closed Date

The date the case was closed. Required to
close the case

No

Compliance Date

The date the decision is due from the IHO.
Calculated by IHRS for CSE and CPSE cases,
entered by the district for expedited cases.

No

Decision Received By
SED Date

The date the written decision is received by
the State Education Department. Entered by
SED.

No
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Steps to I nitially Open a Case

tial Hearing Reporting System {IHRS) Main Menu

Step 1. Log onto IHRS. Welcome to the VESID IHRS
Step 2. Click on Case Maintenance Please logon using the login button in the upper:
under IHRS Data Entry on the
IHRS Main Menu. & IHRS INSTITUTION DATA ENTRY
CASE MAINTENANCE
Step 3. On the Case Maintenance
Search screen, scroll down and Use these screens to enter or update information 2 Help
click on the New button. e g
IHRS Main Menu: Case Maintenance Link
DecisinnRecei:r;dhy SED Date: ﬂ‘%m: _' CAL
Extension Indicator: v
Step 4. Enter the following information: Case Maintenance Search Screen: New Button
. . . .. Able To Modify
Required Field Name Description Field Once Saved?
* Institution District’s twelve-digit institution code. Yes
The date the district received the
* Request Date request for an impartial hearing. No
District policy determines this date.
* Requestor Who requested the hearing. No
. Indicate whether the case is
* 2
Expedited? expedited: the default value is “No.” No
Expedited Compliance
Date (* required if “Y” is The date the decision is due from the Yes
indicated in the “Expedited?” field | IHO on the expedited hearing.
above)
* Student Placement The student’s placement on the Yes
current |1EP.
* Student Classification The student’s classification on the Yes
current |EP.
* Case Type The type of case (CSE, CPSE). No
* District Representative The person Yvho the Office of. Special
Name Education will contact regarding case No
data and case activity in IHRS.
Step 5. Take alook at your data to make sure it is accurate.
Step 6. Click Save.
Step 7. A “Success!” message appears at the top of the screen indicating that the case has

been successfully entered. Please take note of the Case ldentifier number
automatically assigned to the case. If this does not occur, the resulting error
message will provide guidance about next steps.
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How to Find a Case

There are two ways to find cases in IHRS:

Welcome to the VESTD THRS Application.

lease logon using the login button in the upper right hand corner of tl

1. Case Maintenance

e Under IHRS Institution Data
Entry on the IHRS Main Menu

e Use to find a case when you
want to add new information.

You can only search for cases from
your own district.

2. Detail - Case Query

e Under IHRS Case Information
on the IHRS Main Menu

e Use to find cases when you
just want to view information

e Has more search criteria

e Use to do basic data analysis
(See Basic Data Analysis in
Getting Started (p. 29) for
more information.)

B [HRS INSTITUTION DATA ENTRY
CASE MAINTEMANCE

Use these screens to enter or update information 2 Help
about a case.

IHO ROTATIOMNAL LIST

Use this screen to pull up a Schoal District Hearing . 2 Help
Officer Rotational List. Note: A District must first
use the District Initial Marker screen 1o indicate the

starting paoint for the Raotational List.

DISTRICT IMITIAL MARKER.

Use this screen the first time you are using the IHO 2 Help
application to indicate your starting point in the THO
Raotational List. This is 3 one-time only use screen.

& [HRS CASE INFORMATICI
DETAIL-CASE QUERY

IHRS Main Menu: Case Maintenance
and Case Query Links

Steps to Find and Update a Case Using Case Maintenance

Step 1.
Step 2.

Step 3.

Log onto IHRS.

Click on Case Maintenance under IHRS Institution Data Entry on the IHRS Main

Menu.

On the Case Maintenance Search screen
enter your search criteria by entering
values in one or more of the search
fields. Type complete values (i.e., the

pe

complete institution name); select from the list or use the % wildcard' to enter

search criteria.

Y f you are not sure of the spelling, you can use the % wild card. The wild card

represents any value.

Enter this: To find this:
% Park% Hyde Park
West Park City
Parkersburg
% Park Hyde Park
Park% Parkersburg
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Step 4. Click Find. One of the following results will occur:
Search Result Next Step
The segrch results window opens Review the list to find the case you want to open.
with a list of all cases that met the
o Then go to Step 5.
search criteria.
You receive the message: “No No cases met the search criteria:
Records Returned”.
1. Click Query to return to the search criteria
window.
2. Revise your search by modifying the search
criteria as necessary and click Find.
For more information on entering search criteria see Getting Started: Using Basic
Data Analysis (p. 29).
Step 5. Click on the Case Identifier of the case you wish to open to view or modify. The Case
Maintenance screen will open for the selected case.
Step 6. Add or update the information.
Case I nformation to Add or Update For More | nformation Go To:

Student Information
District Representative Information

See Required Fields, p. 33 in this section

Pendency Information

Maintaining a Case: Hearings: What is a Hearing?
(p- 65) and also Additional Fields (p. 34), in this section

Transcript Sent Out/Received Date
Decision Received by SED Date

See Additional Fields (p. 34), in this section

IHO Contact and/or Appointment Maintaining a Case: Appointing an IHO (p. 46)
Resolution Period Maintaining a Case: Resolution Period (p. 56)
Amendments Maintaining a Case: Amendments (p. 68)

Hearings Maintaining a Case: Hearings (p. 65)

Case Issues Maintaining a Case: Case | ssues (p. 51)

Case Extensions Maintaining a Case: Extensions (p. 71)

8|a(1)ssee((jllgsal:;e Information and Actual Record Closing a Case (p. 78)

Step 7. Take a look at your data to make sure it is accurate.

Step 8. Click Save.

Step 9. A “Success!” message appears at the top of the screen indicating that the case has

been successfully updated. If this does not occur, the resulting error message will
provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.
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Appointing an IHO

Relevant New York State Regulation(s):

8 NYCRR Part 200.2(e)
8 NYCRR Part 200.5(j)

School District Responsibility

The board of education of each school district must establish administrative policies and
procedures for the selection and appointment of an Impartial Hearing Officer (IHO). See
Getting Started: I mpartial Hearing Process: Responsibilities for Data
Reporting and Monitoring (p. 7) for more information on school district
responsibilities regarding impartial hearings.

The school district shall begin contacts with IHOs for appointment selection immediately
but not later than two business days after receipt of the written request for a hearing.

The school district shall contact the IHO in alphabetical order according to a rotational
list beginning with the first name appearing after the IHO who was last appointed to
serve. The district’s continuously updated version of the Impartial Hearing Officer
Rotational List is available on the Impartial Hearing Reporting System (IHRS). The
selection of an IHO from the IHRS rotational list begins with the first name appearing at
the top of the list. This list is automatically maintained in rotational order as IHOs
appointments are recorded in IHRS. See Accessing the | HO Rotational List and
Contacting an IHO (p. 41) for more information.

If no IHO has served, the school district shall first set their district’s Rotational List
Marker. See First Time District Accesses | HRS — Setting the District I nitial
Marker (p. 39).

The school district must document all IHO contacts in a way that can be independently
verified. This is important in the event an IHO (or parent) questions whether the district
has appropriately followed the rotational list. Independently verifiable documentation
can include requests and responses conveyed via facsimile, electronic mail or certified
overnight mail, and telephone contacts that are recorded and confirmed in writing. The
school district must ensure there is a mechanism in place to receive the IHO’s response
within the 24-hour period._ The IHRS provides an electronic method of maintaining the
required contact documentation. SED encourages the district to use this mechanism.

See Steps to Enter IHO Contact | nformation (p. 44).

During the appointment selection process the school district may ask an available IHO:

» To ensure that his or her schedule is such that any sufficiency challenges may be
determined by the IHO within 5 calendar days upon receipt of request.

» Whether the IHO will be available to initiate the hearing timeline within 1 calendar
day after the conclusion of the Resolution Period or if the school district is unable to
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obtain participation of the parent(s) in the resolution meeting after reasonable
efforts are made and documented.

e The school district may request the Board of Education (BOE) Designee to appoint an
IHO in order to expedite the immediate appointment of an IHO.

BOE Designee

A board of education may elect to designate the appointment process to one or more of its
members so that the appointment can occur immediately. If the board of education does not
elect this option, it must immediately (i.e., without delay) convene as a full board to appoint the
IHO since an impartial hearing cannot be convened until a board of education appointment is
made. The regulations do not permit a delay in the appointment of the IHO. In the event the
board does not have a regularly scheduled meeting at the time the IHO is selected, the board
of education must convene a special meeting for the purpose of appointing the IHO.

I HO Responsibility

e The IHO shall respond within 24 hours to a district contact regarding availability to serve
as an |HO.

o |f the IHO fails to respond the district may move on to the next available IHO.

e The IHO must be available to conclude the hearing process within 45 calendar days
unless extensions are granted at the request of either party (30 calendar days for
preschool hearings and 15 business days for expedited hearings).

For more information on IHO responsibilities, please see Getting Started: | mpartial Hearing
Process: Responsibilities for Data Reporting and Monitoring (p. 7).

First Time District Accesses | HRS — Setting the District I nitial
Marker

The district sets its rotational marker ONE TIME Finase Ingan nrmg the lnphn Tmtton tn tha vpper: nigh
ONLY and occurs before the district enters their B RS [NETITUTICN DATA ENTRY
first impartial hearing case. The marker sets the CASE MAINTENANCE
starting point in your district rotational list in PRt Sl e P e )
IHRS. Thereafter, the marker is moved S,
automatically when you appoint an IHO to a {0 ROTATICNAL LIST
case. The appointed IHO moves to the bottom . :

. . . Usa this screen to pull up 3 School DistrictHearing . 7 Help
of the list and the next IHO in the list moves up Officer Rotational List. Hote: 4 District must frst

. use the District Iniial Marker soreen o ndicate: the

to the top of the list. starting pant for the Rotationsl List

- DISTRICT INITIAL MARKER
Lige this screan the first time you are using the 1HO. 7 Help

appiication o indicate your starting point in the IHO
Rotational Liet. This ks 3 one-tiree onfy use screen,

IHRS Main Menu screen: District Initial Marker
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Steps to Set District I nitial Marker

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Log onto IHRS

On the IHRS Main Menu screen, find and click on District I nitial Marker located

under the IHRS Data Entry header.

A list of IHOs will appear, if your district’s rotational list marker has not been set you
will see an “N” under the Marker column by each IHO name.

If you do not see a list of IHO’s after
clicking on District I nitial Marker,
please contact the Office of Special
Education at 518-473-0170 or
specedin@mail.nysed.gov for
assistance.

Find and click on the |HO I dentifier
number for the last IHO appointed to
a case for your district.

If your district has never had an
impartial hearing, click on the first
IHO I dentifier number on the list.

Next to the Marker: field, click the
arrow on the drop down box and
select “Y”.

Take a look at your selection to make
sure it is accurate.

Click Save.

District Rotational List Marker

IHO Identifier First Name Middle Name Last Name

Suffix Company Name

52 TOAN E ALEXANDER
61 STUART BATUCHMNEER
81 HENRY DOWSKEL
83 RIVOINA EHREMEEICH
98 TAMES HENDEA
99 CRAIG HILL
106 NARTIN EEHOE m
116 MICHAEL LAZAN
121 EDWARD LUBATT
537 JTAMES MCEEEVER
134 GAYIE T MURFHY
District Rotational List Marker
THO Tdentifier: 52
First Name: JOAN
MMiddle Name: B
Last Name: ALEXANDEER
Suffix:

Company Name:
Marker:

| Revert

M =l

District Rotational List Marker screen:
IHO ldentifier Marker screen

A “Success!” message appears at the top of the screen indicating that the district
rotational list marker has been successfully set. If this does not occur, the resulting
error message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered

and saved.

Click on Menu on the navigation bar at the top of the screen to return to the IHRS

Main Menu.
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Accessing the | HO Rotational List

Each school district must appoint from a current rotational list of certified and active IHOs in
New York State. The district-specific rotational list in IHRS is designed to help districts meet this
regulatory requirement (except New York City where they maintain their own IHO rotational
list).

The IHO Rotational List is specific to your school district, that is, you will not be able to access a
list of IHOs serving another school district.

Each IHO may be eligible to serve in one or more e o e AT RS el ationd

counties, a county listing is shown for each IHO by gon using the login button in the upper right hand cor
clicking on the IHO ID associated with the IHO'’s

name on the list. IHRS INSTITUTION CATA ENTRY

CASE MAINTEMNANCE

Use these screens to enter or update information 2 He

Steps to Access | HO Rotational List about a case.
Step 1 Log onto IHRS [HO ROTATIONAL LIST
Use this screen to pull up 2 School District Hearing . 2
Step 2 On the |HRS Main Menu screen flnd Officer Rotational List, Mote: A District must first
" ’ cate the
and click on IHO Rotational List IHO Rotational List Selection
Iocated under the IHRS Case You should contact Hearing Officers in the order they appear
Information header.
Tho Id Last Name First Name Middle Name Suffix P
61 BAUCHINER. | STUART ﬂ?e IH? “
A list of IHOs will appear starting with %Eﬁiﬁlmg\ﬁi
the next IHO available for appointment o8 FENDRA  TAMES
at the TOP of the list. sy ey
106 EEHOE MARTI m
116 LAZAN MICHAEL
The district must contact the IHO in the ALDLCHE R ST AL
. L. 537 MCEEEVER |TAMES
order displayed on this list. 134 MURPHY  GAYLE T
70 RETINO ERLIND A
182 TURETSKY AARON
Step 3. Click on Menu on the navigation bar at 186 WALSH  IAMES
the top of the screen to return to the e L
|HRS Main Menu_ Records 1to 14 of 14
Note: If a list of IHOs does not appear after IHRS Main Menu and IHO Rotational List

clicking on IHO Rotational List from the IHRS Main

Menu screen this may mean that your district’s initial marker has not been set. See First Time
District Accesses | HRS — Setting the District I nitial Marker, (p. 39) for more
information.

Contacting an | HO from the | HO Rotational List

The I HO Rotational List screen is used to identify which IHOs are next in line to be contacted
for appointment. The name of the most recently appointed IHO will appear at the bottom of the
list. Contact the IHO at the top of the rotational list first, then proceed down the list
in order.
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Note: Districts are discouraged from printing a
copy of the IHO Rotational List for reference, as
IHO names may be added or deleted from the list
though out the year. Instead, the Office of
Special Education recommends logging onto the
IHRS for each new case.

THO Rotational List Selection

You should contact Hearing Officers in the order they appear on the screen.

Tho Id Last Name First Name Middle Name |Suffix
61 BATUCHNER STUART

81 DOWEEL HENETYT

83 EHRENEEICH EIVOINA
98 HEWNDRA JAMES
This window is updated automatically when: 99 HILL CRATG

106 KEHOE LIARTIN I

116 LAZAN MICHAEL

e You appoint an IHO (The appointed IHO AL SIS
he bottom of the list) S

moves to the ) 134 MUEPHY GAYLE T,

J0 REIIN EELIND &

H H . 1832 TURETSEY AARON
e The Office of Special Education adds a e o

new IHO to your county.

The Office of Special Education
inactivates/reactivates an existing IHO in
your county.

52 ALEXMANDER JOAN B

Records 1te 14 of 14

ReQuery

IHO Rotational List screen

The school district may simultaneously contact several IHOs to determine their availability, but
the selection of the IHO must be based on the rotational list, regardless of which IHO responds
first. For example:

1. 1HO 1 was not available; you have left a message for IHO 1 to return your call
regarding appointment. The IHO has 24 hours to respond.

2. 1HO 2 has declined appointment. You may move on to IHO 3.

3. IHO 3 was available and has accepted appointment. You notify IHO 3 that you are

waiting to hear from a previous IHO on your district’s rotational list and will contact him

or her with the result.

If IHO 1 calls and declines the appointment or does not respond with 24 hours, you
may contact IHO 3 to arrange the appointment. You may not go back to IHO 2 for
appointment to any later impartial hearing requests your district may receive after this
request. In this case, after IHO 3 is appointed, IHRS will move IHO 1, IHO 2 and IHO

3’s name to the bottom of the rotation list.

If IHO 1 calls within 24 hours and accepts the appointment you may make
arrangements for the appointment. After appointing IHO 1 IHRS moves his or her name
to the bottom of the rotation list. Notify IHO 3 that a previous IHO has accepted
appointment. IHO 2 and IHO 3 remain next on the list for appointments to later

impartial hearing requests.
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Steps to Access Contact | nformation from the | HO Rotational List

Step 1. Log onto IHRS

Step 2. On the IHRS Main Menu screen, find and
click on IHO Rotational List located
under the IHRS Query header. A list of
IHOs will appear starting with the
next IHO available for appointment
at the top of the list.

Step 3. Click on the IHO Id number to access the
specific IHO’s contact information.

Step 4. You may record or print out the contact

81 DOWSEL
83 EHRENEEICH RIVOMNA
98 HENDEA JTAMES

THO Rotational List Selection

You should contact Hearing Officers in the order they appear on the screen.

Tho Id Last Name First Name Middle ame Suffix
61 BAUCHNER STUART
HEMRY

99 HILL CRAIG

106 KEHOE MARTIN m
116 LAZAN MICHAEL

121 LUBAN EDWARD

537 MCKEEVER JAMES
134 MURPEY  |GAYLE T

information to refer to when contacting the IHO. Some IHOs maintain two
addresses. Use the Primary address first to contact the IHO.

Impartial Hearing Officers

TIHO Id: 61 First Name: STUART Middle Name:
Last Name: BATCHIEE Suffix:
Inactive?: 17 «¢

Company Nama:

“N” here indicates that the
/HO is available for
appointment in your county.

Addresses

Address Type Address Line 1 City State Zip
FRIMARY 123 MATN STREET MY NY |10025
Eecord 1 of 1

County Listing

County Code County Inactive?

01 ALBANY g

03 BROOME i

=

COLUMELA i

Home Phone Work Phone Inactive?
(212)555-1234 N 4—

“N” here indicates that this
address is a valid contact
adaress.

Do not use any address
that has a “Y” in the

I nactive? field in the
address line. The Y
indicates that the address
is inactive. See IHO

IHO Rotational List: IHO ID Contact Information screen

I nactive? (p. 44) for
more information.

If you choose to contact the IHO at this time, please be sure to also record the

following:

Contact Date and Time

Result Date and Time

Contact Method (i.e., Home Phone, Work Phone, Email)

e Result of Contact (i.e., accepted, declined, no response)

This information may later be recorded in the Hearing Officer Contact

I nformation section of the new case you have opened. Although this information is
not required it is helpful in keeping an accurate case record in case any questions
may arise. Please see Steps to Enter |HO Contact | nformation (p. 44) for more

information.

Step 5.
Main Menu.
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IHO I nactive?

IHOs who have served on the SED list at some point but have become inactive (e.g., removed
themselves, deceased, etc.) remain on the list as “inactive.” They are left on the list, as the
district may need to access information regarding past cases for data analysis purposes.
Inactive IHOs are indicated with a “Y” in the I nactive? field.

Steps to Enter |HO Contact I nformation

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Log onto IHRS

Find and open the specific case you wish to add

IHO Contact information.

Scroll down to the Hearing Officer Contact
Data heading and click on the New button

shown under the heading.

Click on the List button next to the IHO
I dentifier field. An IHO List pop-up window

Case Closure Type:
Case Closed Date:

=

Compliance date: 031772008

Decision Received by SED Date:

Save | | Revert @
Hearing Officer Contact Data

Mo Becords returned

PMew

Case Maintenance data entry screen:
Hearing Officer Contact Data

will appear. Click on the IHO I D number next

to the name of the IHO you
wish to select.

Click on the CAL button next
to the Contact Date field
and enter the date you
contacted the IHO.

Note: For the Contact Date
and Result Date fields
please enter a 2 digit
month/2 digit day/4 digit
year. For example, Result
Date: 03/ 18/ 2008.

Enter the Contact Time.

Note: For the Contact Time and Result Time fields
please enter (in military time to the nearest half hour)
a 2 digit hour, colon (:), 2 digit minute. For example,

Result Time: 14:30.

Click on the List button next to the Contact Method
field and select the mode of contact. (i.e., Home

Phone, Work Phone, Fax)

Take a look at your data to make sure it is accurate.

Hearing Officer Contact Data

CASE IDENTIFIER: 29234

Use this screen to enter information about each hearing officer contacted for this request.
Note that when entering the contact date and result date, you must also enter the time of contact and time of resul
menth/2 digit day/2 digit vear and then for time fields, 2 digit hour followed by a colon then the 2 digit minute. For

THO Identifier: | List

Contact Date: [ CAL

Contact Time:

Contact Method: i List

Result Date: |CAL

Result Time:

Contact Result: Last

Declined Other Reason:

Save | | Clear

Hearing Officer Contact Data entry screen and Contact Methods list

Contact Methods

Zearch crterion for Ieth Code:

Bs |[Find] [ Clase |
Meth Code Contact Method

1 HOME PHONE

2 WORK PHOMNE

13 FAZ

4 EMATL

] POSTAL MATL

Contact Methods list
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Step 9.

Step 10.

Step 11.

Stepsto

Click Save.

A “Success!” message appears at the top of the screen indicating that the IHO
Contact information has been successfully entered. If this does not occur, the
resulting error message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see the Troubleshooting Checklist (p. 50) for more information.

Click on the Case | dentifier: [Case No.] link at the top of this screen to return to

the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

Enter IHO Contact | nformation Once the | HO has Returned the

District’s Contact Regarding an Appointment

Step 1.
Step 2.

Step 3.

Log onto IHRS
Find and open the specific case you wish to add IHO Contact information.
Scroll down to the Hearing Officer Contact Data heading and click on the IHO

I dentifier button next to the name of the IHO you wish to edit shown under the
heading.

Hearing Officer Contact Data

THO Identifier First ame Middle Mame THO Last fame Suffix Contact Date Contact Method Fesult Date  Contact Result

Eecord 1 of 1

Step 4.

Step 5.

Step 6.

sad JEEERH EMITH 01008 10:30 WOERE PHONE 0102/08 0930 ACCEPTED I TIME
Contact Results
Search criterion for Core Code

Click on the CAL button next to the Result b EnlED

Date field and enter the date the IHO

. . Core Code Contact Result

responded. Cl_lck or-1 the List button ngxt to 7 T T

the Result Time field and enter the time the 2 ACCEPTED LATE

IHO responded. See Step 6 and Step 7 2 DECLINED - PERSONAL

above 4 DECLINED - PROFESSIOINAL

) 5 DECLINED - CONFLICT OF INTEREST

& DECLINED - REDVBURSEMENT POLICY

Click the List button and select a Contact i DECLINED - OTHER

Result. (i.e., Accepted, Declined, No 8 TG

Response). If the IHO has declined c . )

) ase Maintenance data entry screen:
appointment for other reasons than those Hearing Officer Contact Data and Contact
listed please enter a brief reason for Results list
declination in the Declined Other Reason
field.

Take a look at your data to make sure it is accurate.
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Step 7. Click Save.

Step 8. A “Success!” message appears at the top of the screen indicating that the IHO
Contact information has been successfully entered. If this does not occur, the
resulting error message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error

message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see the Troubleshooting Checklist (p. 50) for more information.

Step 9. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

Appointing an IHO

You must complete contact and contact result information for all contacted IHOs before
recording the appointment of an IHO.

The board of education must immediately appoint the IHO who was selected from the rotational
list. A board of education may designate one or more of its members to appoint the IHO on
behalf of the board, see BOE Designee (p. 39). An IHO must accept within 24 hours to be
appointed.

Steps to Enter an | HO Appointment

Step 1. Log onto IHRS

Step 2. Find and open the specific case you wish to add an IHO appointment.

Step 3. Scroll down to the Hearing Officer
Appointments heading and click on the New

button shown under the heading. Wik e

Mew

Hearing Officer Appointments

Step 4. Click on the List button next to the IHO

Case Maintenance data entry screen:

I dentifier field, an IHO List pop-up window Hearing Officer Appointments
will appear. Click on the IHO I d of the 4 2

IHO the Board of Education (BOE) Hearmg Ot cer a ppaintments
approved for appointment. CASE IDENTIFIER: 29234

Enter values for new Hearing Officer Appointments record

Step 5. Click on the CAL button next to the BOE

Appointment Date field and enter the S List

date the BOE approved the IHO i Srpomtmen Dates cAL

appoin’[ment. Rescinded Date: CAL
Rescinded Reason: v
(Eae) (G

Hearing Officer Appointments data entry screen
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Note:

Step 6.
Step 7.

Step 8.

Step 9.

Information in the Rescinded Date and Rescinded Reason fields should only be
entered if the district has rescinded the IHO’s appointment. Please see Steps to
Rescinding an | HO Appointment (p. 49) for more information.

Take a look at your data to make sure it is accurate.

Click Save.

A “Success!” message appears at the top of the screen indicating that the IHO
appointment has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see the Troubleshooting Checklist (p. 50) for more information.

Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

Recuse or Rescind |HO Appointment

Recusal of IHO Appointment

The IHO may recuse him or herself from a case. As per the Administrative Law Judge Manual,
the IHO must recuse him or herself after appointment if the IHO has a personal bias or
prejudice or familiar relationship concerning a party or witness, or personal knowledge of
disputed evidentiary facts concerning the proceeding.

If either party to the hearing believes there is a potential conflict of interest or concern
regarding impartiality with the IHO who has been appointed, they may ask the IHO to recuse
him or herself. The IHO must hear the argument and decide whether or not to be recused.

In the event the IHO is recused from the hearing the school district must select and
appoint another IHO immediately.

In the event the IHO is not willing to be recused, either party to the hearing may appeal
such decision to the State Review Office (SRO) once the final decision of the IHO has
been rendered on the case.

Steps to Recuse an |HO Appointment

Step 1

. Log onto IHRS

Step 2. Find and open the specific case you wish to add IHO recusal data.
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Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Step 10.

Step 11.

Step 12.

Scroll down to the Hearing Officer Appointments heading and click on the IHO
I dentifier of the IHO to be recused shown under the heading.

Hearing Officer Appointments

THO Identifier First Ifame MMiddle Ifame Last Mame

S | JOSERH
-

SMITH
TORRES

Suffix BOE Appointment Date Rescinded Date Recusal Indicator
0141072008 0142142008
01/21/2008

Case Maintenance data entry screen: Hearing Officer Appointments

Click on the New button under the Hearing Officer Recusal Data section.

Click on the CAL button next to the Recusal Request Date field and enter the date
the party has requested the IHO recusal.

Click on the List button next to the Requestor field and enter the party requesting

the IHO recusal.

Enter a brief recusal reason in
the Recusal Reason field.

Click on the drop down arrow
on the Recusal Granted?
field and indicate whether the
recusal was granted by
entering a “Y” or “N”.

Click on the CAL button next
to the Recusal Effective
Date field and enter the date
the recusal was granted.

Take a look at your data to
make sure it is accurate.

Click Save.

A “Success!” message appears
at the top of the screen
indicating that the IHO recusal
has been successfully entered.
If this does not occur, the
resulting error message will

Hearing Officer Appointments

CASE IDENTIFIER: 29234

THO Identifier: 3f('.n | East
First Name: JANE

Middle Name:

Last Name: TORRES

Suffix:

BOE Appointment Date: 01/21/2008
Rescinded Date: [ leat
Rescinded Reason: ~
Recusal Indicator:

Hearing Officer Recusal Data

1Mo Records returned

l Hearing Officer Recusal Data

CASE IDENTIFIER: 29234

Enter walues for new Hearing Officer Eecusal Data record

Recusal Request Date: 01502008 AL
Requestor: SCHOOL DISTRICT | Fist
Recusal Reason: CONFLICT OF INTEREST
Recusal Granted?: Y w

Recusal Effective Date: | 01/30/2008 CAL

Save | | Clear

Hearing Officer Appointments data entry
screen: Hearing Officer Recusal Data

provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered

and saved.
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Please see the Troubleshooting Checklist (p. 50) for more information.

Step 13. Click on the Case | dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

Rescinding an | HO Appointment

If by mutual agreement of the parties, the IHO who has been appointed is deemed
incapacitated or otherwise unavailable or unwilling to continue the hearing or issue the decision,
the board of education must rescind the appointment of the IHO and immediately appoint
another IHO in accordance with the rotational selection and appointment procedures described
above.

Steps To Rescind an | HO Appointment
Step 1. Log onto IHRS

Step 2. Find and open the specific case you wish to add IHO rescind data.

Step 3. Scroll down to the Hearing Officer Appointments heading and click on the IHO
I dentifier of the IHO to be rescinded shown under the heading.

Hearing Officer Appointments

THO Identifier First IName Middle Name Last Name  Suffix BOE Appointment Date Rescinded Date Recusal Indicator
52 JOSEPH SNITH 01/10/2008 012142008

Record 1 of 1

e
Case Maintenance data entry screen: Hearing Officer Appointments
Step 4. Click on the CAL button next to the Hearing Officer Appointments

Rescinded Date field and enter the date
the BOE rescinded the IHO appointment.

CASE IDENTIFIER: 29234

TH() Tdentifier: 52 -. List
i First Name; JOSEPH
Step 5. Click on the drop down arrow on the Middle Name:
Rescinded Reason field and select the o SuE
reason the appointment was rescinded. BOE Appointment Date: 01/10/2003
Rescinded Date: U1f21 ,QUDS %
Rescinded Reason: v

Step 6. Take a look at your data to make sure it is S S :
accurate. INCAPACITATED
] | e R

DISTRICT ERROR

Step 7. Click Save. Hearing Officer Appointments data entry screen
Step 8. A “Success!” message appears at the top
of the screen indicating that the IHO rescind data has been successfully entered. If
this does not occur, the resulting error message will provide guidance about next
steps.
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Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see the Troubleshooting Checklist below for more information.

Step 9. Click on the Case | dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

On the Case Maintenance data entry screen, under the Hearing Officer Appointments
section, you will see a Recusal I ndicator of “Y” next to the IHO’s name whose appointment
was rescinded.

Hearing Officer Appointments

THO Identifier First Name hMiddle ame Last Name  Suffix BOE Appointment Date Rescinded Date Recusal Indicator

52 | JOSEPH SWOTH 011072008 012142008
10 | JTAME TORRES 0172142008 ¥
Records 1to 2 of 2

Mew

Case Maintenance data entry screen: Hearing Officer Appointments

Troubleshooting Checklist:

v When entering | HO Contact data, did you:

Check that all outstanding contact data, such as Result and Result Date/ Time? You will not
be able to enter appointment data if all contact data is not entered.

Check whether case is closed? You will not be able to enter any data (except Issue Appealed
to SRO and Actual Action Completion Date fields in Case Issues) after a case is closed.

v When entering |HO Appointment data, did you:

Check whether there are any existing appointments? A case can not have more than one
active appointment.

Ensure that the BOE Appointment Date is not before the case request date or is future-
dated?

v When entering | HO Appointment recusal or rescission data, did you:

Ensure the date of new IHO appointment does not overlap the dates of other IHO
appointments that have been rescinded or recused?

Check whether the IHO appointment has been previously rescinded or recused? An
appointment cannot be recused after it has been rescinded and an appointment that has
been previously rescinded cannot be recused.
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Case | ssues

What is a Case | ssue?

A parent or a school district may initiate a hearing on matters relating to the identification,
evaluation or educational placement of a student with a disability, or the provision of a free
appropriate public education to the child. These matters become the case issues addressed in
the impartial hearing.

The following are the types of case issues that may be entered in the Impartial Hearing
Reporting System (IHRS):

e Bilingual/Monolingual e NYC Only: Placement — Nickerson
e (lassification e Other Reimbursement

e Discipline — Expedited e Other/Unspecified

o Discipline — Non-Expedited e Parent Tuition Reimbursement

e Evaluation e Placement

e |EP/Program e Procedures

[ ) [ ]

Independent Evaluation Transportation
Rules About | ssues

Issues may only be entered in open cases.

e Each impartial hearing case with a case closure type of Settled or Actual Decision must
have at least one issue recorded.

e Once selected and successfully saved, an issue type may not be modified.

o When the Impartial Hearing Officer (IHO) renders a decision there is a separate decision
for each issue (e.g., Support Parent, Support School District).

After a case is closed the following issue information may be entered:

e The date the district completes an action that the IHO directed the district to perform as
part of a decision.

e Whether an issue has been appealed to the State Review Office (SRO).

Please see Closing a Case: What May Be Entered After the Case is Closed? (p. 81) for
more information on entering issue information after the case is closed.

When to Enter a Case | ssue

Case issues may be entered in IHRS as soon as the case is opened. The issues may be taken
from the impartial hearing request.
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Steps To Enter a Case | ssue

Amendments
Step 1- LOg onto |HRS Mo Records returned
Mewe
Step 2. Find and open the specific case you wish to add a
case issue. Hearings

Mo Records returned

Step 3. Scroll down to the Case | ssues heading and click on e
the New button shown under the heading.
Case Issues -

Case Issues
No Records returned
CASE TDENTIFIER: 18932

Step 4. Click on the List button next New
. Use this screen to record issue information. Only enter aty
to the I ssues Type field
and Choose an issue type' Enter values for new Case Issues record
Issue Type: | List
Step 5. Take alook at your data to Issue Decision: Lo
make sure It |S accu rate- Expedited Issue Decision Date: CAL
Change in Placement?: v
District Action Required?: v
Step 6. Click Save. District Action Description:
Action Date Specified By THO: CAL
Actual Action Completion Date: cak
Step 7. A “Success!” message Tssue Appealed To SO 3
appears at the top of the e

screen indicating that the
case issue has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Please see the Troubleshooting Checklist (p. 55) for more information.

Step 8. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main menu.

What to Do if the | ssue Type Needs to be Changed

If an Issue Type is entered incorrectly you may select Data Entry Error in the Issue Decision
list menu, Save and then click New to enter the correct issue type.

If an issue is changed as a result of clarification during the meeting you may select | ssue

Changed Due To Further Clarification in the Issue Decision list menu, Save and then click
New to enter the clarified issue.

When to Enter an I ssue Decision

Issue Decisions are taken from the written decision submitted to the district by the IHO after
the hearing. The IHO renders a separate decision for each issue (e.g., Support Parent, Support
School District).
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Issue Decisions are not entered for settled or withdrawn cases since it is not necessary for the
IHO to render a decision on issues that are withdrawn or settled by the parties.

| ssue Decisions

I ssue Decisions

Description

Special Considerations

Data Entry Error

The district has made a data entry
error, the issue is not appropriate to
the case.

Dismissed

The IHO decision orders the issue
dismissed.

It is possible that during the hearing
process a case may be dismissed. In
the event the IHO renders a written
decision, the Issue Decision
“Dismissed” is entered for each Case
Issue Type and the Case Closure Type
is entered as “Actual Decision”. See
Closing a Case: Steps to Close a
Case: Case Closure Types (p. 79)
for more information.

I ndependent Decision

The IHO decision supports neither
party, it directs a different action than
requested.

I ssue Changed Due To
Further Clarification

The initial issue entered is incorrect
and has been changed after discussion
by the parties.

Remand To Committee

The IHO determines that the issue
returned to the CSE for action.

Settled I n Resolution
Session

The issue was resolved in resolution
session and does not proceed to
hearing.

Stipulation Agreement

The IHO and the parties have
negotiated an agreement on this issue
that is stipulated as part of the
decision.

If a written decision was rendered by
the IHO and specific issues result in an
Issue Decision of
Stipulation/Agreement the Case
Closure Type of “Actual Decision” is
selected. See Closing a Case: Steps
to Close a Case: Case Closure
Types (p. 79) for more information.

Support Parent

The IHO decision supports the parent’s
position.

Support School District

The IHO decision supports the school
district’s position.

Support, I n Part, School
District And Parent

The IHO decision supports both parties
in part.

Withdrawn

The requestor has withdrawn the
request for an impartial hearing.
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Steps to Enter an | ssue Decision

Step 1.
Step 2.
Step 3.

Step 4.

Log onto IHRS

Find and open the specific case you wish to add an issue decision.

Scroll down to the Case
I ssues heading and

Case Issues

click on the | ssue Type Issue Type Issue Decision District Action Required? Issue Appealec
link. [EE/FROGE AN
PLACEMENT

Click on the List button
next to the | ssue

Decision field and choose an issue decision.

Case Issues

Tse this screen to record issue nformation. Only enter an issue decision ifit &

cases

Enter values for new Case Issues record

Issue Type: |

Issue Decision:

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

List

List

Enter the Expedited | ssue
Decision Date.

If the case is not expedited skip to
Step 7 below.

In an expedited case click on the
drop down box for Change In
Placement? and select “Y” or “N”
indicating whether the expedited
issue decision resulted in a change
in placement for the student.

Click on the drop down box for
District Action Required? and

Issue Decisions

Search criterion for Issue Decision

b

Issue Decision

DATA ENTRY ERROR.

DISMISSED

ODEPENDENT DECISION

ISSUE CHANGED DUE TO FURTHER CLARTFICATION
EEMAND TO COMMITTEE

SETTLED IN RESOLUTION SESSION

STIPULATION/A GREEMENT

SUPPORT PARENT

SUPPORT SCHOOL DISTRICT

SUPPORT, IN PART, SCHOOL DISTRICT AWND PARENT
WITHDRAWIY

=)

Case Issues

Use this screen to record issue information. Only enter an issue decision if it is based

cases

Enter values for new Case [ssues record

Issue Type: | List
Issue Decision: List
Expedited Issue Decision Date: CAL
Change in Placement?: v

District Action Required?: v

District Action Description:

Action Date Specified By THO: CAL

select “Y” or “N” indicating whether the IHO required the district to complete an

action related to the issue. Note: “Y”

is the default value.

Enter a brief description defining the scope of the required action in the District

Action Description field.

Enter the date the action must be completed by the district in the Action Date

Specified By I HO field.
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Step 10.
Step 11.
Step 12.

Step 13.

Take a look at your data to make sure it is accurate.
Click Save.

A “Success!” message appears at the top of the screen indicating that the issue
decision has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main menu.

Please see the Troubleshooting Checklist below for more information.

Troubleshooting Checklist:

v When entering a Case | ssue, did you:

Enter Issue Type only when closing a case as Settled or Withdrawn?

Enter an issue of “Discipline-Expedited” for expedited cases only?

Enter only non-expedited issues for a non-expedited case?

v When entering an I ssue Decision, did you:

Enter an Issue Type?

Indicate whether a District Action is required?

Enter a District Action Description if a district action was required?

Enter an Expedited Issue Decision Date only when entering an issue decision for an
expedited issue (“discipline-expedited”)?

Enter whether there was a change in placement if the issue decision was for an expedited
case?
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Resolution Period

Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(h) e 8 NYCRR Part 200.5(j)(2)
e 8 NYCRR Part 200.5(i) e 8 NYCRR Part 200.5(j)(3)

What is a Resolution Period?

Resolution Periods

Resolution Period Identifier Resolution Period Start Date Resolution Period End Date Resolution Period Result Resolution Period Comp Date
11056 04/25/20083 05/25/2008

Record 1 of 1

Case Maintenance Screen: Resolution Periods Data

A Resolution Period occurs when a parent initiates a due process complaint (impartial hearing
request). It is a maximum 30-day period beginning the day the district received the due process
complaint from the parent(s). The resolution period for a parent-initiated expedited request is
15 days from receipt of the expedited due process complaint. There is no resolution period with
district-initiated requests, the impartial hearing begins immediately.

A Resolution Period is an opportunity for the parent(s), member(s) of the committee on special
education and a representative of the school district, who has decision-making authority on
behalf of the school district, to meet and discuss the complaint and facts that form the basis of
the complaint and to reach a possible agreement before the impartial hearing takes place.

The Impartial Hearing Reporting System (IHRS) automatically enters the resolution period in
Case Maintenance based on the request date entered by the district. The determination of the
date received in the district’s office (e.g., fax or postal mail) is subject to district policy. The
Resolution Compliance Date (the date the resolution period ends) is calculated by IHRS.

What is a Resolution Meeting and When Does it Occur?

A resolution meeting is an opportunity for the parent(s) and district representatives to discuss
the complaint and facts that form the basis of the complaint and to reach a possible agreement
before the impartial hearing takes place.

The School district is required to hold a resolution meeting within 15 days of receiving the due
process complaint notice from the parent. For expedited impartial hearings the school district
is required to hold a resolution meeting within seven days of receiving notice of the due process
complaint from the parent.

The district’s failure to hold the resolution meeting within the timeframes described above may

result in the parent’s petitioning the Impartial Hearing Officer (IHO) to proceed to hearing
immediately and waive the remainder of the resolution period.
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Steps to Add a Resolution Meeting

Step 1. Log into IHRS.
P g Resolution Periods

Step 2. Find and open the specific case CASE IDENTIFIER: 29317

you wish to add resolution Resolution Period Idenifier: 10706

meeting information. Resolution Period Start Date: 02/08/2003

Resolution Period End Date: \ cAL
. Resolution Period Result: | List

Step 3- Scro_” down tOthe RGSOIUtIon Resolution Compliance Date: 03/0%/2008

Periods heading.

Revert

Step 4. Click on the Resolution Resolution Meetings

Period I dentifier number for PR - ;

the resolution period you wish = Resolution Meetings

to edit (there is only one CASE IDENTIFIER: 29317

H H Mediation

I’eSO|UtI0n perIOd’ unless the Enter walues for new Resolution Ieetings record

parent-initiated case is

amended) Resolution Meeting Date: i f%

Held?:

Step 5. Click the New button shown =) (@]

under the Resolution

Meetings heading. Resolution Period and Resolution Meeting Data Entry Screen

Step 6. Click on the CAL link and enter the resolution meeting date.

a. You may enter a meeting ahead of time if it has been scheduled but not yet
held. If you are entering a meeting date in the future, click on the blank
selection above “Y” in the dropdown box associated with the Held? field.

b. If you are entering a meeting date for a meeting that was held enter “Y”. Enter
“N” if the meeting was scheduled but not held.

Step 7. Take a look at your data to make sure it is accurate.
Step 8. Click Save.

Step 9. Click the Case I dentifier: [Case No.] link below the Resolution Meeting
heading to return to the Case Maintenance screen. Once in Case Maintenance to
view resolution meeting information entered clicking on the resolution identifier
number. Click Menu to return to the IHO Main Menu.

How to Close a Resolution Period

Once a Resolution Period is created in a case, no further case information (other than
Resolution Meeting data) may be entered until the resolution period is closed. For example,
extensions may not be entered or a case may not be closed until the Resolution Period Result
and Resolution End Date are entered.

A resolution period may be waived or shortened by agreement of both parties. Please see
Resolution Period Results (p. 59) for further clarification. Both parties are required to notify
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the IHO in writing if, at any time, the resolution period is waived. Should the parties fail to
notify the IHO of a resolution period waiver the district may request a data change to adjust the
Resolution Period End Date to reflect when the IHO received notification and the 45-day
timeline began. Please see Getting Started: | HRS Basics: Data Change Requests (p. 26)
for more information on submitting requests to change data and Getting Started: | mpartial
Hearing Process: Timelines for I mpartial Hearings (p. 12) for more information on the
45-day timeline.

The resolution period may be ended due to an insufficient request. If the IHO is asked to rule
on the sufficiency of a request and deems the request insufficient the case may either be closed
or the IHO may allow the parent a specified amount of time to revise (amend) the request. If a
revised request is submitted, and an amended date is entered in IHRS, a new resolution period
is created in the case. Please see Maintaining a Case: Amendments (p. 68) for more
information regarding amending a request.

Steps to Enter a Resolution Period End
Date and Result

Step 1.
Step 2.

Step 3.

Step 4.

Step 5.

Log into IHRS.

Find and open the specific case you wish
to add the resolution period information.

Scroll down to the Resolution Periods
heading.

Click on the Resolution Period

| dentifier number you wish to edit
(there should only be one resolution
period assigned unless the case is
parent-initiated and is amended).

Check that all Resolution Meeting information
has been entered. Please see Steps to Add a

Resolution Meeting (p. 57) for further
instructions.

A Resolution Period can not be closed until all
Resolution Meeting information is entered
except when the Resolution Period Result is:

e Request Withdrawn

e Continue Mediation — Hearing Timeline On

Hold

e Waived By Both Parties — Entire Period

Resolution Periods

CASE IDENTIFIER: 29317

Resolution Period Identifier: 10706
Resolution Period Start Date: 02/08/2008
Resolution Period End Date: CAL

Resolution Period Result: Liat
Resolution Compliance Date: 03/09/2008

Revert
Resolution Meetings

Resolution Meeting Identifier Resolution Meeting Date Held?
2721 02018/2008

Resolution Period Data Entry Screen

Resolution Period Resulty
Search criterion for Resolution Result

Resolution Result

CONTINUE MEDIATION - HEARTNG TIMELINE OLf HOLD
EARTIAL AGREEMENT - PROCEED TO HEARTNG
PROCEED TO EXPEDITED HEARTNG - 15 DAY S ELAPSED
PROCEED TC IMPARTIAT HEARTNG - 30 DAY S ELAPSED
PROCEED TC IMPARTIAT HEARTIG AT PARENT REQUEST
BEQUEST WITHDRAWI

WAIVED BY BOTH PARTIES - ENTIRE PERIOD

WAIVED BY BOTH PARTIES - REMATNDER OF FERIOD
WEITTEN SETTLEMENT AGREEMENT

Resolution Period Results List

Note: Selecting Resolution Period Results Written Settlement Agreement and
Request Withdrawn will close the Resolution Period and the case after which no
further information may be entered. Enter all resolution meeting information before

selecting these Resolution Period Results.
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Step 6.
Step 7.

Step 8.
Step 9.
Step 10.

Step 11.

Click the CAL button and enter the Resolution Period End Date.

Click on the List button next to the Resolution Period Result field and select a
Resolution Period Result. Please see the Resolution Period Results chart in
this section for more information on Resolution Period Results.

Take a look at your data to make sure it is accurate.
Click Save.

A “Success!” message appears at the top of the screen indicating that the resolution
period data has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the |HRS Main
Menu.

Resolution Period Results

Resolution Period Result Description

Continue Mediation — Hearing
Timeline On Hold

At the end of the 30-day resolution period both parties have agreed in
writing to continue mediation and delay the beginning of the impartial
hearing.

Partial Agreement — Proceed To

The district and the parent(s) have come to an agreement on at least
one issue, the remaining issue(s) proceeds to hearing. An issue decision
of “settled in resolution session” is entered in the Case Issues section.

Hearing Please see Maintaining a Case: Case | ssues (p. 51) for more
information.

Proceed To Expedited Hearing — The parties have not reached an agreement and the 15 calendar day

15 Days Elapsed resolution period for the expedited case has elapsed.
The party who initiated the hearing has withdrawn the request. There is
written documentation of the withdrawal. Choosing this selection will

Request Withdrawn automatically close the case as “Withdrawn” on the date entered for the

Resolution Period End Date. See also, Closing a Case: How to Close a
Case (p. 78) for more information on closing a case.

Waived By Both Parties — Entire

The district and the parent(s) agree to waive the entire resolution period
and begin the hearing process immediately. This may occur within two

Period calendar days of the beginning of the resolution period.

The district and the parent(s) agree to waive the remainder of the
Waived By Both Parties — resolution period and begin the hearing process immediately. This may
Remainder Of Period occur after two calendar days of the beginning of the resolution period

and before the resolution period compliance date.

Continued on next page
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Resolution Period Results

Resolution Period Result Description

The 30 calendar day resolution period has elapsed or the district is
unable to obtain the participation of the parents in the resolution
meeting and the 30 calendar day resolution period has elapsed. In the
Proceed To I mpartial Hearing — latter situation the district may request the IHO dismiss the case due to
30 Days Elapsed lack of parent participation; if dismissed, the district will enter the
dismissal date as the case close date and “Dismissed at School District
Request” as the case closure type. See also, Closing a Case: How to
Close a Case (p. 78) for more information on how to close a case.)

The district failed to hold a resolution meeting within 15 days of receipt
of the request and the parent requested the IHO begin the impartial
hearing immediately.

Proceed To | mpartial Hearing At
Parent Request

Written Settlement Agreement The district and the parent(s) have reached a written and signed
settlement agreement within the 30-day resolution period. The IHO will
not render a written decision. Choosing this selection will automatically
close the case as “Settled” on the date entered for the Resolution Period
End Date (provided the issue decision Settled in Resolution period is
entered). See also, Closing a Case: How to Close a Case (p. 78) for
more information.

Troubleshooting Checklist

v When updating or closing a Resolution Period, did you:

Enter the Resolution Period End Date and Result to close a Resolution Period?

Check to ensure the Resolution Period End Date is within the Resolution Start Date and
Compliance Date range?

Enter a Case Issue Type if entering a Resolution Period Result of “Written Settlement
Agreement”?

Enter at least two Case Issue Types if entering a Resolution Period Result of “Partial
Agreement — Proceed To Hearing”?

Indicate whether a Resolution Meeting was held or not? (A Resolution Period can not be

On Hold” or “Waived By Both Parties — Entire Period”.)

Start Date and Compliance Date range?

Check to ensure all Resolution Meeting information has been entered before entering a

be entered.
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closed until all Resolution Meeting information is entered except on the occasions when the
Resolution Period Result is “Request Withdrawn”, “Continue Mediation — Hearing Timeline

Check to ensure that the resolution meeting date entered falls within the Resolution Period

Resolution Period Result of “Request Withdrawn” or “Written Settlement Agreement?” These
results will close the Resolution Period and the case, after which no further information may




Does Mediation Affect the Resolution Period?

Mediation may occur concurrently with the impartial hearing process, including during the
resolution period.

If the parties are involved in mediation during the resolution period and choose to continue
mediation, a written agreement to continue mediation may put a hold on the start of the
impartial hearing timeline. In this case the district must enter the mediation case number,
assigned by the agency providing the mediation, in IHRS.

The hold on the impartial hearing time line continues until the mediation resolves the issues or
one of the parties withdraws from the mediation. If the issues are resolved in mediation the
case is closed as withdrawn. If one or both of the parties withdraws from the mediation, the
impartial hearing time line begins and the case proceeds to hearing.

How to Enter Mediation Data

Resolution Periods

CASE IDENTIFIER: 27204

Step 1. Enter a mediation case number by
clicking on the Mediation link zs":“‘%mll:er?“:lsmﬁzm ;éfﬂimm
located either at the bottom of the g boid et Dans
Resolution Period data entry screen o .iusion Period Result: | o
(or at the bottom of the Case Resolution Compliance Date: 08/31/2007 e
Maintenance screen) to verify that
the parties are engaged in [Save]_Revert |
mediation. Resolution Meetings
e The mediation case number 5 et Mediation

may be acquired from the New

T e CASE IDENTIFIER: 29317
agency providing the mediation s
(|t |S a tWO |ettel', tWO or more SR e Enter values for new Mediation record
integer case number). MMediation Case Number

Step 2. Take_a_look at your data to make o
sure it is accurate.

Resolution Period and Mediation Data Entry Screens

Step 3. Click Save.

Step 4. A “Success!” message appears at the top of the screen indicating that the mediation
data has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Step 5. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to

the Case Maintenance screen or click on Menu to return to the IHO Main Menu.
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How to Enter a Mediation Hold

Step 1. Log into IHRS.
Step 2. Find and open the specific case you wish to add the mediation hold information.
Step 3. Scroll down to the Mediations heading to ensure a mediation record was previously
entered. If not, follow steps in How to Enter Mediation Data (p. 61) before
continuing the following steps to enter a mediation hold.
Step 4. If a mediation record is entered, scroll to the Resolution Periods heading and click
on the Resolution Period | dentifier number.
Step 5. Enter the Resolutlop Period !End Date el B
(equal to the Resolution Compliance
Dat e) . Search criterion for Resolution Result
% J[Find] [Close |
Step 6. Enter the Resolution Period Result of Resolution Result
“Continue mediation — hearing timeline on ‘ E bR e T
” PARTIAL AGREEMENT - PROCEED TO HEARTNG
h0|d . PROCEED TO EXPEDITED HEARTING - 15 DAYS ELAPSED
PROCEED TO TMPARTIAT HEARTNG - 30 DAYS ELAPSED
Step 7. Take a look at your data to make sure it ﬁgﬁiﬁf;&ﬁﬁﬁfﬂmeﬂpwﬁmmﬂ
is accurate. WATVED BY EOTH PARTIES - ENTIRE PERIOD
WATVED BY BOTH PARTIES - REMATNDER COF PERIOD
i SWERITTEN SETTLEMENT AGEEEMENT
Step 8. Click Save.
Resolution Period Results List
Step 9. A “Success!” message appears at the top
of the screen indicating that the mediation data has been successfully entered. If
this does not occur, the resulting error message will provide guidance about next
steps.
Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.
Step 10. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to

the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

When the use of mediation has delayed the
beginning of the hearing time line, a case
compliance date of “ON HOLD” will appear. It
will not be possible to enter extensions or issue
decisions; hearings may be entered as scheduled

hrz oy 1 a

Compliance Date: O HOLD

Case Closed Type:

ST ToTTT.T

but you will not be able to indicate whether they were held.

If an amendment is entered and saved, the Mediation Hold is removed and a new
Resolution Period is automatically entered. Please see, Maintaining a Case:
Amendments (p. 68) for more information regarding amendments.

Expedited cases cannot be put on Mediation Hold.
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How to Close Mediation Case Extensions

Mo Eecords returned

|New

Step 1. Log into IHRS.

Step 2. Find and open the specific case you wish to add the
mediation information.

Step 3. There are two ways you can get to the Mediation s Nediation -
screen:
[ § ISI T L=l = I I

1) Scroll down to the bottom of the Case
Maintenance screen. Click on the Mediation link | Resolution Meetings
found under the Case Extensions header.

Mo Fecords returned

2) Scroll down to the Resolution Periods heading
and click on the Resolution Period |dentifier

number. Click on the Mediation link found e -
underneath the Resolution Meetings heading.

[ e

Step 4. Once at the Mediation Screen, click

S . Hold Results
on the List link to display the Z 55
Mediation Hold Result. Select Search criterion for Description:
the applicable result: x |[Fnd) (G2
e Withdrawn: If the mediation Description
is successful there is no need Mediation WITHDRAWN :
to proceed to impartial PROCEED TO HEARTNG
hearing. The district enters the = “ASE IDENTIFIER: 30778
Mediation Hold Result of ok Sh

Withdrawn” — this will Mediation Case Number: MD4567

automatically close the case. Mediation Hold Result: | | Fict
. Hold Begin Date:
e Proceed to Hearing: If the Hold End Date: il

mediation is not successful and

the case proceeds to hearing [Save ] [Pevert ] [New]

the district enters the

Mediation Hold Result of Mediation Data Entrv Screen and Hold Resulis Screen
“Proceed to Hearing”.

Step 5. Click on the CAL link to enter the Hold End Date

Step 6. Take a look at your data to make sure it is accurate.

Step 7. Click Save.

Step 8. A “Success!” message appears at the top of the screen indicating that the mediation

data has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.
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Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Step 9. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

¢ A mediation record cannot be updated once closed. Please see Getting Started: | HRS
Basics: Data Change Requests (p. 26) for more information on correcting data once
record is closed.

Troubleshooting Checklist:

Mediation

v When opening, updating or closing Mediation, did you:

Enter a Mediation Case Number assigned by the agency providing the mediation?

Enter the Mediation Hold End Date and Mediation Hold End Result when closing Mediation?

Check to ensure the Mediation Hold End Date is not earlier than the Resolution Period End
Date?

Check to ensure the case is not expedited? Expedited cases cannot be put on Mediation
Hold.
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Hearings

Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(j)
What is a Hearing?

The term hearing is used in two ways. The impartial hearing process as a whole is often
referred to as a hearing. An individual event during the hearing process is also called a hearing.
It is the individual hearing event to which this section refers.

School districts are asked to enter the date of any and all hearings scheduled for the impartial
hearing process. Once a hearing date is recorded a “Y” or “N” must be entered in the “Held?”
field to indicate whether that scheduled hearing event occurred. Leave this field blank until it is
known whether the hearing was held or not.

There are three types of hearings:

e Pendency Hearing - a hearing for the purpose of Hearing Types
resolving any dispute regarding the educational
placement of the student during the impartial
hearing. The Impartial Hearing Officer (IHO) must _ e
render a written decision regarding pendency as soon (i ‘LI @
as possible and prior to determining any other issue

search enterion for Hearmg Type:

relating to the evaluation, identification or placement Hearing Type
of a student. HEARTNG
. . . PEE HEARTN G CONEFERENCE
o Pre-Hearing Conference - This conference is for
PEMDENCY

the purposes of simplifying/clarifying the issues;
identifying witnesses; identifying evidence;
establishing date(s) for the completion of the hearing; Hearing Types List
and addressing other administrative matters. It may

be conducted by telephone. The IHO enters a summary of the pre-hearing conference
into the record.

e Hearing - Both parties agree to participate, with their respective counsel or
representative, in a hearing proceeding to present their evidence and witness testimony
before the IHO.

When to Enter a Hearing

A hearing may be entered anytime after the date the IHO was appointed if the process rules
listed below are followed:

e Pendency

A pendency hearing is the only hearing that may be entered during a resolution
period. Results of a pendency hearing may be entered during a resolution period.
Pendency hearings may not be entered in an expedited case because expedited
hearings deal with placement.
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For more information regarding expedited cases, please see Opening A Case:
What is a Case? (p. 32)

e Pre-hearing

When entering a pre-hearing conference, the date of the pre-hearing conference
must be after the end of the resolution period. Results of a pre-hearing conference
may only be entered after the resolution period.

e Hearing

Steps to Enter a Hearing

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.
Step 8.
Step 9.

Step 10.

Step 11.

When entering a hearing the date of the hearing must be after the end of the
resolution period. Results of a hearing may only be entered after the resolution
period.

Hearings

Log into the Impartial Hearing CASE IDENTIFIER: 29551
Reporting System (IHRS).

Enter values for new Hearings record

Find and open the specific case you

wish to add the hearing information. i | e
Held: | B
Scroll down to the Hearings heading. ~ Hearing Type: | List

Click on the New button shown under  [Saz][Clear|

the Hearings heading.
Hearings data entry screen

Click the CAL button and enter the
Hearing Date.

Click on the drop down list box in the Held field and enter “Y” if the hearing was
held, “N” if the hearing was not held. The blank selection above the Y is chosen
when entering a hearing to be held at a future date (the “Y” or “N” may be added
when the hearing occurs).

Click on the List button next to the Hearing Type field and select a hearing type.
Take a look at your data to make sure it is accurate.

Click Save.

A “Success!” message appears at the top of the screen indicating that the hearing
has been successfully entered. If this does not occur, the resulting error message
will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Click on the Case | dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main menu.
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Troubleshooting Checklist:

v When entering a Hearing, did you:

Make sure a Impartial Hearing Officer appointment has occurred.

Enter the Resolution Period End Date and Result? Unless it is a pendency hearing, you will
be unable to enter a hearing while the case is in resolution.

Enter ”Y” if the hearing was held, an “N” if the hearing was not held, or the blank selection
above the “Y” if the hearing is at a future date?

Ensure that the case is not in mediation? You will be unable to enter a Mediation Hold
period.
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Amendments
Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(i)(7)

What is an Amendment?
A due process complaint may be amended by the requestor under the following circumstances:

e The other party consents in writing; or
e The Impartial Hearing Officer (IHO) may grant permission no later than 5 days prior to
the first scheduled and held hearing (excluding a pre-hearing conference).

An amendment is a change to the substantive components of a due process complaint
including:

The name of the child

The address of the residence of the child

The name of the school the child is attending

A description of the nature of the problem of the child relating to the proposed or
refused initiation or change, including facts relating to the problem

e A proposed resolution of the problem to the extent known and available to the party at
the time.

If the party receiving the request believes any of the elements listed above are missing they
may ask the IHO to rule whether the request is sufficient. If the IHO deems the request
insufficient the case may either be closed based on that ruling (the complainant may re-file at a
later date) or the IHO may allow the complainant a specified amount of time to revise the due
process complaint (request). If the request is revised, and the revision results in a
determination that the request is sufficient, it is entered in the Impartial Hearing Reporting
System (IHRS) as an amended request. This allows the timelines for the resolution period and
the decision due date to be recalculated.

When to Enter an Amendment

The district will enter an amendment in those instances where, prior to the first scheduled and
held hearing, one of the following occurs:
e A copy of the two parties’ agreement to amend the request is received. The date on the
agreement is entered as the amended date.
o At least five days prior to the first scheduled hearing the requesting party asks the IHO
for permission to amend the request and the IHO grants said permission. The date The
IHO granted the request to amend is entered as the amended date.

What Happens to the Timeline When a Case is Amended?

o |f a parent-initiated case is amended during the resolution period, the 30-day resolution
period is started again beginning with the date of the amendment. The new resolution
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period is initiated to ensure that the parties have opportunity to resolve any new issues
in the complaint through a resolution meeting.

If a parent-initiated case is amended after the resolution period has ended and before
the first scheduled hearing is held, a new 30-day resolution period begins using the
amended date as the start date of the new resolution period. The new resolution period
is initiated to ensure that the parties have opportunity to resolve any new issues in the
complaint through a resolution meeting.

If an amendment is back entered (entered after the hearing has proceeded past the
resolution period) and/or the timeline has been extended, the date of the amendment
may adversely effect the compliance date of the case. See Maintaining a Case:
Extensions (p. 71) for more information. IHRS will not accept the amendment. For
assistance please contact the Office of Special Education by phone: 518-473-0170 or
email: specedin@mail.nysed.gov.

If a district-initiated case is amended, there is no effect on the time line as a resolution
period is not required.

If an expedited impartial hearing is amended, there is no effect on the timeline. No new
resolution period is created.

Steps to Enter an Amendment

Step 1

Step 2

Step 3.

Step 4.

Step 5.

Step 6.

Amendments
. Log onto IHRS

Ho Eecords retumed
. Find and open the specific case you wish to add an
amendment. | Mew

Case Maintenance Screen:

Scroll down to the Amendment heading and click on the Amendments
New button shown under the heading.

Click on the CAL button and enter the date the Amendments
request was amended. This date is based on the

receipt date of the amendment or the acceptance of CASE IDENTIFIER: 29913

the amendment by the I1HO.

Enter date for new Amendments record.

Take a look at your data to make sure it is accurate.
Request Amended Date

Click Save. 4z

Note: When amending a case during the resolution [Clear]
period, you will receive a pop-up box after clicking
Save indicating, “You have entered amendment
information into IHRS that will extend the current Resolution Period. Please see the
resolution compliance date and the current compliance date for the adjustments.”
Click OK.

Amendments data entry screen
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Step 7. A “Success!” message appears at the top of the screen indicating that the
Amendment has been successfully entered. If this does not occur, the resulting error
message will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error message
click Refresh on your browser’s tool bar to confirm your data was entered.

Please see the Troubleshooting Checklist below for more information.

Step 8. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.

Troubleshooting Checklist:

v When entering an Amendment, did you:

Check that the Amendment date entered is not before the request date?

is after the Resolution Compliance Date?

Ensure there are no hearings entered as held that are later than the amendment date? You
will not be able to enter an amendment in this situation as it may cause hearing dates
already entered to fall within a resolution period.

Ensure there are no extensions entered later than the amendment date? You will not be
able to enter an amendment in this situation as it may cause extensions already entered to
fall within a resolution period.

Check whether case is closed? You will not be able to enter any case information (other

is closed.
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Extensions

Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(j)(5)

What is an Extension?

Each type of impartial hearing case has a timeline within which the impartial hearing decision
must be rendered. An extension is a specific additional period of time beyond the regulatory
timeline for the impartial hearing decision due date (in the Impartial Hearing Reporting System
(IHRS) this is called the Compliance date). Extensions are granted by the Impartial Hearing
Officer (IHO) at the request of one or both of the parties. An extension may move the
compliance date by a maximum of 30 days into the future. Only one extension may be granted
at a time. Expedited cases can not be extended. Please see Getting Started: | mpartial
Hearing Process: Timelines for I mpartial Hearings (p. 12) for more information on
timelines.

Extensions may not be granted for school vacations, a lack of availability resulting from the
parties’ and/or representatives’ scheduling conflicts, settlement discussions between the parties
or other similar reasons. Agreement of the parties is not a sufficient basis for granting an
extension.

School districts are responsible for entering all required extension information in IHRS
immediately upon receipt. This is because IHRS is a real time system and is used to monitor the
timelines of each impartial hearing case.

How to Get Extension I nformation

The school district is responsible for timely reporting of all dates and actions related to an
impartial hearing in IHRS. A district must have a policy in place as to how they will ensure that
data entry in IHRS occurs in a timely manner. The district policy to secure information for data
entry should:

e Address expectations regarding the timelines of data collection and data entry

e Address the use of data collection mechanisms. Worksheets are suggested, see the Case
Extension Form included in this section as an example

o Ensure the IHO/district representative/district counsel has contact information for the
data entry person. The district has a representative present at all hearings. That
representative may be a conduit of information regarding extensions

e Provide guidance as to how the data entry person should proceed if he/she doesn’t
receive updated hearing information. For example, should they contact the district
representative, district counsel or the IHO to get this information?

Extension information (including the reason for the extension, who requested it, the dates the
extension was requested and granted, the new record close date and new decision date) is
provided, in writing, by the IHO assigned to the case. It is important to note that an IHO may
verbally grant an extension but is required to provide the extension information in writing to
both parties.
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If you do not have the necessary information to enter in IHRS, check with the school district
attorney’s office, or have the attorney contact the IHO. It is the school district’s responsibility to
enter case information immediately as it affects the compliance date of the case.

The key to timeliness is securing the extension data and getting it to the data entry person. See
Getting Started: I mpartial Hearing Process: Responsibilities for Data Reporting and
Monitoring (p. 7) or more information regarding school district responsibilities.

Suggestion: A Case Extension Form (p. 77) is included in this section. For your
convenience, you may send this form to the impartial hearing officer, district representative or
district’s attorney to obtain required information for data entry. The district’s representative may
also bring copies of the form to the hearing and have the IHO complete and sign so that it may
be returned to the data entry person immediately.

For further information regarding extensions and how the IHO calculates an extension:

1) Click on the IHRS Help icon on the IHRS Main Menu screen ?
Help
2) Click on Technical Assistance in the Getting Started > lcome to t
Help File navigation menu on the left of Opening a Case > - .
the screen Maintaining a Case > This site is designe
From basic informat]
Closing a Case >
3) Then click on the IHRS Technical Brims > PLEASE NOTE: I
Assistance Follow-up (7/18/09) link BeiE Crengs Requast
IHRS Help File IHRS Quick Reference
(PDF - 2009) Glide
Site Map Changes to IHRS
(4/1/05)

How to Enter an Extension
Steps to Enter an Extension

Step 1. Log onto IHRS

Step 2. Find and open the specific case you wish to add an Case Extensions

extension. Mo Eecords returned
Step 3. Scroll down to the Case Extensions heading and click

My
on the New button shown under the heading.
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Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Case Extensions
Complete

Extension fields
with information
provided by the

CASE IDENTIFIER: 30100

Enter information for new Case Estensions record

Extension Requested Date: | AL

IHO. See the e —
. . eguestor: | List
Extension Fields : —
Extension Reason: I | List

chart (p. 74) for
field descriptions.

Extension Reason Other:

Extension Decision Date: | car
Granted?: [N~

Denial Reason:

New Record Close Date: |car
New Decision Date: ._ CAL

(See] [Goa]

Take a look at your data to make sure it is accurate.

Note: Case extension information cannot be modified by the user once it is saved.
See Getting Started: | HRS Basics: Data Change Requests (p. 26) for more

information on how to submit a data change request.

Click Save.

A “Success!” message appears at the top of the screen indicating that the extension
has been successfully entered. If this does not occur, the resulting error message
will provide guidance about next steps.

Note: If you do not receive either a “Success” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see Troubleshooting Entering Extensions (p. 75) for more information.

Click on the Case | dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main Menu.
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Extension Fields

Extension Field

Description

Extension Requested Date

The date the party/parties request the extension.

Requestor

The category of person who requested the extension (e.g. Parent,
District, Emancipated Minor).

Extension Reason

Why the extension was requested. Select value from L/st (shown
below).

Extension Reasons

Search criterion for Extension Reason:

Extension Reason

OBTAT INDEPENDENT EDTTCATION FVAT,
EXTENZIVE TESTIMON YIISTES

OBTATY REFRESENTATION

AVATLABIITY OF WITHESSES

OTHEE.

Other

Free-form text field to describe the reason for the extension when
Other is selected in the Extension Reasons field.

NOTE: If Extension Reason Other is selected, this field must be
completed in order to close the case.

Extension Decision Date

Date the IHO decided to grant or deny the request. It is often the
same date as the Extension Requested Date.

Granted?

Select Y for “Yes, extension was granted.”

Select N for “No, extension was denied.”

Denial Reason

Rationale for why the IHO decided to deny the request for extension.
This field must be completed if N is entered in the Granted? field.

New Record Close Date

The new projected date when the parties must submit all documents
to the IHO for consideration. It must be 14 days or less prior to the
New Decision Date. If the date entered for the New Record Close Date
is more than 14 days, IHRS will adjust the New Decision Date to be a
maximum 14 days from the New Record Close Date regardless of what
date was entered for the New Decision Date.

New Decision Date

The new projected date when the IHO will render the decision for the
case. It can be a maximum of 30 days from the current compliance
date, and cannot be more than 14 days after the New Record Closed
Date. It becomes the new compliance date.

NOTE: If the New Decision Date falls on a weekend or holiday, IHRS
will adjust the new compliance date to the next business day, per
general Construction Law. If the district attempts to enter the
adjusted date, IHRS will generate a “Greater Than 30 Day Extension”
email that is sent to the District Superintendent and the IHO.
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Troubleshooting Entering Extensions

In the event that you receive an error message when entering an extension, verify the accuracy
of the information you have entered. If the information you have entered matches what you
have received contact your school district’s attorney’s office or have the school district’s
attorney contact the IHO to recalculate the extension data.

An incorrect extension that is entered and saved can be deleted and re-entered by sending a
data change request to specedih@mail.nysed.gov, include the case number and the extension
identification number to be deleted. Once you receive notification that the extension is deleted
you may re-enter the correct extension data. For more information regarding data change
requests see Getting Started: | HRS Basics: Data Change Requests (p. 26).

IHRS will not accept extension information in the following circumstances:
e During an open Resolution Period
e [f an IHO has not been appointed during the extension time period

e |f the case is closed

The following are error messages you may receive if the information entered was calculated
incorrectly by the IHO and/or entered incorrectly:

Recommended

Error Message

Reason

Result

Action

Error! You cannot enter
this extension because it
was granted prior to the
beginning of the
timeframe within which
an extension may be
granted.

Extensions may only be
granted one at a time, i.e.,
any time one day after the
previous compliance date (or
begin date) of a prior
extension and before the
current compliance date.

If you enter an Extension
Decision Date (date the IHO
grants the extension) that is
before the begin date of a
prior extension (the Previous
Compliance Date) this is in
effect granting two
extensions at a time because
the prior extension has not
yet started. See Case
Extension example on
next page.

The extension is
rejected by IHRS.
An email
notification is
generated by
IHRS and sent to
the IHO and
school district
superintendent.

Re-entering the
same information
will generate the
same error
message and
another email
notification will be
sent to the IHO
and school district
superintendent.

DO NOT ENTER THE
SAME EXTENSION
AGAIN. As per your
district’s policy contact
the district
representative/district’s
attorney and alert them
to the fact that the
extension has been
rejected and that the IHO
should be contacted to
adjust the extension.
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Continued from previous page

Error Message

Reason

Result

Recommended
Action

Error! You cannot
enter this extension as
it will not extend the
current compliance
date.

The New Decision
Date of the
extension entered
is before the
(current) case
Compliance Date.

The extension is rejected by
IHRS. An email notification is
generated by IHRS and sent
to the IHO and school district
superintendent. Re-entering
the same information will
generate the same error
message and another email
notification will be sent to the
IHO and school district
superintendent.

DO NOT ENTER THE
SAME EXTENSION
AGAIN. As per your
district’s policy contact
the district
representative/district’s
attorney and alert them
to the fact that the
extension has been
rejected and that the IHO
should be contacted to
adjust the extension.

Error! You have
entered an extension
greater than 30 days.

The time period
between the
(current) case
Compliance Date
and the New
Decision Date for
the extension
entered is over the
maximum 30-days.

The extension is accepted,
however, the current
compliance date is adjusted
by IHRS. An email
notification is sent to the IHO
and school district
superintendent advising them
of an adjusted compliance
date.

As per district’s policy
notify the district
representative or
district’s attorney of the
extension adjustment.

Case Extension Example

Case Fxtensions

Extension Identifier Extension Decision Date [Granted? New Decision Date Previgus Compliance Date

28811 0123/
20353

2007

PO

T 03052007
¥ 04072007

02/05:2007) B
030572007

Case Closure Type:
Case Closed Date:

Compliance date:

Decision Received by SED Dat

[ Save ] [ Revert l [New]

Hearing Officer Con

030572007

el

tact Data

In this example, the Extension Decision Date of

) Extension Identifier #30353 (A: 2/ 13/ 07) must be at
least one day after the previous compliance date of
Extension Identifier #29811 (B: 2/ 5/07) and before
the current compliance date (C: 3/5/07).
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CASE EXTENSI ON FORM

IHO Name School District Date

Please use this form for each Extension requested for Case | dentifier No.

District Case No. Student Name

Enter values for new Case Extensions record

Extension Requested Date: I

Requestor: | List1

Extension Reason: | List 2

Extension Reason Other: |

Extension Decision Date: |—
Granted?: I_ (Y or M)
Denial Reason: |
New Record Close Date: I—
New Decision Date: I—

New Record Closed Date: The date the record will be closed, based on the projected new decision
date identified by the IHO after an extension has been granted.

New Decision Date: The date the IHO projects the hearing will be completed after an extension is
granted, based on the IHO’s experience with the amount of hearing dates, submission of post hearing
briefs/transcripts and decision writing time.

List 1
For each Requestor, please choose and circle from the following list:
e School District e Emancipated Minor
e Parent/Guardian e Both Parties
List 2
For each Extension Reason, please choose and circle from the following list:
e Obtain independent education evaluation e Availability of witnesses
e Extensive testimony/issues e Other*

e Obtain representation

* |f Extension Reason “Other” is chosen, a brief description is required.

A downloadable form is available by clicking on the Help icon located anywhere
in the IHRS site to access the online Help File. Then click on Forms located on

the Help File navigation menu, and click on Case Extension Form.
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Closing a Case

Relevant New York State Regulation(s):

e 8 NYCRR Part 200.5(i)
e 8 NYCRR Part 200.5(j)

How to Close a Case

An impartial hearing case is closed when the Impartial Hearing Officer (IHO) has rendered a
decision or the case has been withdrawn or settled. If a decision is rendered, the IHO mails the
final decision to the school district and parent/guardian. The district then records the issue
decisions, Case Closed Date and Case Closure Type in the Impartial Hearing Reporting System
(IHRS). If a case is withdrawn the district records the date of the written withdrawal as the
close date or if the case is settled the district enters the date of the settlement agreement as
the close date. The district is responsible for notifying the IHO when the case is settled or
withdrawn.

A case may be closed in different ways during or after the Resolution Period. Please see Case
Closure Types listed under Steps to Close a Case below and Closing a Case During a
Resolution Period (p. 81) for more information.

A case may not be closed in IHRS until the following criteria are met:

e An IHO is assigned to the case (except when a case is withdrawn before the school
district has appointed an IHO).

e There is at least one issue recorded in Case Issues section, unless the case is
withdrawn.

e An Issue Decision has been recorded for each issue when the Case Closure Type is
Actual Decision. See Maintaining a Case: Case | ssues (p. 51) for more information
on case issues and issue decisions.

e There must be at least one hearing date entered if the Case Closure Type is Actual
Decision. All hearing dates entered must have an indication of whether or not the
hearing was held.

Steps to Close a Case

Step 1. Log onto IHRS.

Step 2. Find and open the specific case you wish to close.

Step 3. As you scroll down the Case Maintenance screen check to ensure that IHO contact

and IHO Appointment information is entered and, if this is a parent requested case,
that the Resolution Period Result and End date are entered.
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Step 4. Scroll down to the Case Case Maintenance
I ssues section. If all case

|SSU es h ave n Ot been Enter values for new Case Maintenance record.

. Use this screen to enter information for a new case. MNote: the first eight fields, marked with an asteriski™®), are
entered ’ enter t h em at t h 1S required in order to open a case and establish a case identifier number. You may use either the School District
H Mame or District Code to enter the school district for the case. Please malte sure your datais correct before
tlm e. En sure th at I ssue saving; many felds may not be updated once entered. Please refer to the Help file for System Data Chart for

Decisions are entered only  daa change mformation

. .. **Dig not enter personally identifiable information into the THRS.
for issues where a decision
has been rendered by the

N O Institution: List
IHO. See Maintaining a * Request Date: caL
Case: Case | ssues: * Requestor: e
When to Enter an I ssue  “Espedited?” [N v
Decision (p 52) for more g);l:pdlji;ie 47 ~Required only when case is expedited.
information. D;*Ed
* Student Tt
Placement: e
Step 5. Scroll up to Case Closure  Smdet | | List
Classification:
Type and Case Closed *Case Type:  |coE |
Date fields. ~ District Rep | | SED will contact this person
Name: when questions arise.
District Rep )
Step 6. Click on the List button e
1strict Re
next to the Case Closure S
Type field and select a b
closure type. Pend
P " ol =
**District Case
Case Closure Types Number:
A case may be closed e DL
during or after the Pendency T~
. . Appealed?:
Resolution Period. It may et Rt r
be closed in the different ?“‘D“‘.":t
ways listed below. The ittt L
. Date:
Case. Closgre Type is a Bl il
required field to close a Closed Date:

case in IHRS. ki) s
Case Closed CAL
- = ” Date:
“Actual Decision”: The
impartial hearing B3| [
Off'ce.r _has rendered Case Maintenance Screen: Case Closure Type and Case Closed
a decision and Date Fields
provided copies to
the district and the
parent. Case closure date is the date on Case Closure Types
the written decision. B2
Zearch critenion for Casze Closure Type:
A case with this Case Closure Type must [k
have at least one but may have more

than one Issue Type and Issue Decision. Case Olosr Tyne

: . ACTUIAT DECISION
Please see Maintaining a Case: Case S
I ssues (p. 51) for more information. EEE e
INSUFFICTENT REQUEST

DISMISSED AT SCHOOL DISTRICT EEQUEST

Case Closure Types List
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“Settled”: The district and the parent have reached a settlement agreement outside
of the hearing process. The agreement is signed by both parties. The IHO will
not render a written decision. At least one Case Issue Type must be entered
before closing the case with this Case Closure Type. See Maintaining a Case:
Case | ssues: Steps to Enter a Case | ssue (p. 52) for more information.

“Withdrawn”: The party who initiated the hearing has withdrawn the request. There
is written documentation of the withdrawal. The IHO will not render a written
decision. If the withdrawal of a request is an action due to a settlement
agreement the case is considered settled and not withdrawn, please see Case
Closure Type “Settled” above.

“Insufficient Request”: The IHO is asked to rule whether the request is
insufficient. When the IHO deems the request insufficient the case is closed
using this Case Closure Type.

“Dismissed At School District Request”: When, after reasonable and
documented efforts the school district is unable to obtain parent participation in
the Resolution Session, the district may request that the hearing be dismissed
at the end of the 30-day Resolution Period. If the IHO supports the district
request the case is closed using this closure type.

Step 7. Click on the CAL button next to the Case Closure Date field and enter date. In most
instances the date on the written documentation is Case Closure date, for example
the date on the IHOs decision is the Case Closure date an Actual Decision case
closure.

Step 8. Take a look at your data to make sure it is accurate.

Step 9. Click Save.

Step 10. A pop-up message will appear confirming whether you wish to continue in closing
the case — click OK and click Save again.

Microsoft Internet Explorer

:]:"(/ ou have entered a Case Closure Date, once you enter the Case Closure Type and Save you will be unable to enter or update any

other data relating to this case, Do you wish to continue?

[ K ][ Cancel ]

Step 11. A “Success!” message appears at the top of the screen indicating that the case has
been successfully closed. If this does not occur, the resulting error message will
provide guidance about next steps.

Note: If you do not receive either a “Success!” message or a resulting error
message, click Refresh on your browser’s toolbar to confirm your data was entered
and saved.

Please see the Troubleshooting Checklist (p. 82) for more information.
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Step 12. Click on the Case I dentifier: [Case No.] link at the top of this screen to return to
the Case Maintenance screen or click on Menu to return to the IHO Main menu.

Actual Record Closed Date

The Actual Record Closed date is the date the IHO
established as the last date parties can submit

evidence or documents.

Transcript Received In Date: | lCAL

Actual Record Closed Date: o4n -
Case Closure Type: | List
Case Closed Date: AL

Clear

o This information may be found in the
decision.

e |t is NOT a required field

Closing a Case During a Resolution Period

There are a few instances when a case may be closed
during the Resolution Period. For example, selecting

“Request Withdrawn” or “Written Settlement Agreement”
in the Resolution Period Results list box will automatically
close the case in IHRS. For more information, please see

Maintaining a Case: Resolution Period (p. 56).

Case Maintenance Screen: Actual Record Closed Date

Resolution Period Results

Search criterion for Resclution Result

i3 @ Close

Resolution Result

CONTINUE MEDIATION - HEARTNG TIWELINE ON HOLD
EPARTIAL AGREEMENT - PROCEED TO HEARING
PROCEED TO EXPEDITED HEARING - 15 DA YS ELAPSED
FPROCEED TO IMPARTIAT HEARTNG - 30 DAYS ELAPSED
PEOCEED TO TWMPARTIAT HEARTNG AT PARENT REQUEST
EEQUEST WITHDEAWIT

MWATVED BY BOTH PARTIES - ENTIRE PERICTY

TWAIVED BY BOTH PARTIES - REMATIDER OF PERICD
WEITTEN SETTLEMENT AGREEMENT

Resolution Period Results List

What May Be Entered After the Case is Closed?

After a case is closed the only data that can be changed or updated are the following fields

found in the Case Issues section of the Case Maintenance screen:

Field Name

Description

Actual Completion Date

The date the district completed the action as directed by
the IHO (examples: provide transportation, conduct an
evaluation, reimburse parents).

I ssue Appealed to SRO?

The date the IHO’s decision was appealed to the State
Review Office by either party.

Select Y if the issue was appealed to the State Review

Office. Select N if the issue was not appealed to the
State Review Office.

Note: The default value is blank. Leave blank unless you
are sure the case has been appealed.

For more information regarding Case Issues, please see Maintaining a Case: Case | ssues

(p. 51).
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Troubleshooting Checklist:

v When closing a case as an “Actual Decision”, did you:
Appoint a hearing officer?
Close the Resolution Period?
Enter Case Issue information (including issue decision, etc.)?
Enter Hearing information? (If the Case Closure Type is Actual Decision, please indicate at
least one hearing and enter Y/N if hearing has been held or not.)
Enter Y/N in “District Action Required”? (If the Case Closure Type is Actual Decision, please
indicate whether district action is required or not.)
Enter “Dismissed” as an Issue Decision for each issue entered if the case was dismissed?
Enter at least one Case Issue with an Issue Decision of “Settled In Resolution Session” if the
Resolution Period ended with a “Partial Agreement”?

v When closing a case as “Settled”, did you:
Enter at least one Issue Type? (Issue Decisions are not entered for Settled cases)
Enter at least one issue marked “Settled in Resolution Period” if Resolution Period ended
with “Partial Agreement” and at least one Issue Type with no Issue Decision?
Enter “Case Closed Date” (the date the district received the written settlement)?

v

When closing a case as “Withdrawn”, did you:

Receive withdrawal documentation in writing?

Enter the “Case Closed Date”? (The date of receipt of the withdrawal documentation)
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