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Guide to Down Load Files

Step 1 Right Click anywhere on you desktop
Step 2 Left Click New

Step 3 Left Click Folder
Step 4 Type CES Report Templates
Step 5  Down load files into your folder
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Guide to Set Up PC Computer to 

Use Report Templates

Step 1 Open up a New Word Document

Step 2 Place cursor on File Tab and Right Click
Step 3 Left Click Customize Quick Access Tool Bar




Step 4 Under Choose Commands from Left Click 

arrow to the Right
Step 5 Left Click All Commands

Step 6 In the selection window Scroll down to Insert File 

& Left click on it then Left Click Add Button

Step 7 In the selection window Scroll down to Lock &

 Left click on it then Left Click Add Button

Step 8 Left click OK button and you are done!
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Guide for Apple Computer to 

 Use Report Templates

Step 1 You will open your report template and use

 The tool tab to find protect for locking template or

 Unprotect for unlocking the document

Step 2 Use the Insert tab to insert test template/eligibility 

and observation files

      UNDER CES LOGO
· Include Name of School, School Address & phone number
· Complete Demographics
      EVALUATOR 
· Type Professional Name & Credentials 
      ASSESSMENTS
· List all tests given
· Use complete name of test
      REFERRAL INFORMATION
· Include who made referral, reason for referral

and areas of concern
· Must be in Lock or Protect to access drop down menus
      EDUCATIONAL HISTORY
· Report current grade placement and educational setting
· Report history of school, teacher, and parent concerns
· Report history of school performance
· Report history of retention/attendance/school placements

· Report any previous evaluations
      HEALTH RECORD REVIEW
· Report current vision/hearing screenings
· Report current health

· Report health history
· Report any medical or psychological reports
      PARENT INTERVIEW
· Report makeup of family and language(s) spoken in home
· Report parent strengths, concerns, any history of dyslexia
· Report birth/developmental milestones, family culture
      STUDENT ASSISTANCE TEAM

· Must be in Lock or Protect to access drop down menus
· Report statements recorded by Student Assistance Team

· Report Tier I/Tier II interventions/ or MLSS monitoring. 

· Complete progress monitoring and district assessment chart

· Include Confirmation of fidelity of instruction 

      REVIEW OF FACTORS WHICH COULD IMPACT PERFORMANCE
· Discuss if factors are present or not present and how they may be

            Impacting performance

     DESCRIPTIONS OF TEST SCORES

· Already done for you
Universal Evaluation 


Initial Report Guide
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For assistance contact Kathleen Flaherty Ph.D.


(505) 659-2594





CLASSROOM OBSERVATION


Insert Classroom Observation for area(s) of concern


ASSESSMENT OBSERVATIONS


Report number of sessions needed for testing


Report if glasses/hearing aides were worn 


Report establishment of rapport


Include discussion of remote testing if applicable


Report reliability and validity of test scores


ASSESSMENTS


Insert test templates and enter scores


Under each test administered provide statements of


student’s performance and analysis of test results


Intelligence


Interpret test scores & discuss strengths/weakness 


Achievement


Interpret test scores & discuss strengths/weakness


Processing/Behavior/Adaptive Behavior


Interpret test scores & discuss strengths and weakness


EVALUATION SUMMARY


Synthesize referral information, cognitive, academic, 


            processing and functional performance and provide a 


summary of current test findings.  Identify patterns of strengths and weakness cited in TEAM 2017 (Rev Dec. 2017) and report if these findings are supported by information from parents, school/medical records and the Student Assistance Team 


Include consideration of Dyslexia if applicable


ELIGIBILITY CRITERIA


Insert ALL Eligibility Definitions being considered and make a statement as to whether or not the student demonstrates characteristics of the selected eligibility(ies)


Note for SLD, you must address Dyslexia


RECOMMENDATIONS


Input recommendations that relate to student’s strengths


            & weaknesses


SIGNATURE  


An Interpretation of the results of this assessment was conducted on [report date} with [person(s) you spoke to]


TO SAVE REPORT


Go to File


Click Save As


Use the student’s name as the file name to save your report








