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ARC Responsibilities Transition Checklist
If the student is in 8th grade or has reached the age of 14 
Complete these requirements in preparation for and during the annual review meeting when the student is in eighth grade or has reached the age of 14. (Or younger if determined by the ARC)
Before the meeting:

· Include the student on the Notice of Invitation to the annual review. 

· Indicate on the Notice of Invitation that one purpose of the meeting is to “discuss post secondary transition needs”

· Review the student’s ILP, including the transition assessment (Career Matchmaker and other assessments), postsecondary goals, and education plan (multi-year course of study.  Obtain a copy of needed documentation for input into the IEP. 
· Review and update student and parent surveys.

· Determine if additional transition assessments need to be conducted.  
· Obtain a copy of the student’s multi-year course of study. (If the student is in 7th or 8th grade, the multi-year course of study should include 7th/8th grade curriculum as well as the four years of high school.)
· Draft transition needs statement for the Present Levels of Performance.
During the meeting (transition discussion should occur before the rest of the IEP):

· Review and discuss the ILP, including multi-year course of study, and transition assessment information and document this discussion on the Conference Summary.  Document on the IEP that an ILP is being completed.
· Address transition needs in the IEP in the Present Levels of Performance statement.  Transition Needs summary must address at least one of the following areas:  Instruction, Related Services, Community Experience, Employment, Daily Living Skills, Post School Adult Living Objectives and/or Functional Vocational Evaluation.
· Include a copy of the multi-year course of study in the Due Process File.
· Discuss, and document on the Conference Summary, if the student will take more than 4 years to receive a diploma.  If the student is in a certificate program, estimate his/her year of exit.

· Document on the IEP how the student’s interests and preferences (age appropriate transition assessments) were evaluated.
· If the student does not attend the ARC, plan, and document on the Conference Summary, how the IEP and transition planning will be shared with the student.
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By the student’s 16th birthday
Complete these requirements in preparation for and during the annual review meeting when the student is 15 years old.
Before the meeting:
· Include the student and any invited agencies on the Notice of Invitation to the annual review.  Note:  Prior written consent must be obtained from the parent or emancipated student before inviting another agency.

· Indicate on the Notice of Invitation one purpose of the meeting is to “discuss post secondary transition needs”.

· Review the student’s ILP, including the transition assessment (Career Matchmaker and other assessments), postsecondary goals, and education plan (multi-year course of study).  Obtain a copy of needed documentation for input into the IEP.

· Review and update student and parent surveys.

· Determine if additional transition assessments need to be conducted.

· Obtain a copy of the student’s multi-year course of study.

· Draft transition needs statement for the Present Level of Performance; postsecondary goals; transition services (if any services are likely to be provided or paid for by another agency, bring consent form to meeting); annual goals.

During the meeting (transition discussion should occur before rest of IEP):
· Review and discuss the ILP, including multi-year course of study, and transition assessment information and document this discussion on the Conference Summary.  Document on the IEP that an ILP is being completed.
· Address transition needs in the IEP through the Present Level of Performance.  (Include at least one of the following areas: Instruction, Related Services, Community Experience, Employment, Daily Living Skills, Post School Adult Living Objectives, and/or Functional Vocational Evaluation.)
· Develop postsecondary goals in the areas of:  education/training; employment; and as needed, independent living.

· Discuss, and document on the IEP, transition services that are needed for the student to make progress toward his/her postsecondary goals.  Include the title of the agency responsible for providing the service.
· If the ARC determines that any needed transition service is likely to be provided or paid for by another agency, obtain permission from the parent or guardian to invite that agency’s representative to the next ARC (Consent for Invitation form).  Note in Conference Summary that the school will invite a representative of that agency to come to the next meeting.

· If no transition services by another agency are determined to be needed by the student, document this decision on the IEP (transition services section) and in the Conference Summary.  

· Include the multi-year course of study as a transition service for the student. (Include a copy in the Due Process File).

· Discuss, and document on the Conference Summary, if the student will take more than 4 years to receive a diploma.   If the student is in a certificate program, estimate the year of his/her exit.
· Document on the IEP how the student’s interests and preferences (age appropriate transition assessment) were evaluated.

· Develop the other components of the IEP.  Document which IEP annual goals relate to the student’s transition service needs.  (This could be a list of the annual goals that relate to the transition service needs under the Transition Services section or could be a reference from the annual goal page to the postsecondary goals).  The ARC may decide at this time to add an annual goal(s) to further address the student’s transition needs.

· If the student does not attend the ARC, plan, and document on the Conference Summary, how the IEP and transition planning will be shared with the student.
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Annual review when the student is 16 years old
Complete these requirements in preparation for and during the annual review meeting when the student is 16 years old.

Before the meeting:
· Include the student and any invited agencies on the Notice of Invitation to the annual review.  Note:  Prior written consent must be obtained from the parent or emancipated student before inviting another agency.

· Indicate on the Notice of Invitation one purpose of the meeting is to “discuss post secondary transition needs”.

· Review the student’s ILP, including the transition assessment (Career Matchmaker and other assessments), postsecondary goals, and education plan (multi-year course of study).  Obtain a copy of needed documentation for input into the IEP.

· Review and update student and parent surveys.

· Determine if additional transition assessments need to be conducted.

· Obtain a copy of the student’s multi-year course of study.

· Draft transition needs statement for the Present Level of Performance; postsecondary goals; transition services (if any services are likely to be provided or paid for by another agency, bring consent form to meeting); annual goals.

During the meeting (transition discussion should occur before rest of IEP):
· Review and discuss the ILP, including multi-year course of study, and other transition assessment information and document this discussion on the Conference Summary.  Document on the IEP that an ILP is being completed.
· Address transition needs in the IEP through the Present Level of Performance. (Include at least one of the following areas: Instruction, Related Services, Community Experience, Employment, Daily Living Skills, Post School Adult Living Objectives, and/or Functional Vocational Evaluation.)
· Develop postsecondary goals in the areas of:  education/training; employment; and as needed, independent living.

· Discuss, and document on the IEP, transition services that are needed for the student to make progress toward his/her postsecondary goals, including services the school will provide or pay for and any transition service that might be provided or paid for by another agency. Include the title of the agency providing the service. (If the ARC determines an agency will be responsible for providing a service, the providing agency representative must be present either physically or via alternate means.)
· If any transition service listed is likely to be provided or paid for by another agency, obtain permission from parent or guardian to invite that agency’s representative to the next ARC (Consent for Invitation form).  Note in Conference Summary that the school will invite a representative of that agency to come to the next meeting.

· If no transition services by another agency are determined to be needed by the student, document this decision on the IEP (transition services section) and in the Conference Summary.  
· Include the multi-year course of study as a transition service for the student. (Include a copy in the Due Process File).

· Discuss, and document on the Conference Summary, if the student will take more than 4 years to receive a diploma. If the student is in a certificate program, estimate the year of his/her exit.
· Document on the IEP how the student’s interests and preferences (age appropriate transition assessment) were evaluated.

· Develop the other components of the IEP.  Document which IEP annual goals relate to the student’s transition service needs.  (This could be a list of the annual goals that relate to the transition service needs under the Transition Services section or could be a reference from the annual goal page to the postsecondary goals).  The ARC may decide at this time to add an annual goal(s) to further address the student’s transition needs.

· If the student will be17 before the next annual review, inform the parent and student that rights transfer to the student at age 18 (must be documented at least one year prior to student becoming 18).  Document the date on the IEP.

· If the student does not attend the ARC, plan, and document on the Conference Summary, how the IEP and transition planning will be shared with the student.
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Annual review when the student is 17 years old (until exiting year)
Complete these requirements in preparation for and during the annual review meeting when the student is 17 years old.

Before the meeting:
· Include the student and any invited agencies on the Notice of Invitation to the annual review.  Note:  Prior written consent must be obtained from the parent or emancipated student before inviting another agency.

· Indicate on the Notice of Invitation one purpose of the meeting is to “discuss post secondary transition needs”.

· Review the student’s ILP, including the transition assessment (Career Matchmaker and other assessments), postsecondary goals, and education plan (multi-year course of study).  Obtain a copy of needed documentation for input into the IEP.

· Review and update student and parent surveys.

· Determine if additional transition assessments need to be conducted.

· Obtain a copy of the student’s multi-year course of study.

· Draft transition needs statement for the Present Level of Performance; postsecondary goals; transition services (if any services are likely to be provided or paid for by another agency, bring consent form to meeting); annual goals.

During the meeting (transition discussion should occur before rest of IEP):
· Review and discuss ILP, including multi-year course of study, and other transition assessment information and document this discussion on the Conference Summary.  Document on the IEP that an ILP is being completed.

· Address transition needs in the IEP through the Present Level of Performance. (Include at least one of the following areas:  Instruction, Related Services, Community Experience, Employment, Daily Living Skills, Post School Adult Living Objectives, and/or Functional Vocational Evaluation.)
· Develop postsecondary goals in the areas of:  education/training; employment; and as needed, independent living.

· Discuss, and document on the IEP, transition services that are needed for the student to make progress toward his/her postsecondary goals, including services the school will provide or pay for and any transition service that might be provided or paid for by another agency. Include the title of the agency providing the service. (If the ARC determines an agency will be responsible for providing a service, the providing agency representative must be present either physically or via alternate means.)
· If any transition service listed is likely to be provided or paid for by another agency, obtain permission from parent or guardian to invite that agency’s representative to the next ARC (Consent for Invitation form).  Note in the Conference Summary that the school will invite a representative of that agency to come to the next meeting.

· If no transition services by another agency are determined to be needed by the student, document this decision on the IEP (transition services section) and in the Conference Summary.  

· Include the multi-year course of study as a transition service for the student. (Include a copy in the Due Process File).

· Discuss, and document on the Conference Summary, if the student will take more than 4 years to receive a diploma.  If the student is in a certificate program, estimate the year of exit.
· Document on the IEP how the student’s interests and preferences (age appropriate transition assessment) were evaluated.
· Develop the other components of the IEP.  Document which IEP annual goals relate to the student’s transition service needs.  (This could be a list of the annual goals that relate to the transition service needs under the Transition Services section or could be a reference from the annual goal page to the postsecondary goals).  The ARC may decide at this time to add an annual goal(s) to further address the student’s transition needs.

· Document on the IEP the date the parent and student were informed that rights transfer to the student at age 18 (must be documented at least one year prior to student turning 18).

· If the student does not attend the ARC, plan, and document on the Conference Summary, how the IEP and transition planning will be shared with the student.
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Annual reviews when the student is in his/her exiting year
Complete these requirements in preparation for, during, or following the annual review meeting when the student is in his/her exit year.
Before the meeting:
· Include the student and any invited agencies on the Notice of Invitation to the annual review.  Note:  Prior written consent must be obtained from the parent or emancipated student before inviting another agency.
· Indicate on the Notice of Invitation one purpose of the meeting is to “discuss post secondary transition needs”.
· Review the student’s ILP, including the transition assessment (Career Matchmaker and other assessments), postsecondary goals, and education plan (multi-year course of study).  Obtain a copy of needed documentation for input into the IEP.
· Review and update student and parent surveys.
· Determine if additional transition assessments need to be conducted.
· Obtain a copy of the student’s multi-year course of study.
· Draft transition needs statement for the Present Level of Performance; postsecondary goals; transition services (if any services may likely be provided or paid for by another agency, bring consent form to meeting); annual goals.
During the meeting (transition discussion should occur before rest of IEP):
· Review and discuss ILP, including multi-year course of study, and other transition assessment information and document this discussion on the Conference Summary.  Document on the IEP that an ILP is being completed.
· Address transition needs in the IEP through the Present Level of Performance. (Include at least one of the following areas:  Instruction, Related Services, Community Experience, Employment, Daily Living Skills, Post School Adult Living Objectives, and/or Functional Vocational Evaluation.)
· Develop postsecondary goals in the areas of:  education/training; employment; and as needed, independent living.
· Discuss, and document on the IEP, transition services that are needed for the student to make progress toward his/her postsecondary goals, including services the school will provide or pay for and any transition service that might be provided or paid for by another agency.  Include the title of the agency providing the service.  (If the ARC determines an agency will be responsible for providing a service, the providing agency representative must be present either physically or via alternate means.)
· If the ARC determines that any needed transition service listed is likely to be provided or paid for by another agency, obtain permission from parent or guardian to invite that agency’s representative to the next ARC (Consent for Invitation form).  Note in Conference Summary that the school will invite a representative of that agency to come to the next meeting.  
· If no transition services by another agency are determined to be needed by the student, document this decision on the IEP (transition services section) and in the Conference Summary.  
· Include the multi-year course of study as a transition service for the student. (Include copy in the Due Process File).
· Discuss, and document on the Conference Summary, if the student will take more than 4 years to receive a diploma.  If the student is in a certificate program, estimate the year of exit.  
· If graduating, state anticipated date in Conference Summary.  Graduation is a change in placement and requires prior written notice (Conference Summary).
· Document on the IEP how the student’s interests and preferences (age appropriate transition assessment) were evaluated.

· Develop the other components of the IEP.  Document which IEP annual goals relate to the student’s transition service needs.  (This could be a list of the annual goals that relate to the transition service needs under the Transition Services section or could be a reference from the annual goal page to the postsecondary goals).  The ARC may decide at this time to add an annual goal(s) to further address the student’s transition needs.
· Check earned credits in the student's education record against the requirements established by the State Board of Education and the Local Education Agency to determine if the student meets, or is scheduled to complete at the conclusion of the coming school year, the requirements for graduation.  Document this discussion in the Conference Summary.
· Determine any support or assistance the student needs for successful participation in the commencement ceremonies (diploma in Braille, wheelchair access, etc.).  Document this discussion in the Conference Summary.
· Either provide the student with a copy of the Summary of Academic Achievement and Functional Performance (Exit Summary), including any documentation the student may need to assist in meeting postsecondary goals, OR plan for, and document in the Conference Summary, when this will occur.
· During their exiting year, all students with IEPs must complete a KISTS survey.  This may be completed during the ARC or at an alternate time, depending upon district procedures. 

· Document on the IEP the date the parent and student were informed that rights transfer to the student at age 18 (must be documented at least one year prior to student turning 18).
· If the student does not attend the ARC, plan, and document on the Conference Summary, how the IEP and transition planning will be shared with the student.
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