=) HARRIS

‘\&J School Solutions

e = - | - | e
Introduction to:
Special Services Base Data

April 2021

SPECIALIZED STUDENT SOLUTIONS




=\
Special Services Base Data 7&\.’4 Al

e OQOverview
* Getting Started

e Special Services Base Data
o Action Codes
o Pre-Defined Comments
o Support Legend
o Specially Designed Instruction
* Assigning Para-Educators/Teacher Assistants/
Special Services Staff, etc to Sessions
o Instructional Course Offerings

o School Educator Assignment by Class

e (ClassMate Custom Control
o Enrollment Tab

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.



2 V) HARRIS

~a School Solutions

Special Services Base Data

Overview

The Special Services Log paid add-on
functionality allows users to track all
interactions and/or interventions for all
students. The Special Services team can
select specially designed instructions
(SDI’s) from a students IEP and allow
teachers to easily take note of any SDI’s a
students may have. The Special Services
Log functionality e cannot be used until
the required Special Services Base Data
has been setup in ClassMate.

Options Base Data
Setup
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Getting Started

The purpose of this one-time setup step is to enter various codes, pre-defined comments, and

SDI’s in the ClassMate system. This allows Special Services teachers and aids to create intervention
logs.

Double Click Modules > Double click Special Population Options > Click Special Services Base Data

El@ special Fopulations Options

P b Admin Special Services Lo
@ Special Services Base Data
A # Special zervices Log by Courze
------ a.#' special Services Log by Student
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Action Codes

Prior to using Special Services Logs in ClassMate, an Administrator at the school needs to create a list of
comments for aides and Special Services teachers to use when entering interventions.

=2 Pre-Defined Comments -9 24 Student wasz harze plaving in
......... 1 Other £ 25 Student was removed from st

. . -4 26 Student was slesping in clas:
......... #
= 2 Absent or ot in class £ 27 Student working well at class

--------- 53 .ﬁ.saiﬁted in_prepe_nring intern&_hi!: % 28 Student working well at hand
""""" 5 4 pAzszigted with SkillzS4 partici -9 29 Students works well in group:
......... 4 5 Continued ta monitor student g |30 Student's progress is improvir

......... BE Emph:l_l,ler shared infarmation - 3 Teacher shared infarmation
_________ %7 Guest Speaker -5 32 Took notesz on class lecture

-4 33 Worked one on one on shop

NS 1 5 8 Redirection to task 3 34 Worked one on ong on thear
Note: Sample Action Codesare | 3 9 Reinforced teachers leszon - 35 Home zchoal not transporting
displayed here | 510 Student constantly refused ay |2 36 Studsnt at clinic

......... P -2 37 Adminiztered testing accanmm
S 11 Shudent daes not have props -5 38 Student at work-bazed site

--------- 812 Student does not wear zafely | 529 Siudent was uzing cell phone
--------- 213 Student is constantly not preg |2 40 05HA Suppart
--------- £ 14 Student iz helpful with peers | |2 41 BIF Strategy

......... & i ; ; ; -4 42 Staff Ahzent Perzonal
15 Student is not using tme viise -4 43 Staff Abzent- Conference/Me

--------- 216 Student iz on interhship 5 44 School Closed
--------- 17 Student iz on task 2 45 School Delay
--------- 218 Student iz perfarming well 59 46 Field Trip

--------- $19 Student needs constant redir| | 947 Assembly/Guest Spaaker
--------- 8 20 Student declined testing mod L2 48 Testing
--------- 5 21 Student shares that....
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Action Codes

Click the Action Tab
Click Green Next Number Button to add a new code
Enter a unique Abbreviation for the new code
a) Note: Abbreviation limitation is 2 Characters
Enter a Sequence Number for the new code
a) Note: if no Sequence Number is entered codes will be organized by the ID number
Type a Description for the new code
Check Default Action if you want the new code to be the default
a) Note: Only one action can be selected as the default action
Check Allow Action Assignment if you want the new code to be visible in the Multiple Student Assignment
_ drop-down within the Admin Special Services Log module.
@ Click “Save”

oo hss @

¢ Good Afternoon Mr. Claridge
I cion Codes
<3 ac assist class work
=3 at assist task completion
<9 at assist theory work
<3 tr test review
<3 rt read test orally
-3 rm read material orally
<3 st keep student on task
< sd help maintain student discpline 3 4
-3 ii Individual ar small group tutoring
<9 pm additional supportive material
<3 mp monitored student progress
-3 pg provide guidance with personal/emotional problems
42 in interpret/parent meeting
<3 in interpret

CeE B RO

1
Commentsl Support Legendl sDI | Displayl Student Color Codes

6
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Pre-defined Comments

Prior to using Special Services Logs in ClassMate, an Administrator at the school needs to create a list of
comments for aides and Special Services teachers to use when entering interventions.

2.4 Action Codes

----- S A Agsist with theory

----- &) AT Computer assistance

----- 45 C Assist with classroom

----- &) CH Contacted home school
----- &) CO Conferance with student
----- &) CT Conference with teacher
----- ) F Field trip

----- 3 | Internship

----- 3 M Monitor Progress

----- &) O Absent or notin class

----- & P Parent contact

----- 45 PM Preparing materials

----- &) R Refused help

----- & S4 Shop assistance

----- 29 T Test or test review

----- 2w Worked with student

----- &) 0S5 O3SHA Support

..... £) BP BIP Strateqy

----- &) S5 Staff shortage

----- &5 TA Staff absence

----- &) SA Student Absence
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Pre-defined Comments

Click the Comments Tab

Click Green Next Number Button to add a new comment

Enter a Sequence Number for the new comment

Type a Description for the new comment

Check Default Comment if you want the new comment to be the default
a) Note: Only one action can be selected as the default action

@ Check Allow Comment Assignment if you want the new comment to be visible in the Multiple Student
Assignment drop-down within the Admin Special Services Log module.
_ Click “Save”

oislel Jlslsl @

2 Good Afternoon Mr. Claridge
=1 Action Codes
e~ Pre-Defined Comments
@ 1 student absent
-4 2 student on task
-3 3 student not on task
@ 4 student using time wisley
-4 § student not using time wisely 2 -
- 6 student progress improving
& 7 student progress not improving ) |student absent
-4 8 student needs constant redirection
- 9 student does not have proper attire
& 10 student aware of safety issues
-3 11 student not aware of safety issues
& 12 student works well one on one
& 13 student works well in groups
-3 14 student refuses help
& 15 see comment below
& 16 Does not seek out help

9000e

1
Aclion Support Legend| SDI | Displayl Student Color Codes
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IEP Support Legend

Prior to using Special Services Logs in ClassMate, an Administrator or Special Services Specialist at the
school MAY want to establish an IEP Support Legend for use in ClassMate. The Support Legend is a method
to communicate the support level required for the student. Use of this functionality is optional.

=4 |[EP Support Legend

--------- 21 A1 - Resource (1] 30-Minute
--------- 8 2R2 - Resource (2] 30-Minute
Note: Sample Support Legend is displayed here | 23 R3 - Rezource [3] 30-Minute
--------- 24 R4 - Resource [4] 30-Minute
--------- 25 R5 - Resource [5] 30-Minute
--------- B8 R3-1:1 Assistant

--------- S9HR3 - TA Suppoart
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IEP Support Legend

o Click the Support Legend Tab
Q Click Green Next Number Button to add a new support legend

Q Type a Description for the new support legend
o Click “Save”

% File Edit View
olee otsls @

2 Good Afternoon Mr. Claridge
1 Action Codes

=1 Pre-Defined Comments

E! 4 |[EP Support Legend

! 21 Close Supervision Action |Commenls DI |Disp|ay| Student Color Codes
=1 Specially Designed Instructions

£1 Student Color Codes

Close Supervisior|
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Specially Designed Instruction (SDI)

Prior to using Special Services Logs in ClassMate, an Administrator or Special Services Specialist at the
school MAY want to establish a list SDI’s or specially designed instructions for use with ClassMate. The SDI
functionality provides a quick method to communicate with teachers, aides, and Special Services teachers
regarding student IEP information. Use of this functionality is optional.

=1 Specially Designed Instructions -2 21 Large print forrnat

81 Access to computer 2 22 Mazks or markers ko maintain

8 2 Adminizter in a small group -5 23 Minimal distraction

- 93 Administer individually 25 24 None required

- 4 Administer test over several se 3 25 Uit questions/pro-rate cred
Note: Sample SDI’s displayed here -85 Amanuensis - 3 secretary SebOther

B E Answers i test hoaklet -8 27 Paragraphing waived

8 7 Answers recarded - 28 Passages read

3 8 Aqithmetic tables -2 79 Provide additional examples

- © 9 Auditory amplification device 2 30 Provide cues: armows/shopsig

10 Auditary tape of questions i 312 Eunc:yatmn w daltvectl deri
-2 11 Braille format - Hestions read (o stliden

-4 33 Reduce number of itemns per
5 34 Repeat information presente:
-4 35 Repeat oral comprehension il
-4 36 Rewvized test directions
-4 37 Reviged test farmat

812 Directions explained
-4 13 Directions read

-~ 14 Directions signed
815 Extended time [1.5]

%3 16 Extended t!me (2.0] £ 38 Simplify language in direction
517 Extended t!I'I'IE-' (28] % 39 Special location

@18 Extended t'mE, [3.0] , -4 40 Speling requirements waived
-2 13 Grammer requirements waive % 41 Tests read
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Click the SDI Tab

Click Green Next Number Button to add a new support legend
Enter a Sequence Number

Type a Description for the new SDI

Click “Save”

CEERE &

% File Edit View

o8 gtea @

- Specially Designed Instructions
& 17 Extended time
& 26 Orally read testjworksheets
& 7 Allow breaks

& 41 Siudy guide adaptations Action | Comments| Support Legenisplay| Student Color Codes

& 48 Word banks
© —

& 45 Vary activities often
Extended time

&2 28 Preferential seating
& 14 Emphasize auditory teaching approach
&2 16 Emphasize visual teaching approach
&2 15 Emphasize tactile teaching approach
& 21 Individual/small group instruction

& 32 Provide taped lessons

& 12 Copy of notes

& 30 Provide lecture notes

& 38 Shorten paper and pencil tasks

& 18 Give oral cues or orompts
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Display

By default the Special Services Log by Course and Special Services Log by Student modules
will display all students, including non-special educations. If your site wants to customize the
modules so that only a specific set(s) of students show you may do so using the Display tab.
Please note that any selections here will affect which students display in both modules for all
users of the two modules.

Note: It is a ClassMate best practice to not check anything on this tab.
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Display

@ Click the Display Tab
Click in the box(es) for the student group(s) you want selected
@ Click “Save”

Note: If you do not check any student groups then ALL students including non-special education students will
appear in the Special Services Logs by Course & by Student modules.

oeel ghlsls @l

2 Good Afternoon Mr. Claridge

[ Action Codes

1 Pre-Defined Comments

1 IEP Support Legend

1 Specially Designed Instructions
7 Student Color Codes

-

&

&

Action | Comments | Support Legend | SDI

=

SpecialPopulationCate...
Disabled

Disadvantaged
Alternative Education

At Risk

504 Plan
Non-Traditional
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Student Color Codes Legend

System Administrators can adjust the color of Student Names appearing in different modules throughout
ClassMate. By selecting to either assign a color, or to ‘clear’ the color entirely to make it easier to identify a
students group assignments in ClassMate.

Click the Student Color Codes Tab

Click to select a Student Group from the left listing

Click Display Color to choose a specific color to display

Click OK to accept color choice

If you do NOT want a Student Group to display, click the Clear Color button to remove selected Group
from displaying as colored grouping in modules

6. Click “Save”

e wNe

The Color Legend will then display in certain modules which color coded student names based on Group
Assignments in Student Master/Student Special Populations to easily identify if the student is assigned to
any of the Groups listed below. The Color Legend also then acts as a Filter when a Group is selected the
Student List will Filter to display only Filter selected for easy viewing.

* Withdrawn

* Has an IEP on File
*504=T

* Disabled =T

* Disadvantaged =T
%k

ELL = either assigned 01 Current EL, not LIFE or 06 Current EL, LIFE
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Display

Note: If you do not want coloring to display for specific Student Group, select Clear Color and Group will not
display in the Color Legend for module viewing.

5 File Edit iew

oslelgtsls @

2 Good Afternoon Mr. Claridge

0 Action Codes

1 Pre-Defined Comments

01 |EP Support Legend

1 Specially Designed Instructions
=4 Student Color Codes

Action | Comments | Support LegendlSDI Display Student Color Codesl

-3 1 Withdrawn
-3 2 |EP on file
-8 3 504 9 Withdrawn 1
-8 4 Disabled
& 5 Disadvantaged
S 6ELL

Clear Color

=
H
.
mm
mm
uE
I
uE

" EE EEEEER
HEE " HEEER

Color Legend
Withdrawn Disabled

IEP on file Disadvantaged

Note: Sample module Color Legend
displayed here
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Assigning Para-Educators/Teacher Assistants/Special Services Staff, etc Sessions

There are two ways to assign Para-Educators, Teacher Assistants, Special Services Staff to the sessions so
that they can utilize the Special Services Log by Course module and see the class rosters within this
module. Which option your sites uses depends on the additional functionality these employees utilize
within ClassMate.

Option 1:

Instructional Courses Offerings

Utilize this module option if the user only needs to utilize the Special Services Log by Course module and does
not need to perform teacher type functions (ex: taking attendance).

Option 2:

School Educator Assignment by Class

Utilize this module option if the user needs to utilize the Special Services Log by Course module and also
perform teacher type functions (example: taking attendance).

This option should also be utilized if more then one special services staff member needs to be able to access the
class roster within the Special Services Log by Course module and create logs on the students.

Note: For NY BOCES clients Option 2 must be utilized in order to report the user for SIRS state reporting.
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Option 1: Instructional Course Offerings
Single Location Site

L'—.I[ﬁ Curriculum Manadgement |
Getting Started: |y o @ Academic standard Assignment
. . N I N & Academic Standards Managerment
Single Location Sites

----- & Career Pathways Assignment
----- & Career Pathways Managerment
----- & Cuniculum Management

----- ﬁ' Data WWarehouse Base Data

----- & DataWarehouse Management
----- @ Instructional Classifications

1 Instructional Course Offerings

Double Click Modules > Double click Curriculum Management > Click
Instructional Course Offerings

Multiple Location Site

. . . - Curnculum Management |
Multiple Location Sites | 7 ¥ Career Pathways Assignment

Double Click Modules > Double click Curriculum Management > Click | & Career Pathways Management
Instr. Course Offerings by Location | & Curiculum Management

----- & DataWarehouse Base Data

----- Data Wwarehouse Management
| Instr. Course Dﬁerings ke Location
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Option 1: Instructional Course Offerings

Click the plus sign (+) next to a Program

Click the plus sign (+) next to a Course

Click the plus sign (+) next to a Class

Look at the bottom left of the screen for the word Para-Educator
Click the Drop-Down arrow and select the employee's name
Click “Save”

i)

Good Aternoan Mr. Claridge [~]

[0 _Placement/Senices
pparel &Textile Marketing Management

S pplied Horticuliure/Horticultural Operations, General

Horticulure 010601 000001

o CI— -
Pt

[ Architectural Drafiing & Architectural Cad Cadd Haris Career and Technical Center. Campus: Hartis Career and Techrical Center

- HRT. R, B-108 Main Buidi

{1 Autobody/Collision & Repair Technology/Technicisn oo pitanbuicg {

1 Automobile/Automotive Mechanics TechnalogyTechnician \incent, Mark

{1 Baking & Pastry Arts/Baker/Pastry Chef

{1 Basic Resources .M. Session

{1 Behavioral Remediation

{1 Building/Property Maintenance & Manager
{1 Cahinetmaking & hilkwark/Millwright

{1 Carpentry/Carpenter

{1 CDOS Performance Expectations

(1 Child Care 8 Support Services Management Knonlede B0, Work Ethics 40
[ College Credit Courses

£ Commercial & Advertising Art - Select & Semester Famula

(1 Cosmetalogy/Casmetologist General Standard Vocational (MP1 + MP2 + MP3 + MP4) /4

[0 Dental Assisting/Assistant

{1 Electrical & Power Transmigsion Ingtallers, Other In Schaol

{7 Electrical. Electronic & Communications Engineering Technology,

{1 Electromechanical Tech STEL. Atica gl
0 English Eallla\d Christapher

[ Foreign Language Garfield, Demetria

{2 Graphic Communications, Other (| Hagman, Berjamin

0 Heatlth Hagman, Beth

(1 Health Professions and Pelated Clinical Sciences, Other .
(1 HealthMedical Assisting Services, Other

(1 Histary

1 Homeland Security. Law Enforcement Firefighting and Related Pr
[ Independent Study

] Institutional Food YWorker Select Keystane Winter Test ID
3 Lunch Select Kepstone Spring Test 1D
{1 MachinistMachine Tech

£ Management Information System General
0 Masondasanry 08/04/2020 4 31 54 mdeleon
£ Math v

Select Keystone Summer Test 1D

lazsmate
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Option 2: School Educator Assignment by Class

Getting Started:
Single Location Sites
Double Click Modules > Double click Admin Grading > Click School Educator Assignment by Class

For detailed instruction on using this module please refer to =[] Admin Grading
the Introduction to School Educator Assighment Guide | #Admin Grade Comments
. . N [ S & Admin Grades by Class
available on our website at: :
----- & Admin Grades by Student
http://www.classmate.net/classmate-user-state- | . @ Admin Knowledge Activity Bank
documentation/ | L & Admin Knowledge Activity wacad

----- @ Admin Knowledge Bank w/academics
----- & Admin Knowledge by Activity

----- & Admin Knowledge by Student

----- & Admin Knowledge by Student wiacad
----- @ Adrmin MP Gradehbook

----- & Admin Progress Reports

----- & Admin Rotation Grades by Student

----- & Adrin Student Snapshat

----- & Admin Task Grades by Class

----- & Admin Task Grades by Student

----- & Krw. Categony Weights by Class

----- & WP Transfer Grades by Student

% School Educator Assignment by Class
----- =choal Grade Formulas
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ClassMate Custom Control

ClassMate provides the ability for Special Services Staff to create one intervention (one action, one comment,
and one free form comment) and assign it to multiple students. In order for users to be able to utilize this
feature the Multiple Student IEP Assignment flag must be set to True on the Enrollment tab in the ClassMate
Custom Control module.

Getting Started:
Double Click Modules > Double click System Administrator > Click ClassMate Custom Control

Click the Enrollment Tab
For Multiple Student IEP Assignment click True

Click “Save oL AE B

Attendance| Gradmg| F\ubm:sl Misc |

014114786

0

0170141500

Es 00
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ClassMate
1660 Valley Central Parkway
Bethlehem, PA 18017

855-984-1228 Help Desk: Option 1
www.classmate.net
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