Effective July 1, 2011, assistive technology requests for the Center for Assistive Technology (Non-D75) will be completed through the Special Education Student Information System (SESIS).  In order for the NYC DOE Center for Assistive Technology to conduct the evaluation, access to the student file must be established.  

 

Please refer to the instruction sheet “SESIS AT Referral Process Non-D75”

 

SESIS AT Referral Process for Non D 75 Schools

Preconditions
The student’s case is Open.

If the IEP Team cannot determine the AT/AAC needs of the student on their own, request assistance from the Center for Assistive Technology (CAT) for non District 75 schools.  

1. Psychologist submits “Request for Assistance” and “Assistive Technology Evaluation Referral” to CAT.  Note:  If student IEP is currently not in SESIS, the school will need to fax current IEP to the ORCS Center for Assistive Technology at (fax)   718 391-8174 

(1) Psychologist submits “Request for Assistance” and the completed “Assistive Technology Evaluation Referral”.

a. Psychologist locates student in SESIS 

i. Click on the [image: image1.png]


  icon, in the student search results list.

b. Psychologist creates Assessment Planning document and Requests Assistance
i. Select Assessment Planning, in the Create New Document drop down list.

ii. Select Assistive Technology in the list of Evaluations.

iii. Select Request for Assistance, for the Assistive Technology Evaluation
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c. Psychologist creates Assistive Technology Evaluation Referral (non‐District 75) form
i. Select Assistive Technology Evaluation Referral (non‐District 75), in the Create New Document drop down list.

ii. Click the Go button

iii. Click the Create button

iv. Populate form (input from other IEP team members may be necessary) .

v. Click the [image: image3.png]


 button.

vi. Change status of the document from DRAFT to REVIEW (More Actions->Change Status of document)

(2) CAT– CAT reviews referral, 

Approved   (Note: CAT can complete the evaluation.  The names of the evaluators and date of evaluation will be indicated in the additional information field)

Disapproved (Note:  referral is not appropriate for the Center for Assistive Technology, i.e. FM unit, stander)

More Information Needed (Note: missing information indicated in the additional information field, the IEP team will need to resubmit with the additional information).

Not Reviewed, Non-DOE Evaluator Needed (Note:  IEP team will need to consider contract agency or assessment authorization).

(3) CAT – CAT “Redeploys” (assigns evaluators).

a. Assign evaluator/s
b. Assign a date for the evaluation
**School (IEP team) to check Events and Messages for more information about the AT evaluation appointment. 
(4) School notes date of AT evaluation and must inform parent & school staff so student/staff can be available on date of evaluation.
                Note:  Steps if School requires a change in date:  School notifies CAT Coordinators to request a change in date via the message/events system in SESIS. 

a. Navigate to the Assistive Technology Evaluation Referral (non‐District 75) document

b. Click on the Navigate To->Events for This Document
c. Add event

d. In the Description field explain what the issue is. In the Send Message To field select the user you need to notify (CAT Coordinators)
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f. The system delivers a SESIS message to the Home Page of the CAT Coordinators

(5) If a date change has been requested by the school IEP team, the CAT coordinators will change the evaluators if necessary and notify the school IEP team of the new date/evaluators via an event/message posting. 

(6) Evaluators complete assistive Technology Evaluation.

a. Evaluators assess the student at the school site or CSE and create an Assistive Technology evaluation report. Once complete, the document will be finalized.

Suggested Recommendations

(7) If evaluators recommend a trial of assistive technology (indicated in summary of report)

a. CAT will arrange a date for the evaluator to return to the school and indicate it on the student’s events log.

b. On the return date, the evaluator will write an end of loaner trial report and complete a fax cover sheet to upload the report to the AT evaluation in SESIS.  The report will include suggested procurement information if necessary.

c. An event will also be indicated and message sent to the psychologist that the trial period is complete.  

d. IEP team will hold appropriate meeting and indicate modifications to IEP as they deem appropriate.  

