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Additional Information 
Protocol for Partnerships with External Agencies for Provision of Services by Regulated 
Health Professionals, Regulated Social Service Professionals, and Paraprofessionals 
(PpM149) posted on school board website. 
Special education is included in our ongoing self-improvement with respect to the Board 
Improvement Plan for Student Achievement. 
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document on your website (if 
applicable) 

Special Education Report  Board Website 

 Electronic file 

  Paper copy 
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Parent Guide to Special Education  Board Website 

 Electronic file 
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Services by Regulated Health 
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In compiling the Special Education Report, the St. Clair Catholic District School Board followed 
directives from the Ministry of Education regarding the components that need to be within the report. 
 
In accordance with Regulation 464/97, the Board involved the Special Education Advisory Committee 
(SEAC) in the annual review of the Board’s Special Education report.  SEAC was involved through: 

 Monthly up-dates regarding special education programs and services, Ministry directives and 
information related to SEAC.  

 Review of the final draft of the report – taken to SEAC for final approval.  
 

Community Input to the Report 
Members of the community are encouraged to offer input to this report through the Board’s website and 
through the local associations represented on SEAC.  The report is accessible on the board website.  
 
Input is also sought during each program review through committee membership, surveys and 
interviews of parents and students, where appropriate, involved in the program under review.  
In addition to involvement in the Consultation Process as outlined above, SEAC members are also 
involved in the Annual Review through: 

 Participation in Board Committees 
 Ongoing reviews of special education programs and services through presentations and updates 

at SEAC meetings 
 Participating in Ministry of Education training and consultation opportunities 
 Recommending to the Board that the Special Education Report be received and shared with the 

Board of Trustees. 
 

Internal and External Reviews of the Programs and Services during 2001 to 2015 
The St. Clair Catholic District School Board has a commitment to the on-going review of programs and 
services offered within its schools. 
During the 2001 school year to present, the following programs and services have been reviewed: 

 Behaviour 
 Developmental Disabilities 
 Giftedness 
 Deaf/Hard of Hearing 
 Learning Disabilities 
 Secondary Special Education Review  
 Speech and Language Services 
 Autism 
 Mild Intellectual Disabilities 
 Early and Ongoing Identification 
 Secondary Life Skills Programs

A COMPREHENSIVE REPORT ON  
SPECIAL EDUCATION PROGRAMS  

AND SERVICES 

Section 1:  CONSULTATION PROCESS 
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This report provides an overview of current programs and services available within the St. Clair Catholic 
District School Board.  
 
The Comprehensive Report on Special Education Programs and Services, 2015 reflects the work being 
done by the SEAC and the Special Education Department, changes that have resulted from program 
reviews and new legislation, existing programs and services for exceptional students throughout the 
district and future directions.  
 
This report has been designed in accordance with the Canadian Charter of Rights and Freedoms, the 
Ontario Human Rights Code, the Education Act and regulations made under the act, and any other 
relevant legislation.  It is available on our website at www.st-clair.net . 
 
An appropriate guide for parents has been developed to provide information regarding identification, 
placement and review procedures.  This guide is available in each school in the District and is available 
in Braille, large print or audio-tape upon request.  Refer to Appendix 1 to see a copy of the Parent Guide 
to Special Education.

Section 2:  THE BOARD’S GENERAL MODEL 
FOR SPECIAL EDUCATION 

2.1: PREAMBLE
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LIGHTING THE WAY ~ REJOICING IN OUR JOURNEY 
 

MISSION STATEMENT 
 

Walking together in Christ’s light with parish and family, we are called to build an inclusive Catholic 
learning community, and to serve as partners in the formation of lifelong learners by: 
 
 Living our faith 

 
 Promoting educational achievement and innovation 
 
 Fostering stewardship, leadership and social justice 

 

PRINCIPLES AND VALUES 
We believe . . .  
 
 in the vitality, uniqueness and importance of our Catholic values and in the need to live our faith 

each day; 
 

 in the fundamental dignity of each person as one of God’s children and that each one is to be treated 
with respect and equity in all that we do; 

 
 in being learner-centered in all our programs, services, relations and decisions; 

 
 that the parent/guardian is the first and foremost educator of their children; 

 
 that every person has the potential, the right and the need to learn; 

 
 in valuing all our people through affirming their achievements, recognizing their contributions and 

supporting their efforts; 
 

 in effectively communicating with all stakeholders to ensure awareness and understanding and to 
support their participation and involvement

2.2: MISSION and BELIEF STATEMENTS
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 in facilitating the participation of our stakeholders and in building partnerships that creatively and 

actively support the ongoing development and contributions of Catholic education;  
 

 in creating an organizational culture that is challenging, participatory, supportive and innovative, and 
which enables responsible risk taking; and  

 
 in being accountable for all the programs and services provided, the decisions made and for the 

effective stewardship and use of the resources provided to the Board. 
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The Board’s Vision, Mission Statement as well as Principles and Values and specifically the Board’s 
Statement of Beliefs and Principles regarding Special Education are the foundation for the Service 
Delivery model in Special Education.  
 
The Special Education Report has been designed to comply with relevant legislation including the 
Canadian Charter of Rights and Freedom, the Ontario Human Rights Code, the Education Act and 
regulations made under the act as well as the Child and Family Services Act, the Registered Health 
Profession Act and the Young Offenders Act.  
 
The Board’s Statement of Beliefs and Principles regarding Special Education are an extension of the 
Board’s commitment to the beliefs in the Mission Statement.  The Principles and Values statement is 
expressed by the manner in which exceptional students and students with special needs are welcomed 
and assisted in our school communities.  The Board, therefore delegates to the Director, in consultation 
with the Special Education Advisory Committee (SEAC), the responsibility for developing programs, 
policies and procedures to promote:  
 
 The rights of the learner to an inclusive educational program in the regular classroom program as the 

student’s need for a differentiated program will permit.  Inclusion will take precedence over 
segregation whenever possible taking into account the needs of the child and the parent’s wishes.  
 

 The education of each student is a shared responsibility between the classroom teacher, the program 
resource team and the child’s parents/guardian.  Through a collaborative partnership the classroom 
teacher will be supported in accommodating, modifying and personalizing the curriculum for 
learners who are exceptional.  

 
 Learners have the right to access a spectrum of special educational programs and services to support 

their learning. 
 

 When support staff is assigned to provide direct assistance to the exceptional learner, care must be 
taken to maintain focus on the ultimate goal of independence and autonomy. 

 
 Since communities assist in raising children, the Board maintains open and active partnerships with 

various local, regional and provincial agencies to access resources and to promote a smooth 
transition to post-secondary education, work or living in the community. 

2.3: THE BOARD’S GENERAL MODEL FOR 
SPECIAL EDUCATION 
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The Ministry of Education has begun to define roles and responsibilities in elementary and secondary 
education in several key areas: 
 Legislative and policy framework 
 Funding 
 School system management 
 Programs and curriculum 
 

It is important that all involved in special education understand their roles and responsibilities, which are 
outlined below. 
 

The Ministry of Education: 
 defines, through the Education Act, regulations, and policy/program memoranda, the legal 

obligations of school boards regarding the provision of special education programs and services, and 
prescribes the categories and definitions of exceptionality; 

 ensures that school boards provide appropriate special education programs and services for their 
exceptional pupils; 

 establishes the funding for special education through the structure of the funding model.  The model 
consists of the Foundation Grant, the Special Education Grant, and other special purpose grants;  

 requires school boards to report on their expenditures for special education;  
 sets province-wide standards for curriculum and reporting of achievement; 
 requires school boards to maintain special education reports and review them annually;  
 requires school boards to establish Special Education Advisory Committees (SEACs); 
 establishes Special Education Tribunals to hear disputes between parents and school boards 

regarding the identification and placement of exceptional pupils; 
 establishes a provincial Advisory Council on Special Education to advise the Minister of Education 

on matters related to special education programs and services; 
 operates Provincial and Demonstration Schools for students who are deaf, blind, or deaf-blind, or 

who have severe learning disabilities. 
 

The District School Board: 
 establishes school board policy and practices that comply with the Education Act, regulations, and 

policy/program memoranda; 
 monitors school compliance with the Education Act, regulations, and policy/program memoranda;  
 requires staff to comply with the Education Act, regulations, and policy/program memoranda; 
 provides appropriately qualified staff to provide programs and services for the exceptional pupils of 

the board; 
 obtains the appropriate funding and reports on the expenditures for special education; 
 develops and maintains a special education report that is amended from time to time to meet the 

current needs of the exceptional pupils of the board; 
 reviews and updates the report and submits a checklist to the Ministry of Education; 
 provides statistical reports to the ministry as required and as requested; 
 prepares a parent guide to provide parents with information about special education programs, 

services, and procedures; 
 establishes one or more IPRCs to identify exceptional pupils and determine appropriate placements 

for them; 
 establishes a Special Education Advisory Committee; 
 provides professional development to staff on special education.

Section 3: ROLES AND RESPONSIBILITIES 
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The Special Education Advisory Committee: 
 makes recommendations to the board with respect to any matter affecting the establishment, 

development, and delivery of special education programs and services for exceptional pupils of the 
board; 

 participates in the board’s annual review of its special education report; 
 participates in the board’s annual budget process as it relates to special education; 
 reviews the financial statements of the board as they relate to special education; 
 provides information to parents, as requested. 
 

The School Principal: 
 carries out duties as outlined in the Education Act, regulations, and policy/program memoranda, and 

through board policies; 
 communicates Ministry of Education and school board expectations to staff; 
 ensures that appropriately qualified staff are assigned to teach special education classes; 
 communicates board policies and procedures about special education to staff, students, and parents; 
 ensures that the identification and placement of exceptional pupils, through an IPRC, is done 

according to the procedures outlined in the Education Act, regulations and board policies; 
 consults with parents and with school board staff to determine the most appropriate program for 

exceptional pupils; 
 ensures the development, implementation, and review of a student’s Individual Education Plan 

(IEP), including a transition plan, according to provincial requirements;  
 ensures that parents are consulted in the development of their child’s IEP and that they are provided 

with a copy of the IEP;  
 ensures the delivery of the program as set out in the IEP; 
 ensures that appropriate assessments are requested if necessary and that parental consent is obtained. 
 

The Teacher: 
 carries out duties as outlined in the Education Act, regulations, and policy/program memoranda; 
 follows board policies and procedures regarding special education; 
 maintains up-to-date knowledge of special education practices; 
 where appropriate, works with special education staff and parents to develop the IEP for an 

exceptional pupil; 
 provides the program for the exceptional pupil in the regular class, as outlined in the IEP; 
 communicates the student’s progress to parents; 
 works with other school board staff to review and update the student’s IEP. 
 

The Special Education Teacher, in addition to the responsibilities listed above under “The Teacher”; 
 holds qualifications, in accordance with Regulation 298, to teach special education; 
 monitors the student’s progress with reference to the IEP and modifies the program as necessary; 
 assists in providing educational assessments for exceptional pupils. 
 

The Parent/Guardian: 
 becomes familiar with and informed about board policies and procedures in areas that affect the 

child; 
 participates in IPRCs, parent-teacher conferences, and other relevant school activities;  
 participates in the development of the IEP; 
 becomes acquainted with the school staff working with the student; 
 supports the student at home; 
 works with the school principal and teachers to solve problems
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 is responsible for the student’s attendance at school  
 
The Student: 
 complies with the requirements as outlined in the Education Act regulations, and policy/program 

memoranda; 
 complies with board policies and procedures; 
 participates in IPRCs, parent-teacher conferences, and other activities, as appropriate.  
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Every school board is required to have procedures to identify each child’s level of development, learning 
abilities and needs and to ensure that educational programs are designed to accommodate these needs 
and to facilitate each child’s growth and development (Ministry of Education, Program/Policy 
Memorandum #11).  In the St. Clair Catholic District School Board, procedures for ongoing early 
identification begin at the onset of registration for junior and senior kindergarten.  These procedures are 
a part of a continuous assessment and program planning process which should be initiated when a child 
is first enrolled in school and should continue throughout a child’s school life. 
 

The Early and Ongoing Identification process embraces the value statements of the Board in recognizing 
that the parent/guardian is the first and foremost educator of their child.  The process has been designed 
to be collaborative, interactive and ongoing for students in the St. Clair Catholic District School Board.  
The Early and Ongoing identification process recognizes and respects the fact that the education of each 
student is shared responsibility between the parent and the school community.  The classroom teacher is 
supported in modifying and personalizing the curriculum for all learners. In Lighting the Way~Rejoicing 
in our Journey our goal is to ensure that all students receive the unique and individualized support they 
require to achieve their potential. 
 

Early and Ongoing Identification is a systematic process through which the child’s individual strengths 
and needs are documented.  The purpose is to ensure the child develops to maximum potential through 
the provision of appropriate programming.  
 

Early and Ongoing identification is not a separate program.  It is an integral part of a continuous process 
of assessment and program planning which begins when the child is first registered for school and 
continues until the end of grade three and beyond.  
 

Ministry Directives 
 

It is the policy of the Ministry of Education that every school board in Ontario have Early and Ongoing 
Identification procedures in operation.  The Ministry stipulates that the following aspects be integral to 
the process: 
 confidential information gathering in the form of a health and/or social history 
 several opportunities for parent and teacher to share information about the child’s background and 

development 
 educational assessments conducted by the teacher 
 additional assessments conducted by other professionals as deemed necessary 
 

These guidelines have been developed to support the following directives: 
 to support early intervention 
 to include current referral practices 
 to clarify and streamline the procedure

4.1: EARLY IDENTIFICATION 

Section 4.0: EARLY IDENTIFICATIO PROCEDURES   
AND INTERVENTION STRATGIES
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 to incorporate existing documents from the Ministry of Education (The Full-Day Early Learning-
Kindergarten Program, The Ontario Curriculum Grade 1-8, Growing Success:  Assessment, 
Evaluation and Reporting in Ontario’s Schools Grade 1 to 12). 

 
The Early and Ongoing Identification process assists teachers in targeting students who are at risk in an 
academic environment and provides a process for planning and review of intervention strategies.  The 
process provides a systematic approach to monitor and review the development of these students. 
 
In addition, the Board has clearly outlined processes to streamline the transition to school for students 
with special needs.  Meetings with pre-school service providers, agencies, parents, school staff and 
system professionals clarify expectations, outline programs and services, and coordinate transfer of 
responsibilities.  
 
Phonemic Awareness Screenings 
 
The Speech-Language Pathologists and District Literacy and Numeracy Teachers developed a phonemic 
awareness screening tool for SK students.  The screening for all SK students is completed in October of 
each school year. Collaborative planning between the Speech-Language Pathologists, Program Resource 
Teachers and SK teachers provide individualized programming for struggling students and also 
classroom strategies focused on oral language development.  All SK students are screened again in 
March/April to determine the progress of the students and to further identify students at risk. The 
screening process also provides for the screening of Grade One students deemed to be “at risk”. 
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Consistent with the Board philosophy of a continuum of service and early intervention, there is a process 
of observation, discussion, diagnosis and action related to students who are at risk for learning 
difficulties.  It is hoped that early intervention will enhance the learning skills of students and increase 
school success. 
 

SPECIAL EDUCATION DELIVERY MODEL 
 

COLLABORATIVE INTERVENTION PROCESS 
 

Referral to Resource Team 
 

 In the first term of the school year and at any time thereafter, concerns are identified by the 
classroom teacher. 
 

 The classroom teacher identifies the student’s areas of strength and academic, social, 
behavioural, physical and emotional needs. 
 

 The classroom teacher will outline current strategies used in the classroom to achieve success 
with the student. 
 

 The Principal will review the request for referral with the classroom teacher and determine if the 
referral will proceed. 
 

 If approved, the Program Resource Teacher will organize a Resource Team Meeting with the 
Principal, classroom teacher and the Program Resource Teacher to determine a plan of action. 
 

 The Program Resource Teacher prepares minutes of the meeting outlining decisions, timelines 
and areas of responsibility. 
 

 The school team continues to follow-up and determine whether strategies implemented have 
been effective. 
 

 Concerns may be resolved at this stage – if not, proceed to School Based Team Meeting. 
 

School Based Team Meeting 
 

 The referral for a school based team meeting may be initiated by the classroom teacher, 
Principal, Program Resource Teacher or parent(s)/guardian(s). 
 

 The Program Resource Teacher contacts the parent(s)/guardian(s) to arrange a mutually 
acceptable time for everyone concerned. 
 

 Two copies of the letter of invitation are sent home, one is signed and returned to the school and 
one is kept at home for the parent’s information.  Where the student is 16 years of age or older, 
the student must be invited to attend.

Section 4.2: INTERVENTION STRATEGIES 
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 Recommendations to seek referrals for speech language, psychological, occupational therapy, 
physiotherapy, medical and academic assessments are normally made at these meetings.  As well 
a plan of action is made.  
 

 The Program Resource Teacher completes and distributes minutes in the same manner as for the 
Resource Team Meeting. 
 

 Additional School Based Team Meetings may be held.  Some students may have their needs met 
at this level and no further action would take place. 
 

 Where it is determined by the School Based Team that it would be in the best interest of the 
student to be identified, a referral to IPRC would be initiated if the parent(s)/guardian(s) are in 
agreement with the recommendation.  If the parent(s)/guardian(s) are not in agreement with 
identification, further discussions should be held to determine an appropriate plan of action to 
meet the needs of the student.  
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Purpose: • for staff to collaborate in order to determine an appropriate course of action for 

identified and non-identified pupils with special needs 
• to develop or revise the Individual Education Plan (IEP) 
• to implement recommendations from IPRC and collaboratively develop programs to 

address strengths and needs as determined by the IPRC 
 
Members: • School Administrator (Chair), Resource Teacher, Classroom Teacher(s) 

• Others as appropriate (e.g. Special Education Consultant) 
 
Principal: • defines and prioritizes concerns, establishes needs  

• determines the participants for the meeting 
• invites the parent(s)/guardian(s) 
• involves the student as appropriate 
• facilitates the attendance of the referring teacher 

 
Classroom Teacher: 

• collects work samples and updated information to share at the meeting 
• reports on the student’s program, progress and interventions 
• informs and consults with parent(s)/guardian(s) 
• ensures parents are aware of the purpose surrounding the need for the meeting 

 
Program Resource Teacher: 

• schedules the meetings in collaboration with the principal 
• plans agendas in consultation with the principal 
• consults with the classroom teacher, itinerant staff and any other service providers 

with relevant information 
• collects documentation, consent forms and prepares minutes of decisions, actions and 

timelines 
 
Support Personnel: 

• share assessment results when applicable 
• share any new initiative, information and direction 
• discusses and reviews current educational resources being used with the child 
• provide update on student’s progress 
• provide guidance with regard to any specialized programming they have 

recommended 
 
Parent(s)/Guardian(s): 

• attend meetings and provide input 
• share observations 
• collaborate on recommendations and plan of action 
• provide relevant documentation to school personnel 
• ensure appropriate consents are on file 
• follows through on plans of action in their areas of responsibility

Section 4.3:  FUNCTION of the SCHOOL BASED 
TEAM  
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The St. Clair Catholic District School Board provides support and services to students who require them.  
Formalized identification of students through the Identification, Placement and Review Committee 
(IPRC) occurs when the following conditions are met: 
 
1) Documentation exists clearly identifying the student as qualifying as an exceptional student under 

the definitions of exceptionality set out by the Ministry of Education and Training. 
 

2) It is in the best interest of the student to be identified as an exceptional pupil. 
 
The following flowchart outlines the process beginning with the recognition by the classroom teacher 
that a student is having difficulties and ending with the formal identification of a student as exceptional. 
 

REFERRAL TO SCHOOL RESOURCE TEAM 
The in-school team, composed of the principal, classroom teacher and program resource teacher, 

reviews the student’s progress and develops an action plan(s) to address the needs. 

 
SCHOOL BASED RESOURCE TEAM 

The parent(s), student and school resource team meet to address the needs of the student.  Other 
professionals such as a Board resource consultant and representatives from community/provincial 

agencies may be invited as appropriate. 

 
REFERRAL TO IPRC 

The school resource team, with parental support, makes a referral for an IPRC meeting. 

 
IPRC 

The IPRC determines the appropriate category and definition of the exceptionality and the placement of 
the student. 

 
INDIVIDUAL EDUCATION PLAN (IEP) 

The IEP is developed and implemented in co-operation and consultation with the parent(s). 

 
REPORTING TO PARENTS 

The results of the IEP are reported to the parent(s) in conjunction with each report card and the IEP is 
revised, as necessary, after each reporting. 

 
ANNUAL REVIEW 

The school resource team reviews annually the identification and placement of the student with the 
parent(s).  

 
 

Section 5.0:  IDENTIFICATION PLACEMENT           
REVIEW COMMITTEE PROCESS 
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Composition of IPRC Committees 
 

Membership System 

Chairperson 

Superintendent (or qualified delegate) Yes 

Committee Members 

School Principal Yes* 

Program Resource Consultant Yes* 

Program Resource Teacher Yes* 

Classroom Teacher  Yes* 
 

*  NOTE:  The members of the System I.P.R.C. will be appointed by the Superintendent of Education on 
an annual basis.  The members of this committee will not be from the home school of any student 

being considered by the committee.  

Membership 
In-School 

(Initial or Change) 
In-School 

(Annual Review) 

Chairperson 

School Principal (or qualified delegate) Yes Yes 

Committee Members 

Program Resource Consultant Yes  

Program Resource Teacher Yes Yes 

Classroom Teacher  Yes Yes 
 
 

Purpose In-School System 

Initial Identification Yes  

Annual Review Yes  

Change or Removal of Identification Yes  

Placement of Student in a Congregated Classroom Setting  Yes 

Placement of Student into a Program Requiring Purchase of Services   Yes 

Placement or return of a student in a Provincial Demonstration School 
Program  

Yes  

Placement or return of a student in a Provincial School for students who 
are blind, deaf or deaf/blind. 

Yes  

Where the Program Resource Consultant disagrees with the identification 
or placement of a student and requests a deferral to the System I.P.R.C.  

 Yes 
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Each board must establish Identification, Placement and Review Committees and define the jurisdiction 
under which these committees function. 
 
“Where a board has established or establishes special education programs or provides special 
education services for its exceptional pupils, it shall establish . . . one or more Special Education 
identification, Placement and Review Committees and shall determine the jurisdiction that each 
committee shall have”  (O.R. 554/81 Sect 3) 
 
In our system a two level I.P.R.C. process is in effect. 
 
 The School Based Identification, Placement and Review Committee 

 
 The System Based Identification Placement and Review Committee 
 
The role of the School Based Identification, Placement and Review Committee is as follows: 
 
 To decide whether or not a student is exceptional 

 
 To recommend placement for the identified pupil 

 
 To review the appropriateness of the Special Education placement of the exceptional student at least 

once annually 
 

The role of the System Based Identification, Placement and Review Committee is as follows: 
 
 To receive referrals or requests for reviews from the school principal when the exceptional student’s 

needs cannot be met with the resources of the home school 
 

 To identify the special needs of the exceptional student 
 

 To recommend the placement most appropriate to the special education needs of the student, 
whether the placement is at a system program or to determine if the child could be better served in a 
provincial institution or school within the province  (e.g. Amethyst, Robarts, CPRI) 

 
 Referrals to the IPRC may be initiated by the parent or the school principal. 

 
See following flowchart for reference.  

Section 5.1: JURISDICATION OF IPRC COMMITTEE
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*parent: 
includes legal guardian  
and students who are 16 yrs.
or older. 

Teacher/ 
Principal 
Request an 
IPRC

Parent 
Requests 
an IPRC 

Principal must refer Principal may refer 

SPECIAL EDUCATION 
IPRC DECISION 

Written notice is provided within 15 days 
notifying the *parent of the approximate time 
and the location of the IPRC meeting.  A copy 
of the Parent Guide and referral will be 
provided. 

Written notice of the time and place is 
provided to the *parent at least 10 days prior 
to the IPRC meeting.  A copy of the Parent 
Guide and referral will be provided. 

The IPRC meeting is held.  The *parent may bring a 
representative to be present at the meeting.  All 
information presented is considered in the decision.   

The IPRC determines the 
student is exceptional 

The principal shall ensure that an 
Individual Education Plan is in place 
within 30 days of placement in a 
program with a copy sent to the *parent. 

Parent Agrees 

*Parent may appeal 

Parent Agrees Parent Disagrees 

*Parent may appeal 

The IPRC determines the 
student is not exceptional. 

Parent Disagrees 

PROCESS FOR IDENTIFICATION, PLACEMENT AND REVIEW 
COMMITTEE 
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STAGE ONE 
 
Where a parent or student (16 years and older) is in disagreement with respect to the identification, 
placement or program service, the first line of resolution is with the classroom teacher and/or the 
program resource teacher.  In most situations the dispute would be resolved at this stage. 
 
 

STAGE TWO 
 
If the dispute is not resolved in stage one, the principal of the school would be contacted to assist in the 
resolution process.  
 

STAGE THREE 
 
The principal or the parent/student might seek the expertise of other board resource staff such as the 
Program Resource Consultant (Special Education), speech/language pathologist, social worker or a child 
and youth worker.  
 

STAGE FOUR 
 
The principal or the parent/student would access the Principal of Special Education to request his/her 
assistance in the resolution of the dispute. 
 

STAGE FIVE 
 
The principal or the parent/student would access the Superintendent of Education to request his/her 
assistance in the resolution of the dispute. 
 
 
If the dispute resolution process is unsuccessful, the parent/student has the right to appeal as 
outlined in Ontario Regulation 181/98.  The appeal process is referred to in the Parent Guide. 
 
 

 
 
 
 

Section 5.2: DISPUTE RESOLUTION PROCESS
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What can parents do if they disagree with the IPRC decision? 
 
If the parent does not agree with either the identification or placement decision made by the IPRC, he or 
she may: 

 within 15 days of receipt of the decision, request that the IPRC hold a second meeting to discuss 
the concerns; or 

 within 30 days of receipt of the decision, file a notice of appeal with the secretary of the board. 
 
If the parent does not agree with the decision after the second meeting, he or she may file a notice of 
appeal within 15 days of receipt of the decision. 
 
If the parent does not consent to the IPRC decision and does not appeal it, the board will instruct the 
principal to implement the IPRC decision.  
 
How does the parent appeal an IPRC decision? 
 
If the parent disagrees with the Identification Placement Review Committee’s identification of their 
child as exceptional or with the placement decision of the IPRC, he or she may, within 30 day days of 
the original decision or within 15 days of receipt of the decision from the second meeting described 
above, give written notification of their intention to appeal the decision to the secretary of the board. 
 
The notice of appeal must: 

 indicate the decision with which the parent disagrees; and 
 include a statement that sets out his or her reasons for disagreeing. 

 
What happens in the appeal process? 
 
The appeal process involves the following steps: 

 The board will establish a special education appeal board to hear the appeal.  The appeal board 
will be composed of three persons (one of whom is to be selected by the parent) who have no 
prior knowledge of the matter under appeal. 

 The chair of the appeal board will arrange a meeting to take place at a convenient time  and 
place, but no later than 30 days after he or she has been selected (unless parents and board both 
provide written consent to a later date). 

 The appeal board will receive the material reviewed by the IPRC and may interview any persons 
who may be able to contribute information about the matter under appeal.  The parent and 
student, if he or she is 16 years old or over, are entitled to be present at, and to participate in all 
discussions. 

 The appeal board must make its recommendation within 3 days of the meeting ending. 
 It may: 

 agree with the IPRC and recommend that the decision be implemented; or 
 disagree with the IPRC and make a recommendation to the Board about the 

student’s identification, placement or both. 

Section 5.3: THE APPEAL PROCESS 
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The appeal board will report its recommendations in writing, to the parent and to the school board, 
providing the reasons for its recommendations. 
 
Within 30 days of receiving the appeal board’s written statement, the school board will decide what 
action it will take with respect to the recommendations (boards are not required to follow the appeal 
board recommendation).  
 
The parent may accept the decision of the school board or may appeal to a Special Education Tribunal.  
The parent may request a hearing by writing to the secretary of the Special Education Tribunal.  
Information about making an application to the tribunal will be included with the appeal board’s 
decision.  
 
 
 
NOTE:  This explanation represents a summary of information, provided in Ontario Regulation 
181/98 and should be read in conjunction with this Regulation.  If any discrepancy exists between this 
document and the Regulation, the information in Regulation 181/98 applies.  
 
 



 

St. Clair Catholic District School Board – Special Education Report Page 23 of 66 

 
 

 

 

 

 

 

Regulation 181 of the Education Act outlines the requirements for Identification, Placement and 
Review Committees and Appeals.  The St. Clair Catholic District School Board I.P.R.C.’s are set 
up according to this regulation.  

 

This section outlines the IPRC process, provides information on the number of IPRC referrals, 
reviews and appeals and includes guides for parents. 

 

 

Identification, Placement and Review Committee 

Statistics for the school year September 2014 – June 2015: 

 

Panel New Referrals Reviews Appeals 

Elementary 117 508 0 

Secondary 74 469 0 

TOTAL 191 977 0 

 

Section 5.4: THE IDENTIFICATION, PLACEMENT 
AND REVIEW COMMITTEE (IPRC) 
PROCESS & APPEAL 



 

 

 

 

 
 

 
  
  

 
 

SECTION 6 
 
 

EDUCATIONAL  
&  

OTHER ASSESSMENTS 
 
 

SPECIAL EDUCATION REPORT 
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Assessment is an ongoing data collection process to identify students’ needs for optimum programming 
purposes. Valuable information can be gathered through this assessment process to assist in determining 
appropriate teaching strategies, program accommodations and curriculum modifications that should be made. 
It also assists with the determination of which students are in need of Special Education programs and 
services.  
 
1) EDUCATIONAL ASSESSMENTS 
 
i) Assessments may involve various educational assessments tools including: 

 The Brigance Comprehensive Inventory of Basic Skills  
 Key Math Revised  
 Informal teacher-made assessment tools  
 HELP (Hawaii Early Learning Profile) 
 Diagnostic Reading Assessment (DRA)     
 PM Benchmark Reading Assessment 
 FISH (Functional Independence Skills Handbook)  
 OCA (Ontario Comprehension Assessment) 

 
ii) Qualification of Staff: 

Teachers with Special Education qualifications operating under the Education Act 
 
iii) Average wait time: 

Most educational assessments are conducted fairly quickly (within two weeks) of recommendation by 
the School Based Resource Team   
 

iv) Management of Wait List: 
Generally there is no wait list management required.  This is not a concern.  If for a particular reason 
there was to be an extensive wait list- the school principal could make a request for additional 
assistance in terms of resources which would allow the Program Resource Teacher to conduct 
assessments.   

 
v) Parental Consent 

Educational assessments on students are usually conducted after discussion of the child’s difficulty 
with the parent/guardian.  Typically the parent agrees that this assessment will assist in delineating 
areas of specific difficulty.  No formal signed consent is usually obtained.  The school relies upon the 
parent’s verbal agreement with this course of action. 

 
vi)  Informing Parents of Results: 

Once the assessment is completed the results are shared with the parents in either a private interview 
or at a School Based Resource Team Meeting.  Typically recommendations and a course of action are 
developed collaboratively with parents at this meeting as well. 

 
vii) Sharing Information with Staff and Outside Agencies/Privacy of Information: 

Results of educational assessments are shared with those staff members who have direct involvement 
with the student in question, whether that is as direct instruction or as a member of the School Based 
Resource Team.  Results of educational assessments are recorded on the Individual Educational Plan

Section 6.0: EDUCATIONAL AND OTHER ASSESSMENTS
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for the student.  No information is provided to outside agencies or persons unless a Release of       
Information Form is signed and dated by the parent.  All testing information is kept on file at the 
school by the Program Resource Teacher in a secure location.  Summary information pertaining to 
the entire IPRC process is kept on file in the documentation folder of the student’s OSR, with the 
appropriate safeguards and controls in term of appropriateness of information and control in terms as 
access to be compliant with guidelines governing OSR. 
 

2)  COGNITIVE /PSYCHOLOGICAL ASSESSMENTS: 
 
i) Assessment usually includes: 

Intellectual assessment using a variety of instruments (WIAT III, WISC-IV) 
Visual-motor assessments (Bender Gesalt Test of Visual Motor Integration) 
Perceptual Skills (Memory for Design Test) 
Memory (Rosner Auditory Analysis Test) 
 

ii) Qualifications of Staff: 
Assessments have been contracted to a service provider who provides supervised assessments 
conducted by a psychometrist supervised by a registered psychologist.  In keeping with the 
Regulated Health Professions Act, no diagnosis is made or provided except by a Registered 
Psychologist. 
 

iii) Average waiting time: 
Depending on the time of year, some referrals are handled within one month while some take 
two to three months to be completed.  Generally referrals for assessment are handled on a first 
come, first served basis unless there are unusual circumstances requiring a more immediate 
response (e.g. placement in a specialized setting, community case conference). 
 

iv) Managing waiting lists: 
Each school is asked to prioritize students who have been recommended for assessment 
purposes.  Assessments are primarily being requested as a means of gaining further insights into 
the student’s strengths, needs and abilities. 
 

As a result, the assessment process requires that a comprehensive educational assessment is completed 
as a pre-requisite to Psycho-Educational Assessments.  Services for psycho-educational assessments are 
contracted out.  The individual schools are allotted a percentage of the assessments based on school 
demographics.  There is a monthly monitoring of: 

 the number of assessments that are being conducted 
 the wait times,  
 the adequacy of the number of assessments allotted  per schools 

 
Adjustments are made if there is a need to purchase additional assessments.  There are a few 
assessments that are budgeted and utilized in unusual circumstances that require immediate responses. 

 
 v) Parental Consent 

Written parental consent is always obtained prior to a child undergoing an assessment.   
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vi) Sharing Information with Staff and Outside Agencies/Privacy of Information: 
School administration, the classroom teacher and special education staff attend the feedback 
meeting with parents. Parents receive a final report for their records. No reports are provided to 
outside agencies or persons without the written consent of the parent.  Parents will often provide 
the agency or persons with a copy of their own report or if requested and with written 
permission, the school will provide a copy to the requesting agency or person.   
 
A copy of the final report is provided to the school with one being provided for storage in the 
documentation folder of the child’s OSR.  Access to information in the OSR is controlled by the 
school in accordance with the OSR guidelines. 
 
 

3)  SPEECH AND LANGUAGE ASSESSMENTS 
 
i) Assessments involve a variety of assessment tools including the following: 

 The Word Test 
 Peabody Picture Vocabulary Test-Revised 
 The One Word Expressive Language Test 
 The Token Test 
 Clinical Evaluation of Language Functions-3 and P 
 Test of Auditory Comprehension of Language-3 
 Phonological Awareness Test 
 Goldman-Fristoe Articulation Test 
 Phonemic Awareness Screens 

 
ii) Qualification of Staff: 

The Speech Language Pathologists have either a Bachelor or Masters degrees and are registered 
with the College of Audiologists and Speech Language Pathologists of Ontario (CASLPO) 
 

iii) Average waiting times: 
Depending on the block schools being serviced and at what time of the year the referral is 
submitted, it will be between one and eight months before a child will receive an assessment.  
The average time would be about three months. 
 

iv) Managing waiting lists: 
Caseloads are monitored monthly for the number of assessments requested, the number of 
assessments completed, the number of consultation and the number of interventions provided by 
each of the Speech Language Pathologists. Generally referrals for assessment are handled on a 
first come, first served basis unless there are unusual circumstances requiring a more immediate 
response (e.g. placement in a specialized setting, community case conference).  
 

v) Informing Parents of Results 
Parents are invited to a meeting at the school where the results are explained and 
recommendations provided.  Home programming materials and suggestions maybe provided.  
The parents receive a copy of the final report. 
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vi) Sharing Information with Staff and Outside Agencies/Privacy of Information: 
School Administration, the classroom teacher and special education staff attend the feedback 
meeting with the parents.  No reports are provided to outside agencies or individuals without the 
written consent of the parent.  Parents will often provide the agency or individual with a copy of 
their report, or, if requested and with written parental permission, the school will provide a copy 
to the requesting agency.  All testing information is accessible only to the professional who 
conducted the assessment with access being secured and controlled.  A copy of the final report is 
provided to the school for storage in the documentation section of the student OSR.  Storage and 
access to the OSR at the school is in accordance with the OSR guidelines.  

 



 

 

 

 

 
 

 
  
  

 
 

SECTION 7 
 
 

SPECIALIZED HEALTH SUPPORT 
SERVICES  

IN SCHOOL SETTINGS 
 

SPECIAL EDUCATION REPORT 
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The provision of health support services is a shared responsibility among the Ministry of Education, 
Ministry of Children and Youth Services, Ministry of Health and the Ministry of Community and Social 
Services.    
The board is responsible for the administration of oral medication where such medication has been 
prescribed during school hours.  For physically disabled students, the school board provides such 
services as lifting and positioning, assistance with mobility, feeding and toileting and general 
maintenance exercises.  The board also provides necessary speech and language therapy programs.  
Speech and language programs which require an educational environment and close cooperation with 
the educational team are delivered and/or consulted with by board speech and language pathologists.  
 
School Health Support Services - Community Care Access Centres 
School Health Support Services are provided by Community Care Access Centres.  The programs 
provide health care services in the school setting to students who require professional intervention to 
improve or maintain their ability to function in the school environment.  The Case Manager is the link 
between client, family, school and other community services.  If eligible, professional and support 
services are fully funded by the Ministry of Health through the CCAC.  Referrals for service are 
received from any source including the client, health care professionals, school board personnel or 
family/caregivers.  Needs are identified and services determined according to Ministry of Health criteria.  
Mutual goals are established and an individual care plan is developed.  The client needs are reassessed 
on a regular basis and continued eligibility is determined. 
 
The Community Care Access Centre is responsible for assessing pupil needs and for the provision of 
such services as injection of medication, catheterization, manual expression of the bladder, stoma care, 
postural drainage, suctioning and tube feeding.  The Ministry of Health is also responsible for intensive 
physio, occupational and speech therapy and for assisting school boards in the training and direction of 
school board staff performing certain other support services.  
 
Professional services may include: Nursing, Occupational Therapy, Case Management, Physiotherapy 
and Speech/Language Pathology. 
 
Admission conferences are arranged to develop and coordinate individualized service plans.  Parents, 
teachers and students are taught to carry out treatment programs in consultation with the involved 
professional. 
 
The referral process to Community Care Access Centres is developed through a collaborative process 
between the Board and the Community Care Access Centres.  Referral forms are available in the schools 
and a consent form must be signed by the parent/guardian of the student being referred for service. 
 
Refer to Appendix 2 - Personal Care Protocol 

 

Section 7.0:  SPECIALIZED HEALTH SUPPORT          
SERVICES IN SCHOOL SETTINGS 
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Reference: PPM 81 (1984), Inter-ministerial Guidelines for the Provision of Speech and Language Services (1988), A Model for the Provision of 
Speech and Language Services (M.ED) 
 
 
Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Nursing 

 
CCAC 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario 
Health card number             

- have a condition that can be treated 
adequately with services available 
through CCAC                  

- willing and capable person(s) to assist 
with the treatment program 

 

Case Manager for 
CCAC 

Determined by the Case 
Manager for CCAC               
- services are discontinued if 
the student is hospitalized or 
when the  existing medical 
condition no longer requires 
nursing care in the school 
setting as determined by the 
Case Manager 

- referral to the Case 
Manager                          
-  referral  to the Case 
Manager’s Supervisor       
- the final decision in a 
dispute is with  the CEO of 
the CCAC 
 
 
 

 
Occupational 
Therapy 

 
CCAC  
Occupational 
Therapist 
In consultation with 
the occupational 
therapist: 
Educational Assistant 
Resource Teacher 
Classroom Teacher 
Parents 
Student  

 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario    
Health card number             
- have a fine/or gross motor concern 
affecting learning ability at school    
- willing and capable person(s) to assist 
with the treatment program 
 

Case Manager for 
CCAC 

Determined by the Case 
Manager for CCAC        
 

- referral to the Case 
Manager                           
-  referral  to the Case 
Manager’s Supervisor       
- the final decision in a 
dispute is with  the CEO of 
the CCAC 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

 

 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Physiotherapy 

 
CCAC Physiotherapist 
In consultation with 
the physiotherapist:  
Educational Assistant 
Parent 
Student  

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario 
Health card number             
- have a condition that can be treated 
adequately with services available 
through CCAC                  
- willing and capable person(s) to assist 
with the treatment program 
 

Case Manager for 
CCAC 

Determined by the Case 
Manager for CCAC        
 

- referral to the Case 
Manager                           
-  referral  to the Case 
Manager’s Supervisor       
- the final decision in a 
dispute is with  the CEO of 
the CCAC 
 

 
Nutrition 

 
CCAC 
In consultation with 
the CCAC staff: 
Educational Assistant 
Parent 
Student 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care                        

- require a valid Province of Ontario 
Health card number             

- have a condition that can be treated 
adequately with services available 
through CCAC                  

- willing and capable person(s) to assist 
with the treatment program 

Case Manager for 
CCAC 

Determined by the Case 
Manager for CCAC        

- referral to the Case 
Manager                           
-  referral  to the Case 
Manager’s Supervisor       
- the final decision in a 
dispute is with  the CEO of 
the CCAC 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Speech and 
Language  
Therapy 

 
School Board (SLP) 
In consultation with 
the Speech and 
Language 
Pathologist:  
Educational Assistant 
Classroom teacher 
Resource teacher 
Parents 
 
CCAC (SLP) 
In consultation with 
the Speech and 
Language 
Pathologist:  
Educational Assistant 
Classroom teacher 
Resource teacher 
Parents  

 
Assessment by the Speech/Language 
Pathologist 
School Board 
-students with assessed language 
disorders, non-speech communication 
and articulation / speech sound 
difficulties 
- assessment or programming for the 
communication disorder requires close 
liaison with an educational team 
- appropriate programming requires an 
educational environment for 
improvement 
- when communication programming 
should be part of the student’s 
educational programming 
- when communication problems are 
having an impact on educational 
progress 
CCAC Case Manager 
- when the assessment and/or 
management plan does not require 
liaison with an educational team 

Speech and 
Language Pathologist 
 
CCAC Case 
Manager 

Board:  Speech and 
Language Pathologist 
determines treatment and/or 
consultative goals have been 
met; maximum progress has 
been achieved; may move to 
indirect service 
 
CCAC:  Determined by the 
Case Manager for CCAC        

Board - referral to school 
based team 
- Manager of Student 
Services 
- Superintendent of Special 
Education 
-Director of Education 
-Regional Office of the 
Ministry of Education 
 
CCAC -  referral to the Case 
Manager                  

-  referral  to the Case 
Manager’s Supervisor       

- the final decision in a 
dispute is with  the CEO of 
the CCAC              

 
Speech  
correction and 
remediation 

 
N/A 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Administering  
of prescribed 
medication 

 
Principal and/or 
designate 
Parent 
CCAC 
Student 

 
Services requested by the parent and 
prescribed by a physician or other 
health care professional in writing 
- services must be provided during 
school hours 
- medication, dosage, frequency and 
method of administration, dates and 
possible side effects must be specified 
- telephone numbers of parent and 
physician must be readily available 

 

Physician 
Health Care 
Professionals 
Parents 
CCAC Case 
Manager 

Determined by Physician, 
Health Care Professionals, 
Parents and CCAC Case 
Manager 

Concerns based on medical 
interventions by the school 
staff are conveyed to 
parents by the Principal 
Parents discuss concerns 
with Physicians, Health 
Care Professionals and 
CCAC Case Manager 
 
 

 
Catheterization 

 
CCAC 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario 
Health card number             
- require this level of nursing care in 
the school setting 
 - willing and capable person(s) to 
assist with the  program 
 

 

 

 

 

CCAC Case 
Manager 

Determined by CCAC Case 
Manager in consultation with 
Physician and other Health 
Care Professionals 

- referral to the Case 
Manager                           
-  referral  to the Case 
Managers Supervisor       
- the final decision in a 
dispute is with  the CEO of 
the CCAC 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Suctioning 

 
CCAC  
Educational Assistants 
(as trained by CCAC 
nursing staff) 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario 
Health card number             
-require this level of nursing care in the 
school setting 
 - willing and capable person(s) to 
assist with the  program 

CCAC Case 
Manager 

Determined by CCAC Case 
Manager in consultation with 
Physician and other Health 
Care Professionals 

- referral to the Case 
Manager                           
-  referral  to the Case 
Manager’s Supervisor      
 - the final decision in a 
dispute is with  the CEO of 
the CCAC 
 

 
Lifting and 
Positioning 

 
School Board staff as 
designated 
CCAC - (provides 
consultation and 
training) 

 
School Board in consultation with 
Health Care Professionals, CCAC and 
parents 

Superintendent of 
Special Education 
Special Education 
Consultants 
Principal 

School based team meeting 
involving all Educational and 
Health Care partners and 
parents determined the level 
of service is no longer 
required. 

- School based team 
meeting involving all 
Educational and Health 
Care partners and parents 
- Special Education- 
Consultant included in 
discussion 
- Superintendent of Special 
Education              

 - Director of Education 
 
Assistance 
with mobility 

 
School Board staff as 
designated 
CCAC - (provides 
consultation and  
training) 

 
School Board in consultation with 
Health Care Professionals, CCAC and 
parents 

Superintendent of 
Special Education 
Special Education 
Consultants 
Principal 

School based team meeting 
involving all Educational and 
Health Care partners and 
parents determined the level 
of service is no longer 
required. 

- School based team 
meeting involving all 
Educational and Health 
Care partners and parents 
Special Education 
- Consultant included in 
discussion 
- Superintendent of Special 
Education 
- Director of Education 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

 
Feeding 

 
CCAC ( tube feeding) 
School Board staff as 
designated 
CCAC - (provides 
consultation and 
training) 
 

 
Determined by the Case Manager for 
CCAC who assesses needs and 
develops a plan of care 
- require a valid Province of Ontario 
Health card number             
-require this level of care in the school 
setting 
 - willing and capable person(s) to 
assist with the  program 

CCAC Case 
Manager 
Superintendent of 
Special Education 
Special Education 
Consultant 
Principal 

Determined by CCAC Case 
Manager in consultation with 
Physician and other Health 
Care Professionals 

CCAC- referral to the Case 
Manager                     
- referral  to the Case 
Manager’s Supervisor      
 - the final decision in a 
dispute is with  the CEO of 
the CCAC 
Board - School based team 
meeting involving all 
Educational and Health 
Care partners and parents 
- Special Education 
Consultant included in 
discussion 
- Superintendent of Special 
Education 
- Director of Education 

 
Toileting 

 
School Board staff as 
designated 
CCAC - (may provide 
consultation and 
training) 

 
School Board in consultation with 
Health Care Professionals, CCAC and 
parents 

Superintendent of 
Special Education 
Special Education 
Consultant 
Principal 
Parent 

Educational and Health Care 
partners and parents 
determined the level of 
service is no longer required. 

- School based team 
meeting involving all 
Educational and Health 
Care partners and parents 
Special Education 
-  Consultant included in 
discussion 
- Superintendent of Special 
Education 
-Director of Education 
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Specialized  
Health Support 
Service 

 
Agency or position of 
person who performs 
the service (e.g. 
CCAC, board staff, 
parent, student) 

 
Eligibility criteria for students to 
receive the service 

Position of person 
who determines 
eligibility to receive 
the service and the 
level of support 

Criteria for determining 
when the service is no 
longer required 

Procedures for resolving 
disputes about eligibility 
and level of support (if 
available) 

Autism 
Intervention 
Program (AIP) 
Connections For 
Students 

Thames Valley 
Children’s Centre 
(TVCC) in 
collaboration with 
Board Staff – ABA 
Specialist 

The ASD Community Consultant will 
refer students who have been involved 
in the IBI (Intensive Behaviour 
Intervention) program to the school and 
initiate the Connections for Students 
process. 

The ASD 
Community 
Consultant will 
provide support on 
the effective use of 
ABA strategies for 
Connections students. 

Services will begin 6 months 
prior to discharge from IBI 
program.  The ASD 
Community Consultant will 
remain involved for 6 months 
following the student’s entry 
to school. 

If a dispute should occur, 
the ASD Consultant and the 
School Board will use a 
problem solving approach to 
arrive at consensus.  If the 
situation is unable to be 
resolved each party will 
discuss with their 
supervisor.  If agreement 
cannot be reached 
discussions may include the 
TVCC Executive Director, 
Director of Education, 
Ministry of Children and 
Youth Services Program 
Supervisor, Ministry of 
Education Officers, MCYS 
Regional Director, Ministry 
of Education District 
Manager. 



 

  

 

 

 
 

 
  
  
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Subsection 8(3) of the Education Act requires the Minister of Education to define exceptionalities of 
pupils, prescribe categories of exceptional pupils and to require school boards to employ such 
definitions.  An Identification, Placement and Review Committee (IPRC) of a school board uses the 
categories and definitions to identify the specific needs of a pupil in order to ensure that an effective 
individual education plan may be developed for the pupil.  Regulation 181/98, which governs the 
Identification, Placement and Review Committee process, contains a requirement for an IPRC to include 
the category and definition of any exceptionalities in its statement of decision when a pupil is identified 
as exceptional.   
 
This section will provide an overview of the Ministry categories of exceptionalities and definitions. 

BEHAVIOUR 
 
A learning disorder characterized by specific behaviour problems over such a period of time, and to such 
a marked degree, and of such a nature, as to adversely affect educational performance, and that may be 
accompanied by one or more of the following: 
a) an inability to build or maintain interpersonal relationships; 

b) excessive fears or anxieties; 

c) a tendency to compulsive reaction; or 

d) an inability to learn that cannot be traced to intellectual, sensory or other health factors, or any 

combination thereof. 

COMMUNICATION 

Autism 
A severe learning disorder that is characterized by: 
a) disturbances in: 

 rate of educational development; 
 ability to relate to the environment; 
 mobility; 
 perception, speech, and language. 

 
b) lack of the representational symbolic behaviour that precedes language. 

Deaf and Hard-of-Hearing 
An impairment characterized by deficits in language and speech development because of a diminished 
or non-existent auditory response to sound. 

Language Impairment 
A learning disorder characterized by impairment in comprehension and/or use of verbal communication 
or the written or other symbol system of communication which may be associated with neurological, 
psychological, physical, or sensory factors, and which may: 
 
a) involve one or more of the form, content, and function of language in communication; and 

 
b) include one or more of the following: 

 language delay; 
 dysfluency; 
 voice and articulation development, which may or may not be organically or functionally based.

Section 8.0:  CATEGORIES OF EXCEPTIONALITIES 
AND DEFINITIONS 
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Speech Impairment 
A disorder in language formulation that may be associated with neurological, psychological, physical, or 
sensory factors; that involves perceptual motor aspects of transmitting oral messages; and that may be 
characterized by impairment in articulation, rhythm, and stress. 
 

Learning Disability   
One of a number of neurodevelopmental disorders that persistently and significantly has an impact on 
the ability to learn and use academic and other skills and that: 

 affects the ability to perceive or process verbal or non-verbal information in an effective and 
accurate manner in students who have assessed intellectual abilities that are at least in the 
average range; 

 results in (a) academic underachievement that is inconsistent with the intellectual abilities of 
the student (which are at least in the average range) and/or (b) academic achievement that can 
be maintained by the student only with extremely high levels of effort and/or with additional 
support; 

 results in difficulties in the development and use of skills in one or more of the following areas:  
reading, writing, mathematics, and work habits and learning skills; 

 may typically be associated with difficulties in one or more cognitive processes, such as 
phonological processing; memory and attention; processing speed; perceptual-motor 
processing; visual-spatial processing; executive functions (e.g., self-regulation of behaviour 
and emotions, planning, organizing of thoughts and activities, prioritizing, decision making); 

 may be associated with difficulties in social interaction (e.g., difficulty in understanding social 
norms or the point of view of others); with various other conditions or disorders, diagnosed or 
undiagnosed; or with other exceptionalities;  

 is not the result of a lack of acuity in hearing and/or vision that has not been corrected; 
intellectual disabilities; socio-economic factors; cultural differences; lack of proficiency in the 
language of instruction; lack of motivation or effort; gaps in school attendance or inadequate 
opportunity to benefit from instruction.  

 
INTELLECTUAL 
 

Giftedness 
An unusually advanced degree of general intellectual ability that requires differential learning 
experiences of a depth and breadth beyond those normally provided in the regular school program to 
satisfy the level of educational potential indicated. 

Mild Intellectual Disability  
A learning disorder characterized by: 
a) an ability to profit educationally within a regular class with the aid of considerable curriculum 

modification and supportive service; 
 

b) an inability to profit educationally within a regular class because of slow intellectual development; 
 

c) a potential for academic learning, independent social adjustment, and economic self-support. 

Developmental Disability 
A severe learning disorder characterized by: 
a) an inability to profit from a special education program for students with mild intellectual disabilities 

because of slow intellectual development;  
 

b) an ability to profit from a special education program that is designed to accommodate slow 
intellectual development; 
 

c) a limited potential for academic learning, independent social adjustment, and economic self-support. 



 

St. Clair Catholic District School Board – Special Education Report Page 38 of 66 

PHYSICAL 
 

Physical Disability 
A condition of such severe physical limitation or deficiency as to require special assistance in learning 
situations to provide the opportunity for educational achievement equivalent to that of pupils without 
exceptionalities who are of the same age or developmental level. 

 

Blind or Low Vision 
A condition of partial or total impairment of sight or vision that, even with correction, affects 
educational performance adversely. 
 
 

MULTIPLE 
 

Multiple Exceptionalities 
A combination of learning or other disorders, impairments, or physical disabilities, that is of such a 
nature as to require, for educational achievement, the services of one or more teachers holding 
qualifications in special education and the provision of support services appropriate for such disorders, 
impairments, or disabilities. 

 
 



 

  

 
 

 
  
  
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Meeting the Educational Needs of all Students 
 

The St. Clair Catholic District School Board strives to be a school system which reflects the belief that 
all students are unique, that all students are to be valued and that all students can learn. We, like many 
other school systems have been steadily moving towards an inclusive education system in which 
students with special needs are fully participating members of the a community of learners. 

Students with special needs have disabilities of an intellectual, sensory, communicational, emotional, or 
behavioral nature, or have a learning disability or exceptional gifts and talents. This diversity poses both 
opportunities and challenges for students, parents, and teachers. It demands that we examine what we do 
and how we do it, in a way that is in the best interests of all students in our schools. Enabling students to 
achieve the goals of human and social development and career development is a responsibility shared by 
schools, families and community. These goals apply to all students including students with special 
needs. 

The principle of inclusion adopted by our school system supports equitable access by all students and 
the opportunity for all students to pursue goals in all aspects of their education. The practice of inclusion 
transcends the idea of physical location, and incorporates basic values that promote participation, 
friendship and interaction. Inclusion is really about belonging and celebrating the unique gifts of all 
students. We believe that every student is a unique gift from God with the right to develop in a caring, 
sharing Catholic community. 

Integration is one way to achieve inclusion. Integration encourages students with special needs to 
participate, develop friendships and interact with other students in neighborhood schools. Integration 
usually involves placing students with special needs in classrooms with their age and grade peers, then 
providing them with the necessary support and accommodations that are determined on an individual 
basis to enable them to succeed. 

Integration for integration's sake cannot work. Students will require not only differentiated programming 
but may benefit from differentiated placement opportunities as well. The emphasis on educating students 
with special needs in neighborhood school classrooms with their age and grade peers does not preclude 
the appropriate use of resource rooms, community based training or other specialized services. 

The Special Education Advisory Committee provides input and direction regarding the addition or 
deletion of congregated programs. SEAC members are involved in the district wide reviews of programs 
and services. SEAC approved a process for consultation when deleting congregated programs including 
updates regarding the programming and progress of students formerly involved in such programs. 
Following these guidelines established by SEAC, an elementary congregated program for students with 
developmental disabilities was phased out in 2001 and the congregated program for students with 
behavioural challenges was phased out in 2003. The system level delivery model in the area of 
behaviour was re-shaped following the phase out of the congregated program.

Section 9.0:  SPECIAL EDUCATION PLACEMENTS 
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During the identification process, parents of students with exceptional needs are given information 
regarding services, supports and programs within the board, the community and the province. On-going 
formal and informal consultation and counseling with the parent occurs throughout the identification 
stage from school staff and board level staff. Upon identification the Identification, Placement and 
Review process through the IPRC provide a formalized manner in which parents are informed of 
alternative programs and placement for their child. 
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The St. Clair Catholic District School Board believes in an inclusive approach to special education in 
which students with special needs are valued members of the regular classroom and school community. 
This reflects the belief that all students are unique, all students are to be valued, and all students are 
capable of learning.  There is a commitment to maximizing and promoting integration opportunities and 
the belief that the classroom community provides the most enabling environment for students.   
 
Educational programs will be established within the regular classroom and school setting. Specialized 
programming will be designed to meet individual needs and will be established first and foremost within 
the regular classroom with the option to provide additional programming experiences beyond the 
classroom when it is necessary and appropriate.  
 
Specialized Placements Provided by the Board 
 
The Options Program 
 
The Options program was a three year pilot which started in the 2003-2004 school year which offers an 
alternative placement for up to nineteen students.  This program is the result of a collaborative effort 
between the St. Clair Catholic District School Board, Lambton Kent District School Board, St. Clair 
College, Community Living Wallaceburg and Community Living Chatham. Students attend the program 
at St. Clair College, Thames Campus in Chatham.   
 
The Options program provides an alternative learning experience for students who have an intellectual 
disability and are between the ages of 18 to 21 years old.  The goal of the Options program is to support 
the students in learning job acquisition and job retention skills.  This program aids students in preparing 
for future employment in their communities.  The Options program provides combined cooperative and 
educational opportunities for students. 
 
The Autism Transitional Classroom 
 
The Autism Transitional Classroom is a classroom designed to extend highly specialized, intensive 
support for up to six children with Autism Spectrum Disorders.  For students exiting from Intensive 
Behavioural Intervention, the skills, techniques and curriculum are translated into special education 
strategies by a teaching staff with an effective knowledge base and practical skills to successfully integrate 
students into the educational setting. 
 
School aged students who are over six years of age and have not reached their twelfth birthday may also 
benefit from a short term placement in the Autism Transitional Classroom.  The program aims to support 
students with Autism Spectrum Disorder by providing temporary but very intensive support and 
assessment.  The focus of the Autism Transitional Classroom is to implement a process for helping 
children make a successful transition to their home school.  
  

Section 9.1:  PLACEMENTS, PROGRAMS AND 
SERVICES 
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Range of Services 
 

The St. Clair Catholic District School Board believes in an inclusive approach to special education in 
which students with special needs are valued members of the regular classroom and school community. 
This reflects the belief that all students are unique, all students are to be valued, and all students are 
capable of learning.  There is a commitment to maximizing and promoting integration opportunities and 
the belief that the classroom community provides the most enabling environment for students.   
 

Educational programs will be established within the regular classroom and school setting.   Specialized 
programming will be designed to meet individual needs and will be established first and foremost within 
the regular classroom with the option to provide additional programming experiences beyond the 
classroom when it is necessary and appropriate. Please refer to chart on next page.  
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Special 
Provincial 
Schools 

 
Section 23 Programs 

___________ 
 

Residential School 
Treatment Facility 

___________________ 
 

Extensive Withdrawal for Compelling 
Reasons 

________________________________ 
 

Individual Program with Withdrawal Instruction 
_____________________________________ 

 
Individual Program with Direct Support from  

Special Education  
Personnel 

____________________________________ 
 

Modified Regular Program, Modified Expectations 
___________________________________________ 

 
Accommodated Regular Program, Standard Program Expectations 

________________________________________________ 
 
 

Regular Program, Standard Program Expectations 
 
 
 

Number of Children 

Section 9.2:  RANGE OF SERVICES 

The St. Clair Catholic District School 
Board believes in an inclusive approach 
to special education. Specialized 
programming will be designed to meet 
individual needs and will be established 
first and foremost within the regular 
classroom with the option to provide 
additional programming experiences 
beyond the classroom when it is 
deemed necessary and appropriate.  



 

 

 
 

 
 

 
  
  
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Regulation 181/98, “Identification and Placement of Exceptional Pupils” states that principals are 
required to ensure that an Individual Education Plan (IEP) is developed for each student who has been 
identified as exceptional by an Identification, Placement, and Review Committee, within 30 school days 
of the student being placed in a special education program. 
 
An IEP is a written plan of action prepared for a student who requires accommodations and/or 
modifications of the regular school program.  It is a working document which describes the strengths 
and needs of an individual exceptional pupil, the special education program and services established to 
meet that pupil’s needs, and how the program and services will be delivered.  The IEP is a tool to help 
teachers monitor and communicate the student’s growth.   
 
An IEP will be developed and reviewed annually for all identified pupils and may be developed for non-
identified pupils with special needs.  In addition, a review of the IEP may occur more frequently if 
requested by the School-based Team, IPRC or the parent.  
 
An IEP should be based on a thorough assessment of the student’s strengths, interests, and needs.  It 
should identify specific goals and expectations for the student.  The special education program and 
services the IEP describes should be modified as necessary by the results of continuous assessment and 
evaluation. 
 
Regulation 181/98 stipulates that: 
 
 The board shall promptly notify the principal of the school at which the special education program is 

to be provided of the need to develop an individual education plan for the pupil in consultation with 
the parent and, where the pupil is 16 years of age or older, the pupil. 

 
 The individual education plan must include: 

a) specific educational expectations for the pupil; 

b) an outline of the special education program and services to be received by the pupil; and 

c) a statement of the methods by which the pupil’s progress will be reviewed. 

 A transition plan must be developed for all students who have an IEP, whether or not they have been 
identified as exceptional by an Identification, Placement, and Review Committee (IPRC) and including 
those identified as exceptional solely on the basis of giftedness. The transition plan is developed as part 
of the IEP.  

 
 In developing the individual education plan, a collaborative approach is used and the principal shall 

ensure: 
 

d) consultation with the parent and, where the pupil is 16 years of age or older, the pupil; and 

e) any recommendations made by the committee (IPRC) regarding special education programs or 
special education services are taken into consideration. 

Section 10.0:  INDIVIDUAL EDUCATION PLANS 
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 Within 30 school days after placement of the pupil in the program, the principal shall ensure that the 
plan is completed and a copy of it sent to a parent of a pupil and, where the pupil is 16 years of age 
or older, the pupil. 

 
 The principal shall ensure that the individual education plan for a pupil is included in the pupil’s 

Ontario Student Record (OSR), unless a parent of the pupil has objected in writing. 
 
 The IEP will be reviewed and updated at each reporting period. 
 

Transition Plan for Students  
 
 A transition plan must be developed for all students who have an Individual Education Plan.  
 
 
Processes for Dispute Resolution Regarding the IEP 
 
Collaboration is important to ensure that the members of the team have a common understanding of the 
student’s strengths, interests, and needs.  Each individual will bring important information to the IEP 
development process, lending a perspective that will add to the team’s collective understanding of the 
student and the kind of instruction and support necessary to facilitate the student’s learning.  Parents are 
strongly encouraged to actively participate in the development of the IEP. 
 
Dispute Resolution 

 

The model of service delivery for special education programs and services is based on early and ongoing 
communication between the home and the school.  Plans are developed collaboratively using a 
consensus-building approach. Parents are encouraged to be proactively and positively involved in the 
planning of programs and services.   
 
Programs and services are subject to continuous evaluations.  Issues and changing needs are addressed 
promptly through home-school meetings.  In situations where the home and school have difficulty 
reaching a common understanding, many supports are available to help resolve concerns.  The school-
based team comprised of the classroom teacher, the Program Resource Teacher and the Principal, 
represents the most appropriate first resource to help resolve concerns. Members of the Central Office 
Special Education Team are available to meet with home and school to assist with problem-solving and 
the development of creative strategies. The involvement of the Superintendent of Special Education 
would be an additional step in settling disputes. 

 
 

 

Refer to Appendix 3 - Sample IEP Exemplar:  Communication:  Learning Disability 

Refer to Appendix 4 - Sample IEP:  Communication:  Autism  

Refer to Appendix 5 - IEP Principal Checklist 
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Section 10.1: DEVELOPING AN INDIVDUAL 
EDUATION PLAN  

 -A COLLABORATIVE APPROACH 

1.0 Gather Information 

 Review the student’s records (including the previous 
IEP) 

 Early in the school year, consult with the student, 
parents, school staff, and other professionals 

 Observe the student 
 Review the student’s current work 
 Conduct further assessments, if necessary 
 Consolidate and record information 

2.0 Set the Direction 

 Establish a collaborative approach 
(including the student and 
parents/guardians) 

 Establish roles and responsibilities 
 

3.0 Develop the IEP 

 Identify and record the student’s 
strengths and needs  

 Identify goals and expectations  
 Determine strategies and resources 
 Develop a transition plan for all 

students with an IEP. 
 Establish a monitoring cycle  

5.0 Review and update the IEP 

 Staff will review the IEP on an on-
going basis and revise as needed 

 Review and update the IEP at year-end 
and when the student transfers to 
another school 

 Store the IEP in the Ontario Student 
Record 

 

4.0 Implement the IEP 

 Share the IEP with the student, 
parents, school staff, and other 
professionals (providing a copy 
to parents and to the student, if 
16 or older) 

 Put the IEP into practice 
 Continuously evaluate the 

student’s progress 
 Adjust goals, expectations, and 

strategies as necessary 



 

 

 
 
 

 
 

 
  
  

 
 

SECTION 11 
 
 

PROVINCIAL  
And 

DEMONSTRATION SCHOOLS 
 
 
 
 
 

SPECIAL EDUCATION REPORT 



 

St. Clair Catholic District School Board – Special Education Report Page 47 of 66 

 
 
 
 
 
 
 
The Ministry of Education administers a number of provincial schools.  These include W. Ross 
Macdonald School for the Blind in Brantford, Robarts School for the Deaf in London and three 
Demonstration Schools for students with severe learning disabilities.  Once a student has been accepted 
to a provincial school arrangements for appropriate transportation are made though the Transportation 
Department of the St. Clair Catholic District School Board.  Transportation Department collaborates 
with the Provincial Schools Committee to determine individual arrangements. 

 
Provincial Schools and Provincial Demonstration Schools: 
 are operated by the Ministry of Education; 
 provide education for students who are deaf or blind, or who have severe learning disabilities; 
 provide an alternative education option; 
 serve as regional resource centres for students who are deaf, blind or deaf-blind; 
 provide preschool home visiting services for students who are deaf or deaf-blind; 
 develop and provide learning materials and media for students who are deaf, blind, or deaf-blind; 
 provide school board teachers with resource services; 
 play a valuable role in teacher training. 
 
 

Provincial School for the Blind and Deaf-Blind 

There is one Provincial School for blind and deaf-blind students.  W. Ross Macdonald School is located 
in Brantford and provides education for students who are blind, visually impaired, or deaf-blind.  The 
school provides: 
 a provincial resource centre for the visually impaired and deaf-blind 
 support to local school boards through consultation and the provision of special learning materials, 

such as Braille materials, audio-tapes, and large-print textbooks; 
 professional services and guidance to ministries of education on an interprovincial, cooperative 

basis. 
 
Programs are tailored to the needs of the individual student and: 
 are designed to help these students learn to live independently in a non-sheltered environment; 
 are delivered by specially trained teachers; 
 follow the Ontario curriculum developed for all students in the province; 
 offer a full range of courses at the secondary level; 
 offer courses in special subject areas such as music, broad-based technology, family studies, physical 

education, and mobility training; 
 are individualized, to offer a comprehensive “life skills” program; 
 provide through home visiting for parents and families of preschool deaf-blind children to assist in 

preparing these children for future education. 

Section 11.0:  PROVINCIAL AND DEMONSTRATION 
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Provincial Schools for the Deaf 
 
The following Provincial Schools offer services for deaf and hard-of-hearing students (for contact 
information, see next page.): 

 Sir James Whitney School for the Deaf in Belleville (serving eastern Ontario) 
 Ernest C. Drury School for the Deaf in Milton (serving central and northern Ontario) 
 Robarts School for the Deaf in London (serving western Ontario) 
 Centre Jules-Leger in Ottawa (serving francophone students and families throughout Ontario) 
 
Admittance to a Provincial School is determined by the Provincial Schools Admission Committee in 
accordance with the requirements set out in Regulation 296. 
 
These schools provide elementary and secondary school programs for deaf students from preschool level 
to high school graduation.  The curriculum follows the Ontario curriculum and parallels courses and 
programs provided in school boards. Each student has his or her special needs met as set out in his or her 
Individual Education Plan (IEP).   
Schools for the deaf: 
 provide rich and supportive bilingual/bicultural educational environments which facilitate students’ 

language acquisition, learning, and social development through American Sign Language (ASL) and 
English; 

 operate primarily as day schools; 
 provide residential facilities five days per week for those students who do not live within reasonable 

commuting distance from the school. 
 
Transportation to Provincial Schools for students is provided by school boards. 

Each school has a Resource Services Department which provides: 
 consultation and educational advice to parents of deaf and hard-of-hearing children and school board 

personnel; 
 information brochures; 
 a wide variety of workshops for parents, school boards, and other agencies;  
 an extensive home-visiting program delivered to parents of deaf and hard-of-hearing preschool 

children by teachers trained in preschool and deaf education. 
 
Provincial Schools for Students with Severe Learning Disabilities 

Each provincial Demonstration School has an enrolment of forty students.  The language of instruction 
at the Amethyst, Sagonaska, and Trillium schools is English; at Centre Jules-Leger, instruction is in 
French. 

Application for admission to a provincial Demonstration School is made on behalf of students by the 
school board, with parental consent.  The Provincial Committee on Learning Disabilities (PCLD) 
determines whether a student is eligible for admission. 
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Although the primary responsibility to provide appropriate educational programs for students with 
learning disabilities remains with school boards, the ministry recognizes that some students require a 
residential school setting for a period of time. 

 

The Demonstration Schools were established to: 

 provide special residential education programs for students between the ages of 5 and 21 years; 
 enhance the development of each student’s academic and social skills; 
 develop the abilities of the students enrolled to a level that will enable them to return to programs 

operated by a local school board within two years. 
 

In addition to providing residential schooling for students with severe learning disabilities, the provincial 
Demonstration Schools have special programs for students with severe learning disabilities in 
association with attention-deficit/hyperactivity disorder (ADD/ADHD).  These are highly intensive, one 
and two year programs. 

 

The Trillium School also operates Learning for Emotional and Academic Development (LEAD), a 
special one year program for students with severe learning disabilities who require an additional level of 
social/emotional support. 

 

Further information about the academic, residential, LEAD, and LD/ADHD, programs is available from 
the Demonstration Schools through the Special Needs Opportunity Window (SNOW) website at 
http://snow.utoronto.ca. 

 

An in-service teacher education program is provided at each Demonstration School.  This program is 
designed to share methodologies and materials with teachers of Ontario school boards.  Information 
about the programs offered should be obtained from the schools themselves. 
 
 
Number of Students Currently Attending Provincial and Demonstration Schools 
 
Following are the number of St. Clair Catholic District School Board students attending Provincial and 
Demonstration Schools: 
 
 9 students attending 
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Provincial School Contacts 
 
Teachers may obtain additional information from the Resource Services departments of the Provincial 
Schools and the groups listed below. 

Provincial Schools Branch, Ministry of 
Education 

Provincial Schools Branch 
255 Ontario Street South 
Milton, Ontario L9T 2M5 
Tel.:  (905) 878-2851 
Fax:  (905) 878-5405 
 
Schools for the Deaf 

The Ernest C. Drury School for the Deaf 
255 Ontario Street South 
Milton, Ontario L9T 2M5 
Tel.:  (905) 878-2851 
Fax:  (905) 878-1354 
 
The Robarts School for the Deaf 
1090 Highbury Avenue 
London, Ontario N5Y 4V9 
Tel.:  (519) 453-4400 
Fax:  (519) 453-7943 
 
The Sir James Whitney School  
for the Deaf 
350 Dundas Street West 
Belleville, Ontario K8P 1B2 
Tel.:  (613) 967-2823 
Fax:  (613) 967-2857 
 
School for the Blind and Deaf-Blind 

W. Ross Macdonald School 
350 Brant Avenue 
Brantford, Ontario N3T 3J9
Tel.:  (519) 759-0730 
Fax:  (519) 759-4741 
 

School for the Deaf, Blind, and Deaf-
Blind 

Centre-Jules-Leger 
281 rue Lanark 
Ottawa, Ontario 
Tel.:  (613) 761-9300 
Fax:  (613) 761-9301 
 

Provincial Demonstration Schools 

The Ministry of Education provides the 
services of four provincial Demonstration 
Schools for Ontario children with severe 
learning disabilities. 
These schools are the following: 

Amethyst School 
1090 Highbury Avenue 
London, Ontario N5Y 4V9 
Tel.: (519) 453-4408 
Fax: (519) 453-2160 
 
Centre Jules-Leger 
281 rue Lanark 
Ottawa, Ontario KIZ 6R8 
Tel.:  (613) 761-9300 
Fax:  (613) 761-9301 
TTY:  (613) 761-9302 and 761-9304 
 
Sagonaska School 
350 Dundas Street West 
Belleville, Ontario K8P 1B2 
Tel.:  (613) 967-2830 
Fax:  (613) 967-2482 
 
Trillium School 
347 Ontario Street South 
Milton, Ontario L9T 3X9 
Tel.:  (905) 878-2851 
Fax: (905) 878-7540 
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To meet the needs of exceptional students, the St. Clair Catholic District School Board provides a range of 
personnel, under the leadership and supervision of the Superintendent of Education responsible for Special 
Education.  Many classroom teachers have taken additional qualifications in the area of special education 
and attended professional development activities provided by the Board.  These initiatives have assisted 
regular classroom teachers in meeting the needs of their exceptional students in regular classroom settings.  
Teachers whose primary assignment is to work with exceptional students have additional ministry 
qualifications in special education.   In addition to the teaching staff, the Board employs educational 
assistants who assist in the implementation of program and assist individual students or small groups.  In 
addition, the Board employs the equivalent of 3.0 speech-language pathologists. Refer to Appendix 6 - 
Special Education Staff and Appendix 7 - Special Education and Student Services Department for specific 
details regarding the current number of resource teachers, educational assistants and support staff employed 
by the St. Clair Catholic District School Board.
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Overall Goal: 
 
The goals and strategic actions of the St. Clair Catholic District School Board are as follows:  
 

We will live our faith when: 
• We work in all ways to be living examples of our Mission as a Catholic school board. 
• Our Catholic elementary and secondary schools are first choice for all Catholic families in 

our region. 
• Our Catholic faith is present in all aspects of our curriculum and visible in our school 

environments. 
• We provide adult faith formation for our staff. 
• Information about our quality Catholic school system is readily available in our community 

We will promote educational achievement for all when: 
• Our students’ learning experiences are 21

st
Century: reflective of the global and digital age 

in which we live, rich in critical thinking, creativity and citizenship and enhanced by 
technology. 

• Our students achieve their highest levels of appropriate educational and personal 
development. 

• We prepare our students for academic and practical success through innovative career-
based opportunities involving Colleges, Co-operative Education and Apprenticeships. 

• We commit to high levels of achievement and well-being for all students through 
professional learning that is collaborative, job embedded and responsive to their needs 
within a caring Catholic culture. 

We will foster stewardship, leadership and social justice when: 
• We model behaviour that is ethical, courageous and deeply rooted in our faith. 
• We are responsive, transparent and accountable in our actions and decisions. 
• We make wise decisions on the use of human and public resources and facilities in our 

care. 
• We are an active participant in the communities in which we work. 
• We all care for God’s creation by managing and reducing our carbon footprint in 

measurable ways 
 
Through on-going professional development opportunities, the Board provides support for special 
education staff as learners and leaders in their school communities.  Professional development 
opportunities for staff provide a basis to improve student performance and maximizes learning for all 
students.  It is an opportunity to provide optimal learning conditions for students.  The Board is 
responsible for providing a variety of opportunities for staff to build capacity by acquiring new 
knowledge, skills and information to increase their effectiveness in teaching children. 
 
Staff Input: 
 
All Program Resource Teachers have four scheduled meetings throughout the school year.  The areas of 
high priority system-wide are identified and professional development is planned to meet the needs 
identified by the special education staff.  Results from district wide review of programs and services are 
used to identify areas for further staff development.  Staff development is most effective when it is 
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targeted to be skill specific and incorporates a mentoring component.  Educational Assistants are invited 
to attend specific professional development opportunities. 

 
SEAC Consultation: 
 
During regular monthly SEAC meetings, the committee is consulted regarding areas identified for in-
service and professional development.  SEAC members are often central in bringing information 
regarding opportunities for professional development from their agencies and affiliates to the Board.  
SEAC is consulted with regard to the Board’s Special Education Professional Development Plan.   

 
The Determination of Priorities: 
 
The Special Education Team (including the Superintendent of Special Education) establishes procedures 
for reviewing information from Special Education staff.   Priorities are identified as those indicated by 
staff through discussion at Program Resource Teacher meetings.  Priorities also include the need for in-
service regarding new Ministry Policies and Procedures as released by the Ministry of Education and 
their implementation across the System.  
 
Professional Development:  
 
The St. Clair Catholic District School Board provides a variety of opportunities for in-service and 
professional development for staff.  Mandatory regular meetings are held with all Program Resource 
Teachers to provide information and updates on special education initiatives and policies and their 
impact at the school level. A wide variety of in-services are held throughout the year to offer training on 
timely issues as they emerge.  Examples include in-service on the IEP document. 
 
Legislation and Training: 
 
Staff development and training programs are initiated from system initiatives, legislated regulations, 
special education system plans and emergent staff needs. Central office staff and appropriate personnel 
attend Ministry in-services offered in the District.  This information is transmitted to special education 
staff through scheduled Program Resource Teacher meetings.  New incentives and initiatives are shared 
as well at Administrators’ meetings. 
 
At the onset of each school year an in-service is held for all new Program Resource Teachers.  This 
meeting provides new staff with an overview of their role as the Program Resource Teacher in their 
schools.  Pertinent legislation from the Ministry is reviewed and documents are distributed to the staff.  
Follow-up visits are scheduled by the Special Education Consultants to provide individual support to 
special educators as needed.  All new Special Education staff are encouraged to link with a mentor who 
is an experienced Program Resource Teacher.  This provides the opportunity for on-going and timely 
professional development for new staff in a non-threatening, learning environment.    
 
 Funding: 
 
The Board recognizes and is committed to providing opportunities for ongoing staff development to 
enhance the learning environment for all special education staff.  In the annual special education budget 
which is reviewed by SEAC, an allocation is made for staff development.  In addition, many activities 
regarding skill development for improved service delivery in the area of Special Education are supported 
financially through school budgets. 
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Cost Sharing: 
 
The St. Clair Catholic District School Board has entered into agreements with a number of groups both 
in and outside the community to provide valuable in-service to staff.  The Board has a strong link with 
the Provincial School in London to provide in-service and consultation to staff.  The Board has linked 
with other Boards in the district in presenting at the Coaching to Inclusion conference.  The St. Clair 
Catholic District School Board has been a strong promoter of the Autism Intervener Certification 
courses offered in this area.  Staff from the St. Clair Catholic Board have attended workshops offered 
regionally by other local boards.  To encourage staff to attend these workshops a number of spaces are 
reserved and financial support is provided.  
 
Professional Development Opportunities: 
 
Staff are made aware of professional development opportunities in a variety of ways.  Any upcoming 
professional development is discussed at the regular Program Resource Teacher meetings.  There is a 
Program Resource Teacher electronic conference available through the Board’s website.  Information 
regarding specific in-services is posted on this site. Information regarding specific in-services received 
from various organizations at Central office are distributed by courier or fax to all schools to the 
attention of the Principal and Resource Teacher for distribution to appropriate personnel.  Please refer to 
Annual Accessibility Plan on our Board website at www.st-clair.net . 



 

 

 
 

 
 

 
  
  

 
 

SECTION 14 
 
 

EQUIPMENT 
 

 
 
 
 
 
 
 
 

SPECIAL EDUCATION REPORT 



 

St. Clair Catholic District School Board – Special Education Report Page 55 of 66 

 
 
 
 
 
Instructional equipment and materials needed to support the delivery of special education programs and 
services are provided directly through grants from the Ministry of Education.  Equipment costing $800 
or less is purchased from established budgets for special education.  The Special Equipment Amount 
(SEA) provides funding to school boards to assist with the costs of equipment essential to support 
students with special education needs where the need for specific equipment is recommended by a 
qualified professional.  This equipment is to provide students with accommodations that are directly 
required and essential to access the Ontario curriculum and/or a board-determined alternative program 
and/or course and/or to attend school.  The SEA Per Pupil Amount is for purchases of all computers, 
software, computer related devices and required supporting furniture, as well as all training and 
technician costs for all SEA equipment.  SEA Claims-Based funding is for other non-computer based 
equipment to be utilized by students with special education needs including sensory support, hearing 
support, vision support, personal care support and physical assists support equipment which will cover 
the cost of an individual student’s equipment needs in excess of $800 in the year of purchase.  Boards 
are responsible for the first $800 in cost of any student per year. 
 
1. Determination of Need 
  

Student need for adaptive equipment and/or assistive technology is assessed by a variety of 
professionals dependent upon the type of equipment and the specific needs of the individual 
student. 

 
(i) Students with physical needs requiring standers, walkers, lifts, etc. are assessed by 

occupational and/or physiotherapists providing service to the child.  These services are 
usually contracted through the Community Care Access Centres.  The appropriate 
professional will make a written recommendation based on an assessment of the child’s 
needs.  The recommendation is submitted to the Special Education Consultant responsible for 
the SEA process.  The Special Education Consultant ensures that the SEA claim is complete 
and includes all the necessary documentation prior to ordering the equipment.  The 
equipment must be deemed as essential for the student to access the curriculum by the 
qualified professional. 

 
(ii) Students requiring adaptive technologies for severe learning disabilities may have an 

assessment completed by a psychometrist, occupational therapist, or by a consultant from a 
provincial demonstration school.   

 
(iii) For students with hearing impairments, equipment needs are most often assessed and 

recommended by a qualified audiologist.  SEA claims are prepared in conjunction with the 
Itinerant Resource Teacher of the Deaf and Hard of Hearing and the Program Resource 
Teacher and submitted to the Special Education Consultant. 

 
(iv) For students with visual impairments, assessments and recommendations are completed by a 

qualified specialist in the field or through the consultative services provided by the W. Ross 
Macdonald Provincial School for the Blind in Brantford.   

 
 
For equipment needs that do not exceed $800.00, the Board maintains budget lines specifically to 
meet these needs.  Individual schools are allocated funds to maintain specific programs such as 
special classes for students with developmental disabilities and those who are medically fragile.  
Equipment purchases can be made from these funds as the school-based team determines student 
needs.   
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2. Equipment Maintenance, Repair, and Adaptation 
 

The Information Services department and Special Education department have worked to develop a 
process for the set-up and annual maintenance of SEA computers.    
 
Initial set-up and computer maintenance is provided by the Information Services department. This 
includes imaging the computer, adding the prescribed software, as well as the delivery and setting 
up of the computer at the school.   
 
The Special Education department is responsible for the approval, ordering, tracking of the 
equipment and  reporting to the Ministry of Education regarding the deployment of the computers. 
 
The school is responsible for receiving the equipment, ensuring that proper set up has occurred and 
that the equipment is student-ready.  In addition, the school is responsible for the replacement of 
consumable parts and for the safe storage and keeping of software and hardware assigned to the 
student. 

 
3. Budgetary Allocation 
 
 For equipment under $800.00, a variety of budget sources are accessed to meet determined needs.  

Individual school budgets as well as specific lines of the Special Education department budget as 
described earlier fund the purchase, maintenance and repair of adaptive technology and specialized 
equipment. 

 
 For equipment over $800.00, SEA claims are submitted through the following process: 

(i) referral for assessment determined by the school-based team 
 
(ii) assessment of need and recommendation for equipment completed by a qualified 

professional 
 

(iii) the school-based team completes an SEA claim  
 

(iv) SEA claim is reviewed by a Special Education Consultant and the Principal of Special 
Education and forwarded to the SEA Secretary 

 
(v) The SEA Secretary: 

 gathers any necessary quotations and processes the claim, 
 prepares purchase requisitions and forwards orders to the Purchasing Department, 
 keeps an ongoing record of all SEA equipment purchases 

 
 (vi)  SEA Coordinator’s Council: 

 The SEA Coordinators’ Council brings together SEA representatives from each of the 16 
District School Boards and 3 School Authorities in the Regional Special Education 
Council (London Regional Office) to facilitate collaboration, problem solving and 
networking around the SEA process. 

 
The main purposes of the Council are to provide a forum for discussion of consortium issues through an 
e-Community, to allow better communication among member Boards and promote consistency of SEA 
practice among the Boards. Additional goals are to streamline the ordering process and to provide 
consistency with inventory tracking across Boards. The Council meets twice annually. Please refer to 
Appendix 8-SEA Procedure. 
 
 
 
 



 

 
 

 

 
 

 
  
  

 
 

SECTION 15 
 
 

ACCESSIBILITY 
of 

SCHOOL BUILDINGS 
 

 

SPECIAL EDUCATION REPORT 



 

 
St. Clair Catholic District School Board – Special Education Report Page 57 of 66 
 

 
 
 
 
 
 
The St. Clair Catholic District School Board has established a working committee in response to the 
Ontarians with Disabilities Act.  This committee has developed an extensive plan to address the issues 
of accessibility.  The Special Education Department has been actively involved in the committee as well 
as developing the plan.  The attached Appendix outlines the plan and costs associated with the various 
projects that will be undertaken over the next few years.  The plan also includes projects that have been 
completed to date. 
 
The plan is available on our Board’s website at www.st-clair.net . 
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The St. Clair Catholic District School Board has Policies and regulations governing transportation.  The 
Board provides specialized transportation arrangements wherever required for every child with special 
needs.  This includes children attending neighbourhood schools, care and treatment centers and 
Provincial Schools.  Children with special needs are provided transportation for compassionate or safety 
reasons.  Every effort is made to ensure all children have access to Board programs and services 
wherever they are provided although issues of accessibility continue to challenge the Board due to 
extensive geographical barriers and areas of low population. 
 
Transportation requests are submitted to the Central Office for approval.  Wherever possible, children 
are transported with their peers.  This encourages typical socialization and helps the Board effectively 
manage significant transportation costs.  Due to safety reasons, program schedules, or route factors, 
students are sometimes transported on an individual basis. 
 
The Board’s Transportation Department works very closely with a number of service providers to ensure 
the safe and efficient transportation of children.  All board transportation providers meet board and 
ministry safety criteria.  In addition, the St. Clair Catholic District School Board has provided 
specialized training to bus drivers in the areas of students with Autism and behavioural difficulties. 
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Member Affiliation or Association Alternate Member 

Michelle Parkes Trustee  

John VanHeck Trustee  

Carla Alway Lambton County Developmental  
Services Group 

 

Derek McGiven Community Living, Wallaceburg  

Derek Jane Community Living, Chatham-
Kent 

 

Kath Arcuri-Arnott VOICE for Hearing Impaired 
Children 

 

Tabitha Vercillo Epilepsy Support Centre   

Anita Cairns, Principal 
Sacred Heart Catholic School 
(519) 344-1601 

Principals’ Association  

Liz Gibson, Vice Principal 
St. Joseph Catholic School 
(519) 354-4642 

Principals’ Association  

Julie Faubert, Vice Principal 
St. Ursula Catholic School 
(519) 352-3620 

Principals’ Association  

Deb Crawford 
Brendan Deery 
Janet Boyle 
Lisa Thompson-Power 
Jennifer Morrow 
420 Creek Street 
Wallaceburg, ON N8A 4C4 
(519) 627-6762 

Board Advisors  
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Selection Process for SEAC Members 
 
In accordance with Ontario Regulation 464/97 Special Education Advisory Committees SEAC members 
are appointed.  SEAC members must be an eligible voter on the voter’s list for the Board of Trustees.  
The SEAC terms are congruent with the Board of Trustees.  The SEAC also has representation from the 
members at large and the Principals’ Association.  The principal member is selected by the Principals’ 
Association and the members at large are selected by the Parent-Board Advisory Committee.  
 
When one provincial association is represented by more than one local geographical representative the 
various members will hold one official vote.  The Executive Directors of the various local associations 
will decide who will hold the official vote on an annual basis and inform the Chair of SEAC in writing.  
 
 
 
Meeting Times and Locations 
 
The SEAC for the St. Clair Catholic District meets the third Monday of every month at the Catholic 
Education Centre in Wallaceburg.  The SEAC meetings are open to the public.  For the 2014-2015 
school year the actual meeting dates and locations are: 
 

Date Location Time 

September 15, 2014 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

October 20, 2014 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

November 24, 2014 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

January 19, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

February 23, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

March 30, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

April 20, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

May 25, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

June 15, 2015 
420 Creek Street 
Wallaceburg, ON 

7:00 p.m. 

 
 
 
Meeting dates, times, and locations are advertised in the Board minutes and are available on the Board 
website www.st-clair.net . 
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Communication Protocol 
 
There are times when families are left confused or uncertain regarding issues related to their child.  If 
the child is in need of special education, the potential for concerns are even greater as exceptional or 
special considerations add to the complexity and possible miscommunication.  In these situations, a 
parent may contact a member of SEAC for direction.  To assist members of SEAC the following 
protocol should be used as a guide: 

 
 

1.0 Specific Concerns 
 
The following chain of communication is the practice supported by Board Policy and Procedures. 
 

1.1 Contact the child’s teacher to discuss the concern.  A meeting with the teacher may be in 
everyone’s best interest. 
 

1.2 Contact the school principal to request help in dealing with the concern.  If the principal is 
not available leave your name, telephone number and the nature of the concern with the 
school secretary.  You should expect to hear from the principal or be advised of the action 
being taken.  
 

1.3 Contact the Affiliate Superintendent responsible for your school.  Call the Board Office (519) 
627-6762 and identify the school, which your child attends.  You will then be connected to 
the appropriate Superintendent.  If unavailable, all staff has voice mail, please leave a 
detailed message and your call will be returned.  If the Superintendent does not address your 
concerns, you may contact the Director of Education.  
 

2.0 General Concerns 
 

2.1 If there is a general concern regarding Special Education programs or services, a parent may 
contact either the Principal or Superintendent Responsible for Special Education at the Board 
Office.   
 

2.2 The Superintendent and/or Director of Education will attempt to find a solution to the 
problem that satisfies the involved parties.  Where this is not possible, the Director of 
Education will advise the parent that the matter in dispute will be brought to the attention of 
the Chair of the Board and/or the appropriate trustee(s). 
 

2.3 If not satisfied, communication may be made by writing to the Chair of the Board or 
requesting to address the Board of Trustees. 
 

3.0 Special Education SEAC Support 
 

3.1 A member of SEAC may request that a general issue raised by an individual be placed on the 
agenda of the subsequent SEAC meeting.  
 

3.2 Upon the request of a parent, a member of SEAC may recommend another member of the 
Association that he/she represents; attend an IPRC with the parents in order to provide 
personal support or advice.  
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Each SEAC meeting through the course of the school year involves presentations and discussions about 
various Board and community programs and services.  This format allows SEAC to have ongoing 
opportunities to influence the establishment, development, and delivery of special education programs 
and services.  SEAC is integrally involved in the public consultation process and the development of the 
Special Education Plan/Report.  
 
 
SEAC also participates in the development of the Board’s annual budget for special education through 
ongoing discussions about current and proposed programs and services at each SEAC meeting.  
Information regarding budget, programs and services is discussed and SEAC input and 
recommendations are accepted and forwarded to the Board of Trustees. 
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Transition of Students into School from Pre-school 
 
Students entering the St. Clair Catholic District School Board are welcomed into their home schools at 
registration in February.  If students have moderate to high needs and are under the jurisdiction of one of 
the community agencies – e.g., Children’s Treatment Centre, a meeting is convened by the Special 
Education Consultant in the spring of the year prior to school entry.  Agency staff and parents are 
invited to share information regarding the child’s strengths and needs.  This information is, in turn, 
shared with the school staff.  Teachers may attend the Day Care setting to observe the child and a second 
meeting is held at the school to review progress and needs.  Refer to Appendix 9 – Transition Protocol 
for the timeline, transition protocol with community agencies, and pre-school intake forms. 
 
Transitional Supports for All Students 
 
Recognizing the importance of transition planning, a committee with Board staff, community agency 
staff, and parents has been established to address all transitions.  These transitions include pre-school 
entry, students moving from class to class, school to school, and school to work and/or community.  
Meeting Minutes which contain the names of persons in attendance, action items, areas of responsibility 
and next meeting dates are shared with all attendees. 
 
Policy/Program Memorandum 156 provides direction to school boards regarding the development of 
student transition plans as part of the Individual Education Plan (IEP). A transition plan must be 
developed for all students who have an IEP, whether or not they have been identified as exceptional by 
an Identification, Placement, and Review Committee (IPRC) and including those identified as 
exceptional solely on the basis of giftedness. The transition plan is developed as part of the IEP and 
reviewed as part of the review of the IEP.  If the student has no particular need of support during 
transitions, the transition plan should state that no actions are required.   
 
School Support Program – Autism Spectrum Disorder (SSP-ASD) 
 
A collaborative working relationship has been established between the SSP-ASD Consultants and the St. 
Clair Catholic District School Board.  The SSP-ASD Consultants and the District Autism Team work 
together to provide professional development to the district as well as individual school needs.  They 
provide a range of strategies, resources and in-school/in-class consultation for students with Autism 
Spectrum Disorder.  A referral process exists in which the Thames Valley School Support ASD team is 
accessed. 
 
Connections for Students – Autism Support 
 
The foundation of Connections for Students originates from the ministry of Education’s 
Policy/Procedure memorandum (PPM 140) and incorporates methods of ABA into programs for 
students with ASD.  Connections for Students is a collaborative initiative between the Ministry of 
Children and Youth Services (MCYS) and Ministry of Education (EDU).  This initiative is designed to 
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facilitate the smooth transition of students with Autism Spectrum Disorder (ASD) from Autism 
Intervention Programs (AIP) to publicly funded school boards in Ontario.  The goal of Connections for 
Students is for every student with ASD transitioning from an IBI Program into and through school, to 
have a seamless transition plan.  Refer to Appendix 10 – Connections for Students-Timeline & Monthly 
Planning Guide Template to review the timeline and monthly meeting template sample. 
 
Advance Planning for Students Arriving from Other Programs 
 
In Chatham-Kent, students who are going into or are returning from residential care and treatment 
facilities all go through the KIDS (Kent Inter-Disciplinary Support Team).  This Team consists of 
representative from various disciplines and from a number of community agencies including the St. 
Clair Catholic District School Board.  A Service Coordinator acts as a liaison and advocate with all 
systems.  Family members, as well as service providers, work to develop an individualized community-
based service plan.  For each student there is a “wrap team” which involves both formal and informal 
supports, including the school principal, classroom teacher and Program Resource Teacher from the 
student’s home school.  As well, a Program Resource Consultant is consistently involved in this process 
regardless of the specific school which the student attends.  The Board cooperates by providing all 
information relevant to the student’s functioning which has been consented to be released.  The “wrap 
team” attends all admission, progress and demission meetings and receives copies of assessment reports, 
treatment plans and demission plans.  In Lambton County, a similar process exists known as the High 
Risk Committee for Children Youth.  The Board cooperates by providing all information relevant to the 
student’s functioning which has been consented to be released.  When the student is to be discharged 
from the residential setting, the school participates in a discharge and planning conference and receives 
copies of assessment reports, treatment plans and demission plans. 
 
For students in correctional facilities, usually there is contact made between the teacher in the facility 
and the home school so that academic information and assessment reports can be provided and specific 
plans made to integrate the student back into the school environment.  In some cases the student may 
need a great deal of Resource Teacher support before transitioning back into a full academic course 
load. 
 
Links to Government and Community Initiatives 
 
The St. Clair Catholic District School Board is committed to partnerships with community services and 
a holistic approach to supporting special needs children with the municipalities.  To this end, special 
education personnel have frequent and ongoing communication with a number of community agencies 
and serve on a number of community committees whose mandate is to provide services for exceptional 
pupils.  Staff also work proactively to encourage families to explore services for their children, which 
are available outside of the regular school setting. 
 
Liaison with Community Agencies 
 
The Special Education Consultants are involved in liaison with a number of community agencies: 

 Association for Community Living 
 Chatham-Kent Children’s Services 
 Child and Parent Resource Institute 
 Community Care Access Centre 
 Learning Disabilities Association 
 Pathways Centre for Children 
 Children’s Treatment Centre of Chatham-Kent
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 St. Clair Child and Youth Services 
 Thames Valley Children’s Centre 
 Windsor Western Regional Centre 

 
Refer to Appendix 11 – Community Pamphlet  
 
Special Education staff act as committee members for groups such as the following: 
 

 Chatham-Kent KIDS team 
 DSW Advisory Committee – St. Clair College 
 Restorative Justice Chatham-Kent 
 Lambton College Program Review committee 
 Coaching to Inclusion Committee 
 Sarnia-Lambton High Risk Committee 
 Sarnia-Lambton REBOUND 
 Lambton County Developmental Services Planning Group 
 Passports Planning Committee 

 
Partnerships with External Providers 
 
In September, 2009 the Ministry of Education issued Policy/Program Memorandum 149.  The purpose 
of this memorandum was to provide direction to school boards concerning the review and/or 
development of a local protocol for partnerships with external agencies for the provision of services in 
Ontario schools by regulated health professionals, regulated social service professionals, and 
paraprofessionals.  It outlined the requirements for reviewing and/or developing a local protocol, and 
specified the requirements for implementing the protocol and for reporting on the protocol to 
stakeholders. 
 
School boards without an existing protocol were instructed to develop a protocol that is aligned with the 
requirements outlined in the PPM 149.  The protocol was to be designed to support the school board’s 
capacity to provide programs and services to all students, including students with special needs.  The 
protocol must reflect local circumstances, including the language of the Board. 
 
Refer to Appendix 12 – Partnerships with External Providers 
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Parents and members of the general public may access copies of parts or all of the St. Clair Catholic 
District School Board Special Education Report, 2015 on the Board’s website at www.st-clair.net or by 
contacting the office of the Superintendent of Education responsible for Special Education at            
(519) 627-6762.  
 
Two copies of the plan approved by the Board of Trustees will be submitted to the London Regional 
Office of the Ministry of Education. 

Section 19.0:  SUBMISSION AND AVAILABILITY OF 
SCHOOL BOARD REPORTS  
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Rationale for the Development of a Personal Care Protocol 
 
 

We all have the right to be treated with dignity and respect.  Dignity and respect are integral to a healthy 
approach to providing care to children.  
  

Policy/Program Memorandum No. 81 from the Ministry of Education states:  School Boards will be 
responsible for the administration of oral medication where such medication has been prescribed for use 
during school hours.  For physically disabled pupils, the school boards will provide such services as 
lifting, and positioning, assistance with mobility, feeding and toileting, and general maintenance 
exercises.  School boards should establish or update their policies for the provision of these support 
services. Such policies should define administrative procedures, personal roles and routine safeguards. 
 
Memorandum from Roy Houghton (Ministry of Education and Training) dated August 14, 1989 clarifies 
Policy/Program Memorandum No. 81 and addresses the areas of catheterization and suctioning.  This 
memorandum states that clean catheterization and shallow surface suctioning are recognized as part of a 
child’s normal toileting and oral hygiene needs.   

 
All planning for students within the community of the St. Clair Catholic District School Board must embrace 
and reflect the Board’s Vision Statement: 
 

Lighting the Way ~ Rejoicing in Our Journey 
 

The St. Clair Catholic District School Board’s Mission Statement: 
Walking together in Christ’s light with parish and family, we are called to build an inclusive Catholic learning 
community and to serve as partners in the formation of life-long learners by: 
 

 Living our faith 
 Promoting educational achievement and innovation 
 Fostering stewardship, leadership and social justice 

 
The Special Education Advisory Committee has outlined a set of beliefs, which are contained in the Board’s 
Special Education Plan. These beliefs promote: 
 

 The rights of the learner to an inclusive educational program in the regular classroom program as the 
child’s need for a differentiated program will permit.  Integration will take precedence over 
segregation whenever possible taking into account the needs of the child and the parent’s wishes. 

 The education of each student is a shared responsibility between the classroom teacher, the program 
resource team and the child’s parent/guardian.  Through a collaborative partnership the classroom 
teacher will be supported in modifying and personalizing the curriculum for exceptional learners. 

 Learners have the right to access a spectrum of special education programs and services to support 
their learning.  When support staff is assigned to provide direct assistance to an exceptional learner, 
care must be taken to maintain focus on the ultimate goal of independence and autonomy. 

 Since communities assist in raising children, the Board maintains open and active partnerships with 
various local, regional and provincial agencies to access resources and to promote a smooth transition 
to post-secondary education, work or living in the community. 
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Personal Care Protocol Planning Committee 
 
 
 Objectives: 
 

 To identify the different elements of personal care   
 To define the roles of the school support team, agencies, the student and parent/caregivers in the 

provision of personal care at school 
 To develop guidelines for staff related to the delivery of personal care support services to students 
 To develop a template for a Personal Care Plan to be used for all students receiving personal care from 

school board staff 
 To develop sample templates to collect information from the student, parent/caregivers and staff 

related to the personal care of the student (level of independence, areas requiring support, situations 
that may cause anxiety, and next steps)  

 
Committee Membership: 
 
Christine Badder, Educational Assistant, Georges P. Vanier Catholic School 
Carol Ann Bélanger, Principal, Georges P. Vanier Catholic School 
Ali Chinnick, Program Resource Teacher, Our Lady of Fatima Catholic School 
Martha Fairgrieve, Educational Assistant, St. Patrick’s Catholic High School 
Christine Johansen, Educational Assistant, St. Thérèse Catholic School 
Pam Rupert, Program Resource Teacher, Ursuline College Secondary Catholic School 
Renée Zarebski, Consultant – Program Resource Consultant, Catholic Education Centre 
 
 

Personal Care Support Services 
 
 
Personal care provided by school staff may include any or all of the following: 

 toilet training 
 diapering/changing 
 clean intermittent catheterization 
 shallow surface suctioning (e.g. oral or nasal secretion) with training and direction from the 

parent/Ministry of Health 
 oral care  
 dressing  
 feeding 
 support for motor skills development 
 support for hearing 
 support for safety  
 supervision and prompting 
 assistance with special devices (e.g. hearing aids, augmentative communication aids, glasses, 

prosthesis, splints) 
 transferring and lifting 
 general maintenance exercises 
 ambulation and wheelchair support 
 administration of medications 
 hygiene (e.g. application of deodorant, hand washing, hair care, menstrual care and face washing 

routines)  
 

 
 
 
 
 
 



 3

Overall Guidelines for the Development of a Personal Care Protocol 
 
 

Each child who requires a significant level of personal care will require a Personal Care Plan to be developed 
based on their unique needs.  These guidelines need to be carefully considered, as the school team in 
consultation with families and agencies develop the student’s Personal Care Plan. 
Staff providing support for personal care must be very cognizant of the fact that their primary goal is to 
promote as much independence as possible for the student.  The privacy and dignity of the student must be 
maintained at all times.  
Students in your school may require a Personal Care Plan.  The Personal Care Plan is a written step by step 
individualized personal care routine.  Staff providing support to the student should be familiar with the 
student’s Personal Care Plan.  
 
Considerations 
Personal care should be provided by a staff member who knows the care needs of the student. There needs to 
be a mutual sense of comfort and trust between the staff member and the student.  Provision of care needs to 
include planning towards independence for the student.  Establish personal care practices and routines as 
private, by using a gentle tone of voice and other individualized techniques depending on the student’s needs 
and preferences.  Always take care to provide maximum privacy when providing personal care such as 
toileting, dressing, undressing and hygiene support.  When providing private personal care, hand over hand 
assistance and the use of gloves should always be implemented.  
 
While providing personal care, always tell the student what you are going to do next.  Personal care skills such 
as hair care, tooth brushing, etc. should be taught individually as opposed to in-groups to promote an 
understanding that these routines are personal and need to occur in private areas.  Personal care skills need to 
be taught in small steps with the student participating at whatever level possible and when appropriate (i.e. 
hand over hand, chaining, prompting, and visuals). Each task needs to be analyzed carefully, broken into 
teachable units and taught to the student.  It is important that the student is aware of the words and procedures 
that will be used in their care.  Language and communication needs to be appropriate for the student. The 
student’s progress must be tracked and shared for generalization to different environments.  Praise and 
encourage all effort and progress the student achieves.   
 
All staff and caregivers must be consistent in implementing the personal care routine.  Whenever possible, 
planning needs to include limiting the number of staff providing personal care to a student (i.e. contingency 
planning when the primary educational assistant is out of the building which could include ensuring that 
another educational assistant in the school can provide the care).  Staff need to set clear boundaries for 
themselves and the students they support.  It is the responsibility of staff to assist the student in understanding 
boundaries. 
 
On-going communication must occur between all personal caregivers.  This provides information for the 
tracking of any new skills that could be incorporated during the revision of the Personal Care Plan for the 
student.  A suggested good practice for schools is to review the student’s Personal Care Plan during the 
planning meetings for the student’s Individual Education Plan (IEP).  At this time, parents are requested to 
review and sign their son/daughter’s Personal Care Plan.  
 
Staff who provide personal care deliver this care in a professional manner, thus gender should not be an issue.  
However in the spirit of collaboration whenever possible, parental preference is considered when these 
decisions are being made.  
 
Safety 
Always ensure that care is provided in a safe and private environment.  If specialized equipment has been 
prescribed for the student, this equipment must be used when providing care as per the recommendations of the 
physiotherapist and/or occupational therapist.  Use of prescribed equipment ensures the safety of the student 
and the staff member supporting the student. 
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Roles of the Support Team 
 
The support team must have open communication around the needs of the student.  Only through this sharing 
and planning process will the team have the information required to provide the optimal level of care the 
student requires. This team will also be responsible for the development of a plan to promote independence 
and confidence for the student. 
 

Parent(s)/Guardians will: 
 share all pertinent information that may affect the care and emotional well being  of the student 
 collaborate with all support team members in the development and review of the student’s Personal 

Care Plan 
 provide personal care supplies required by their son/daughter (i.e. diapers, wipes, toothbrush, change 

of clothing etc.) 
 reinforce at home, programs implemented at school when appropriate 
 follow any specific communication plan that has been implemented for the student 
 ensure that any assistive devices prescribed by community agencies are available to the student, well 

maintained and meet the student’s current needs (i.e. proper fitting splints, devices requiring batteries 
and/or charging are functioning, wheelchair fit and mechanics) 

 

Student will: 
 continue to strive for independence  
 participate to the best of their ability in programs and services provided by staff (i.e. maintenance 

stretches, dressing routines, hygiene) 
 express consent or concerns regarding their care 
 whenever possible, advocate for their personal preference in the area of personal care 
 follow the safety practices that have been established for their care to the best of their ability 
 communicate when possible, any discomfort they are feeling  

 

Educational Assistant will: 
 incorporate in the care provided to the student, the guidelines for the student’s Personal Care Plan 
 treat all students with dignity and respect while providing personal care.  All care needs to be provided 

in a private and confidential manner 
 participate in training provided by community agencies relating to specialized equipment and/or care 

of the student 
 follow up with suggestions provided by community agencies/school board staff relating to specialized 

equipment and program suggestions  
 administer prescribed medication as directed 
 be willing and able to provide all levels of care the student requires in the school setting 
 document all pertinent information for the school team to review (i.e. equipment malfunctions, 

discomfort, new skills) 
 

School Team (Principal, Program Resource Teacher, Classroom Teachers) will: 
 invite parents, community partners and school team members to discuss the student’s needs and the 

student’s Personal Care Plan 
 listen to and respect the preferences of the parents and the student whenever possible 
 develop a home/school communication plan in consultation with the family 
 assess the physical environment with a view to implementation of the plan 
 make accommodations and or recommendations to support the plan 
 support individualized training of staff in identified areas of personal care including specialized 

programs and equipment 
 meet to review the student’s Personal Care Plan 

 

Community Agencies will: 
 provide direction and support based on the student’s assessed needs 
 provide training supports around specialized programs and equipment 
 participate in school based team meetings as appropriate 
 share reports relating to the health services being provided to the student where relevant to the 

personal care needs and upon consent of the parents 
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Suggested Practice Related to Common Procedures 
 
Diaper Changing 
The condition of the student’s diaper should be checked regularly as indicated in the student’s Personal Care 
Plan.  Additionally, the student’s diaper needs to be checked if the student exhibits discomfort or if the student 
indicates they need to be changed.   
The frequency and severity of diaper dermatitis are lower when diapers are changed more often.  Damaged 
skin is more susceptible to other biological, chemical and physical injury that can cause or aggravate diaper 
dermatitis.   
The procedure for changing a student’s diaper needs to be outlined in their Personal Care Plan.   
 
Suggested Procedure: 

 Organize the supplies within your reach that you will need to provide the support:  (i.e. fresh diaper, a 
change of clothes if needed, wipes, disposable gloves, plastic bag, and any prescribed creams or 
ointments) 

 Wash your hands. 
 Sanitize the change surface.  
 Put on disposable gloves.  
 Place the student on the diaper change surface leaving the soiled diaper under the child; the student 

must be supervised while on the change table at all times.   
 Gently clean the student’s skin from front to back using wipes. 
 Remove the soiled diaper and fold inward.  Place soiled diaper and wipes in a plastic bag, seal for 

disposal.  
 Place any soiled clothing in a plastic bag to send home.  
 Remove disposable gloves and discard. 
 Put a clean diaper on the student after applying cream or ointments required. Creams should be 

applied to the student using facial tissue or a cloth. Dress the child back into their clothes or a fresh 
change of clothes if needed. 

 Make a note of any pertinent observations (e.g. redness, skin problems, skin cracks, bleeding, and 
consistency of bowel movements). 

 After changing the student, the area needs to be cleaned and sanitized.   
 Wash your hands and the student’s hands under running water. 

 
Note:  When developing the Personal Care Plan note any allergies the student has to specific products (i.e. 
latex gloves) 
 
Maintenance of Changing Surfaces and Table 

 Change tables should only be used for changing diapers. 
 Changing tables/surfaces need to be smooth, non absorbent, easy to clean and kept in good repair. 
 Change tables must be cleaned and sanitized after each use. 
 Contact your custodian for the appropriate products for this use. 
 Sanitization will prevent the spread of many communicable diseases. 
 Sanitizers may leave a residue that can cause skin irritations.  Thus, the surface should be wiped clean 

with clear water after sanitizing. 
 Ideally, change tables or changing areas will be located near a sink with hand washing supplies. 

 
Potty Chairs 

 Potty chairs should be smooth, non-absorbent with easy to clean material and have a removable waste 
container. 

 Keep potty chairs in bathrooms. 
 Place the potty chair in a location where the child cannot reach toilets, other potty chairs or other 

contaminated surfaces. 
 
Recommended Procedure for Cleaning a Potty Chair 

 Empty the contents into a toilet immediately after use. 
 Add water to the potty for rinsing. 
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 Empty the rinse water into the toilet too. Never dump the contents of a potty into a sink. 
 Wash and disinfect the potty. 
 Wash and disinfect the whole potty chair. 
 Wash your hands and the student’s hands after use. 

 
Hand Washing 
Hand washing is the single most important way to reduce the spread of infection.  Disease causing 
microorganisms are frequently isolated from hands because hands, more than any other body part, are in 
constant contact with our environment.  Studies have proven that disease-causing microorganisms can be 
transmitted from person to person.  Studies have also proven that hand washing prevents the transmission of 
infections from one person to another. 
Despite what is known about hand washing, most people do not wash their hands appropriately.  Reasons for 
non-compliance include busy schedules, inconvenient or inadequate hand washing facilities or lack of hand 
washing products.  When the importance of hand washing is considered, it is essential that this procedure is 
carried out, especially in the provision of support to students.  Time must be taken to wash hands and the 
appropriate facilities need to be available for hand washing. 
 
Microbiology of the Skin 
The bacteria found on normal skin fall into two categories, resident microorganisms and transient 
microorganisms. 
 
Resident Microorganisms (colonizing) 

 These are microorganisms that survive and multiply on the skin. 
 They are not usually responsible for causing infections. 
 They are not easily removed from the skin and normal hand washing does not affect them. 
 

Transient Microorganisms (contaminating) 
 These microorganisms are recent contaminants of the hand usually acquired from infected people (i.e. 

ill student), or a contaminated environment (i.e. dirty materials) 
 They are frequently responsible for infections or disease. 
 They are easily removed by proper hand washing. 

 
The major percentage of bacteria found on our hands is located under the fingernails.  Artificial nails and 
chipped nail polish contribute to an increase in the number of bacteria on and around the fingernails. 
 
Hand Washing Agents 
The purpose of hand washing is to remove soil, dirt and transient microorganisms from the skin.  This can be 
achieved easily with a soap product.   
 
Hand Washing Techniques 
Hand washing facilities should be conveniently located near change areas. There should be access to adequate 
supplies including soap and paper towels. 
The time taken and the technique followed will affect how good a hand wash is.  The recommended technique 
for hand washing depends on the procedure to be performed or the previous contact (i.e. the greater the risk of 
transmitting an infection, the longer and more thorough the hand washing should be).  The generally accepted 
hand washing method is: 
 

1. Wet hands with warm running water. 
2. Add an appropriate amount of soap to the hands. 
3. Lather with soap.  Use friction to clean between fingers, palms, back of hands, etc.  Lather for a 

minimum of 15 seconds.  Note frequently missed areas are thumbs, under nails and backs of fingers 
and hands 

4. Dry hands 
 
When Hands should be washed 

 After using the washroom 
 After taking a student to the washroom 
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 After changing a diaper 
 After wiping noses 
 Before giving out medication if that is an assigned duty 
 After contact with body substances (blood, mucous) 
 After contact with inanimate sources that are likely to be contaminated 
 Before preparing a student’s food 
 Before feeding a student 
 After handling garbage or garbage containers 
 After removing gloves 
 After any activity that may contaminate the hands 

 
Encourage students to develop the good hand washing habit.  Provide a step stool for those students who are 
physically able to reach the sink. Use liquid soap in a dispenser as it is easier for the student to use.  Teach 
students how and when to wash their hands.  For your own health and theirs, set the example they will follow 
for life.   
 
Prevention of Exposure to Blood and Bodily Fluids 
Precautions must be in place to reduce exposure to blood, bodily fluids and discharges which could contain 
potentially infectious fluids.   

 Use non-porous gloves when blood or blood products are involved. 
 Sanitize areas that come in contact with potentially infectious fluids.   
 Minimize contact with potentially infectious bodily fluids and tissue discharges. 

 
Waste Management/Garbage Disposal 

 Choose durable plastic or metal garbage containers with tight fitting lids. 
 Keep garbage covered. 
 Request that the garbage containers be sanitized and/or disinfected on a regular basis. 
 Garbage needs to be removed from this area on a daily basis. 

 
 
Consultative Support and Feedback gratefully received from the following: 
 
Lorrie Hornick, Public Health Inspector, Public Health Unit, Heath and Family Services 
Community Living, Chatham-Kent 
Carol Ann Bélanger, Principal, Georges P. Vanier Catholic School 
Kelly Doyle, Parent, Georges P. Vanier Catholic School 
Stephanie LeBel, Parent, St. Thérèse Catholic School 
Tricia Khan, Senior Director of Strategic Planning and Integration, Erie/St. Clair Community Access Centre 
Donna Litwin-Makey, Executive Director, Prism Centre 
Suzanne Mills, CUPE President, St. Clair Catholic District School Board 
Trudi Williams-Ireland, ECE Resource Support Services, Pathways Health Centre for Children 
Chris Powell, Manager, Facilities Services, St. Clair Catholic District School Board 
GuyAnne Smoke, Parent, Monsignor Uyen Catholic School 
Wilma Arthurs, Parent, St. Patrick’s Catholic High School 
 
 
Appendices 
 
Appendix A  Policy/Program Memorandum No. 81                        Page 8-11  
Appendix B  Memorandum to Regional Directors of Education on  
                Catheterization and Suctioning       Page 12 
Appendix C  Areas of the Hand Most Frequently Missed    Page 13 
Appendix D    Hand Washing for Your Health     Page 14 



































Appendix 6 

SPECIAL EDUCATION STAFF 
2014-2015 

Special Education Staff 
FTEs 
Elem. 

FTEs 
Shared 

FTEs 
Sec. 

Staff Qualifications 

1.  Teachers of Exceptional Students     
1.1 Teachers for Resource-Withdrawal Programs 24.15  8 Minimum Part I Special Education 
1.2 Teachers for Self-Contained Classes 0  3.0 Minimum Part I Special Education 
1.3 Teachers for Section 23 Programs 1.0  1.0 Minimum Part I Special Education 

2. Other Special Education Teachers     
2.1 Itinerant Teachers   4.0  Specialist in Special Education 

1.0 Specialist Teacher of the Deaf 
2.0  Specialist Teacher – Behaviour 
1.0 Specialist Teacher - Giftedness 

2.2 Teacher Diagnosticians  0   
2.3 Coordinators  0   
2.4 Consultants  3.0  Specialist in Special Education 
2.5 Principal  1.0  Specialist in Special Education 

Principal Qualification 
3.  Educational Assistants in Special Education     

3.1 Educational Assistants 110  25 Minimum two year college diploma 
4.  Other Professional Resource Staff      

4.1 Psychologists *  0   
4.2 Psychometrists *  0   
4.3 Psychiatrist  0   
4.4 Speech/Language Pathologists  3.0  Bachelor’s or Master Degree and 

CASLPO Registration 
4.5 Audiologists  0   
4.6 Occupational Therapists  0   
4.7 Physiotherapists  0   
4.8 Social Workers  3.0  Minimum BSW 
4.9 Child and Youth Workers 8.3  2.0 Minimum three year CYW Diploma 
4.10 Subtotal 8.3 6.0 2.0  

5. Paraprofessional Resource Staff     
5.1 Orientation and Mobility Personnel *  0   
5.2 Oral Interpreters (for deaf students)  0   
5.3 Sign Interpreters (for deaf students)  0   
5.4 Transcribers (for blind students)  0   
5.5 Interveners (for deaf-blind students)  0   
5.6 Auditory – Verbal Therapists  0   
5.7 Subtotal  0   

 
* Indicates that service is purchased 
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          SEA Administration Procedure 

 

 
The St. Clair Catholic District School Board is committed to ensuring that students with special 
education needs receive the equipment deemed essential for them to attend school and learn.  
The following responsibilities and process are outlined to facilitate access to equipment that is 
required by students with special education needs to attend school and/or to access the 
curriculum. 

SEA FUNDING 
 

The Special Equipment Amount (SEA) is comprised of two components: 

SEA Per Pupil Amount and SEA Claims-Based Amount. 

All SEA claims for the current school year must be submitted prior to February 28th of the 
current school year.  Referral packages are to be forwarded to the Special Education Consultant 
responsible for the SEA process. School staff, parents and students need to be aware that the 
submission of a referral package does not guarantee dedicated equipment will be approved for 
the student.  

SEA Per Pupil Amount 
 
The SEA Per Pupil amount supports the purchase of all computers, software, computing related 
devices and required supporting furniture identified for use by students with special education 
needs. Funding also supports training and technician costs for all SEA equipment.  
 
Prior to Submitting an SEA Per Pupil Referral 

 The student has had extensive exposure to the Ministry/Board licensed software 
programs 

 Efforts have been made to share existing equipment where appropriate and possible, 
especially if software available on the image has not sufficiently addressed the needs of 
the student 

 A minimum of one training session and an equipment trial are recommended 
 A minimum of one School Based Team meeting has been held to obtain parent 

perspective, information on the student’s current computer skills, comfort and attitude 
regarding technology, trial options and evaluation 

 Considerations regarding recommended hardware and software (generic terms only), 
expectations around use of equipment, implementation strategies, evaluation of 
effectiveness and a follow-up plan have been discussed 
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SEA Claims-Based Referrals 
 
The SEA Claims-Based component supports the purchase of other non-computer based 
equipment, to be utilized by students with special education needs, including sensory, hearing, 
vision, personal care and physical assist equipment. CAP referrals must be submitted by Sept. 
30th or Jan. 31 of current school year.  To allow for Ministry reporting, budget requirements and 
to maximize ordering efficiencies, all other Claims Based referrals must submitted by Feb.28th of 
the current school year.  Quotes from distributors indicating proof of cost are required; however, 
this does not apply to FM system referrals.  In some cases more than one quote may be 
necessary.  Upon receipt of a referral, the existing inventory is reviewed for potential 
reallocation/upgrading.  
 
Ineligible Expenses: Per Pupil and Claims-Based Funding 
 
The following expenses are not eligible for SEA funding:  

 Capital Expenditures  
Building modifications such as physical accessibility modifications or features that are 
built into classrooms such as sound systems or noise reducing surface treatments (i.e., 
carpets, ceiling tiles) are not eligible. Elevators and stair climbers do not qualify as lifts 
for the purpose of SEA funding and will not be approved as they are not considered 
personal care aids or devices. An exception to this policy is permitted for the installation 
of dividers to create privacy rooms and beams that are required to support lifting devices.  
 

 Curriculum Materials  
Reading books on CD ROMs or on tape, subject specific software, Braille materials 
where already available and the cost of transcribing textbooks into Braille are not 
eligible. These should be paid for out of a Board’s normal, regular day school, school-
based textbook, supply and/or computer purchasing arrangements as are other textbooks 
and audio-visual materials.  
 

 Assessments  
Costs of assessments that are required to support SEA claims are not eligible for funding 
regardless of whether the assessments are covered by OHIP.  
 

 Classroom Computer Hardware  
Claims may not be made for computer hardware when all students in the class would 
ordinarily be provided with computers or when the equipment is available through the 
Board’s normal, regular day school, school-based textbook, supply and/or computer 
purchasing arrangements. 
  

 Any Software that is already licensed for distribution through the Ontario Educational 
Software Service (OESS)  
The OSAPAC website maintains a list of software with provincial licenses for publicly 
funded schools in Ontario. http://www.osapac.org/db/software_search.php?lang=en 
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SEA Application Packages  See Attached (Required Documentation for SEA Per Pupil and 
Claims-Based Funding) see attached 
 
A- SEA Per Pupil Request 
Supports the purchase of all computers, software, computing related devices and required 
supporting furniture identified for use by students with special education needs, as well as all 
training and technician costs for all SEA equipment. 
 
B - SEA Claims Based Request 
Non-computer based equipment, to be utilized by students with special education needs, 
including sensory, vision, personal care and physical assist equipment. 

 
C- SEA Claims Based Request ( CAP ) 
Non-computer based equipment, to be utilized by students with Central Auditory Processing needs. 
 
D - SEA Claims Based Request ( Deaf and Hard of Hearing ) 
Non-computer based equipment, to be utilized by students with deaf and hard of hearing needs 
 
U – SEA Upgrade 
 
 

RESPONSIBILITIES 
 
Referring Professional 

 Provide required assessment and/or where appropriate review existing assessment(s). 
 After consultation with parent(s), guardian(s), student and school team, a qualified 

professional may write a recommendation identifying specialized equipment deemed 
essential for a student to attend school or to access the curriculum. 

 Professionals are encouraged to write the assessment in “functional language” (e.g., 
student requires text-to-speech software to address student’s strengths and needs), rather 
than specifying a brand name). 

 Reminder that assessments and all other documentation used in support of SEA 
equipment purchases, and the effective use of that equipment by the student/and or staff, 
are subject to the review, approval and audit by the Ministry. 

 
Central Office 

 To make cost effective choices about acquiring appropriate equipment and ensure that 
students (where appropriate), teachers and Board staff who work with the student have 
received training in order to make the best use of the equipment. 

 To consider the qualified professional recommendation when deciding what specific 
program, service, equipment and/or software to provide.  For example, the Board will 
decide which software version to purchase, whether to purchase a desk top/ laptop/ or 
other portable device, etc. based on the student’s computer abilities, strengths, needs and 
the school/Board context. 
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 To develop a Board wide system to ensure that:  
o Equipment is functioning properly and that the equipment is meeting students’ 

needs;  
o Equipment is replaced as required when students outgrow equipment or when 

equipment wears out through use;  
o Upgrades and refurbishment are considered as an option before replacement;  
o Equipment is reused by/transferred to other students when no longer required by 

the student for whom it was purchased; 
o Efforts are made to share equipment among several students when appropriate 

and possible;  
o Reasonable efforts are made to acquire a fair market value when disposing of 

used equipment.; 
o The Principal and Program Resource Teacher are notified when a claim is 

approved. 
 
 

 To develop procedures that provide Board staff with direction on issues such as:  
o equipment transfers between schools and between Boards;  
o use of equipment in student’s home, in co-op placements and in other program 

settings;  
o staff training on the use of SEA funded equipment;  
o secure storage of equipment;  
o timely acquisition and use of equipment; 
o maintenance of inventory records; 
o Boards must continue to maintain documentation for both Claims-Based and SEA 

Per Pupil Amount purchases that correlate equipment to the students for whom it 
has been purchased; 

o All documentation maintained by Boards may be requested for review by 
Ministry staff. 

 
Principal’s Responsibilities 

 To facilitate the claim process with the student, parents, referring professional, school  
team and Central Office staff 
 

 To confirm the arrival and condition of all SEA equipment to the school.  All packing 
slips when available must be forwarded to the Secretary of Special Education at the CEC 
upon receipt 

 
 To ensure a copy of the SEA referral package as well as the IEP Engine SEA list and 

transfer portability forms are placed in the student’s OSR. 
 

 To facilitate the training associated with the equipment for both the student and staff 
members 
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 To ensure, on an ongoing basis, that the equipment is functioning properly, is 
appropriately utilized and is meeting the student’s needs. To emphasize with the student 
and staff, the importance of using SEA equipment regularly and effectively. 

 
 To ensure that, a Release of SEA Equipment for Student Use Reallocation Form 

(Appendix 5) is completed. This form must be completed when the student for whom 
equipment was purchased, has indicated that he/she is not willing to make regular use of 
SEA equipment after strategies and efforts have been made to support the use of that 
equipment. 

 
 After consultation with the student, parent and school team, equipment will be reclaimed 

to ensure that it is effectively utilized by a student in the St.Clair Catholic District School 
Board as per Ministry expectations.  Copies of the release are to be placed in the OSR 
and forwarded to the Secretary for Special Education.  The SEA Equipment 
Transfer/Portability Form - School to Storage Form (Appendix 1) is to be completed 
for reallocation. 

 
 To ensure SEA Home Use Form (Appendix 3) and SEA Summer Use Form  

(Appendix 4) are signed prior to allowing any off- site use of SEA equipment.  Copies 
will be placed in the OSR and forwarded to the consultant responsible for the SEA 
process. 
  

 To ensure that consumables such as paper and ink cartridges are available through the 
school budget. 
 

 To ensure that efforts are made to share equipment among other students when 
appropriate and possible 

 
 To ensure that equipment is transferred from school to school within the board as per 

Central Office procedure.  Please refer to the SEA Equipment Transfer/Portability - 
School to School Form (Appendix 2). A copy must be forwarded to the secretary for 
Special Education 

 
 To ensure that the SEA Equipment Transfer/Portability- School to School Form 

(Appendix 2) is also used when forwarding equipment to other district School Boards 
within the province of Ontario.  This process must include informing the Secretary for 
Special Education prior to transferring any equipment.  Also prior to forwarding 
equipment: 

o a HelpDesk request must be placed to remove the St. Clair Catholic District 
School Board image and security blocks from the computer. 
 

 To ensure that a written request is made from the receiving school before any equipment 
is transferred. 
 

 Principals may be asked to participate with Board and Ministry staff in a year-end SEA 
audit. This will include onsite visits where the expectation is that: 
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1. The equipment will be with the student for whom the cost was claimed (unless 
otherwise documented). 

2. The equipment will be found in good repair. 
3. The student and staff will be able to operate the equipment. 

 
Program Resource Teacher’s Responsibilities 

 To facilitate the SEA application process by completing all the required paper work 

 To ensure that all documentation for the SEA application is sent to the Consultant 
responsible for SEA 

 To participate in the training of assistive technology 

 To document the use of the SEA equipment in the student's IEP 

 To notify the HelpDesk when issues arise with regards to SEA equipment in consultation 
with the classroom teacher 

 To notify the Secretary of Special Education of any student transfers within the Board, to 
other Boards or to storage. The Secretary of  Special Education should also be notified of 
any students entering St. Clair Catholic District School Board  who have SEA equipment 
from their previous Board. 

 To ensure all paperwork is completed, copied and distributed as appropriate, for example, 
SEA inventory, Home Use forms, SEA Transfer forms etc. 

 To support the Classroom Teacher in ordering electronic textbooks and integrating the 
use of assistive technology in classroom learning 

 
 

Classroom Teacher’s Responsibilities   
 To participate in training for assistive/adaptive technology 

 To actively support the use of the equipment by the student on a daily basis 

 To notify the HelpDesk when issues arise with regards to SEA equipment in consultation 
with the Program Resource Teacher 

 To communicate with parents on a regular basis regarding the use of the equipment and 
any issues or concerns that arise related to the equipment 

 To monitor and communicate the status or changes in a student's equipment needs and 
usage 
 

 
Student Responsibilities 

 To participate in the SEA referral process as appropriate.  This may include participation 
in a school team meeting and/or completion of the Student Assistive Technology 
Survey (Appendix A.4) 

 To inform the classroom teacher if he/she is experiencing difficulty with the equipment, 
if equipment hardware or software is not meeting his/her needs  

 To use equipment effectively and responsibly and to ensure the safety and care of the 
equipment at all times 
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Parent/Guardian Responsibilities 
 To participate in the SEA referral process. This may include participation in a school 

team meeting and/or completion of the Parent Assistive Technology Survey  
(Appendix A.6)  

 To sign an SEA Parent/Guardian Claim Awareness Form (Appendix A.2) 
 If home use is determined to be appropriate, parents must sign the SEA Home Use Form 

(Appendix 3) and/or SEA Summer Use Form (Appendix 4) as appropriate.  Parents are 
responsible for the entire cost of repair or replacement of SEA equipment in the case of 
loss, theft or damage. 

 To ensure the appropriate use of the equipment assigned to the student 
 To communicate with the school on a regular basis regarding the use of the equipment 

and any issues or concerns that arise related to the equipment. 
 

Upon Receipt of SEA Equipment: 
 

 Ensure that ALL packing slips where applicable are submitted to the Secretary of Special 
Education as soon as possible. 

 The SEA Equipment List in the IEP engine must be completed.  A detailed inventory of 
any equipment items with a replacement cost of approximately $100 or more must be 
included on this form. 

 Where possible all original boxes should be stored for future transfer of equipment.  
Boxes may be flattened to facilitate storage. 

 The Classroom Teacher is key to the successful implementation of assistive technology. 
It is therefore critical that Classroom Teachers attend SEA training sessions whenever 
possible.  Scheduling of SEA training to facilitate the Classroom Teacher and other staff 
is supported whenever possible. 
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EQUIPMENT TRANSFER AND REALLOCATION PROCESS (Equipment Portability) 
 
When a student with SEA purchased equipment moves from school to school or Board to Board, 
the equipment should move with the student unless, in the opinion of a receiving board, it is not 
practical or efficient to move the equipment. The receiving Board is responsible for any shipping 
or handling costs associated with the timely and effective transfer of equipment.  
 
It is expected that a Board will transfer a student’s equipment within six weeks of receiving a 
written request for the student’s equipment from the receiving Board. To facilitate this process, 
school staff need to verify, before the OSR is transferred, that the SEA equipment is packaged, 
labeled and the equipment matches the SEA inventory in the OSR. 
 
Students Transitioning Within St. Clair Catholic District School Board: 
St. Clair Catholic District School Board  is committed to ensuring that students with SEA 
equipment have the tools deemed essential for their learning and available for use as quickly and 
efficiently as possible.  It is important that the use of equipment, potential set up and access be 
discussed at the student’s Grade 8-9 transition meeting.  
  
 As determined through team discussion, equipment which is deemed to be essential in the 

secondary setting should be included on the SEA Equipment Transfer/Portability – School 
to School Form (Appendix 1).  A copy must be forwarded to the Secretary of Special 
Education. 
 

 Equipment which will not be needed by the student at the secondary setting must be 
transferred to Storage for reallocation.  If at any time the student requires the equipment, that 
equipment or a comparable item will be made available.  A SEA Equipment 
Transfer/Portability – School to Storage Form (Appendix 1) must be placed in the OSR.  
A copy is to be transferred with the equipment, to the Secretary of Special Education and to 
the Consultant responsible for SEA equipment 

 
 All equipment must be labeled and where possible transferred with manuals in the original 

box. 
 

 For students using SEA computer equipment over the summer, a Letter of Agreement Re: 
Student Use of Personalized Equipment in the Home (Summer Use) (Appendix 4) form 
must be signed and forwarded to the Secretary of Special Education at the CEC.  Students are 
responsible for ensuring that they arrive at their new school with their equipment.  The 
computers will continue to function for students in their new school prior to the reimage. 

 
Students Leaving St. Clair Catholic District School Board: 
 
When a student who uses SEA purchased equipment moves from school to school or Board to 
Board, the equipment must move with the student unless, in the opinion of a receiving Board, it 
is not practical or efficient to move the equipment. The receiving board is responsible for any 
shipping or handling costs associated with the timely and effective transfer of equipment.  
 
It is expected that a Board will transfer a student’s equipment within six weeks of receiving a 
request for the student’s equipment from the receiving board. To facilitate this process, before 
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the OSR is transferred, school staff need to verify that the SEA equipment documentation in the 
OSR and the SEA inventory on the IEP engine match the student’s equipment. 
 

 For all computers a request must be sent to the HelpDesk for removal of the St. Clair 
Catholic District School Board image and security features. 

 
 All equipment must be gathered, packaged and labeled for transport.  For any equipment 

listed on the SEA claim which is no longer used by the student, there must be, in the OSR 
and at the CEC, a  SEA Release to Reallocation form (Appendix 5) or a HelpDesk 
memo which indicates the reason the equipment is no longer functioning and is not 
repairable 

 
 Before releasing equipment, a written request must be on file from the receiving school.  

A copy is to be attached to the SEA Equipment Transfer/Portability – School to 
School Form (Appendix 1) and forwarded to the Secretary of Special Education. 
 

Upgrading SEA Equipment 
 
It is expected that equipment will be replaced or upgraded as needed to accommodate changes in 
students’ needs and /or better meet the students’ strengths and needs as documented in the 
current IEP. 
 
An upgrade will be considered when : 
 

 There are changes in the student’s needs as documented in the IEP. 
and/or 

 The computer equipment is determined inoperable by the IT team ( HelpDesk work 
orders must accompany the upgrade package. (Appendix U) 

 

 

 

 



Appendix A.1 

 
 

Special Equipment Amount (SEA) 
Application Form 

 
SEA Per Pupil Request  

Supports the purchase of all computers, software, computing related devices and required supporting furniture identified for 
use by students with special education needs, as well as all training and technician costs for all SEA equipment 

 
Student Name: Birth date:
School: Grade: 

 
 

The following documentation must accompany all applications: 
 
□ Letter of Recommendation indicating equipment is essential 

□ Copy of Assessment by the recommending Professional 

□ IEP from the school clearly indicating evidence of the need 

□ Most current report card 

□ Signed Parent/Guardian Claim Awareness Form ( Appendix A.2) 

□ School Based Team minutes ( Appendix A.3 ) 

□ Student Assistive Technology Survey ( Appendix A.4 ) 

□ Classroom Teacher Survey (Appendix A.5 ) 

□ Parent Assistive Technology Survey ( Appendix A. 6 ) 

□ Samples of Student Work using Technology 

□ Principal’s Signature indicating that all equipment listed is essential and not otherwise available for student to 
access, and that all above documentation is attached 

 

Principal’s Signature _________________________     Date: ______________________  

 

 
Date Received in CEC: _____________________  Date Processed by CEC: _____________ 

 
_______________________________________________             ___________________ 
Preliminary Approval by Special Education Consultant    Date 

 
 

_______________________________________________                    __________________ 
 Approved by Special Education Principal                                       Date 

 
 

Submission Date to MET: ___________________ 
 

 A copy of this document is to be placed in the student’s OSR 
 A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Claim Awareness Form 

 
 

Name: Birth Date: 
School: Grade: 

 
 

Dear Parent/Guardian: 
 
Special Equipment Amount (SEA) funded equipment is being designated for use by your child to support the 
student’s access to the Ontario curriculum and or alternative programs.  Eligible equipment also includes items 
required to meet students’ personal care and safety needs.  The equipment must be recommended as essential by 
a qualified professional and the student’s IEP must indicate evidence of the need.   
 
Although the equipment is being purchased or reallocated to support your child, the expectation from the 
Ministry of Education is that the equipment is shared with other students demonstrating a need when it is not in 
use by your child.  The St. Clair Catholic District School Board owns the equipment.  If a student chooses not to 
use the prescribed equipment this equipment may be reassigned to another student who meets the criteria for 
SEA funding.  You will be informed should the equipment be reassigned to another student. 
 
Please indicate below that you are aware that an SEA claim will be submitted on behalf of your child.  Once you 
have returned this signed form to the school we will proceed with the submission of an SEA claim.  If you have 
any questions, please contact myself or the Program Resource Teacher. 
 
 
Name of Qualified Professional(s) who conducted 
assessment(s) and made recommendations: 

 

Type of Equipment Recommended:  
 
 
 

 
 
Signature of Principal:                          Date: 
 
I am aware that a claim for Special Equipment Amount funding will be submitted for my child. 
 
Signature of Parent/Guardian                                     
or Student over age 18:               Date: 

 
A copy of this document is to be placed in the student’s OSR 

A copy is to be included with the SEA referral package 
  



                                                                                          Appendix A.2                                   

 



Appendix A.4 

 

Student Assistive Technology Survey  
 

Student Name:           
 
School:              

 
Please complete the following survey to help plan the best use of assistive technology for you.  Feel free to use technology to 
complete this survey. 
 

A. COMPUTER USE 
1. I have been using Assistive Technology programs  

  _____on the classroom computer  
  _____on the school laptops or lab computers 
  _____on my computer at home 
  _____on equipment made available for me specifically 
 

2. Indicate how often you use each of the following software programs 
  Not at 

all 
Once or 
Twice 

Fairly 
Often  

Almost 
Every Day 

Smart Ideas     

Dragon     

Universal 
Reader/Talking 
Pointer 

    

Talking Word 
Processor 

    

Internet toolbar     
Kurzweil     

Other Assistive 
Technology Software 

    

 
3. How confident do you currently feel with the Assistive Technology 

  I don’t 
remember 
it at all 

I am having 
a difficult 
time with it 

I am good with 
this program but 
need more help 
or practice 

I can 
teach this 
program 

comments 

Smart Ideas/Inspiration      

Dragon Naturally 
Speaking 

     

Universal Reader or 
Talking Pointer 

     

Talking Word 
Processor 

     

Premier – Internet 
Toolbar / Summary 
Feature 

     

Kurzweil      

Other Assistive 
Technology Software 

     

This survey should be reviewed at the Assistive Technology Team Planning Meeting 



 
 
 
 

 
 
 
 
B. Additional Information  
 

1. What I want Assistive Technology to do for me. 
 
 
 
 
2. What have I already tried that did not work?  Why didn’t it work?  What would have made it 

better? 
 
 
 

 
 
3. Things I like about the Assistive Technology I have tried. 
 
 
 
 
 
4. How would I like to be able to listen to novels, textbooks and other reading material on a 

computer? 
 
 
 
 
 
5. If I was the only student in a class using technology how would I feel about that? 
 

 
 
 
 

6. What ideas do I have about what tools might help me? 
 
 
 
 
 

7. Is there anything else I want my teachers to know about my school work and or technology? 
 
 
 
 
\ 

8. Questions I want to ask: 
 
   
 
 
 
Student Signature: __________________________
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Classroom Teacher Survey re: Assistive Technology   
 

Student:          Grade:    
 
Teacher:          School:     
         

C. READING  
1. Student has difficulty decoding the following (Check all that apply): 

□ Words  
□ Subject area textbooks   
□ Worksheets  

□ Tests  
□ Reading textbooks 

 
2. Student has difficulty comprehending the following (Check all that apply)

□ Words  □ Subject area textbooks 

□ Worksheets   □ Tests  

□ Reading textbook □ Other

3. Student's reading performance is improved by (Check all that apply)

□ Small amount of text on page  
□ Computer with speech output  
□ Lower reading level  
□ Enlarged print  
□ Bold type for main ideas 

□ Graphics to communicate ideas  
□ Spoken text to accompany print  
□ Reduced length of assignments  
□ Masking  
□ Other

 
D. WRITING 

1. Current writing ability (Check all that apply): 
□ Prints letters  
□ Prints words  
□ Holds regular pencil  
□ Writes cursive  

□ Holds pencil adapted with:  
□ Writes independently and legibly  
□ Writing is slow and arduous  
□ Writing is limited due to fatigue 

 
2. Current keyboarding ability (Check all that apply): 

 
□ Does not currently type  
□ Types with 10 fingers and correct 

hand position  
□ Types with one finger  
□ Accidentally hits unwanted keys  

□ Types with several fingers  
□ Uses adapted / alternate keyboard 

(please specify): 
□ Uses one hand
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E. COMPUTER USE 
 

4. Student uses classroom computer for:  
□ Internet  
□ Organizing Outline/Concept 

Mapping 
□ Practising academic skills  

□ Drawing / creativity  
□ Word processing  
□ Other: 

5. Student uses computer: 
□ Rarely  
□ Frequently 

□ Daily for one subject/period  
□ Daily for 2-3 subjects/periods 

 
6. Indicate student’s current competence with the following software: 

 
  Has never 

used 
No regular 
use 

Comfortable 
with skills 

Uses 
regularly in 
class  

Smart Ideas     
Dragon Naturally 
Speaking 

    

Premier – Universal 
Reader 

    

Premier – Talking 
Word Processor 

    

Premier – PDF 
Equalizer 

    

Kurzweil     
Word Processor     

 
F. Classroom Teacher Comfort Level with Technology 
Classroom teachers have been identified as the key individuals who motivate students to use the technology 
and are often the individuals called upon to assist with problem solving (Lahm & Nickels, 1999). 

 
1. Comfort level of Classroom teacher with recommended technology 

□ Very comfortable and include the use of technology in my lesson designs & access to materials.  
□ Comfortable with the mechanics of most recommended hardware and software programs 
□ Have had a brief introduction to most of the programs but have minimal expertise 
□ Not comfortable using or supporting most of these programs 

2.  Desire for additional training
□ Would be willing to participate in AT training with student 
□ Would be willing to participate in AT training with peers 
□ Am not interested in participating in AT training 
□ Do not believe any additional training is required at this time. 

Name of person completing form: 

Signature:          Date



                                                                                                                                                        Appendix A.6 

 

 
 

Parent Assistive Technology Survey 
  
 
Student’s Name: ________________________________Age: _____Grade: _____  
 
Parent/Guardian: _________________________________ 
 
Assistive Technology refers to products, devices or equipment, whether purchased, modified or created, 
which are used to maintain or improve a student’s ability to access or demonstrate knowledge/skills.  
Examples may be “low tech” such as pencil with an added grip, to “high tech” such as a computer or voice 
output device.  
 
 
Please list your child’s strengths, learning style, interests, and any other significant factors that 
should be considered:  
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 
Child’s typical attention level:  

 
 
 

Home Computer Use: (Please check all that apply)  
 
 
 
 
 
 
 
 

Current Keyboarding Ability (Check all that apply):  
 
□ Does not currently type  

 
□ Types with 10 fingers and correct 

hand position  
□ Types with one finger  □ Accidentally hits unwanted keys  
□ Types with several fingers  □ Uses adapted / alternate keyboard 

 
 
 
 
 

□ Attends appropriately □ Has difficulty staying on task 

□ No computer is available at home  □ Internet research 
□ Child does not use computer at 

home  
□ Email/ Social Networking 

□ Plays computer games:  □ Homework / Word Processing 
□ Premier Suites used at home □ Other software: 
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Homework: Reading:  

 
 
 
 
 
 

Written work: 
Short assignments:  
□ Writes independently  □ Uses computer  
□ Asks for minimal assistance  □ Dictates to another writer (scribe) 
□ Other: 

 
Reports/Essays:  
□ Writes independently  □ Uses computer  
□ Asks for minimal assistance □ Dictates to another writer 
□ Other: 

 
Math:  
□ Uses calculator  □ Uses manipulatives  
□ Uses computer  □ Other: 

 
What difficulties does your child have in learning new material or studying:  
(Check all that apply)  
□ Remembering assignments 

 
□ Handing in assignments 

□ Reviewing notes from class 
discussions/lessons 

□ Remembering steps of tasks or 
assignments  

□ Organizing information / notes  □ Finding necessary material in 
textbooks  

□ Organizing materials for a report or 
paper  

□ Taking notes during lectures  

□ Other: 
Please summarize your child’s abilities and your concerns related to school work:  
___________________________________________________________________ 
___________________________________________________________________ 
___________________________________________________________________  
Questions or other information: 
______________________________________________________________________________ 
______________________________________________________________________________ 
Parent/Guardian signature: ______________________ Date: ______________

□ Reads independently  □ Listens to books on tape/CD/MP3 
□ Listens to material read by an adult  □ Uses computer 
□ Asks for assistance with some 

words  
□ Other: 
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Special Equipment Amount (SEA) 
Application Form 

 
SEA Claims Based Request 

Non-computer based equipment, to be utilized by students with special education needs, including sensory,  vision, personal care 
and physical assist equipment. 

 
Name: Birth Date: 
School: Grade: 

 
 

 
 

The following documentation must accompany all applications: 
 
□ Letter of Recommendation indicating that equipment is essential 

□ Copy of Assessment by the recommending Professional 

□ IEP from the school clearly indicating evidence of the need 

□ Most current report card 

□ Signed Parent/Guardian Claim Awareness Form ( Appendix B.2 ) 

□ Original Quotation(s) from Distributor/Supplier   

□ Principal’s Signature indicating that all equipment listed is essential and not otherwise available for student to 
access, and that all above documentation is attached 

 

Principal’s Signature _________________________     Date: ______________________  

 
 
Date Received in CEC: _____________________  Date Processed by CEC: _____________ 

 
_______________________________________________             ___________________ 
Preliminary Approval by Special Education Consultant    Date 

 
 

_______________________________________________                    __________________ 
Approved by Special Education Principal                                       Date 

 
 

Submission Date to MET: ___________________ 
 

 A copy of this document is to be placed in the student’s OSR 
 A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Claim Awareness Form 

 
 

Name: Birth Date: 
School: Grade: 

 
 

Dear Parent/Guardian: 
 
Special Equipment Amount (SEA) funded equipment is being designated for use by your child to support the 
student’s access to the Ontario curriculum and or alternative programs.  Eligible equipment also includes items 
required to meet students’ personal care and safety needs.  The equipment must be recommended as essential by a 
qualified professional and the student’s IEP must indicate evidence of the need.   
 
Although the equipment is being purchased or reallocated to support your child, the expectation from the Ministry 
of Education is that the equipment is shared with other students demonstrating a need when it is not in use by your 
child.  The St. Clair Catholic District School Board owns the equipment.  If a student chooses not to use the 
prescribed equipment this equipment may be reassigned to another student who meets the criteria for SEA 
funding.  You will be informed should the equipment be reassigned to another student. 
 
Please indicate below that you are aware that an SEA claim will be submitted on behalf of your child.  Once you 
have returned this signed form to the school we will proceed with the submission of an SEA claim.  If you have 
any questions, please contact myself or the Program Resource Teacher. 
 
 
Name of Qualified Professional(s) who conducted 
assessment(s) and made recommendations: 

 

Type of Equipment Recommended:  
 
 
 

 
 
Signature of Principal:                          Date: 
 
I am aware that a claim for Special Equipment Amount funding will be submitted for my child. 
 
Signature of Parent/Guardian                                     
or Student over age 18:               Date: 

 
A copy of this document is to be placed in the student’s OSR 

A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Application Form 

 
SEA Claims Based Request ( CAP ) 

Non-computer based equipment, to be utilized by students with Central Auditory Processing needs 
 

Student Name: Birth date:  
School: Grade: 

 
. 

 
The following documentation must accompany all applications: 

 
□ Letter of Recommendation indicating that equipment is essential 

□ Copy of Assessment by the recommending Professional 

□ IEP from the school clearly indicating evidence of the need 

□ Most current report card 

□ Signed Parent/Guardian Claim Awareness Form ( Appendix C.2) 

□ Communication Assessment for CAP - Pre & Post Test ( Appendix C.7 ) 

□ CAP Trial Request Form  ( Appendix C.8 ) 

□ Principal’s Signature indicating that all equipment listed is essential and not otherwise available for student to 
access, and that all above documentation is attached 

 

      Principal’s Signature _________________________     Date: ______________________  

 

 

 
Date Received in CEC: _____________________  Date Processed by CEC: _____________ 

 
_______________________________________________             ___________________ 
Preliminary Approval by Special Education Consultant    Date 

 
 

_______________________________________________                    __________________ 
 Approved by Special Education Principal                                      Date 

 
 

Submission Date to MET: ___________________ 
 

 A copy of this document is to be placed in the student’s OSR 
 A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Claim Awareness Form 

 
 

Name: Birth Date: 
School: Grade: 

 
Dear Parent/Guardian: 
 
Special Equipment Amount (SEA) funded equipment is being designated for use by your child to support the 
student’s access to the Ontario curriculum and or alternative programs.  Eligible equipment also includes items 
required to meet students’ personal care and safety needs.  The equipment must be recommended as essential by a 
qualified professional and the student’s IEP must indicate evidence of the need.   
 
Although the equipment is being purchased or reallocated to support your child, the expectation from the Ministry 
of Education is that the equipment is shared with other students demonstrating a need when it is not in use by your 
child.  The St. Clair Catholic District School Board owns the equipment.  If a student chooses not to use the 
prescribed equipment this equipment may be reassigned to another student who meets the criteria for SEA 
funding.  You will be informed should the equipment be reassigned to another student. 
 
Please indicate below that you are aware that an SEA claim will be submitted on behalf of your child.  Once you 
have returned this signed form to the school we will proceed with the submission of an SEA claim.  If you have 
any questions, please contact myself or the Program Resource Teacher. 
 
 
Name of Qualified Professional(s) who conducted 
assessment(s) and made recommendations: 

 

Type of Equipment Recommended:  
 
 
 

 
If trial is deemed unsuccessful, parents/guardians will be notified by the school team. 

 
Signature of Principal:                          Date: 
 
I am aware that a claim for Special Equipment Amount funding will be submitted for my child. 
 
Signature of Parent/Guardian                                     
or Student over age 18:               Date: 

 
A copy of this document is to be placed in the student’s OSR 

A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Application Form  

 
SEA Claims Based Request ( Deaf and Hard of Hearing ) 

Non-computer based equipment, to be utilized by students with deaf and hard of hearing needs 
 

Student Name: Birth date:  
School: Grade: 

 
 

 
 

The following documentation must accompany all applications: 
 

□ Letter of Recommendation indicating that equipment is essential 

□ Copy of Assessment by the recommending Professional 

□ IEP from the school clearly indicating evidence of the need 

□ Most current report card 

□ Signed Parent/Guardian Claim Awareness Form ( Appendix 2) 

□ Principal’s Signature indicating that all equipment listed is essential and not otherwise available for student 
to access, and that all above documentation is attached 

 

Principal’s Signature _________________________     Date: ______________________  

 
 
Date Received in CEC: _____________________  Date Processed by CEC: _____________ 

 
_______________________________________________             ___________________ 
Preliminary Approval by Special Education Consultant    Date 

 
 

_______________________________________________                    __________________ 
 Approved by Special Education Principal                                       Date 

 
 

Submission Date to MET: ___________________ 
 

 A copy of this document is to be placed in the student’s OSR 
 A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) 
Claim Awareness Form 

 
 

Student Name: Birth date:  
School: Grade: 

 
 
Dear Parent/Guardian: 
 
Special Equipment Amount (SEA) funded equipment is being designated for use by your child to support the 
student’s access to the Ontario curriculum and or alternative programs.  Eligible equipment also includes items 
required to meet students’ personal care and safety needs.  The equipment must be recommended as essential by a 
qualified professional and the student’s IEP must indicate evidence of the need.   
 
Although the equipment is being purchased or reallocated to support your child, the expectation from the Ministry 
of Education is that the equipment is shared with other students demonstrating a need when it is not in use by your 
child.  The St. Clair Catholic District School Board owns the equipment.  If a student chooses not to use the 
prescribed equipment this equipment may be reassigned to another student who meets the criteria for SEA 
funding.  You will be informed should the equipment be reassigned to another student. 
 
Please indicate below that you are aware that an SEA claim will be submitted on behalf of your child.  Once you 
have returned this signed form to the school we will proceed with the submission of an SEA claim.  If you have 
any questions, please contact myself or the Program Resource Teacher. 
 
 
Name of Qualified Professional(s) who conducted 
assessment(s) and made recommendations: 

 

Type of Equipment Recommended:  
 
 
 

 
 
Signature of Principal:                          Date: 
 
I am aware that a claim for Special Equipment Amount funding will be submitted for my child. 
 
Signature of Parent/Guardian                                     
or Student over age 18:               Date: 

 
A copy of this document is to be placed in the student’s OSR 

A copy is to be included with the SEA referral package 
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Special Equipment Amount (SEA) Upgrade 
Application Form 

 
SEA Per Pupil Request  

Equipment will be replaced or upgraded as needed to accommodate changes in students’ needs and/or better meet the 
students’ strengths and needs as documented in the current IEP. 

 
Student Name: Birth date:  
School: Grade: 

 
 

The following documentation must accompany all upgrade applications: 
 
□ IEP from the school clearly indicating evidence of the need 

□ Signed Parent/Guardian Claim Upgrade Awareness Form ( Appendix  14.1 Upgrade) 

□ Classroom Teacher Upgrade Survey (Appendix 14.2 Upgrade ) Assistive Technology referral only 

□ Student Assistive Technology Upgrade Survey ( Appendix 14.3 Upgrade ) 

□ Principal’s Signature indicating that all above documentation is attached 
 
 

Principal’s Signature _________________________     Date: ______________________  

 

 

 
Date Received in CEC: _____________________  Date Processed by CEC: _____________ 

 
_______________________________________________             ___________________ 
Preliminary Approval by Special Education Consultant    Date 

 
 

_______________________________________________                    __________________ 
 Approved by Special Education Principal                                       Date 

 
 

Submission Date to MET: ___________________ 
 

 A copy of this document is to be placed in the student’s OSR 
 A copy is to be included with the SEA upgrade referral package
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Special Equipment Amount (SEA) 
Claim Upgrade Awareness Form 

 

Name: Birth Date: 
School: Grade: 

 
 

Dear Parent/Guardian: 
 

Special Equipment Amount (SEA) funded equipment has been designated for use by your child to support the 
student’s access to the Ontario curriculum and/or alternative programs.  Eligible equipment also includes items 
required to meet students’ personal care and safety needs.  The equipment must be recommended as essential by a 
qualified professional and the student’s IEP must indicate evidence of the need.  Your child’s equipment has been 
identified to be upgraded to continue to meet his/her needs. 
 
Although the upgraded equipment is being purchased or reallocated to support your child, the expectation from the 
Ministry of Education is that the equipment is shared with other students demonstrating a need when it is not in use by 
your child.  The St. Clair Catholic District School Board owns the equipment.  If a student chooses not to use the 
prescribed equipment, this equipment may be reassigned to another student who meets the criteria for SEA funding.  
You will be informed should the equipment be reassigned to another student. 
 
 
Please indicate below that you are aware that the SEA upgraded equipment has been assigned to your child. If you 
have any questions, please contact myself or the Program Resource Teacher. 
 
 
Type of Equipment Upgraded: 
 
 
 
 
 
 
 

 
Signature of Principal:                          Date: 
 
I am aware that upgraded equipment has been designated for my child. 
 
Signature of Parent/Guardian                                     
or Student over age 18:               Date: 

 
A copy of this document is to be placed in the student’s OSR 

A copy is to be sent to the Secretary of Special Education 
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       Teacher Survey re: Assistive Technology Upgrade 
 

 
Upgrade request is based on: 

 
□   Changes in student need as documented in the IEP 
 
□   Inoperative as determined by the IT team ( attach HelpDesk work orders) 

 
 
Student:          Grade:    
 
Teacher:          School:    
          

A. Current keyboarding ability (Check all that apply): 
 

□ Does not currently type  
□ Types with 10 fingers and correct 

hand position  
□ Types with one finger  
□ Accidentally hits unwanted keys  

□ Types with several fingers  
□ Uses adapted / alternate keyboard 

(please specify): 
□ Uses one hand

 
 

B. COMPUTER USE 
 

7. Student uses SEA computer for:  
□ Internet  
□ Organizing Outline/Concept 

Mapping 
□ Academic skills  

□ Drawing / creativity  
□ Word processing  
□ Other: 

8. Student uses computer: 
□ Rarely  
□ Frequently 

□ Daily for one subject/period  
□ Daily for 2-3 subjects/periods 
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9. Indicate student’s current competence with the following software: 
 

  Has never 
used 

No regular 
use 

Comfortable 
with skills 

Uses 
regularly in 
class  

Smart Ideas     
Dragon Naturally 
Speaking 

    

Word Q     
Premier AT: 
Indicate which programs 
used: 
 
 

    

Kurzweil     
Word Processor     
Other     

 
 
 
Teacher’s Comments: 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

 

Signature:          Date 

 

 

______________________________ is using the SEA computer on a regular basis. 

 

PRT Signature:___________________________________                             Date:________________
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Student  Assistive Technology  Upgrade Survey 

 
 

Name:___________________________________________  School:________________________________ 
 

Please complete the following survey to help plan the best use of assistive technology for you.  Feel free to use technology to 
complete this survey. 
 

G. COMPUTER USE 
10. I have been using Assistive Technology programs  

  _____on the classroom computer  
  _____on the school laptops or lab computers 
  _____on my computer at home 
  _____on equipment made available for me specifically 
 

11. Indicate how often you use each of the following software programs 
  Not at 

all 
Once or 
Twice 

Fairly 
Often  

Almost 
Every Day 

Smart Ideas     

Dragon     

Universal 
Reader/Talking 
Pointer 

    

Other Premier 
Programs 

    

Word Q     
Kurzweil     

Other Assistive 
Technology Software 

    

 
12. How confident do you currently feel with the Assistive Technology 

  I don’t 
remember 
it at all 

I am having 
a difficult 
time with it 

I am good with 
this program but 
need more help 
or practice 

I can 
teach this 
program 

Comments 

Smart Ideas/Inspiration      

Dragon Naturally 
Speaking 

     

Universal Reader or 
Talking Pointer 

     

Talking Word 
Processor 

     

Other Premier 
Programs 

     

Kurzweil      

Other Assistive 
Technology Software 

     

 
Student Signature: _________________________ 
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      SEA Equipment Transfer/Portability Form 
School to SCCDSB Storage (Our Lady of Fatima) 

 
 

This form is to be used for the transfer of any equipment purchased with SEA funding to storage.  SEA software or other SEA funded 
materials are to be sent as well.  Specialized equipment remains the property of the SCCDSB once the student graduates/retires or leaves 
the publicly funded school system of Ontario.  The Secretary for Special Education must be contacted by school personnel as early as 
possible if a student is graduating, or immediately following the student leaving SCCDSB.  Schools are not to retain the equipment for the 
use of other students.  It must be sent to the central office storage facility for reassignment. 
 

Student Name:      Birth date: 
 
Current School:      Room # where equipment is located:  

 
Reason for Transfer of Equipment: 
 

□ Discontinued Use (outgrown, graduated, moved out of province) 
□ Parent signed release of equipment for reallocation 
□ Storage (student has constant access to the full range of SEA equipment purchased for him/her in a 

central location).  If at any time the student requires the equipment (such as school transfer) it or a 
comparable item will be made available 

 
Please transfer all listed equipment to the Central Office SEA storage facility at: 
 Our Lady of Fatima School 
             545 Baldoon Road 

Chatham Ontario 
 

Ensure all cords/cables are taped to the piece of equipment to which it belongs.  For any type of SEA 
equipment that is not computer related, please also label it with a description ie. Wombat, change table, Jelly 
bean switches. 
 

List & Description of SEA Equipment Serial or Service Tag# 
  
  
  
  
  
  
Equipment Invoice can be attached 
 
Signature of Sender ___________________   Transfer Date____________ 
 
Please place original in OSR. Send a copy with the SEA equipment, to the Secretary for Special 
Education and to the school Consultant. 
A work order to transfer the equipment is to be placed by the current school.



    Appendix 2 

 

                   SEA Equipment Transfer/Portability Form 

School to School 
 
 

This form is to be used for the transfer of any equipment purchased with SEA funding, whether from school to school within SCCDSB or 
from board to board within Ontario.  Where feasible, equipment is expected to be transferred with a student.  If the equipment is sent to 
another publically funded school board within Ontario, the receiving board is responsible for any shipping costs.  Where equipment is being 
transferred to another board within Ontario, ensure that there is a written request on file from the receiving board/school. 
 

Student Name:      Birth date: 
 
Current School:      Room # where equipment is located:  
 

 
Reason for Transfer of Equipment: 
 

□ School to School transfer within SCCDSB 
□ Out of Board Transfer (within Ontario) 
 

Equipment to be transferred/shipped to: 
School: 
Address: 
Contact Person: 

 
Please send all items ordered through SEA, including software, headsets, and consumables. 
 

List of SEA Equipment Serial or Service Tag# 
  
  
  
  
  
  
  

 Equipment Invoice can be attached 
 
Signature of Sender _______________________      Transfer Date____________ 
Please send original to new school with SEA equipment and a copy to the Secretary for Special Education. 
 
 
 
Signature of Receiving School ____________________________ 
Please fax signed copy Attention:  
Secretary for Special Education, St. Clair Catholic District School Board, 519-627-0498 
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Letter of Agreement 

Re:  Student Use of Personalized Equipment in the Home (Daily) 
 
 

Date:     Student:                                             School: 
 
A request has been received by the principal for the use of specialized equipment in the home for the 
above named student.  This will allow for the opportunity to complete assigned class work and 
reinforce necessary academic skills. 
 
The term of this agreement is from          to 
 
The parent(s)/guardian(s) of the student agree to the following conditions for the use of this 
equipment in the home. 
 

 The primary function of the equipment is to facilitate access to the school curriculum.  
Therefore the equipment must return to the school daily, complete with all attachments listed 
below.  It must also be fully charged and ready for use in the classroom.  

 The parent(s)/guardian(s) are responsible for the student’s specialized equipment when it 
leaves the school and are liable for any costs due to damage, loss or replacement of the 
equipment. 

 No additional software or hardware shall be added to the computer. 
 The student shall be the sole user of the equipment. 
 An itemized list of the student’s equipment for evening and weekend use at home is as 

follows: 
 

Equipment Make/Model Serial Number 
   
   
   
   
 
 
 Principal             Parent(s)/Guardian(s)                      Student 
 
 
cc  Parent, Principal, Special Education Consultant   
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Letter of Agreement 
Re:  Student Use of Personalized Equipment in the Home  

Summer Use 
 

Date:      Student:                                             School: 
 
A request has been received by the principal for the use of specialized equipment in the home for the 
above named student.  This will allow for the opportunity to continue to develop competency with 
assistive software applications and to reinforce necessary academic skills.  
 
The term of this agreement is from          to 
 
The parent(s)/guardian(s) of the student agree to the following conditions for the use of this 
equipment in the home. 
 

 The primary function of the equipment is to facilitate access to the school curriculum.  
Therefore the equipment must return to the school on the first day of school after the summer 
break, complete with all attachments listed below.  It must also be fully charged and ready for 
use in the classroom.  

 The parent(s)/guardian(s) are responsible for the student’s specialized equipment when it 
leaves the school and are liable for any costs due to damage, loss or replacement of the 
equipment. 

 No additional software or hardware shall be added to the computer. 
 The student shall be the sole user of the equipment. 
 An itemized list of the student’s equipment for evening and weekend use at home is as 

follows: 
 

Equipment Make/Model Serial Number 
   
   
   
   
 
 
 Principal                         Parent(s)/Guardian(s)             Student 
 
 
cc:  Parent, Principal, Special Education Consultant



 

 

Release of SEA Equipment for Student Use / Reallocation 

 
 

As you are aware, _______________________received computer equipment through the Ministry Special Equipment Amount 
SEA) funding process.  The equipment was provided as a necessary support to help meet ______________’s learning needs.  

Since the acquisition of this equipment, the school team has emphasized the importance of using the equipment regularly and 
ffectively.  Training sessions using the programs have been offered.  ____________________ rarely chooses to use the 
quipment and programs to access the curriculum. 

We have recognized the following with regards to the specialized equipment use: 

□ The equipment is not being used regularly 
□ The student is reluctant to bring the equipment to class 
□ When encouraged to utilize the equipment, he/she indicates that it is not needed 
□ The equipment is not being used for the intended purpose 
□ Other:  
 

Despite strategies and efforts made to support the use of this equipment, (student) has indicated that he/she is not willing to 
make regular use of the equipment.  After consultation with the student, parent and school, it is recommended that this 
equipment be reclaimed in order to ensure it is effectively utilized by a student in the St. Clair Catholic District School Board, 
as per Ministry expectations. 
 
Regular support through Special Education Services will continue as outlined in (student’s) Individual Education Plan. 
 
Please sign below to indicate that you are aware of, and understand the rationale for, the reallocation of this equipment to a 
student(s) who will benefit from this Ministry and board funded technology.  Should (student) decide to access the equipment 
in the future, a “Trial Use Computer” will be available and training offered.  Our goal and the Ministry expectation is that SEA
funded equipment be effectively utilized by students.  Thank you for assisting the ongoing efforts of the SCCDSB in meeting 
the needs of our students. 
 

Parent Signature  

Student Signature  

Principal Signature  

Resource Teacher Signature  

School Consultant Signature  

 
A copy of this document is to be placed in the student’s OSR 
A copy is to be forwarded to the Secretary for Special Education 
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TRANSITION PROTOCOL 
Children Entering School 

 
FOR PRESCHOOL CHILDREN WHO ARE MUTUAL CLIENTS OF 

 CHATHAM-KENT CHILDREN’S SERVICES AND THE CHILDREN’S 
TREATMENT CENTRE OF CHATHAM-KENT 

 
TO THE LAMBTON KENT DISTRICT SCHOOL BOARD or 
THE ST. CLAIR CATHOLIC DISTRICT SCHOOL BOARD 

 
In early October, Chatham-Kent Children’s Services and the Children’s Treatment Centre 
of Chatham-Kent will create a list of all children on their respective caseloads eligible for 
school entry the following year.   
 
In mid October, Chatham-Kent Children’s Services and the Children’s Treatment Centre 
of Chatham-Kent will distribute an information package to the family of each child on 
their caseloads who are eligible to enter school for the first time in junior kindergarten, 
senior kindergarten, a full day program, or grade one the following September.  This 
package contains: 1) an invitation to attend a school entry presentation (Path to School 
Entry), 2) a combined letter from the school boards (Lambton Kent District School Board 
and St. Clair Catholic District School Board) briefly outlining the process, and 3) a “Tell 
Us about Your Child” (Planning for Central Team Meetings) form to be completed by 
parents to describe their child’s strengths and needs. 
 
In November, parents will attend a presentation (Path to School Entry).  Parents will have 
the opportunity to meet with representatives from the Lambton Kent District School 
Board and the St. Clair Catholic District School Board, the Children’s Treatment Centre 
of Chatham-Kent, and Chatham-Kent Children’s Services who will explain the current 
school transition process.  Representatives from both school boards will present their 
philosophy and service delivery models.  Break-out sessions will provide parents with the 
opportunity to meet separately with the representative from the board to which they 
intend to enroll their child.  Parents will have the opportunity to submit a copy of the 
completed “Tell Us about Your Child” form to the appropriate school board 
representative.   
 
By January, the St. Clair Catholic District School Board and the Lambton Kent District 
School Board will provide the Children’s Treatment Centre of Chatham-Kent and 
Chatham-Kent Children’s Services with lists of completed “Tell Us about Your Child” 
forms they have received for children planning to enter school for the first time in 
September.  The list will identify the children/families for whom the school boards are 
planning to schedule transition meetings in February and March and/or April.  
Representatives from the Children’s Treatment Centre of Chatham-Kent and Chatham-
Kent Children’s Services will meet to discuss these lists provided by the school boards to 
ensure meetings are required as indicated, and provide confirmation that all anticipated 
packages have been returned (and/or provide numbers of other anticipated “Tell Us about 
Your Child” forms yet to be received) to the appropriate school board representative. 
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By February, the St. Clair Catholic District School Board and the Lambton Kent District 
School Board will forward a schedule of transition meetings to be held with parents in 
late February, March and/or April to both Chatham-Kent Children’s Services and the 
Children’s Treatment Centre of Chatham-Kent.  The school boards will contact the 
parents/guardians to extend an invitation to attend this transition meeting.  At the 
transition meeting, representatives from the Children’s Treatment Centre and Chatham-
Kent Children’s Services will share updated information related to the child’s current 
therapy status, equipment needs, development and behaviour concerns (as appropriate). 

 
PROCEDURES FOR CHILDREN WITH HIGH NEEDS 

 
Children with High Needs or Moderate Needs (with a central team meeting):  A 
meeting involving central office staff is held for those children who require additional 
support in the classroom. Additional support could include special equipment, staffing 
and/or specialized transportation.  This is determined by school board personnel based on 
the completed “Tell Us about Your Child” form (Planning for Central Team Meetings) 
completed by the parent and returned to the appropriate school board. 
 
In early February a list of children identified by each school board will be formulated by 
the Lambton Kent District School Board and the St. Clair Catholic District School Board 
and forwarded to the Children’s Treatment Centre of Chatham-Kent and Chatham-Kent 
Children’s Services.  Representatives from the Children’s Treatment Centre of Chatham-
Kent and Chatham-Kent Children’s Services will be invited to attend a school transition 
planning meeting which will be held with parents/guardians of these children. 
 
Transition Meetings:  The parents, representatives from the appropriate Boards of 
Education, Children’s Treatment Centre of Chatham-Kent, Community Care Access 
School Health Program, Chatham-Kent Children’s Services and school 
administrators/resource teachers will be invited to attend the meeting.  Information about 
the child and the appropriate placement will be discussed.  Based on the parent’s 
permission indicated on the completed “Tell Us about Your Child” form, school board 
staff may wish to contact the parent and the childcare to arrange for an observation visit 
prior to the scheduled May/June meeting. 
 
Registration: The parents will register the child at the appropriate home school during 
board-wide designated registration.  Once the child’s placement has been agreed upon at 
the transition meeting for high needs children, the board will forward a copy of the “Tell 
Us about Your Child” form to the school administrator of the receiving school. 
 
Observation:  The Board of Education personnel and/or the school administrator and/or 
the resource teacher are encouraged to arrange for an on-site observation of the child 
following the transition meeting for high needs children. Verbal consent for this visit will 
be discussed with the parent at the transition meeting. 
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Transition Review:  The school administrator/school personnel will schedule a home-
school based conference to review the transition plan and actions agreed upon by the 
participants for children with high needs.  The appropriate schedule for this meeting in 
May/June or early September will be determined at the transition meeting, with 
consideration given to the individual needs of the child.  Any parents or school personnel 
who wish to make changes to these scheduled meeting dates/times should contact the 
school board representatives identified at the February/March/April school transition 
meeting.  At the home school-based meeting, personnel from Chatham-Kent Children’s 
Services (consultants) and the Children’s Treatment Centre of Chatham-Kent (therapists) 
will share the most current verbal and written information.  Transitional support from 
Chatham-Kent Children’s Services and the Children’s Treatment Centre of Chatham-
Kent may be requested at this time.  The Children’s Treatment Centre and Community 
Care Access Centre will liaise for high needs children and their therapy needs.  The 
school administrator/school personnel will complete the meeting minutes during this 
meeting, which outlines actions/responsibilities agreed upon, and schedule the next 
meeting date. 
 

 
 
 
PROCEDURES FOR CHILDREN WITH MODERATE NEEDS 
 

Children with Moderate Needs (with a School-Based Team Meeting): are those 
children who require accommodation/modifications to their environment and school 
program.  Teachers/school administrators should be informed about the individual 
student’s needs and the student should be monitored on an ongoing basis. 
 
In early  March, Chatham-Kent Children’s Services and the Children’s Treatment Centre 
of Chatham-Kent will distribute a “Tell Us about Your Child” form (Planning for School 
Based Team Meetings) to be completed by parents to describe their child’s strengths and 
needs. Parents will be asked to forward the completed form to the appropriate Lambton 
Kent District School Board and the St. Clair Catholic School Board office representative 
identified on the form.  The school board will forward the completed “Tell Us about Your 
Child” forms to the appropriate home-school administrators.   School administrators may 
wish to arrange an observation meeting (at the childcare) following receipt of this 
information.  School board staff will contact the parent to obtain verbal consent prior to 
scheduling an observation visit to the childcare.  
 
Registration:  For moderate needs children, registration will occur at the usual 
registration time. 

  
School-Based Meetings:  The school administrators of the receiving school will 
schedule a meeting in May/June or September with the parents and collaterals identified 
on the “Tell Us about Your Child” form. Copies of the most recent assessments and 
service plans completed by the Children’s Treatment Centre of Chatham-Kent and 
Chatham-Kent Children’s Services will be shared at this time.  Transition support can be 
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requested at this time.  The school administrator/school personnel will complete the 
school board Summary of School-Based Pre-School Intake Meeting form/meeting 
minutes during this meeting, which outlines actions/responsibilities agreed upon and 
schedule the next meeting date. 
 
 

 
 

PROCEDURES FOR ALL CHILDREN 
 

Subsequent Registrations:  A child coming into service with Chatham-Kent Children’s 
Services and/or the Children’s Treatment Centre of Chatham-Kent after the transition 
meetings have occurred who have High or Moderate needs will have: 
 

 A copy of the “Tell Us about Your Child” form (Planning for Central Team 
Meetings) will be distributed to the family by personnel from either Chatham-
Kent Children’s Services or the Children’s Treatment Centre of Chatham-
Kent.  Once the completed form is received by the appropriate designated 
board personnel, the board representative will contact Chatham-Kent 
Children’s Services and the Children’s Treatment Centre of Chatham-Kent 
representatives as appropriate to request updated reports.  Board 
representatives will indicate the appropriate site (board office, home school) 
to which they wish these reports (informal assessment summaries, therapy 
reports) sent. It will be the responsibility of Chatham-Kent Children’s 
Services and/or Children’s Treatment Centre of Chatham-Kent staff to obtain 
the appropriate releases prior to forwarding these reports. 

 
Sharing of Reports: Chatham-Kent Children’s Services and the Children’s Treatment 
Centre of Chatham-Kent will forward additional reports regarding the child to the school 
board and the child’s receiving school as they become available. 
 
For children who enter the school system, but for various reasons were unable to 
complete their transition to school, there will be a resubmission of information for the 
following school year.   
 
Collaboration with Board Representatives:  In order to provide the most desirable 
placement for children and to make the beginning school experience a positive one for 
the parents, collaboration and information sharing with legal guardian’s consent is 
crucial.  Only the appropriate school personnel can make the final decision that the child 
will have an Educational Assistant.  In cases where the therapists/consultants recommend 
to the legal guardian that the child attend/not attend a Kindergarten or Full Day program, 
the parents’ wishes must be taken into consideration and those wishes communicated to 
the appropriate board personnel prior to the transition/school based meeting.  If in doubt 
about the services that can be offered at the school, advice can be sought from the 
appropriate school board representative.  
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SPECIAL EDUCATION PROTOCOL 
Partnerships with External Providers  

February 2010 

 
BACKGROUND INFORMATION AND PREMISES: 
 
This protocol outlines the background, principles and administrative procedures that the Board will follow, 
with respect to community professionals’ and private therapists’ involvement in school programs where 
such professionals are retained and/or compensated by parents/guardians. 
 
The purpose of the protocol is to clarify the relationship between the school and the community health 
professional/private therapist where: 
 

 Parents/guardians have retained such community professionals to support their child (“privately 
retained community health professionals”),  
and/or 

 Staff from another agency and/or ministry request to observe and/or work with a student at 
school. 

 
This protocol recognizes that parents/guardians, community health professionals and the school share a 
common goal to pursue, within defined roles, the best interest of the child. 
 
 
GUIDELINES 
 
The St. Clair Catholic District School Board supports working agreements that are consistent with its 
vision and mission statements and existing policies and procedures and Catholic teachings.  Working 
agreements are recognized as mutually beneficial and supportive arrangements between a school and an 
external mental health, physical health or social service agency, professional or paraprofessional.  The 
intent of these working agreements is to enhance or expand opportunities for student success and to 
share values, objectives, resources and responsibilities to achieve desired learning outcomes. 
 
 
OBJECTIVES 
 
To provide schools with a framework to form working agreements with external agencies in the areas of 
regulated health professionals, regulated social service professionals and/or paraprofessionals.  The 
following policy and procedures are based on PPM 149 (Protocol for Partnerships with External Agencies 
for Provision of Services by Regulated Health Professionals, Regulated Social Service Professionals, and 
Paraprofessionals) (Appendix 1), the Institute for Catholic Education (ICE) Guidelines for Partnerships in 
Catholic Education. (Appendix 3), and a consultation process guides the Board in the development of 
educational partnerships.  
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DEFINITIONS 
 
External Provider: 
An organization, not internal to a school board, that employs or contracts with regulated health 
professionals, regulated social services professionals and paraprofessionals to provide programming 
and/or services that might be beneficial for the Board.  
 
Professional Student Services Personnel and Paraprofessionals: 
 audiologists, as defined by the Audiology and Speech-Language Pathology Act, 1991 
 speech-language pathologists, as defined by the Audiology and Speech-Language Pathology Act, 

1991 
 occupational therapists, as defined by the Occupational Therapy Act, 1991 
 physiotherapists, as defined by the Physiotherapy Act, 1991 
 psychologists and psychological associates, as defined by the Psychology Act, 1991 
 social workers, as defined by the Social Work and Social Service Work Act, 1998 
 Paraprofessionals are defined as individuals with relevant post-secondary or on the job training e.g. 

art therapists, child and youth workers, child and youth counsellors, occupational therapy assistants 
or physiotherapy assistants, and communication disorders assistants. 

 other regulated professionals and/or paraprofessionals who are deemed by the school board to be 
essential for the delivery of programs and services for students with special needs 

 Any future regulated categories will also be covered by this protocol 
 
Unionized Staff: 
School board-employed professional student services personnel (Association of Professional Student 
Services Personnel) and/or paraprofessionals that are represented by a bargaining agent recognized 
under the Labour Relations Act. 
 
Working Agreement: 
A formal, written document that outlines the terms and conditions of an arrangement with an external 
provider to provide programming and/or services for students, which is signed prior to the implementation 
of the programs and/or services. 
 
 
PROCESS COMPONENTS 
 
Responsibility 
The Superintendent of Education responsible for Special Education shall be responsible to oversee this 
protocol. 
 
Central Board Level Committee 
A Board level committee will convene at least semi-annually to identify potential new external providers, 
review appropriate administrative mechanisms to complete a formal working agreement and to review 
working agreements that were completed during the school year.  This committee will be chaired by the 
Superintendent of Education responsible for Special Education or designate.  Membership will include at 
least two Special Education Consultants whose area of responsibility involves student services personnel 
(Autism, Psychology, Speech-Language Pathology, and Social Work) and at least two members of 
APSSP. 
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Working Agreement Expectations 
The expectation of all working agreements shall be to enhance the quality and effectiveness of education 
for students.  Working agreements must enhance and supplement but not duplicate the delivery of 
services of professional student support services staff and/or paraprofessional staff and not violate 
collective agreements. 
 
Programs and Services 
Professional Student Services Personnel and paraprofessional staff provide diverse and flexible services 
in enabling students to reach their full potential. The supports are essential for the delivery of programs 
and services for all students and particularly those with special needs.  
 
Eligibility 
Working agreements may be considered for approval for interventions that involve groups of students, 
classroom programs or school wide initiatives and for which an appropriate St Clair Catholic District 
School Board employee is present.  St Clair Catholic District School Board staff presence is mutually 
beneficial as it will assist external providers in the delivery of the program and/or services and will 
increase board staff’s capacity in delivering supports.  Refer to Appendix 2 – Protocol Re:  Community 
Professionals Involvement in School Programs. 
 
 
PROCEDURES FOR ESTABLISHING A WORKING AGREEMENT 
 
Working agreements will be most relevant and pertinent when developed in a collaborative and 
coordinated effort between Board staff, school staff, professional student services personnel and 
paraprofessionals and community service providers.  Seeking input from students and parents is 
encouraged as they can typically speak directly to the relevance and interest in intervention programs. 
Even in situations where school based programs have been previously developed and implemented in 
other St Clair Catholic District School Board schools, consideration for individual school preferences 
should be given. 
 
The starting point for the development of Working Agreements should be consultation with the 
Superintendent of Education responsible for Special Education or designate.  This should be followed by 
collaboration between external provider personnel, the school principal, professional student services 
personnel and other relevant school staff.  In situations where a program has been previously 
implemented in St Clair Catholic District School Board schools, the working agreements should be 
reviewed and tailored to the specifics of a school(s). Note that a single working agreement could involve a 
series of St Clair Catholic District School Board schools. 
 
Initial information regarding the suitability or possibilities of a working agreement can be directed as 
follows: 
 Mental health working agreement – Special Education Consultants 
 Speech and Language working agreement – Special Education Consultants 
 Students with autism needs – Special Education Consultants 
 
Following agreement by the local school and following completion of required documentation, Working 
Agreements will be approved by a Central Board Level Committee prior to any implementation.  Renewal 
of a Working Agreement following an evaluation of the effectiveness of the programs and/or services 
provided will be completed on an annual basis by confirming that information regarding the program 
and/or services will be consistent with the original request. 
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MAINTAINING A WORKING AGREEMENT 
 
Working agreement must be in keeping with the St Clair Catholic District School Board’s vision and 
mission statements and existing policies and procedures and Catholic teachings. 
 
The principal is responsible for the organization and management of the school, per the Education Act 
and monitoring external providers and/or their staff/contractors while on school property. 
 
Principals should consult with their Special Education Consultants or the Principal of Special Education 
regarding issues of professional conduct, service delivery and quality assurance. 
 
Respect for the Board’s collective agreements with unionized staff:  Services provided by external 
providers must not be in conflict with provisions of collective agreements with Board staff (e.g. APSSP, 
CUPE, and OECTA). 
 
A joint advisory committee, which will consist of no less than two representatives from the St Clair 
Catholic District School Board and no less than two representatives of the external provider, will be 
convened in the event that a disagreement or dispute between the parties must be resolved. 
 
All staff from external agencies must agree to adhere to the Board’s policies and procedures including but 
not limited to the Board’s standards of confidentiality, equity, safe schools, suspected child abuse 
reporting, freedom from harassment policy and human rights. 
 
 
REQUIRED DOCUMENTATION OF A WORKING AGREEMENT 
 
The following documentation is required as an attachment to a working agreement: 
 
 Description of External Provider 

Provide information that provides name, address, history and funding base of the external provider. 
 

 Description of Program 
A description of program title, program goals or service goals and expected outcomes. Include 
information on the following: format of the intervention (i.e., group, classroom, or school wide), 
specific grades, resources required (space, materials, etc…), program timelines, and contact person. 
 
Evidence of congruence with the SCDCSB mission and vision found at www.st-clair.net 
 
Given the limitations of space and material resources, any needs for space and material resources by 
the external provider must be clearly articulated and approved. Space for Board staff to execute their 
duties will be ensured prior to offering space to external providers. 

 
 Informed Consent 

In cases where a student is withdrawn from regular classroom services, procedures for obtaining 
informed consent and a blank copy of the informed consent documentation is required.  In cases of 
whole classroom support, a copy of a sample letter informing parent/legal guardian(s) and student 
who is of age of the services to be provided is required.  For programs and/or services provided 
before or after school hours, informed consent must be provided. 
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 Police Reference Check - Vulnerable Sector Screening 
All staff/contractors of the external provider who will be entering school premises must have a 
criminal background check.  Service providers will be directed to contact the Ontario Education 
Service (OESC) to obtain appropriate information and authorization.  OESC documentation is 
required prior to access to school premises and classrooms. 
 

 Proof of Insurance 
External providers must carry their own insurance which includes professional malpractice coverage 
(minimum $2,000,000 per occurrence) to insure against professional liability (errors and omissions) or 
charges laid by professional colleges or parents/ legal guardians and general liability. The external 
provider is required to name the Board as an insured and to provide assurances that their staff is 
covered while working on St Clair Catholic District School Board property. 
 

 Qualifications/ Supervisory Relationships 
The external provider is required to provide for each staff member or contractor, who is a member of 
a regulated professional college, current qualifications as relevant to the services to be provided, 
proof of current membership in the relevant regulated college and declaration of delivery of services 
in accordance with professional standards of practice. 
 
The external provider is required to provide for each staff member or contractor who is a 
paraprofessional; evidence of work under the clinical supervision of staff from the external provider 
who currently holds membership in the relevant regulated college and details of the 
paraprofessional’s role, responsibilities, name of immediate supervisor, supervision plan with time 
and supervisor’s qualifications. 
 

 Evaluation 
School boards, external agencies and Professional Student Services Personnel and 
paraprofessionals must collaborate on the evaluation of programs and services provided for yearly 
review. Proposed method of evaluation along with proposed tools should be included with the 
Working Agreement. 
 

 Finances 
Statement of any fees or payment is required prior to the approval of the Working Agreement. 
 

 Termination Agreement 
The terms of termination should be specified in each Working Agreement.  It will be understood that 
the Principal or Board may terminate access to the school premises of any external provider’s staff or 
contractors including any Professional/ Paraprofessional/ Supervisor at any time.  The external 
provider or ST CLAIR CATHOLIC DISTRICT SCHOOL BOARD may terminate the Working 
Agreement on the giving of thirty days written notice. 
 

 
COLLABORATIVE SERVICE/PROGRAM WORKING AGREEMENT 
             

Questions or concerns regarding requests for involvement of community agency staff or privately retained 
staff should be directed to the Superintendent of Education responsible for Special Education. 
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The purpose of this memorandum is to provide direction to school boards1 concerning the review and/or 
development of a local protocol for partnerships with external agencies for the provision of services in 
Ontario schools by regulated health professionals, regulated social service professionals, and 
paraprofessionals. It outlines the requirements for reviewing and/or developing a local protocol, and specifies 
the requirements for implementing the protocol and for reporting on the protocol to stakeholders.    

The ministry is committed to promoting effective community-based partnerships with external agencies that 
foster continuous improvement in the delivery of programs and services for all students, including students 
with special needs. Closing achievement gaps for all students continues to be a major priority.     

Introduction  

 Principals of Secondary Schools  
 Principals of Elementary Schools  
 Superintendents of Schools  
 Secretary-Treasurers and Supervisory Officers of School Authorities  
Application: Directors of Education  

 AND PARAPROFESSIONALS  
 PROFESSIONALS, REGULATED SOCIAL SERVICE PROFESSIONALS,  
 FOR PROVISION OF SERVICES BY REGULATED HEALTH   
Subject: PROTOCOL FOR PARTNERSHIPS WITH EXTERNAL AGENCIES  

      Date of Issue: September 25, 2009 Effective: Until revoked or modified 

  

Ministry of Education  

  No. 149  

Memorandum  
Policy/Program  

 

  
  
  
  

  

  
  

  

  

Requirements for Review and/or Development of a Board Protocol 

  

School boards with an existing protocol will review their protocol to ensure that it is aligned with the 
requirements outlined in this memorandum. School boards without an existing protocol will develop a 
protocol that is aligned with those requirements. The protocol will be designed to support the school board’s 
capacity to provide programs and services to all students, including students with special needs. The 
protocol will reflect local circumstances, including the language of the board.   

 
 

1. In this memorandum, school board(s) and board(s) refer to district school boards and school authorities, with the 
exception of section 68 school authorities.   
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The protocol will outline the following: 
 
 programs and services that are currently delivered by external agencies   
  programs and services that are currently delivered by school board professional student services 
personnel (PSSP) and paraprofessionals   
  programs and services that could be delivered by school board PSSP and paraprofessionals, but are 
not being delivered by them for financial reasons or because requirements do not match the job descriptions 
or qualifications of board PSSP and/or paraprofessionals  

A distinction must be made in the protocol between long-term and short-term (time-limited) partnerships to 
ensure that long-term duplication of services already provided by school board PSSP and paraprofessionals 
does not occur.  

  

The protocol must be aligned with the collective agreements of unionized school board staff and enhance the 
delivery of services. The protocol must provide for supplementing, but not duplicating, the services of school 
board PSSP and paraprofessionals. A protocol will be developed by each school board even if there are 
currently no unionized  regulated health professionals, regulated social service professionals, and 
paraprofessionals on staff.  

  

Where applicable, co-terminus and contiguous school boards must, at a minimum, explore the 
development of partnerships and protocols to facilitate the delivery of programs and services.  

  

Boards must seek the advice of PSSP and paraprofessionals when reviewing and/or developing their 
protocol. Boards will also design a procedure for reviewing their protocol and projected services in 
consultation with external agencies and unionized school board staff at least once a year.  

  

Boards will also ensure that their protocol is consistent with standard school board provisions related to:  

  informed consent;  
  criminal reference checks;  
  appropriate insurance coverage;  
  compliance with the Safe Schools Act;  
  conflict of interest, confidentiality, equity, human rights, and other relevant policies.  

Eligible Categories of Professionals and Paraprofessionals  

 social workers, as defined by the Social Work and Social Service Work Act, 1998  
other regulated professionals and/or paraprofessionals who are deemed by the school board to be 
essential for the delivery of programs and services for students with special needs  
Any future regulated categories will also be covered by the protocol.  

  
  

  

A board’s protocol will cover the following categories of PSSP and paraprofessionals:   
 audiologists, as defined by the Audiology and Speech-Language Pathology Act, 1991  
 speech-language pathologists, as defined by the Audiology and Speech-Language Pathology Act, 1991  
 occupational therapists, as defined by the Occupational Therapy Act, 1991  
 physiotherapists, as defined by the Physiotherapy Act, 1991  
 psychologists, as defined by the Psychology Act, 1991  
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 psychological associates, as defined by the Psychology Act, 1991  

  

  
  

Additional Requirements for the Board Protocol  

  

In order to assist school boards and external agencies in the development, review, and maintenance of local 
protocols, a memorandum from the Deputy Minister of Education accompanies this policy/ program 
memorandum and outlines the elements that each protocol must contain. Any changes to the elements 
required in the local protocols will be communicated in the future to boards through a similar 
memorandum.  

  
  

Implementation and Reporting  

  

School boards will implement their newly developed or reviewed protocol and post it on their website by 
January 1, 2010. Reviews of and revisions to established protocols will be completed and posted on school 
board websites by January 1 of each subsequent year.  
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COLLABORATIVE SERVICE/PROGRAM WORKING AGEEMENT 
Between 

St. Clair Catholic District School Board 
(the “Board”) 

& 
[Insert Name of the External Provider] 

(the “External Provider”) 
 
 
This educational collaborative relationship for the provision of services and/or programs is a mutually 
supportive reciprocal agreement between the Board and the External Provider to provide the following 
programming and/or services at [insert the name(s) of the school(s)], and in consideration of the mutual 
promises contained herein, the parties hereto agree as follows:  
 
1. The parties agree that the External Provider shall provide the following programs and/or services:   
 

[insert state clearly the purpose (needs), the nature of the activities, the goals to be met to meet 
identified need]. 

 
2. Both parties acknowledge and agree that the External Provider is not an agent of the Board, that 

none of the individuals providing programming and/or services pursuant to the agreement are 
employees or agents of the Board ant that the parties do no intend that any agency, partnership or 
joint venture be created between them in this agreement.  

 
3. The parties agree that no fees are payable to the External Provider by the Board, and neither the 

Board, students/parents or staff of the Board are responsible for any expenses of the External 
Provider in connection with the provision of programs and/or services.  

 
4. The parties agree that the program and/or service will be provided by the External Provider effective 

from                  insert date              until                insert date                   , which shall not be greater 
than twelve (12) months; however, the parties agree that either party may terminate this agreement 
for any reason with reasonable notice to the other.  Reasonable notice shall be               days.  

 
5. The parties agree that they shall consent to engage in a resolution meeting, with each appointing two 

representatives in the event there is a dispute regarding the provision of programming and/or 
services.  

 
Responsibilities of the External Provider 
 
6. The External Provider shall confirm and ensure that the individuals who will be providing 

programming and/or services on behalf of the External Provider or their supervisors are members in 
good standing of the College of [insert the name of the College]. 

 
7. The External Provider shall operate within the context of all applicable Board Policies, Operating 

Procedures and Collective Agreements, including, but not limited to Criminal Record Checks, 
Reporting Children in Need of Protection, Human Rights Policy and Procedures, and the Board Code 
of Conduct and the school’s Code of Conduct.  The Board Policies and Procedures are available on 
the Board’s website @ www.st-clair.net.   
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8. The External Provider shall provide to the Board: 
 

a) Details of its funding history/source; 

b) The name, credentials, qualifications and the professional college registration number for each 

individual providing programming and/or services; 

c) The name, credentials, qualifications and the professional college registration number for each 
supervisor responsible for the individuals providing programming and/or services in the school. 

 
9. External Provider shall ensure that each individual providing or supervising the provision of 

programming and/or services in the school shall comply with the rules of professional conduct for 
their profession as outlined by their College. 

 
10. For individuals not registered with a professional college, provide a supervision plan detailing the 

registered supervisor’s role and responsibilities with respect to supervision of the individual.  
 
11. The External Provider shall ensure that no individual providing programming and/or services, nor the 

External Provider, has a conflict of interest providing the programming and/or services outlined 
herein. 

 
12. The External Provider shall provide the Board with a copy of a current Certificate of Insurance for $2 

million per occurrence relating to professional liability (errors and omissions) coverage and $2 million 
per occurrence relating to general liability.  The External Provider shall provide confirmation that the 
Board is named on the Certificate of Insurance, and that staff or contractors of the External Provider 
are covered by WSIB while working on Board property.  

 
13. The External Provider shall ensure that individuals providing programming and/or services meet with 

students only on school premises in a specified location as determined by the Principal unless prior 
written consent is obtained from the parent/guardian of the student or the student, if 16 or older, and 
the Principal is given prior notice. 

 
14. The External Provider shall ensure that all individuals providing programming and/or services on 

school premises shall have a valid criminal reference check with must be dated within the past 12 
months, and shall sign in at the school office at each visit to the school and wear proper identification 
(Ontario Education Services Cooperation photo ID and visitor’s badge) while on the school premises. 

 
15. The parties agree that all information obtained during the provision of services will remain 

confidential, subject to applicable law.  The External Provider shall create and manage a reproducible 
record of services provided, and monitor access to the record. 

 
a) The parties agree that the Board may also choose to keep a record of programming and/or 

services provided; 
 
b) The parties agree that the Board shall have reasonable access to the External Provider’s record; 
 
c) The parties agree that the collection, use, retention, disclosure and destruction of records shall be 

in accordance with the requirements of the Municipal Freedom of Information and Protection of 
Privacy Act, the Personal Health Information Protection Act, the Education Act and the Child and 
Family Services Act. 
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16. The External Provider shall cooperate with the Board in reviewing the effectiveness of the 
programming and/or services provided using the following measures:  [insert the method that will be 
used for evaluation]. 

 
The parties agree that the school on behalf of the Board shall: 
 
17. The Board shall obtain appropriate written informed consent from the parent/guardian of the student 

or the student, if 16 years old or older, to whom the programming or services will be provided, and/or 
obtain written consent form the parent/guardian and the student, if 16 years old or older if access to 
the OSR or other relevant school information is necessary for provision of service or if the student will 
be withdrawn from class to receive the programming and/or services. 

 
18. The Board shall identify and provide space for the provision of programming and/or services by the 

External Provider that complements the needs of Board staff and does not compromise Board staff’s 
ability to execute their duties. 

 
19. The Board shall monitor through the principal or vice-principal the individuals providing programming 

and/or services on behalf of the External Provider and provide advice to the External Provider and/or 
individuals, if necessary.  The parties acknowledge that the responsibility for student safety and 
appropriate programming will remain the responsibility of the principal.  

 
20. The Board shall cooperate with the External Provider in reviewing the effectiveness of the 

programming and/or services provided. 
 
21. All partners agree to a mutual trust and goodwill. Notwithstanding, in those situations where conflict 

arises: 
 
 
The partners of this agreement commit to a respectful and direct step-by-step approach for resolution of 
any disagreement or conflict beginning with the individuals involved and progressing as necessary.  If the 
conflict cannot be resolved, the Joint Advisory Committee will become involved. 

 
The parties confirm that they are bound by the terms and conditions set out above by signing in the 
spaces provided below  
 
_______________________________ _____________________________ 
Superintendent of Education  
responsible for Special Education 
 
________________________________ _____________________________ 
Date     Date  
 
 
 
cc: School Superintendent of Education 
 Principal of Special Education 
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INSTUTUTE OF CATHOLIC EDUCATION (ICE) GUIDELINES FOR PARTNERSHIPS IN 
CATHOLIC EDUCATION - January 9, 2002 

Catholic Identity 

1) Catholic Schools and school boards enter many forms of partnership with a variety of groups.  The groups with whom 
partnerships are struck include: 

a) Parishes, 

b) Non-profit organizations, 

c) Community groups, 

d) Municipalities,  

e) Commercial enterprises, and 

f) Government agencies. 

2) The partnerships can generally be classified as:  

a) Educational, that is, to provide learning experiences for students, or 

b) Commercial, that is, to procure goods or services required by the educational system. 

3) In entering such partnerships, schools and boards are asked to apply the following principles appropriately, with due 
diligence with application to all operations, in Canada or abroad, or the potential partner:  

a) The basic tenets of Catholic social teaching, namely, the dignity of the human person, human rights and 
responsibilities, the common good, solidarity, subsidiary, the preferential option for the poor, respect for life and 
the value and dignity of human work must all be respected.  

b)  With regard to the application of these principles boards are requested to look at other models available in the 
Catholic community, involve other Catholic groups and their diocesan bishop.  

c) The goal of all partnerships shall be to enhance the quality and effectiveness of education for learners with 
financial aspects secondary.  No partnership should detract from the educational purpose of the school or subvert 
equality of educational opportunity or other major goals of publicly funded education.  

d) No arrangement shall ever place students in the situation of being a captive audience, subjected to advertising in 
an educational setting or being intellectually or financially exploited. 

e) Student and staff participation with groups from the voluntary and non-governmental sector or with commercial 
enterprises must be voluntary and, in the case of a minor, with parental consent.  

f) Partnerships should complement the educational program but not a substitute for obligations of the school, the 
school board or the Ministry of Education.  

g) Any commercial partnership or agreement will be entered into through a tendering (or equivalent) process that is 
publicly transparent to all members of the community.  

h) In an educational partnership with a commercial enterprise, there should be a clear understanding that the 
purpose is the education of students with no promotion of brand names or products.  

i) The Catholic Graduate Expectations on which the Catholic curriculum is based will not be modified to meet the 
needs of potential partners. 



 
ST. CLAIR CATHOLIC DISTRICT SCHOOL BOARD 

420 Creek Street, Wallaceburg, Ontario N8A 4C4 
 Appendix 3 

 

SPECIAL EDUCATION PROTOCOL  Appendix 3 Page 13 of 13 
Partnerships with External Providers    

j) Governance of the schools will remain firmly and clearly with the trustees and administrators of the board and all 
agreements will follow board policy.  

k) There shall be a clear statement of the nature and intent of the partnership with appropriate means of 
disengagement through a memorandum of agreement signed by both (or all) parties.  
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