INSTRUCTIONS/CHECKLIST FOR TIERED PAPERWORK
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TIER I CHECKLIST

Please check the following as completed:

1. Obtain Tier I paperwork. 


__ Send home Tier I parent letter (make a copy to keep) along with the RTI 


General Information brochure.  Date sent: ________________



__ Arrange for vision and hearing screening using General Medical 



Information form.
     2. Complete page one of Tier I paperwork.

__ Fill out completely (do not leave any empty boxes).
     3. Schedule a Parent Conference

     4. Meet with parent to discuss instructional plan.  Complete page two of Tier I paperwork.
!!  If you cannot get parent in for conference, go ahead and fill out page two and notify parent of plan.  Be sure to document your contact or attempted contact with parent.


__ Fill in student name, school and date of meeting.


__ Note parent concerns.


__ Define what the problem is (be specific).


__ Determine why you think the problem is occurring.


__ Develop instructional plan including activities/strategies for differentiation.  


Include plan specifics: who, what, when, where, how many minutes and parent 


involvement in plan.
   

__ Indicate the “Benchmark” (current level of performance) using the 



appropriate measure.


__ Indicate the “Goal” (desired level of performance) using the appropriate measure.


__ Sign and date form.


__ Determine date of review.
     5. Implement plan for a minimum of 3-4 weeks. 
6. Schedule a follow-up meeting with parent and/or review team and complete the first review on page three of the Tier I paperwork.  


__ Fill in student name, school and date of meeting.


__ Review data from instructional plan. 



__ Review RTI Monitoring Progress brochure with parent.


__ Determine:  Is the student making progress in the targeted area(s)?

Considerations: If in AIMSweb the student is 3 consecutive or 4 total data points below the aim line, or other data suggests that a student is not making progress, a change in intervention/strategy should be considered.  If the student is making progress even though he/she may still be below the aim line, it may be determined to continue the intervention/strategy but increase the time.  

If in mCLASS, there will be a suggestion to attempt something different.  A change of intervention should occur prior to a tier change. 

Tier movement should not be considered until at least two or three different interventions/strategies have been attempted and delivered with integrity/fidelity.  A student should stay in a tier at least 8-12 weeks prior to being considered for tier movement.  This is to ensure that we have given the student the benefit of differentiated instruction.  It would be best practice to review a student in each tier at least once every 4 weeks.  


__ Make determination to continue, modify, discontinue or move the student to a Tier II 

level of intervention.


__ Sign and date form.
If the decision is made to go on to Tier II, page one of the Tier II paperwork should be filled out at this same meeting.  (much of the information for this is on page two the Tier I paperwork).  See Tier II checklist for specifics.
**Tier movement in AIMSweb CANNOT occur until the paperwork is complete and a copy is given to the RTI TA.  

Quick reference of forms:

~ Tier I Parent Notification letter

~ RTI General Information brochure
~ General Medical/Health Information 

~ Tier I paperwork – (3 pages)
TIER II CHECKLIST 
Please check the following as completed:

      1. Obtain Tier II paperwork.

Note - Page one of the Tier II paperwork should be filled out at the Tier I meeting where it 

was determined that the child needed to move to Tier II.  The following will assist in the 

completion of page one of the Tier II paperwork:


__ Complete the identifying information at the top of the page.


__ Define the problem.  Be sure to elaborate based on what we learned about the 


student’s skill deficits during the Tier I process.



__ Determine why you think the problem is still occurring.


__ Develop instructional plan including the specific programmatic intervention to be 

utilized.  Include plan specifics: who, what, when, where, how many minutes 


and parent involvement in plan.
   

__ Indicate the “Benchmark” (current level of performance) using the 



appropriate measure.


__ Indicate the “Goal” (desired level of performance) using the appropriate measure.


__ Sign and date form.


__ Determine date of review.
**Tier movement in AIMSweb CANNOT occur until the paperwork is complete and a copy is given to the RTI TA.  

     2.  Implement plan for a minimum of 3-4 weeks.  

3. Schedule a follow-up meeting with parent and/or review team and complete the first review on page two of the Tier II paperwork.



__ Fill in student name, school and date of meeting.


__ Review data from instructional plan. 



__ Determine:  Is the student making progress in the targeted area(s)?

If in AIMSweb the student is 3 consecutive or 4 total data points below the aim line, or other data suggests that a student is not making progress, a change in intervention should be considered.  If the student is making progress even though he/she may still be below the aim line, it may be determined to continue the intervention but increase the time and/or frequency.

If in mCLASS, there will be a suggestion to attempt something different.  A change of intervention should occur prior to a tier change. 

Tier movement should not be considered until at least two or three different interventions have been attempted and delivered with integrity/fidelity.  A student should stay in a tier at least 8-12 weeks prior to being considered for Tier movement.  This is to ensure that we have given the student the benefit of multiple interventions.  It would be best practice to review a student in each tier at least once every 4 weeks.  
__ Make determination to continue, modify, move back to Tier I or refer the student to SST for Tier III determination.





__ Sign and date form.
If the decision is made to refer to SST for Tier III determination, the RTI folder with all of the Tiered paperwork, along with copies of AIMSweb, mCLASS and/or other data will be given to the SST chair.  

Quick reference of forms:

~ Tier II paperwork – (2 pages)
TIER III CHECKLIST

The SST Chair is now heading up the process, and will take the lead from here.  
Please check the following as completed:
     1.  SST Chair receives the RTI folder that includes all of the Tiered paperwork along with 
AIMSweb, mCLASS and/or other data.


__ Send Speech/Language Screening Request.


__ Send Teacher Narrative.


__ Send/obtain Classroom Observation.
2. Obtain the Tier III paperwork.
3. Schedule an SST meeting to discuss Tier III determination.


__ Lead the discussion to make the Tier III determination.
**If determination is made NOT to move to Tier III, the SST chair will return the RTI folder to the teacher.

If the determination is made TO move the student to Tier III, the following should occur.



__ At the same “determination” meeting, the draft copy of pages one, two and three of 

the Tier III paperwork will be written.  Page one indicates any existing PROBLEMS 

in the areas noted.  Have team members sign draft copy at bottom of 


page three.  Keep this for your records of who attended the planning meeting.


__ Write a “clean” copy of the paperwork for parent meeting.  


__ Schedule a meeting with the team (or at the very least, the teacher, SST Chair and 

Administrator) and parent to go over the paperwork adding anything the parent wishes 

to include.  



__ Sign and date form.

Note:  A child CANNOT move to Tier 3 without a parent signature.  This is the ONLY tier where it is MANDATED that a parent MUST sign the paperwork.   

**Tier movement in AIMSweb CANNOT occur until the paperwork is complete and a copy is given to the RTI TA.  

     4.  Implement plan for a minimum of 3-4 weeks.
5 . Schedule a follow-up team meeting to complete the first review on page four of the Tier III paperwork.


__Indicate that Speech/Language Screening, Teacher Narrative and Classroom 


Observation have occurred.



__ Fill in student name, school and date of meeting.


__ Fill in area(s) targeted for instruction/intervention.
__ Review data from instructional plan. 


__ Determine:  Is the student making progress in the targeted area(s)?

If in AIMSweb the student is 3 consecutive or 4 total data points below the aim line, or other data suggests that a student is not making progress, a change in intervention should be considered.  If the student is making progress even though he/she may still be below the aim line, it may be determined to continue the intervention but increase the time and/or frequency.

If in mCLASS, there will be a suggestion to attempt something different.  A change of intervention should occur prior to a tier change. 

Tier movement should not be considered until at least two or three different interventions have been attempted and delivered with integrity/fidelity.  A student should stay in a tier at least 8-12 weeks prior to being considered for Tier movement.  This is to ensure that we have given the student the benefit of multiple interventions.  It would be best practice to review a student in each tier at least once every 4 weeks.  
__ Make determination to continue, modify, move back to Tier II or move to Tier IV.


__ Sign and date form.
If the decision is made to move the student to Tier IV, the paperwork (one page) for Tier IV should be completed at this meeting. 

Quick reference of forms:
~ Tier III paperwork - (4 pages)
~ Speech/Language Request

~ Teacher Narrative form

~ Classroom Observation form

TIER IV CHECKLIST

Please check the following as completed:
     1. Obtain the Tier IV paperwork.
      
Note: The Tier IV paperwork will be completed at the Tier III meeting where it was 

determined to move to Tier IV.  

__ Complete the justification for the referral to MDT.   

__ Sign and date form.
The following should be placed in the RTI folder and passed along to the Program Specialist:



__The Tier I, II and III paperwork.


__ Documentation of all interventions delivered throughout the process if not already 

noted on the Tiered paperwork.


__ Copies of AIMSweb or mCLASS graphs and/or any other data that is available.


__ The Speech/Language Screening form.


__ The Teacher Narrative.


__ The Classroom Observation.
Quick reference of forms:

~ Tier IV paperwork - (1 page)
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