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MARSS Data/SpEd Forms Reconciliation Procedure

	
	Action
	Person Responsible

	 FORMCHECKBOX 

	1. At the beginning of the school year, MARSS personnel sends a list of dates to building secretaries /special education coordinators indicating the dates that a MARSS query will be printed to verify current special education data.  The reports should be printed every two weeks up until December 1, and monthly thereafter.
	· MARSS Coordinator / Special Education Coordinator

	 FORMCHECKBOX 

	2. Include an item regarding MARSS data/SPED forms reconciliation on SST agendas the week prior to doing the printout.
	· Special Education Coordinator

	 FORMCHECKBOX 

	3. On the indicated dates, print the MARSS query for special education data as well as a combined report on SPED forms for each special education case manager.  Reconcile the two reports by comparing names, disabilities, federal settings, and evaluation status between the two documents.
	· Special Education Coordinator



	 FORMCHECKBOX 

	4. Contact individual case managers to make the necessary corrections.
	· Special Education Coordinator

	 FORMCHECKBOX 

	5. Individual case managers will submit the necessary MARSS forms to building secretaries or designated building MARSS data entry personnel, who will input the changes on SASI.
	· Individual Case Managers 

· Building Secretaries or Designated Building MARSS Data Entry Personnel
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