Frequently Asked Questions (FAQ) on PPS Reporting
Indicator 12 in the State Performance Plan (SPP) requires the State to report the percent of children referred by Part C prior to age 3 who are found eligible for Part B and who have an individualized education program (IEP) developed and implemented by their third birthdays.  The target for this indicator is 100%.  The Wisconsin Department of Public Instruction (DPI) will measure and regularly monitor LEA compliance with Indicator 12 through local data entry into the Program Participation System (PPS).  PPS was jointly developed by the Wisconsin Department of Health Services (DHS), the IDEA Part C agency, and DPI, the Part B agency for Wisconsin.  This document was produced in response to questions posed by local education agencies.   
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Accessing PPS
1. What internet browser must we use with PPS?

PPS was designed to run on a Windows based PC platform using Microsoft Internet Explorer. Districts that use Mac computers have had success accessing PPS after installing conversion software programs such as Parallel, Fusion, or Apple Boot Camp. These programs allow the Mac computers to run Microsoft Internet Explorer. The district MUST use Microsoft Internet Explorer 6.0 or above to access PPS. Other internet browsers such as Firefox will NOT function properly within PPS.
2. If a user has trouble accessing the PPS site, who should he/she contact first?
First, the user should check with the district’s Security Coordinator to ensure he/she has been given access to PPS. If the user is still experiencing difficulty accessing the PPS site, please contact Nancy Fuhrman at 608-267-9243 or Nancy.Fuhrman@dpi.wi.gov.
3. How can a district user be given access to PPS?

The Director of Special Education or designee, acting as the LEA's Security Coordinator, establishes who is authorized to use PPS.  Security Coordinators for each LEA are posted on the Indicator 12 webpage (http://www.dpi.wi.gov/sped/spp-tran-presch.html). Each PPS user must obtain a WAMS User ID and password.  WAMS User IDs and passwords belong to the individual and are not to be shared.
4. What if an individual already has a WAMS User ID—does he/she need another one for PPS?
 No, you may use the same WAMS User ID. 

5. Does a WAMS User ID ever expire?

Your WAMS User ID will NOT expire. However, when an employee leaves a district, his/her rights to access PPS should be terminated by the district’s Security Coordinator. 

6. What should a user do if he/she forgets their WAMS User ID and/or password?

If a user forgets his/her WAMS User ID and/or password, the WAMS website (https://on.wisconsin.gov/WAMS/home) offers an account recovery feature. After logging onto the WAMS homepage, click on the Account Recovery option. 
Please note the user must know the answer to his/her secret question and must have access to the email address in his/her account.   A link provided in an email is used to continue Account Recovery.   

7. Is there a limit to the number of people who can have access to PPS?

There is no minimum or maximum number of people who can have access to the system. The district’s Security Coordinator determines who will have access to PPS. 

8. Who is responsible for monitoring access to PPS?

PPS contains confidential student specific information. It is the responsibility of the district’s Security Coordinator to closely monitor access to the system.

Security Coordinators and Users
1. How do Security Coordinators add additional users?   
The Security Coordinator sets up access to PPS for other district users through the Wisconsin Integrated Security Application (WISA). To do so, click on the WISA link on the Indicator 12 webpage (http://dpi.wi.gov/sped/spp-tran-presch.html).  The Security Coordinator will use his/her WAMS User ID and password to access this site.
Follow these steps, to set up a district user:

· From the WISA Homepage, click on the PPS Administration link found in the Navigation Menu and then click on the User Administration link.

· The User Search screen will be displayed.  Search for the individual by WAMS User ID (User Name) or first/last name and click the Search button.

· The search results will be displayed.  Click on the Edit button for the individual.

· The User Details page will be displayed.  There are three sections to this page – User Information, PPS Access Information, PPS Profile Assignment.

· In the User Information section, enter the current date as the Start Date, if a date is not displayed.

· In the PPS Access Information section, enter the current date as the Application Start Date.

· In the PPS Profile Assignment, enter the following:

· Admin Unit Level – Select ‘Agency’ from the drop down list

· Admin Unit – Select the district name from the drop down list

· Profile – Select ‘Local Education Agency Full Access’ from the drop down list

· Start Date – Enter the current date.

· Click the Add button.

· Once added, click the Save button.

2. What must the Security Coordinator do when someone with access to PPS leaves, resigns or retires from the district?

The Security Coordinator MUST revoke an individual’s right to access PPS when that individual leaves the district. This is done through the Wisconsin Integrated Security Application (WISA).  To do so, click on the WISA link on the Indicator 12 webpage (http://dpi.wi.gov/sped/spp-tran-presch.html).  The Security Coordinator will use his/her WAMS User ID and password to access this site.

· From the WISA Homepage, click on the PPS Administration link found in the Navigation Menu and then click on the User Administration link.

· The User Search screen will be displayed.  Search for the individual by WAMS User ID (User Name) or first/last name and click the Search button.

· The search results will be displayed.  Click on the Edit button for the individual.

· The User Details page will be displayed.  There are three sections to this page – User Information, PPS Access Information, PPS Profile Assignment.

· In the PPS Profile Assignment, enter the date the individual will no longer have access to PPS

· Click the Save button.  

3. What should a district do when a Security Coordinator leaves a district during the school year?

Annually, DPI will collect the name of the acting Security Coordinator for each district.  The district is responsible for contacting DPI if the Security Coordinator leaves during the year. This information should be reported to Nancy Fuhrman at 608-267-9243 or Nancy.Fuhrman@dpi.wi.gov.  
Once the district’s new Security Coordinator has been assigned by the district administrator, the Security Coordinator must obtain a WAMS User ID and password, if he/she does not currently have one, and then contact DPI in order to be given access to PPS. Since access to PPS is district specific, it is necessary for the new Security Coordinator to contact DPI even if he/she had access to PPS in a prior district. The new Security Coordinator should also contact their county Birth to 3 Program(s) and inform them of the change.  
4. Are multiple WAMS User IDs needed if one person is the Security Coordinator for multiple districts?

If the Security Coordinator is responsible for multiple districts he/she only needs one WAMS User ID. 

Electronic LEA Notifications and Referrals  

1. What is an electronic LEA Notification?

The purpose of the LEA Notification is to alert the district to children who may be eligible for future special education services. LEA notifications include the child’s name, date of birth, and parent contact information (name, address, and phone number). Notifications are sent by Birth to 3 programs to the individual identified by the district. 
LEAs are alerted by email that a notification report is available.  Personally identifiable information is not included in the email, but is available through the notification report. The notification email alert contains a link to PPS.  Clicking on the link, you will be prompted to enter your WAMS User ID and password. This will bring you to the LEA Notification and Referral Report page. After entering in the range of dates, click the ‘Next’ button. A magnifying glass icon will be displayed informing the user the notification report has been generated. Click on the magnifying glass icon in order to view the report. 
2. What is an electronic LEA Referral?

PPS enables Birth to 3 agencies to make a referral to an LEA electronically. If the parent consents to refer the child for special education and related services, the County Birth to 3 Program documents the referral information in PPS and generates an email alert to the appropriate LEA. LEAs should note the date the electronic referral email alert is sent marks the start of the evaluation timeline.  
When the LEA receives a referral email alert, it will contain two embedded links. One link will take you to the Local Educational Agency Information page which contains the referral information. The other link will take you to the LEA Notification and Referral Report.  Both links require you to login using your WAMS user ID and password.  The LEA should print a copy of the Local Educational Agency Information page as this serves as the referral documentation. Please make sure all of the collapsible sections on the page are expanded and you select landscape layout prior to printing. 
3. Can multiple individuals within an LEA receive the electronic notification and/or referral alerts from the county Birth to 3 Program?

Yes. It is required the LEA Director of Special Education develop procedures for accessing and responding to electronic notification and referral email alerts in a timely manner.  Assigning the individual(s) who will receive the electronic notifications and referrals is a local decision and should be part of an Interagency Agreement with your county Birth to 3 Program(s).  To ensure email alerts are responded to in a timely manner, DPI recommends the county Birth to 3 Program send the electronic notifications and/or referrals to the Director of Special Education and one other identified PPS user. 
4. Who within the LEA should receive the email alert about the electronic notifications and/or referrals?
It is the LEA’s responsibility to make sure the county Birth to 3 Program has the most current email contact information for the individuals within the district that should receive the electronic notification and/or referral alerts. Assigning the individual(s) who will receive the alerts is a local decision and should be part of an Interagency Agreement with your county Birth to 3 Program(s). DPI recommends electronic referral and notification email alerts be sent to the district’s Director of Special Education and one other identified PPS user to ensure accurate delivery and a timely response. 
5. Will county Birth to 3 Programs send a paper referral in addition to the electronic referral alert?
Yes. Since this is a new system, county Birth to 3 Programs will send a paper referral along with making an electronic referral for the remainder of the 2008-09 school year. The date the electronic referral email alert is sent begins the evaluation timeline.  

6. When does the evaluation timeline for electronic referrals begin?  

The date the electronic referral email alert is sent marks the start of the 15-day evaluation timeline.  Please note it is the date the email is sent, not the date the email is opened. 
7. What happens if a notification or referral email notice is undeliverable?
An email may be undeliverable if the email address was invalid or an individual’s inbox is full. The individual from the county Birth to 3 Program sending the email to the LEA will receive a message stating the email was undeliverable. To ensure undeliverable emails do not slow the evaluation process, it is important to share accurate email addresses with your Birth to 3 Programs. DPI recommends the Director of Special Education and at least one other identified PPS user receives the electronic notification and referral email alerts. It is the LEA’s responsibility to open and read the notification and referral alerts and access PPS. It is important to remember the date the electronic referral email alert is sent begins the evaluation timeline.
8. What happens if the LEA’s email system is down for multiple days? 

PPS is a web-based system, which means that it is accessible at any time from any computer that has access to the internet and meets the system requirements (see question #1 under Accessing PPS for more information). If the district’s email system is not working, the LEA should run the referral report within PPS to determine if any new referrals have been made to the district. The referral report includes the date the referral email was sent.  PPS can be accessed through the link on the Indicator 12 webpage (http://www.dpi.wi.gov/sped/spp-tran-presch.html). It is important to remember the date the email alert is sent begins the 15-day evaluation timeline. If technical issues prevent the district from receiving the email, this does not delay the start of that timeline.
9. What is a district’s obligation if a referral is made over the summer?
LEAs are responsible for processing summer referrals as required under federal and state law.  There are various options to deal with this obligation including working with Birth to 3 Programs to make referrals prior to the end of the school year or having LEA staff available during the summer to process referrals.
A school district is required to provide Extended School Year (ESY) services to a child when the child requires such services to receive a free appropriate public education (FAPE).  If ESY services are an issue raised by a parent or another IEP meeting participant, the IEP team must determine whether the child requires ESY services in order to receive FAPE. The district is not required to consider ESY services for each child at an IEP meeting.  For more on ESY see http://dpi.wi.gov/sped/bul96-01.html.

10. If only a paper referral is sent, can the LEA still access PPS for this child?

Yes. If a paper referral from a Birth to 3 Program is received, the district must still enter the appropriate data within PPS. The Birth to 3 Program enters information into PPS for all children referred to an LEA.  PPS is the mechanism by which DPI collects data for State Performance Plan Indicator 12. For step-by-step instructions on how to complete this information, please visit (http://www.dpi.wi.gov/sped/pdf/spp12-pps-instructions.pdf). 
11. Will PPS contain information on all children referred from Birth to 3 Programs or just children who are found eligible for special education services?

PPS will contain information on all children referred electronically or via paper from a county Birth to 3 Program. The LEA must enter data on all children referred from Birth to 3 Programs regardless of eligibility determination.  
12.
What should be done when an LEA receives an LEA Notification or Referral email alert with another LEA's name included in the body of the email? 
The LEA receiving the LEA Notification or Referral email alert should contact the Birth to 3 Program to notify them of the problem and request them to resend the email to the correct LEA.

LEA Notification and Referral Reports
1. What reports can currently be run in PPS?
Within PPS, you will be able to run three reports: 

The “Notifications Only” report will contain a listing of notifications the Birth to 3 Program made to the LEA within the selected timeframe.  The notification list will contain a list of the names, birthdays, and parent contact information for children who may soon be eligible for special education.

The “Referrals Only” report will only contain a listing of children referred by the Birth to 3 Program to the LEA within the selected timeframe.  The referral list includes the date of the referral, the child’s name and date of birth, the parent’s name and phone number, and the reasons the child is believed to be a child with a disability. 

The “All” report will contain a listing of both notifications and referrals.

Two things to note are that you will only be able to see information on children referred to your LEA; AND requested reports will display in PDF format which means you will only be able to view them and NOT be able to edit them.
Entering Data into PPS

1. Who should enter data into PPS?

 This decision will vary by the unique needs of the district and is a local decision made by the district’s Security Coordinator. 
2. Will districts need to enter information from July 1, 2008 for reporting purposes?

Yes. DPI will use PPS to collect Indicator 12 data for FFY 2008, therefore LEAs must report on all children referred from Birth to 3 since July 1, 2008. 
3. What information are LEAs required to report in PPS?

Specific information regarding the IEP process is reported via PPS, including:  

· Whether consent for the evaluation was granted by, denied by, or not requested of the parents;

· Eligibility information including whether or not the child was found eligible for services, the date of the eligibility determination meeting, the reason eligibility was determined late (if necessary), and the reason eligibility was not determined (if necessary); and

· IEP information including the meeting date the IEP was developed, whether or not parents refused services prior to or after IEP development, the date the IEP was implemented, and reasons the IEP was implemented after the child’s third birthday (if necessary); 


For more information about how to enter data into PPS, please visit the step-by-step directions posted on the Indicator 12 webpage (http://www.dpi.wi.gov/sped/pdf/spp12-pps-instructions.pdf).  
4. What should a district do if it enters incorrect data into PPS?

After a child’s information has been entered into PPS, the district has until the end of the calendar month in which the data was entered to make revisions. After that period, the child’s record is locked. If a district discovers that a data entry error has occurred after the child’s record has been locked, the district should contact Nancy Fuhrman at 608-267-9243.

5. When should information be entered into PPS?
Information should be entered into PPS as soon as possible (i.e. 30 days) after the child is determined not eligible for special education services or the IEP has been implemented. 
6. Is there a final deadline for entering data into PPS?

Yes. Data must be entered for all children referred by a county Birth to 3 Program between July 1, 2008 and June 30, 2009 by October 15, 2009.

7. What should a district do if a child’s record does not appear in PPS but has been referred by the county Birth to 3 Program?
The referral information must be entered by the Birth to 3 Program before the district can enter the information on the LEA page.  If a district has received a paper referral from their county Birth to 3 Program, but that child’s record does not appear to be within PPS, the district should contact their county Birth to 3 Program.

8. What should a district do if a child’s name appears on their PPS Referral Report but the district has no knowledge of the child?
If the district believes a child has been referred to their district in error, the district should contact either the county Birth to 3 Program that made the referral in error or Nancy Fuhrman at 608-267-9243. 
9. If a child’s eligibility is never determined, what reason should be entered in PPS?

Below are the six reason selections if the child's eligibility was never determined. If your situation does not fit into any of the following choices, please select "other" and explain why the child's eligibility was not determined. 

· Child transferred to another district in-state after initial referral made

Choose this if you have a child who transferred to another district within the state of Wisconsin after the initial referral for special education services was made to your district. 
· Child transferred out of state after initial referral made

Choose this if you have a child who transferred to a district outside of the state of Wisconsin after the initial referral for special education services was made to your district. 
· Parent refused/failed to provide consent for evaluation after repeated attempts

Choose this if the parent refused to provide consent for evaluation or the parent failed to respond to a request for consent for evaluation and the district made at least three good faith efforts to obtain consent from the parent. 
· Parent refused/failed to produce child for evaluation after repeated attempts 

Choose this if the parent refused or failed to produce the child for evaluation in a timely manner after the LEA repeatedly attempted to accommodate the family’s situation (i.e., child’s illness, child’s hospitalization, family emergency, or family vacation).  
· Child referred to Birth-3 after the child turned 2 years, 9 months of age

Choose this if the child’s initial referral to the Birth to 3 system occurred after the child turned 2 years, 9 months of age.  You will only be able to use this excuse code if the B-3 program has entered “yes” after the question: “Was Child referred to Birth to 3 after age 2 years 9 months?” in the Referral Section.  
· Other 
· Please enter as much detail as possible as to why the child’s eligibility was not determined.    

10. If a child was determined to be NOT eligible, but the eligibility meeting occurred after the child’s 3rd birthday, what reason should be entered?

Below are the nine reason selections if the child was found not eligible after their third birthday. If your situation does not fit into any of the following choices, please select "other" and explain why the child's eligibility was determined after their third birthday. 

· Parent did not provide timely consent for referral to LEA

Choose this if the parent gave consent for referral to the district less than 80 calendar days prior to the child’s third birthday.  You will only be able to use this excuse code if the B-3 program has entered that the parent did not provide timely consent for referral to LEA.   
· Child moved into district after initial referral made; new timeline established

Choose this if you have a child who transferred into your district after the initial referral for special education services was made to the prior district and the parent has agreed to a specific time when the evaluation will be completed. 
· Parent refused/failed to provide consent for evaluation after repeated attempts

Choose this if the district determined there was a need to administer tests and other evaluation materials and the parent refused to provide consent for evaluation or the parent failed to respond to a request for consent for evaluation and the district made at least three good faith efforts to obtain consent from the parent.  State law requires the district to review existing evaluation data and send a request for parental consent, if needed, within fifteen business days of receiving the referral.  
· Parent refused/failed to produce child for evaluation after repeated attempts 

Choose this if the parent refused or failed to produce the child for evaluation in a timely manner after the LEA repeatedly attempted to accommodate the family’s situation (i.e., child’s illness, child’s hospitalization, family emergency, or family vacation).  
· Child referred to Birth-3 after the child turned 2 years, 9 months of age

Choose this if the child’s initial referral to the Birth to 3 system occurred after the child turned 2 years, 9 months of age.  You will only be able to use this excuse code if the B-3 program has entered “yes” after the question: “Was Child referred to Birth to 3 after age 2 years 9 months?” in the Referral Section.  
· Referral not made at least 90 days prior to child’s 3rd birthday

Choose this if the determination was late because the County Birth-Three Program referred the child for special education services less than 90 calendar days before the child’s third birthday.  Be sure to compare the referral date to the child’s date of birth to ensure that this is the correct reason code.  
· Difficulties coordinating meetings between B-3 and LEA

Choose this if the district was unable to determine eligibility in a timely manner due to the inability to schedule meetings that included necessary Birth to Three personnel including, but not limited to transition planning conferences, eligibility meetings, or other IEP meetings.  
· Staff not available 

Choose this if district staff was unavailable to conduct evaluations, write reports, or attend an IEP meeting due to staff vacation, vacancies, conflicting duties or illness.  
· Other 
· Please enter as much detail as possible as to why the child’s IEP eligibility was determined after their third birthday.  

11. If a child was found eligible but their IEP was implemented after their 3rd birthday, what reason should be entered?
Below are the twelve reason selections if the child was found eligible and the IEP was implemented after the child's third birthday. If your situation does not fit into any of the following choices, please select "other" and explain why the child's IEP was implemented after their third birthday. 

· Summer/holiday birthday – ESY not required

Choose this if you have a child whose third birthday fell on a day when school was not in session (i.e., during the summer, a holiday, or on a weekend) and the IEP does not include Extended School Year services and the child will begin IEP services once the school year resumes. 
· Parent did not provide timely consent for referral to LEA

Choose this if the parent gave consent for referral to the district less than 80 calendar days prior to the child’s third birthday.  Refer to the date the referral was received by the LEA and the prompt as to  whether the parent provide timely consent for referral to LEA in order to determine if this requirement is met.  
· Child moved into district after initial referral made; new timeline established

Choose this if you have a child who transferred into your district after the initial referral for special education services was made to the prior district and the parent has agreed to a specific time when the evaluation will be completed. 
· Parent refused/failed to provide consent for evaluation after repeated attempts

Choose this if the district determined there was a need to administer tests and other evaluation materials and the parent refused to provide consent for evaluation or the parent failed to respond to a request for consent for evaluation and the district made at least three good faith efforts to obtain consent from the parent.  State law requires the district to review existing evaluation data and send a request for parental consent, if needed, within fifteen business days of receiving the referral.  
· Parent refused/failed to produce child for evaluation after repeated attempts 

Choose this if the parent refused or failed to produce the child for evaluation in a timely manner after the LEA repeatedly attempted to accommodate the family’s situation (i.e., child’s illness, child’s hospitalization, family emergency, or family vacation).  
· Parent did not provide timely consent for services after repeated attempts

Choose this if the child was determined to be eligible for services and there is an IEP developed in a timely manner, but the parent did not give consent or gave consent for services less than seven calendar days prior to the child’s third birthday.  
· Parent did not make child available for services

Choose this if the parent repeatedly failed or refused to produce the child for services and the LEA made repeated attempts to accommodate the family’s situation. This could occur for reasons such as the parent has decided not to accept services for the student, the parent wanted services to begin at a later date, the child was ill, the child was hospitalized, the family had an emergency, or a family vacation. 
· Child referred to Birth-3 after the child turned 2 years, 9 months of age

Choose this if the child’s initial referral to the Birth to 3 system occurred after the child turned 2 years, 9 months of age.  You will only be able to use this excuse code if the B-3 program has entered “yes” after the question: “Was Child referred to Birth to 3 after age 2 years 9 months?” in the Referral Section.  
· Referral not made at least 90 days prior to child’s 3rd birthday

Choose this if the determination was late because the County Birth-Three Program referred the child for special education services less than 90 calendar days before the child’s third birthday.  Be sure to compare the referral date to the child’s date of birth to ensure that this is the correct reason code.  
· Difficulties coordinating meetings between B-3 and LEA

Choose this if the district was unable to implement the child’s IEP in a timely manner due to the inability to schedule meetings that included necessary Birth to Three personnel including, but not limited to transition planning conferences, eligibility meetings, or other IEP meetings.  
· Staff not available

Choose this if district staff was unavailable to conduct evaluations, write reports, or attend an IEP meeting due to staff vacation, vacancies, conflicting duties or illness.  
· Other  

· Please enter as much detail as possible as to why the child’s IEP was implemented after their third birthday.  

Transferring Records

1. What happens if a child transfers to another school district after an electronic referral has been made to my school district?  

Once the district has received written notice from the parent that the pupil will enroll in another school district or from the new school district that the pupil has enrolled in their district the child’s incomplete PPS record must be transferred. Transfer information is entered into PPS by the LEA if a child transfers to another district prior to eligibility determination and/or the development and implementation of the IEP.  To do this, 

· Log into PPS using your WAMS user ID and password

· Go to the child’s Local Educational Agency Information page. This can be done by conducting a search for the child in question, using their first and last name and birthday.

· Under the “Transfer Child” section, select the new LEA from the dropdown menu.

· Enter the email address of the individual within the new LEA that you would like to notify.  

· Enter your email address.

·  Click “Transfer.”  This sends an email notice to the receiving district so that it may enter PPS and complete the process.  

Once the child’s information has been transferred to the new district, you will no longer have access to the student’s record in PPS.

Please note: If a child transfers to another district after his/her eligibility has been determined and the IEP developed and implemented, it is not necessary to transfer PPS records. 
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