
Early Childhood Special Education 
 Enrollment, Attendance, Membership, and SESH  

BCCS Examples 
 
Introduction:  

The purpose of this document is to provide examples relevant to BCCS for reporting 
enrollment, attendance, membership, and Special Education Service Hours (SESH) in 
Early Childhood Special Education.  
 
For all examples given, the assumption is that all services are documented on the IEP.  
 
Table of Contents 
❖​ Enrollment Changes/Reporting Enrollments Examples 
❖​ Initial Evaluation Examples 
❖​ Part C Home Visit Examples 
❖​ Part B Non-Classroom Examples 
❖​ Part B Self-Contained Classroom Examples 
❖​ Part B General Education Classroom Examples 

 
In SpEd Forms…  
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Enrollment Changes Examples - (reported by case manager) 
 
Situation 1 

●​ A child was referred and entered into Synergy/SpEd Forms. The team has now 
completed the evaluation and they qualified.  

 
Steps:  

●​ Complete the SpEd & 504 Reporting Form.  
○​ Choose the following: 

○​ Complete the questions on the form. You will need the referral (Part 
C)/consent (Part B) date and the results meeting date.  

 
 
Situation 2 

●​ The same child qualified for an IEP. The student started in the self-contained 
classroom on 11/1/2022.  

 
Steps:  

●​ Complete the SpEd & 504 Reporting Form.  
●​ Choose the following: 

 
●​ Complete the questions. Be sure to report the start date, setting, primary 

disability, and whether or not the child has special transportation.  
 
 
Situation 3:  

●​ A child was referred and entered into Synergy/SpEd Forms. The referral did not 
go to evaluation, the evaluation was not able to be completed, or they were 
evaluated and did not qualify.  

 
 

 

https://docs.google.com/forms/d/e/1FAIpQLSfLLHxEcH-kIda3Ym57-flLppQWpK45FKaX7Hyipn4SB9rWWw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfLLHxEcH-kIda3Ym57-flLppQWpK45FKaX7Hyipn4SB9rWWw/viewform
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Steps: 
●​ Complete the SpEd & 504 Reporting Form.  

●​ Choose the following: 

 
●​ Complete the questions. Be sure to report the end date for the enrollment. 

This is could be when a PWN was sent or if an eval occurred, when the 
results meeting was held.  

 
 
Situation 4:  

●​ A child had their C to B eval. completed and they have now turned 3 and are in a 
classroom setting.  

 
Steps:  

●​ Complete the SpEd & 504 Reporting Form.  
●​ Choose the following: 

 
●​ Complete the questions. Be sure to report the start date, setting, primary 

disability, and whether or not the child has special transportation.  
 
-return to table of contents 
 

 

 

https://docs.google.com/forms/d/e/1FAIpQLSfLLHxEcH-kIda3Ym57-flLppQWpK45FKaX7Hyipn4SB9rWWw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfLLHxEcH-kIda3Ym57-flLppQWpK45FKaX7Hyipn4SB9rWWw/viewform
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Initial Evaluation Examples 
 
Steps:  

●​ Navigate to the desired month/year 
●​ Click “Add New Attendance Record.” (Enter provider number if needed. SpEd 

Forms adds your number by default.)  
●​ Click the drop down for Evaluation.  
●​ Enter Attendance & Membership minutes.  
●​ Give a brief description of evaluation activity.  
●​ (Click the delete symbol to remove a record as necessary.)  

 
Example 1: 

●​ The ECSE Teacher and SLP evaluate a child that was newly referred. The 
teachers administers the BDI-3. The SLP records a language sample. Each 
document observations and interview the parent independently. Visit=90 minutes.  

●​  
Example 1: Documentation:  

 
Notice: There is no service selected and no special education service minutes recorded. 
Both professionals are able to submit for both attendance and membership due to 
completing unique evaluation activities during the visit.  
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Example 2:  

●​ During the evaluation window, the ECSE teacher worked on the evaluation 
summary for 60 minutes on 5/7/2020 and the IFSP on 5/8/2020. The results 
meeting was held on 5/10/2020.  

 
Example 2: Documentation:  

 
 
Example 3:  

●​ The OT worked on writing up the sensory profile for one hour.  
 
Example 3 Documentation:  
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Part C Home Visit Examples 
Example 1:  

●​ The ECSE teacher and OT conduct a joint visit for 60 minutes.  
 
Example 1 Documentation:  

 
While Part C typically attempts to make up misses visits, you may find that you need to 
document a session as absent.  
 
Example 1 Documentation if absent and visit not made up.  
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Example 2:  
●​ The OT & PT conduct a joint home visit for 60 minutes.  

-return to table of contents 
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Part B Non-Classroom Examples 
 
Example 1:  

●​ A child comes in for a 45 minutes speech session 1x per week.  
 
Example 1 Documentation:  

 
 
Example 2:  

●​ An ECSE teacher and an SLP are working together with a child for one hour at a 
daycare center. The day after, the two providers debrief the visit and plan for next 
time for 15 minutes (indirect).  

 
Example 2 Documentation for visit day: 
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Example 2 Documentation for following day:  

 
 
 
 
-return to table of contents 
 

 

 



Early Childhood Special Education 
 Enrollment, Attendance, Membership, and SESH  

BCCS Examples 
 
 

Part B Self-Contained Classroom Examples 
 
Example 1:  

●​ A child is in the self-contained special education classroom Monday-Thursday 
12:30-2:30pm.  

●​ That same child has 30 minutes of speech on Tuesdays.  
●​ That same child has 30 minutes of OT on Wednesdays.  
●​ On Fridays, the teacher does 15 indirect minutes.  

 
Example 1 Documentation over 1 week:  
Monday 

 
Tuesday 
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Wednesday 

 
Thursday 

 
Friday  
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Part B General Education Classroom Examples 
 
Example 1:  

●​ A child attends a VPK class that meets Monday-Friday 7:45am-1:45pm.  
●​ On Mondays, the child receives 30 minutes of specialized instruction from the 

ECSE teacher AND 30 minutes of direct OT.  
●​ Also, on Mondays, the 2 professionals meet for 15 minutes to plan classroom 

accommodations and review child progress.  
Example 1 Documentation:  
 
Monday (Example 1) 
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Example 1 Documentation if the student was absent on a Monday:  

 
 
Example 2:  

●​ A child is in the multi-age class that meets Monday-Thursdays 8:30am-11:30am.  
●​ The child has speech each Monday for 30 minutes.  
●​ On Tuesdays, the SLP does 15 indirect minutes observing, consulting, and 

creating visuals.  
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Example 2 Documentation over 1 week Monday-Thursday:  
Monday (Example 2) 

 
Tuesday (Example 2) 
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Wednesday (Example 2) 

 
Thursday (Example 2) 

 
 
 
Example 3:  

●​ A child is in the 3’s class that meets Tuesday-Thursday 8:45am-1:45pm. 
●​ The same child receives 30 minutes of direct DHH services on Wednesdays.  
●​ The same child receives 10 minutes of indirect case management services on 

Thursdays.  
●​ The same child receives 270 minutes of audiology indirect services per year and 

30 minutes of this occurred on Thursday of the week being documented.  
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Example 3 Documentation:  
 
Tuesday (Example 3) 

 
 
Wednesday (Example 3)
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Thursday (Example 3) 

 
 
Example 4: 

●​ A child is in the mult-age class Monday-Thursday 8:30am-11:30am.  
●​ They also receive ECSE Developmental Skills Services 4xweek/each day for 20 

minutes.  
●​ They also receive speech services for 20 minutes on Monday and Tuesday.  
●​ The ECSE teacher also does 10 minutes indirect on Thursdays.  

 
Example 4 Documentation:  
 
 
 
 

 



Early Childhood Special Education 
 Enrollment, Attendance, Membership, and SESH  

BCCS Examples 
 
 

Monday (Example 4) 
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Tuesday (Example 4) 

 
 
 
Wednesday (Example 4) 
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Thursday (Example 4) 
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