Evaluation Reference Guide

Overview

This guide provides step-by-step instructions for completing each key phase of the evaluation process in
ATLAS. It walks users through how to assign students to evaluation sites, schedule social history
meetings, assign evaluators to assessments, complete and submit assessments, add additional
assessments as needed, submit the STAC-5 form, and complete the Preschool Evaluation Summary.

However, some steps may vary slightly based on the user’s role and permissions within ATLAS. For
example, when a CPSE Administrator submits an assessment, the status automatically updates to
Finalize, whereas if an evaluator submits it, the status changes to Pending Review. Additionally, CPSE
Administrators have the ability to change agency assignments for individual assessments, a function not
available to other user roles.

Note: All student and related data in this guide is entirely fictional.

To quickly access a specific section, simply click the section title.
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How to Assign Evaluation Site

This section provides step-by-step instructions for assigning students to an evaluation site. CPSE
Administrators can place students on the waitlists of up to three (3) agencies. MDE/PRAC users can also
add students directly to their own waitlists. Once a student has been added—either by a CPSE
Administrator or by the MDE/PRAC—the MDE/PRAC will then move the student from their waitlist to
their worklist.

Adding a student to MDE/PRAC waitlist

1. From the dashboard, click View MDE/PRAC waitlist.

Welcome!

Sse Dms2's C: (CSE CPSE ini )

Quick Links

[ o View MDE/PRAC Global Waitlist ] iy View Waitlist > = Review Requests from Parent Portal > hiird Administration

,
Students Expro e

MyCaseload  Referrals  Evaluations ~ IEP  Placement
Search by Student Na... O, Sort By | Student Name + |[ Activity Due Date v ‘ Advanced Filters
e Opslauepys, Automation Aesed 76 —— nctiiy Actviy Due Date Compliance Date [ sctons |
, Referral: Pending PWN & Send Inital PWN
Student ID: 242353835 | DOB: 07/10/2022 B
¥ padk: “ 07/10/2025
DBN: | District 10 (0 Days Left)
o Rhycuimjha, Automation Assigned To Evaluaton She Activiy Activy Due Date Complance Date
Referral: Pending PWN A Send Initial PWN:
Student ID: 242353827 | DOB: 07/10/2022 8
& uaen 07/10/2025
DBN: | District 10 (0 Days Left)
- Cowccpurax, Automation Assigned To Evaluation e Actiy Aetvy Due Date Compliance Date =
e Referral: Pending PWN & Send Initial PWN
Student ID: 242354277 | DOB: 07/16/2022 8
¥ oo 2771 e 07/16/2025
DBN: | District 10 (0 Days Left)
. Esewvvdvpm, Automation Assigned To Evaluaton Site Activiy Activity Due Date Complianca Date =
Referral: Pending PWN A Send Initial PWN:
Student ID: 242354233 | DOB: 07/16/2022 8
& uaen “ 07/16/2025
DBN: | District 10 (0 Days Left)

2. From the MDE/PRAC Waitlist page, search for the student using their name or student ID.
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MDE/PRAC Waitlist

Preschool
Global Worklist (584)

( Search Student Name or ID Q J

O Student

Automation Yacvxpdxijt

O
Student ID: 242294025 | DOB: 08/02/2022 | Home District: 10
Automation Esleajxayd

O

- Student ID: 242300049 | DOB: 08/21/2022 | Home District: 10
Automation Gvgcugpmhn

O

Student ID: 242300056 | DOB: 08/21/2022 | Home District: 10

Parent/Guardian Information

Builder, Bob

Builder, Bob

Builder, Bob

0 Selected

Parent/Guardian Availability

N/A

N/A

NIA

5/
&

3. Once you have located the student, click the check box to the left of the student’s name. This will
enable the Assign to Agency button.

MDE/PRAC Waitlist

Preschool
Global Worklist (2)

sza Q
. Student
Automation Qqtbttasza

Student ID: 242388559 | DOB: 06/16/2022 | Home District: 10

Szalamb

Student ID: 242300591 | DOB: 09/11/2020 | Home District: 7

1oV (10 + ] items per page

Parent/Guardian Information

Builder, Bob

Lamb, Sza

[EEEl  Assign to Agency

Parent/Guardian Availability T
N/A
N/A
1-20f 2 items

4. Click Assign to Agency.

1 Selected Assign to Agency

5. A pop-up window titled Assign Student(s) to Agencies will appear.

Note: You can assign a student to the waitlist of up to three (3) agencies.

ATLAS Infohub Internal - External

September 2025



https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees

( Assign Student(s) to Agencies )

Please select one or more agencies to assign the selected students to.

Selected 0 agencies (3 Max) < Clear Al List of Evaluation Sites Y Filter

Search Site Name or Evaluation ID

0 on waitlist

[QAKF] Jackson Developmental Center Annex
88-23 31 AVENUE, NY, QUEENSS, District 30
© Queens

@@ Spanish

Select Contact View Website

0 on waitlist

6. Search using the Site Name or Evaluation ID.

List of Evaluation Sites Y Filter

( Search Site Name or Evaluation ID J

0 on waitlist

[QAKF] Jackson Developmental Center Annex

Note: To further refine your search, click the Filter button. A pop-up window will appear with
additional options.

Filters X

[ Agency Name ]

[ District

[ Location Code }

- ~

Borough

e ~

Language(s) Supported

Number on Waitlist

@]

0 50 100 150 200

Apply Filters

7. Once you have located the evaluation site(s) you’d like to assign the student, click Select.
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List of Evaluation Sites Y Filter

(v )

3 on waitlist

[KCDF] Yeled V'Yalda Early Childhood Center

1312 38th Street, NY, BROOKLYN, District 15
© Bronx, Brooklyn, Manhattan, Queens, Staten Island

03 Hebrew, Yiddish

Contact View Website

Total Sites: 1

8. Selected agencies will appear on the left side of the pop-up; remove one by clicking the red trash
can, or remove all by selecting Clear All.

Assign Student(s) to Agencies x
FIEasE SEIECL 0N OF MOUIE AGENCIES L BSSIGN UIE SEIECIEU SWUENLS 1.
~
Selected 3 agencies (3 max) =P Clear Al List of Evaluation Sites Y Filter
3 on waitlist —_ ‘E (Seavch Site Name or Evaluation ID
B 0 on waitlist
Yeled V'Yalda Early Childhood Center
More Details [QAKF] Jackson Developmental Center Annex
88-23 31 AVENUE, NY, QUEENS, District 30
0 on waitlist (@ & Queens
. @@ Spanish
Jackson Developmental Center Annex Select Contact View Website
More Details
0 on waitlist
0 on waitlist | & [QAYN] Jackson Developmental Center
31-36 88 Street, NY, Queens, District 30
Jackson Developmental Center & Queens
More Details @ Spanish
[ select Contact View Website
\ J
0 on waitlist

9. Once you make your selections, click the Assign to Selected Agencies button.

Assign to Selected Agencies

10. ATLAS confirms when your submission is successful.
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@ Submitted Successfully

Adding a student to MDE/PRAC worklist

1. From the dashboard, click View Waitlist.

Welcome!
Sse Dms2's Caseload (CSE CPSE Administrator)

Quick Links

) View MDE/PRAC Global Waitlist > fm) View Waitiist

(123
|

Review Requests from Parent Portal

NN NV

Students

My Caseload Referrals Evaluations IEP Placement
—
‘ Search by Student Na... Q ‘ Sort By | Student Name

Initial Fgsypcbpzg, Automation Assigned To Evaluation Site Activity

Student ID: 242354400 | DOB: Sse Dms2 [z} Referral: Pending PWN

v 07/16/2022

DBN: | District 10

2. From the MDE/PRAC’s waitlist page, search using the student's name or ID.

MDE/PRAC Waitlist
CSE Location 01
Evaluation Site Waitlist (11)
[ \ Search Student Name or ID qﬂ 0 Selected
O Student Parent/Guardian Information Parent/Guardian Availability

Automation Yacvxpdxijt (2)
A Builder, Bob

N/A
— Student ID: 242294025 | DOB: 08/02/2022 | Home District: District 10
Automation Esleajxayd (3) ’
A Builder, Bob A
A Student ID: 242300049 | DOB: 08/21/2022 | Home District: District 10
Automation Gvgcugpmhn (4) )
O Builder, Bob o
% Student ID: 242300056 | DOB: 08/21/2022 | Home District: District 10
Automation Srgkrgdugn (5)
Builder, Bob N/A
Student ID: 242293395 | DOB: 07/22/2022 | Home District: District 10
automation xdpk (6)
Im, Im N/A
Student ID: 242300074 | DOB: 02/02/2022 | Home District: District 10
Automation Atefimtqcl (7)
A Builder, Bob N/A

Student ID: 242293979 | DOB: 08/02/2022 | Home District: District 10
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3. Once you locate the student, click the check box to the left of their name. Two buttons will then
appear: Add to Worklist and Release from Waitlist.

MDE/PRAC Waitlist
CSE Location 01
Evaluation Site Waitlist (1) + Add Student to Waitlist
[s2 a —————p 1Selected Add to Worklist Release from Waitlist
Student Parent/Guardian Information Parent/Guardian Availability
- SzaLamb (1)
(V) Lamb, Sza N/A
Student ID: 242300591 | DOB: 09/11/2020 | Home District: District 07
1 v [10 ‘ items per page 1-10f 1items

4. Click Add to Worklist.

Note: To remove the student from the MDE/PRAC’s waitlist, click Release from Waitlist.

1 Selected Add to Worklist Release from Waitlist

rdian Availability

5. ATLAS confirms when your submission is successful.

| ®@ Submitted Successfully

Adding a student directly to the MDE/PRAC waitlist

1. From the dashboard, click View Waitlist.

Welcome!
Sse Dms2's Caseload (CSE CPSE Administrator)
Quick Links
'ﬂ_h' View MDE/PRAC Global Waitlist > [ ‘fLII' View Waitlist > J ?E Review Requests from Parent Portal
A
Students |

My Caseload Referrals Evaluations IEP Placement
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2. From the MDE/PRAC’s Waitlist page, click + Add Student to Waitlist.

MDE/PRAC Waitlist
CSE Location 01
Evaluation Site Waitlist (10) + Add Student to Waitiist
| search student Name or ID Q 0 Selected
O Student Parent/Guardian Information Parent/Guardian Availability
Automation Yacvxpdxit (1) )
Builder, Bob N/A
Student ID: 242294025 | DOB: 08/02/2022 | Home District: District 10
¥
Automation Esleajxayd (2) X £
Builder, Bob N/A s
Student ID: 242300049 | DOB: 08/21/2022 | Home District: District 10 g
Automation Gvgcugpmhn (3) .
Builder, Bob N/A

- Student ID: 242300056 | DOB: 08/21/2022 | Home District: District 10

Automation Srgkrgdugn (4)
— Builder, Bob N/A

Student ID: 242293395 | DOB: 07/22/2022 | Home District: District 10

automation xdpk (5)
Im, Im N/A

Student ID: 242300074 | DOB: 02/02/2022 | Home District: District 10

3. A pop-up will appear for you to complete all required fields.

Note: To add a student directly to MDE/PRAC’s waitlist, you must have the student’s First Name,
Last Name, ID, and Date of Birth.

Add Student to Waitlist x

Please enter the student’s first name, last name, Student ID, and date of birth to proceed.

Student First Name * Student Last Name * 1 Student ID * Date of Birth * i

Student ID should be 9 digits

4. Once all fields are complete, click Search.

Add Student to Waitlist X

Please enter the student's first name, last name, Student ID, and date of birth to proceed.

Student First Name * Student Last Name * Student ID * Date of Birth *
sza Lamb } 242300591 ‘ | 09/11/2020 & |

Student ID should be 9 digits

5. Once your student appears in the search results, use the dropdown to select the Site Name.
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Add Student to Waitlist X

Please enter the student’s first name, last name, Student ID, and date of birth to proceed.

Student First Name * Student Last Name * Student ID * Date of Birth *

Sza Lamb 242300591 09/11/2020 & m

Student ID should be 9 digits

Please review the following students and select the student you would like to add to your waitlist.

Student DOB Activity Site Name
Sza Lamb
242300591 09/11/2020 [ -

’ CSE Location 01

6. Click, Add.

Add Student to Waitlist

Please enter the student’s first name, last name, Student ID, and date of birth to proceed.

Student First Name * Student Last Name * Student ID * Date of Birth *

Sza ‘ ‘ Lamb ‘ ‘ 242300591 09/11/2020 i ‘

Student ID should be 9 digits

Please review the following students and select the student you would like to add to your waitlist.

Student DoB Activity Site Name
Sza Lamb )
242300591 09/11/2020 | CSE Location 01 v

7. ATLAS confirms when your submission is successful, and the student will now appear on
MDE/PRAC’s waitlist. To add the student to a worklist, see Adding Student to MDE/PRAC
Worklist.

® Submitted Successfully
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How to Schedule the Social History Meeting

This section provides step-by-step instructions for capturing the social history meeting in ATLAS. Once
the meeting has been scheduled, ATLAS automatically generates a Notice of Meeting within the
student’s documents, which users can print and share with attendees.

1. Search for the student for whom you’d like to add to schedule the social history meeting.

Welcome!
Sse Dms2's Caseload (CSE CPSE Administrator)

Quick Links
"~
El m m . y= Review Requests from Parent - 3
3
Transition al View MDE/PRAC Global Waitlist > - View Waitlist > = Portal > T Administration 3

-]
ﬁ My Caseload Referrals Evaluations IEP Placement
KIP

Sort
Search by Student Name or... Q By | Student Name - l l Activity Due Date v l l R Tvecd Fitets l
Initial Bosddiltlf Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
Automation Sedms1 Sedms [} CSE Logation 01 Social History Package In
v e Draft

Student ID:
| DOB: 06/17/2022

DBN: | District 10

2. Click Actions.

Students + Add Referral Export to Excel
My Caseload Referrals Evaluations IEP Placement

Sort

Lamb, Assigned  Evaluation  Activity Activity Due Date Compliance Date Actions
To Site

[ Activity Due Date v ] [ Advanced Filters

Sza Social History Package In
Sse CSE Draft
Student D pmgp Location
242300591 B o1
| DOB:
09/11/2020
DBN: |
District 07
1 Page [1 ] of 1 [10 v ] items per page 1-10f 1items

3. From the dropdown, select Schedule Social History Meeting.
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Referral

View

( Schedule Social History Meeting

View PWN

Evaluation

4. A Schedule Meeting pop-up window will appear. Complete all required sections.

Schedule Meeting

DBN: | District 07

& Schedule Social History Meeting

2 Contact Details

Contact Name *

Initial Lamb, Sza Assigned To
Student ID: 242300591 | Sse Dms2 [z}
¥ a DOB: 09/11/2020

Evaluation Site

CSE Location 01

Activity Activity Due Date
Social History Package
In Draft

Compliance Date

& Meeting Time

Contact Phone * SHM Due Date
Sse Dms2 X () ‘ ‘ Contact Email Address *
‘ Meeting Date * ] ‘
& Delivery Method * , )
— = ipi Start Time *
() Postal Mail () Parent Portal Recipient * {—G‘
(PRIMARY) Sza Lamb v Recipient Email Address
9 Meeting Location
Address * Floor-Room

‘ Cancel ‘

5. Complete the Contact Details section.

(: Contact Details ]

Contact Name *

Contact Phone *

Contact Email Address *

{ Sse Dms2

x} [(111)111-1111

] [ email@email.com| X

6. Complete the Delivery Method section.
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(’a Delivery Method * )
[}Postal Mail () Parent Portal

Recipient *

(PRIMARY) Sza Lamb v ‘ ‘ Recipient Email Address

7. Complete the Meeting Location section.

(9 Meeting Location)

Address *

‘ 333 7th ave | ‘ Floor-Room

8. Complete the Meeting Time section by using the calendar icon to select the date or typing it
manually, and the clock icon to select the time or typing it manually.

(& Meeting Time)
SHM Due Date

Meeting Date *

‘ 08/28/2025 £ ‘
Start Time *
8:00 AM C)

. A

Note: If you select a date less than 7 days from today, a pop-up will appear asking you to confirm that
the date is within 7 days before the required start date. Do you wish to continue?

Please confirm

You have selected a date that is within 7 days
before the required start date. Do you wish to
continue?

No Yes

9. Once all required sections are complete, click Schedule to schedule the social history meeting, or
click Cancel to discard all previously entered information.
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Schedule Meeting

nitial Lamb, Sza Assigned To Evaluation Site Activity Activity Due Date Compliance Date
Student ID: 242300591 | Sse Dms2 )i CSE Location 01 Social History Package
¥ a DOB: 09/11/2020 In Draft

DBN: | District 07

& Schedule Social History Meeting

2 Contact Details & Meeting Time

Contact Name * Contact Phone * Contact Email Address * SHM Due Date
‘ Sse Dms2 X ‘ ‘ (111) 111-11M1 email@email.com X Meeting Date *
[ 08/27/2025 8
. ime *
= Delivery Method * LU
ipi 8:00 AM
Postal Mail () Parent Portal Recipient * ‘\_,,, - ,G,
(PRIMARY) Sza Lamb v 1 [ Recipient Email Address

9 Meeting Location

Address *
{ 333 7th ave X ‘ l Floor-Room

‘ s

10. ATLAS confirms when your submission is successful.

® Submitted Successfully

11. The Notice of Meeting will be generated within the student’s documents for you to share with
attendees.
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How to Navigate Assessment Planning

This section provides step-by-step instructions for navigating the Assessment Planning process in ATLAS.
Users can use this feature to assign evaluators to assessments, add assessments provided by parents,
and include the Educational Evaluation Report assessment. Additionally, CPSE Administrator users have
the ability to change the agency assignment for individual assessments. This section also guides users on
how to view assessment information from the student’s expanded row.

Opening the Assessment Planning Grid

1. Search for the student for whom you wish to navigate the assessment planning.

Students

My Caseload Referrals Evaluations IEP Placement
Sort
[Bearch by Student Name or IC Q] By | Student Name

Initial Fqsypcbng, Assigned To Evaluation Site Activity
Automation Sse Dms2 [2] Referral: Pending PWN
¥

Student ID: 242354400
| DOB: 07/16/2022

DBN: | District 10

Initial Hfztyobetk, Assigned To Evaluation Site Activity
Automation Sse Dms2 [z} Referral: Pending PWN
&

Student ID: 242354320 |
DOB: 07/16/2022

2. Click Actions.

My Caseload Referrals Evaluations IEP Placement

Sort

[ Luy Q ] By | Student Name v } Activity Due Date v } ‘ Advanced Filters

Initial lluxdjgops, Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
Automation Sse Dms2 [z} Yeled V'Yalda Early Social History Package In

¥ Q Childhood Center Draft
Student ID: 242294119
DOB: 08/02/2022
DBN: | District 10

Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
Student ID: 242300830 ‘ Sse Dms2 [2) CSE Location 01 Social History Package In

¥ a DOB: 09/11/2021 Draft

DBN: | District 07

1 Page D of 1 items per page 1- 2 of 2items

3. From the dropdown, click Assessment Planning.
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c,
S
By Student Name - ‘ | Activity Due Date -

‘ Advanced Filters

Social History Package In Reforral
Draft View
View PWHN

Social History Package In

Draft Send PWN: Request for Additional Assessments

Remove from MDE Worklist

4. This will take you to the Assessment Planning page, where all assessments assigned to the
student are displayed. (In the example shown, the student is in the Initial Referral stage, so the
required assessments are shown.)

Note: If consent has not been received or uploaded in ATLAS, a red warning will appear above the grid,
and the grid will display with a pink background. Users can begin drafting assessments, but consent must
be uploaded to finalize and submit them.

Assessment Planning
Consent Received On Name of Referrer Title of Referrer
Initial Evaluation A Not Received Sse Dms2 CSE Chairperson
Assessments
Assessment Type Language of Assessment Evaluator Type Agency Evaluator Name PWN Sent On Consent Received On Due By
‘ Observations v | ‘ English v ‘ | Internal Assign... ¥ ‘ ‘ CSE Location 01 v ‘ ‘ v ‘ 09/04/2025 A Not Received
‘ Physical Exami... ¥ | ‘ English v ‘ | Internal Assign... v ‘ ‘ CSE Location 01 v ‘ ‘ v ‘ 09/04/2025 A Not Received
‘ Psychological ... v | ‘ English v ‘ | Internal Assign... v ‘ ‘ CSE Location 01 v ‘ ‘ v ‘ 08/04/2025 A Not Received
‘ Social History ... ¥ | ‘ English v ‘ | Internal Assign... ¥ ‘ ‘ CSE Location 01 v ‘ ‘ v ‘ 09/04/2025 A Not Received
‘ + Add New Assessment ‘

5. From this page, users can add assessment details such as Assessment Type, Language of
Assessment, Evaluator Type, Agency, and Evaluator Name. Users can also view information
about each assessment, including the date the PWN was sent, whether consent has been
received, and the due date.

Note: Users can click the X next to an assessment to remove it, but some assessments are
mandatory and cannot be removed:

e Initial K-=12: Social History, Physical, Psychoeducational, and Classroom Observation
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® Preschool: Social History, Physical, and Psychological Observation

Assessment Planning
Consent Received On Name of Referrer Title of Referrer
Initial Evaluation A Not Received Sse Dms2 CSE Chairperson
Assessments
I Assessment Type Language of Assessment  Evaluator Type Agency Evaluator Name PWN Sent On Consent Received On Due By I
l Observations v ] l English v l [ Internal Assignment v l [ CSE Location 01 - l I - l 09/04/2025 4 Not Received
l Physical Examinati.. v ] l English v l [ Internal Assignment ¥ l [ CSE Location 01 - l I - l 09/04/2025 A Not Received
[ Psychological Ass... v ] [ English v l [ Internal Assignment v l [ CSE Location 01 - l l - l 09/04/2025 A Not Received
l [ Social History Eval... v ] [ English v l [ Internal Assignment v l [ CSE Location 01 - l l - l 09/04/2025 A Not Received
‘| o] ]

6. Assessments will automatically be assigned to the primary agency. To assign an assessment to a
different (secondary) agency, use the Agency column dropdown and search for the agency you’d
like to assign.

Assessments
Assessment Type Language of Assessment  Evaluator Type Agency Evaluator Name PWN Sent On Consent Received On Due By
[Observaﬂm\s - ] [ English - ] [ Internal Assignment l [CSE Location 01 v ] [ v ] 09/04/2025 A Not Received
anys\ca\ Examinati.. v ] [ English - ] [ Internal Assignment v l [CSE Location 01 v ] [ . l 09/04/2025 A Not Received
[ Psychological ass.. v | [ engisn v | [nternal assignment v |N [Happy Dragonof .+ | v ] osroarz02s A Not Received

[Soc\alH\slory Eval. v ] [ English - ] [ Internal Assignment v l ‘ [ v | 08/04/2025 A Not Received
Happy Dragon of ;

New York, Inc -
x [ .] [ v] Queens
Sunshine
P Developmental
[+ AddNew Assessment | School, Inc.

Brooklyn United
Children, Inc

Once assessments have been finalized, they can no longer be ediited here.

7. Once consent has been uploaded, the date will appear at the top and next to the assessment,
and the grid will no longer be highlighted in pink.
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Assessment Planning
Consent Received On Name of Referrer Title of Referrer

Initial Evaluation *0710712025 Muzi Nao Primary Parent/Guardian

Assessments
Assessment Type Language of Assessment  Evaluator Type Agency Evaluator Name PWN Sent On Consent Recsived On Due By
[Clljstr-;][\:]ns . ] [[r\qh\;h v ] [ Internal Assignment v ] [mm V'Yalda Earl. v l [ = l 07/08/2025 07/07/2025 08/04/2025
[ Physical Examinat... ¥ ] [Engu;n v ] [ Internal Assignment ¥ ] [wﬂ:\cdvmd: Earl. v l [ v l 07/08/2025 07/07/202% 08/04/2025
[ Psychological Ass... v ] [Engu;n - ] I Internal Assignment ¥ ] [“rt\cdh"‘fz\d: Earl. + l I - l 07/08/2025 07/07/2025 08/04/2025
[Social History Eva.. = ] [Er‘g\ish = ] [ Internal Assignment v ] [ Yeled vvalda Earl.. ¥ ] [ v | oroszozs 07/07/2025 08/04/2025

| + Add New Assessment \

8. The gray box above the assessment grid displays detailed information about the student’s
evaluation status, including the date consent was received, the referrer’s name, their
relationship to the student, and the student’s current stage.

Assessment Planning

Consent Received On Name of Referrer Title of Referrer

Initial Evaluation 07/07/2025 Nuzi Noo Primary Parent/Guardian

9. Use the dropdowns to complete the required information for each assessment. Fill in the
columns to specify the Assessment Type, Language of Assessment, Evaluator Name, and Due By
date.

Assessments
Assessment Type Language of Assessment  Evaluator Type Agency Evaluator Name PWN Sent On Consent Received On Due By
e aflh m) 7 | ) oo

10. To add a new assessment, click the + Add New Assessment button in the bottom left corner of
the Assessment Planning grid.
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[Gbsc-r‘:ati::uns v l [En_qlish v l [ Internal Assignment l

[ Psychological Ass... l [Er‘._qlish v l [ Internal Assignmeant - l

Physical Examinat... v l [En_qlish A l [ Internal Assignment ¥ l [

[ Social History Eva... ¥ l [ English v l [ Internal Assignment v l

|’ + Add Mew Assessment |

11. A new row will appear for you to complete the required information. The evaluator type will be
read only and display Provided by Parent.

Note: The + Add New Assessment button will only enable you to add an assessment that has been
provided by the parent. To add additional assessments, please refer to section How to Add
Additional Assessments.

Assessments
Assessment Type Language of Assessment Evaluator Type Agency Evaluator Name PWN Sent On
Observations v l [ English v l [ Internal Assignment v l [ Yeled V'Yalda Earl... v l [ Abadi Suzy v 07/08/2025

07/08/2025

07/08/2025

07/08/2025

x v ] [l:rqnsh v I I
[ |

12. After completing the Assessment Planning grid, click Submit to save your information, or click

Cancel to return to the dashboard and discard all previously entered data.

]

Note: You can return to edit the Assessment Planning grid if changes are needed. Once assessments
have been finalized, they can no longer be edited here.

How to View Assessments in Progress from the Expanded Row

1. To view Assessments in Progress, click anywhere on the student’s row (except the Student’s
name-—this is a hyperlink and will navigate you to the student’s profile).
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My Caseload Referrals Evaluations
{Luca Q J

Initial Lux, Luca

Student ID:
¥ a 242300830 |

DOB:
09/11/2021
DBN: | District
07

IEP Placement

Sort

By [ Student Name

v Activity Due Date

v

Advanced Filters ]

Assigned To
Sse Dms2 [}

Evaluation Site

CSE Location 01

Activity

Social History Package In
Draft

Page@ of1 |10 v | items per page

Activity Due Date

Compliance Date

1-10f 1items

2. This will expand the student’s row and provide a snapshot of the student’s progress within the
Evaluation stage.

Note: You can navigate to different stages using the tabs at the top of the expanded section, if
the tab is not greyed out.

Luca Q

Sort By | Student Name v J Activity Due Date B I Advanced Filters I
nitial Lux, Luca Aasignea To vensaion sha actvity Activiy Dua Date Gomptancs etn =
T Student ID: 242300830 | DOB: SseDms2 [E CSE Location 01 ;ocf\;a\ Histary Package In
09/11/2021 "5
DBN: | District 07
@ Evaluations ¥ Referrals @ Evaluations —
Evaluation Site Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Assigned Draft Not Received
Next :
L et Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Evaluations N
Observations CSE Location 01 Internal Assignment Draft
Physical Examination Provided by Parent Draft
Psychological Assessment Happy Dragon of New York, Inc - Internal Assignment Draft
Queens
Social History Evaluation CSE Location 01 Internal Assignment Draft
v
1 page [ 1 o1 [10 v |itemsperpace 1-10f1items

3. From this expanded view under the Evaluations tab, you can see assessments in progress,

agency assignment, evaluator’s name, evaluator type, evaluation due date, and assessment
status.
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W Referrals | @, Evaluations
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Draft Not Received
I Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
-
H Observations CSE Location 01 Internal Assignment Draft
H Physical Examination Provided by Parent Draft
H D f New York, Inc -
H Psychological Assessment PRy Bragon OV HEW YoMk, inc Internal Assignment Draft
Queens
H Social History Evaluation CSE Location 01 Internal Assignment Draft
v
4 »
»
4. You can also view the Social History Meeting Date, the status of the social history package, and
whether consent for the initial evaluation has been given.
W Referrals @, Evaluations
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Draft Not Received
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
a
H Observations CSE Location 01 Internal Assighment Draft
’ . . .
5. To collapse the student’s row, click anywhere on the row as you did to expand it.
Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date CGompliance Date m
Student ID: 242300830 | DOB: Sse Dms2 [ CSE Location 01 Soci\al History Package In
ye 09/11/2021 Draft
DBN: | District 07 *
@, Evaluations W Referrals @ Evaluations |
Evaluation Site Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Assigned Draft Not Received
fe) :j;lmlt Assessments In Progress ‘Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Evaluations al
Observations CSE Location 01 Alago Martinita Internal Assignment Draft
Physical Examination Provided by Parent Draft
Psychological Assessment gizzxfragcn of New York, Inc - Agliata Gabriella Internal Assignment Draft
Social History Evaluation CSE Location 01 Abreu Alexis Internal Assignment Draft
v
4 »
. . ’ . . e .
6. This will return the student’s row to its original view.
Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
e Student ID: 242300830 | DOB: Sse Dms2 [g) CSE Location 01 IS]oc;lzl History Package In
09/11/2021 a
DBN: | District 07
1 Page \/1 \ of 1 \/wo v \ items per page 1-10f 1items
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How to Complete the Social History Package

This section provides step-by-step instructions for completing the Social History Package in ATLAS. Users
will learn how to navigate through each part of the package, complete all required fields, and upload any
necessary documents. It is important to pay attention to date validation prompts to ensure data accuracy
and reduce errors—particularly when entering the Consent for Initial Evaluation information. This date

determines compliance timelines and is required for users to proceed.

Note: In ATLAS the CPSE Package is called the Social History Package. In the following steps, and within
the application, you will see this term being used instead of CPSE Package.

1. Search for the student for whom you’d like to complete the Social History Package.

Students

My Caseload Referrals Evaluations IEP Placement
[Bearch by Student Name or IC Q]

Initial Fgsypcbpzg, Assigned To Evaluation Si

" Automation Sse Dms2 [z}
tudent 1N: 242354400
2. Click Actions.
Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
Student ID: 242300830 | Sse Dms2 [2) CSE Location 01 ;ccf\al History Package In

ya DOB: 09/11/2021 raft

DBN: | District 07

1 Page ‘ 1 ‘ of 1 "10 v ‘ items per page 1-2of 2 items
3. From the dropdown, section Edit Social History Package.
Activity Activity Due Date Compliance Date m I
Social History Package In T
Draft Referral a
View
Reschedule Social History Meeting
View Social History Meeting
View PWN
Evaluation
Assessment Planning
York City Public Schools Edit Social History Package v
4. You will be directed to the Social History Package page.
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D
D
D
D
B

]

@ Vi

Letter to Parents

[ Generate and Edit

Physical Examination Form

Consent for Initial Evaluations
Cansent for Use of Electronic Email
Social History Evaluation

Home Language Identification Survey

Authorization for release of Health
Information Pursuant to HIPAA

Temporary Housing Questionnaire

Student Ethnicity Identification

ew/Read Only

Social History Package
Preschool

@

@

@

=)

Letter to Parents

Dear Parent/Guardian:

The Committee on Preschool Special Education has received a referral requesting an evaluation of your child to determine if your child needs preschool special
education services. The enclosed packet includes:

= A Prior Written Notice (Notice of wdation) for Initial E

This form is reguired by the New York State Education Department. It gives a summary of the information in the other materials in the referral packet. This
notice explains that your child’s Committee on Preschool Special Education (CPSE) is proposing to conduct an initial evaluation of your child to determine if
your child is eligible to receive special education services. The notice has informaticn about how you can choose a preschool evaluation site and what
assessments will be conducted.

= Preschool Evaluation Agency List.

‘You have the right to choose any evaluation site from the enclesed list. The site will conduct the evaluation at no cost to you. Please choose an agency that
can finish the evaluation of your child within 20 school days frem your first evaluation appointment.

= Consent for Initial Preschool Evaluation.

Before any evaluations can begin, we will need your written consent. Enclosed is a consent form. Please bring it with you to the evaluation site, but do NOT
sign it until after the evaluation site explains your rights to you.

= Consent for Use of Electronic Mail.

A parent of a student with a disability may elect to receive prior written notices, procedural safeguards notices, and other required notifications by
electronic mail {(email). In order for school personnel to use the internet email system for the transmission of notices to you, a signed consent form must be
on file.

= Physical Examination Form

The navigation menu on the left side of the screen contains all sections of the Social History

Package. Completed sections display a green check mark, while incomplete sections show a red

circle with an exclamation point. The screenshot below illustrates an incomplete social history

package with several incomplete icons.

Note: Unlike other sections that display a green check mark for completed sections and a red

exclamation point for incomplete ones, the Physical Examination Form section does not show

completion status but still requires you to enter information.

@ View/Read Only

Letter to Parents
& Generate and Edit
[ Physical Examination Form
) Consent for Initial Evaluations
O Consent for Use of Electronic Email
[ Social History Evaluation
[ Home Language Identification Survey

Autharization for release of Health Information Pursu

1o HIPAA

) Temporary Housing Guestionnaire

[ Student Ethnicity Identification

B, Early Childhood Education Options Flyer

Preschool Evaluation Agency List

I, Procedural Safeguards Motice

Social History Package

Preschool

B A Family Guide to Preschool Special Education Servi

6.

At the bottom of the Social History Package, View/Read Only attachments (e.g., Procedural

Safeguards Notice) are listed. They will be sent with the package once it is finalized.
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@ \View/Read Cnly

E,, A Family Guide to Preschool Special Education Services

[, Early Childhood Education Options Flyer

Preschool Evaluation Agency List

. Procedural Safeguards Motice

7. To complete a section, click on the title of the section you wish to complete.

Preschool

Letter to Parents

Letter to Parents
[# Generate and Edit ~

[ Physical Examination Form Dear Parent/Guardian:

[} Consent for Initial Evaluations o The Committee on Preschool Speci

[ Consent for Use of Electronic Email 0]

special education services. The enc|

« A Prior Written Notice (Notice

8. The form will appear on the right side of the screen, where you can complete all required fields

and attach any relevant documents.

Note: Required fields are marked with an asterisk (*

).

Preschool

Letter to Parents

I(‘ t for Initial Eval ‘ionsl

[# Generate and Edit ~

DO Physical Examination Form Please upload the signed consent document and complete the below n

‘ consent document.

[ Consent for Initial Evaluations

[ Consent for Use of Electronic Email ® | select files...
[ Social History Evaluation ® Document Name Upload Date
[ Home Language Identification Survey 0]

Authorization for release of Health
(] v

Information Pursuant to HIPAA

Cancel

[ Temporary Housing Questionnaire o
[ Student Ethnicity Identification v
@ View/Read Only A

[ A Family Guide to Preschool Special Education
" Services

mandatory fields. The fields will only become available once you have uploaded the signed

Drop files here to select

Uploaded By Action

No records available.

08qPa8y 8pinald

9. Click Select Files to upload additional relevant documentation, such as a hard copy of parental

consent.
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Consent for Initial Evaluations

Document Name Upload Date

Uploaded By

Action

Drop files here to select

x

A
v

10. Once all required fields have been completed, click Save to save your work and continue with
other sections of the package, or click Cancel to return to the dashboard and discard all

previously entered information.

Note: If you click Save without completing the required fields, the fields will turn red. Once
saved, you will be able to navigate to other sections of the CPSE package and/or return to

previous work.

Consent for Initial Evaluations

|, Select files... |

ATLAS Test - Copy.docx

Drop files here 1o select

X &
12.99 KB -
v
Document Name Upload Date Uploaded By Action
Y
Mo records available.
v
Did the Parent/Guardian consent?
@:ﬁ- Parent/Guardian provided consent.
(O No, Parent/Guardian did not provide consent.
Consent Date * Relationship * Printed Name *
I 09/04/2025 i I | Primary A | I Luca Lux
Evaluator Agency
I CSE Location 01 v I Site NYC Code #
Site Telephone Number
I () - l I Site Email Address
=

11. Once you have completed and saved the section, a green check will appear next to its title in the
left navigation. Click the title of the next section you wish to complete to move forward.
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(# Generate and Edit A

() Physical Examination Form

[ Consent for Initial Evaluations v
[) Consent for Use of Electronic Email ®
() Social History Evaluation ®

12. On some forms, you may be required to enter a date (as shown below). You can select a date
using the calendar icon or enter it manually. You must click Add to ensure the date is captured

on the form.

Social History Evaluation

Note: Please fill mandatory fields in order to submit the form

Date(s) of Assessment *

[09:04;2025 EIH Add l

Error: Field is required

Language of Assessment *

English

13. After you click Add, the date will reflect to the right of the field.

Note: Please fill mandatory fields in order to submit the form.

Date(s) of Assessment *

l MM/DD/YYYY | l I 09/04/2025 &

Language of Assessment *

l English

14. Once all required sections are completed and saved, green check marks will appear next to
them, and the Finalize button in the bottom-right corner will become enabled:

e Click Finalize to finalize and send the Social History Package.

e Click Save to complete the section and continue editing the package.
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e Click Cancel to exit the section. Any unsaved work in this section will be discarded.

Social History Package

Preschool
Letter to Parents
'
Temporary | gQ
£ Generate and Edit ~
D Physical Examination Form . " -
Date Received * * Printed Name *
pr—
O Consent for Initial Evaluations v l 07/01/2025 = ] l Primary M I l BOBBUIIDER:
O Consent for Use of Electronic Email v Housing Questionnaire Choice *
O Social History Evaluation v @ Doubled Up - With anather family or other person because of Ioss of housing or as a result of economic hardship
D Home Language Identification Survey 5 (O Shelter - Emergency or transitional shelter
(O Hotel/Motel - Living in what is NOT 2n emergency o transitional shelter and involves payment
Authorization for release of Health Information -
Pursuant to HIPAA O Other Temporary Living Situation - Trailer park, campground, car, park, public places, abandoned building, street, or any other inadequate living space
I Temporary Housing Questionnaira i (®) Permanent Housing - Student wha is living in a fixed, regular, and adequate housing situation
O Student Ethnicity Identification v If the student is NOT living in permanent housing, also indicate if the below applies:
() unaccompanied Youth - Youth who is nat in tha physical custody of 3 parent or guardian
@ view/Read Only ~
B A Family Guide to Preschool Special Education Select files... Drop files here to select
* Services
B, Early Childhood Education Options Flyer
Document Name Upload Date Uploaded By Action
Preschool Evaluation Agency List a
No records available.
v

B, Procedural Safeguards Notice

15. After clicking Finalize, a pop-up will appear listing all uploads attached to the package. Select a

Method of Delivery and click Submit.

Note: If you choose Print or Postal Mail, your computer will open the print window so you can

print the Social History Package, which must then be mailed manually.

Document Name Upload Date Uploaded By

Referral QA.docx 07/01/2025 ssedms2

Referral QA.docx 07/01/2025 ssedms2

Method of Deliveryh

(&) Print (or) Postal Mail Parent Portal

Note *: If parent has an NYCSA account, the notification will be shown on the Parent Portal dashboard

16. Once submitted, ATLAS will confirm that your submission was successful and you will be directed

back to the dashboard.

@ Submitted Successfully
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17. Expand the student’s row to see that the package status is marked Finalized and to view

information on whether Consent for Initial Evaluation was provided.

Note: Assessments completed within the Social History Package (e.g., Social History Evaluation)
will display as Pending Approval or Finalized, depending on the user who submitted them. In the
image below, the assessments were submitted by CPSE Administrator.

Luca

tial

b a

@, Evaluations

Referral
Submitted

Next
> Complete
Evaluations

Q ‘ Sort By | Student Name v || Activity Due Date v ] ‘ Advanced Filters
AT Qe Rssigned To Evaluation Site Aetiviy Rctivity Due Date Compiiance Date m
Sse Dms2 @ CSE Location 01 Pending Evaluation Schedule IEP Meeting:

Student ID: 242300830 | DOB
09/11/2021

DBN: | District 07

11/03/2025
(60 Days)

Request Placement:
12/10/2025

(97 Days)
& Referrals @ Evaluations
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
&
Observations CSE Location 01 Internal Assignment 10/07/2025 Draft
H I Physical Examination Dr. Seuss Provided by Parent Finalized I
Ha) Dragon of New York, Inc =
Psychological Assessment PPy Brag wrerk Internal Assignment 10/07/2025 Draft
Queens
: I Social History Evaluation CSE Location 01 Internal Assignment 10/07/2025 Finalized I
v

18. To view the finalized package, navigate to the student’s documents. For guidance on locating

student documents, see the Navigation Reference Guide.
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How to Complete an Assessment

This section provides step-by-step instructions for completing an assessment in ATLAS, including

navigating the dashboard, locating the student, editing the assessment, uploading the document, and

submitting it. Depending on the user’s role, an additional layer of review may be required—therefore,

some submissions will update directly to Finalize, while others will move to Pending Review.

1.

Search for the student for whom you’d like to complete an assessment.

Students

My Caseload Referrals Evaluations IEP Placement

[ Search by Student Name or... Q ]

Initial Bosddiltlf, Assigned To Evaluation Site
Automation Sedms1 Sedms [} CSE Location 01
4 :
Student ID:

| DOB: 06/17/2022

DBN: | District 10

Sort

By | Studen|

Social History Package]

Activity

Draft

2. Expand the student’s

row by clicking anywhere on the row except for the student’s name.

(Luca

tial

b a

@ Evaluations

Referral
Submitted

Next
J Complete
Evaluations

o

Sort By i Student Name

I Activity Due Date v ]

Advanced Filters

Lux, Luca Assigned To Evaluation Site: Activity

Student ID: 242300830 | DOB:
09/11/2021

DBN: | District 07

Sse Dms?2 &) CSE Location 01 Pending Evaluation

Activity Due Date

Compliance Date
Schedule IEP Meeting:
11/03/2025

(60 Days)

Request Placement:

12/10/2025
T (97 Days)
& Referrals @ Evaluations I
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes
Assessments In Progress. Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
a
Observations CSE Location 01 Internal Assignment 10/07/2025 Draft
Physical Examination Dr. Seuss Provided by Parent Finalized
Haj Dragon of New York, Inc -
Psychological Assessment Duzz:s 9 Internal Assignment 10/07/2025 Draft
Social History Evaluation CSE Location 01 Internal Assignment 10/07/2025 Finalized
v

3. Ensure the Evaluations tab is selected.
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W Referrals | @ Evaluations | B IEP @& Placement
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
-
Observations CSE Location 01 Internal Assignment 10/07/2025 Draft
Physical Examination Dr. Seuss Provided by Parent Finalized
Psychological Assessment Happy Dragon of New York, Inc - Internal Assignment 10/07/2025 Draft
Queens
Social History Evaluation CSE Location 01 Internal Assignment 10/07/2025 Finalized
v
4
a N
4. To complete an assessment, click the three vertical dots to the right of the assessment.
W Referrals @ Evaluations [ IE 12 Placement
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Y
D Observations CSE Location 01 Internal Assignment 10/07/2025 Draft
Physical Examination Dr. Seuss Provided by Parent Finalized
Psychological Assessment Happy Dragon of New York, Inc - Internal Assignment 10/07/2025 Draft
Queens
Saocial History Evaluation CSE Location 01 Internal Assignment 10/07/2025 Finalized
v

5. From the dropdown, select Edit.

Create an Extension Request

View Assessment

Schedule Evaluation Meeting

6. This will open the assessment page for you to complete all required fields.

Note: Required fields are marked with an asterisk (*).
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Observation at Child’s Natural Setting

(2) Assessment Findings | MMIDDIYYYY

0 Assessment Information Assessment Information
Date(s) of Assessment *

]

(3) Evaluator Information

| Language of Assessment *

Findings

Assessment Findings

30eqpas) apjAoLd

Type here

Summary, Conclusions & Recommendations

7. Indicate the assessment date by using the calendar icon or entering it manually. After selecting a

date, click Add to save it. You cannot submit the assessment without adding a date.

Assessment Information
Date(s) of Assessment *

MM/DD/YYYY i

09/04/2025 @

8. If you need to upload a document, click | am uploading a document.

O | am uploading a Document.

| selectfiles... |

Document Name Upload Date

Uploaded By

MNo records available.

Action

Drap files here to sele

9. Select the type of document.

ATLAS Infohub Internal - External
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[fé\] | am uploading a Document.

O Other supporting documents

O A customized assessment report document

Please select the type of document

Select files...

Document Name Upload Date Upld

10. Click Select Files to upload your document.

Select files...

11. Once you have uploaded a document, it will appear beneath the Select Files button.

| Select files... Drop files here to select

@ ATLA?TO::.C:\C,X % =

Document Name Upload Date Uploaded By Action

No records available.

12. Once all required fields have been completed, the Submit button will become enabled in the
bottom right corner:

o To finalize the assessment, click Submit.
If you wish to save and return, click Save.
o If you wish to cancel, which will delete all unsaved data, click Cancel.

Cancel | Save

13. After you click Submit, you will be directed back to the dashboard.
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Quick Links

Ll View MDE/PRAC Global Waitlist > i View Waitlist
Students
My Caseload Referrals Evaluations IEP Placement
[ luca Q ]
Initial LLIX, Luca Assigned To Evaluation Site
e Student ID: 242300830 | Sse Dms2 [ CSE Location 01

DOB: 09/11/2021

DBN: | District 07

- Review Requests from Parent - o )
y=
= Portal > priTg Administration
BN (=
Sort
By Student Name v ] Activity Due Date v l [ Advanc]
Activity Activity Due Date Compliance Date '
Pending Evaluation Schedule IEP Meeting:
11/03/2025
(60 Days)

Request Placement:

12/10/2025
(97 Days)
1 Page D of 1 items per page 1=
’

14. Expand the student’s row to see the updated status of the assessment.
W Referrals @ Evaluations
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?

Finalized Yes
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status

I QObservations

Yeled V'Yalda Early Childhood

Center SEDMS

Internal Assignment 10/07/2025 Pending Approval

Psychological Assessment

Yeled V'Yalda Early Childhood

Center SEDMS

Internal Assignment 10/07/2025 Draft

ATLAS Infohub Internal - External
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How to Review Assessments

Approve

1. Search for the student for whom you need to review an assessment.

Students

My Caseload Referrals
I l Search by Student Name orIC Q I

Evaluations

Initial

¥

Fasypcbpzg,
Automation

IEP Placement

Assigned To
Sse Dms2 (2]

Student ID: 242354400

| DD N7 nn

Evaluation Site

Sort

3c

Referral: Pending H

Activity

2. Expand the student’s row by clicking anywhere on the row except for the student’s name.

Psychological Assessment

Social History Evaluation

Yeled V'Yalda Early Childhood

Center

Center

CSE Location 01

Veled V'Yalda Early Childhood

SEDMS Internal Assignment

Dr. Seuss Provided by Parent
SEDMS Internal Assignment

Alexis Internal Assignment

Pending Approval

Finalized

Draft

Finalized

Initial Lux, Luca Assigned To Evaluation Site Activity Compliance Date -III
T PR EERED Sse Dms2 [} CSE Location 01 Pending Evaluation Schedule EP Meeting:
e 09/11/2021 11/03/2025
/ (59 Days)
DBN: | District 07
Request Placement:
12/10/2025
(96 Days)
@, Evaluations @ Referrals @ Evaluations
Referral Social History Meating Date Status of Social History Package Consent for Inital Evaluation Given?
Submitted Finalized Yes
Next
O Complete Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Evaluations

3. Click the three vertical dots next to the assessment you want to review.

Note: The assessment must be in Pending Approval status to be reviewed.
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W Referrals @, Evaluations

Social History Meeting Date

Assessments In Progress

D Observations

Physical Examination
Psychological Assessment

Social History Evaluation

Status of Social History Package
Finalized

Agency Name Evaluator Name

Yeled V'Yalda Early Childhood

Center SEDMS
Dr. Seuss

‘Yeled V'Yalda Early Childhood SEDMS

Center

CSE Location 01 1 Alexis

Consent for Initial Evaluation Given?

Yes

Evaluator Type

Internal Assignment

Provided by Parent

Internal Assignment

Internal Assignment

Evaluation Due Date

10/07/2025

10/07/2025

10/07/2025

Status

Pending Approval

Finalized

Draft

Finalized

4. From the dropdown, select Review Assessment.

Review Assessment

View Assessment

5. This will open the assessment in view/read only mode for you to review.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

Approve Reject

Observation at Child's Natural Setting

Assessment Information
Date(s) of Assessment *

MM/DD/YYYY

Language of Assessment *

Assessment Findings

Findings

Type here

Summary, Conclusions & Recommendations

Type here

6. To approve, click Approve in the Review Assessment panel to the left.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

Approve

Reject

ATLAS Infohub Internal - External
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7. Click Submit.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

O -

8. You will be directed back to the dashboard, and ATLAS will confirm that the submission was

successful.

@ Submitted Successfully

9. Expand the student’s row to see the updated status of the assessment.

Request Placement:

DBN: | District 07
12/10/2025
(96 Days)
W Referrals @ Evaluations
Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes
Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Yeled V'Yalda Early Childhood
Observations v SEDMS Internal Assignment 10/07/2025 Finalized
Center
Finalized

Physical Examination

Dr. Seuss

Provided by Parent

Reject

1. Complete steps 1-5 of How to Approve an Assessment.

2.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

Approve I Reject ‘ I

ATLAS Infohub Internal - External

To reject, click Reject in the Review Assessment panel to the left.
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3. An additional required field will appear for you to make a selection.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

e )

Reason for Rejection

| ")

Submit

4. Depending on the selection, an additional text field may appear.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

e [

Reason for Rejection

I Other v I

Additional Information

ﬁype here

5. Once all required fields are complete, click Submit.

Review Assessment

Review Submitted Date
09/05/2025

Review Submitted By
Sse Dms2

e )

Reason for Rejection

I Other v l

Additional Infarmation

test
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6. You will be directed back to the dashboard, and ATLAS will confirm that the submission was

successful.

@ Submitted Successfully | |

7. Expand the student’s row to see the updated status of the assessment on the right under

“Status”.

W Referrals @ Evaluations

Sacial History Meeting Date

Status of Social History Package

Finalized

Consent

Yes

for Initial Evaluation Given?

Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status

Observations ;‘::l:wa'da Early Childhaod SEDMS Internal Assignment 10/07/2025 Finalized

Physical Examination Dr. Seuss Provided by Parent Finalized

Psychological Assessment ;(;\s(dely“(alda ERlehiche SEDMS Internal Assignment 10/07/2025 Draft

Social History Evaluation CSE Location 01 Alexis Internal Assignment 10/07/2025 Finalized
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How to Add an Additional Assessment

This section provides step-by-step instructions for adding an additional assessment through the PWN:
Request for Additional Assessment in ATLAS. The ability to complete this action depends on the user’s
permissions within the system; if you believe you need access, please contact your chairperson. Once
the PWN is completed, approved, and finalized, ATLAS will automatically generate the PWN and the

corresponding consent form within the student’s documents for the user to send home to the parent.

Users will also learn how to upload the signed consent form and should pay attention to the date
validation prompt to ensure data accuracy and reduce errors, as the Consent for Additional Assessments
date informs compliance timelines. Once approved, the assessment(s) will appear in the Assessment
Planning grid. For guidance on assigning and completing evaluations, refer to the How to Navigate
Assessment Planning section of this reference guide.

1. Search for the student for whom you’d like to add additional assessments.

Students [eeea|
"Wl Referrals  Evaluations  IEP  Placement
|' Search by Student Name 0. € | Sort By | Student Name = ] Activity Due Date S I [ Advanced Filters
Initial Bosddiltlf, Automation Evaluation Site Activity Activity Due Date Compiiance Dale m
i i AR i CSE Location 01 Pending Evaluation Schedule IEP Meating:
s e Student ID: 2423 D 08/30/2025
(50 Days)
DEN: | District 10
lacement
5
oo Bulun, Parsi resigneaTo Eualuation St Activiy Activity Due Gate Complance Date m
e L Sse Dms2 & Yeled \"Yalda Early Childhaod Pending Evaluation Schedule IEP Meating:
¥ a Tf’z';f Diassa80nl008 Center 09/05/2025
G (59 Days)
DBN: | District 13
DERR) Dhedicyla Request Placement:
10/01/2025
(85 Days)
2. Click Actions.
‘. luca Q ‘ By | Student Name v ‘ | Activity Due Date v ‘ ‘ Advanced Filters ‘
Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
s @ Student ID: 242300830 ‘ Sse Dms2 [3): CSE Location 01 Pending Evaluation 151%637;52‘59 Meeting:
DOB: 09/11/2021
(60 Days)

DBN: | District 07
Request Placement:

12/10/2025
(97 Days)

1 Pace | 1 laf1 110 v | itemenarnane 1-10f1items

3. From the dropdown, select Send PWN: Request for Additional Assessments.
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08/25/2025

Activity Activity Due
Pending Evaluation

View Social History Package

Send PWN: Request for Additional Assessments

Remove from MDE Worklist
IEP

Create IEP Document

Schedule IEP Meeting
Student

Damnmct ta Shara Darcanalle Idantifishla Infarmatinn

4. You will be directed to the PWN: Request for Additional Assessments page.

Prior Written Notice

Request for Additional Assessments

Table of Contents < Introduction
Introduction v Notice Date
Assessment(s) Requested 09/05/2025 =
Evaluation Description v Dear Parent or Guardian of Lucas Lux,
SOUICes v The purpose of this notice is to inform you, in writing, of the NYC Department of Education’'s (DOE's)
R provision of special education services to Lucas Lux.
Additional Information A
Mail To A Subject of this notice:

Request for Additional Assessment(s)

Assessment(s) Requested

mmendation(s) regarding the identification, evaluati

ATLAS Infohub Internal - External

5. Use the Table of Contents to navigate to each section within the PWN and complete all required

sections.

Note: Sections display a green check mark when completed and a red triangle with an

exclamation mark when incomplete.
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Table of Contents <

Introduction "

Assessment(s) Requested

Evaluation Description v
Sources v
Additional Information A
Mail To A

6. To complete the Assessment(s) Requested section, if applicable, click the + Add Additional
Assessment button.

Assessment(s) Requested

You have requested that the DOE conduct the following additional assessment(s)

Assessment Type Purpose of the Assessment Rationale Status

No records available.

+ Add Additional Assessment

7. A new row will appear for you to complete the required fields. Use the dropdowns and text
fields to enter the Assessment Type and Rationale. The Purpose of Assessment will
auto-populate with selection of Assessment Type.

Note: You can repeat steps 6 and 7 as many times as needed to capture all required information.

Assessment Type Purpose of the Assessment Rationale

.

. N =
| E] | Occupational Therapy Assess... v ‘ This assessment will " ‘ test

" + Add Additional Assessment

8. Toremove an assessment, click the red X to the left of the row.
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Assessment Type Purpose of the Assessment Rationale

=
E]_‘ | Occupational Therapy Assess... v | | This assessmentwil  ¥| | test
) 4 4
— =
E]_‘ | Audiological Assessment v | ‘ This is a specialized '/‘ | test P
\ . 4 4
-
E]_‘ | Central Auditory Processing Di... v | ‘ Central auditory " [(est] /]
. 4

‘ + Add Additional Assessment ‘

9. To complete the Explanation of why the action is proposed or refused section enter information
into the text field.

Explanation of why the action is proposed or refused

Upon receipt of your request for additional assessment(s) to be conducted, the DOE reviewed Luca's existing assessments and other materials.
Additional explanation of why the action is proposed or refused:

Type here

10. To complete the Evaluation Description section, click + Add Decision Reason button.

Evaluation Description

Description of each evaluation procedure, assessment, record, or report used in the decision to propose or
refuse the action

Decision Reason Description Date

No records available.

+ Add Decision Reason

11. A new row will appear for you to complete the required fields. Use the dropdowns and text
fields to enter the Decision Reason, Description, and Date.

Note: You can repeat steps 10 and 11 as many times as needed to capture all required

information.
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Decision Reason

Description Date
— ( Y ( -1~
‘ % | Classroom Work v ‘ test ‘ | 08/05/2025 £
L 2| L )
/ v
|+ Add Decision Reason
12. To remove a reason, click the red X to the left of the row.
Decision Reason Description Date
— ( Y r \ r -
‘ % | | Classroom Work . ‘ ‘ test | ‘ 09/05/2025 £ |
L J L £ L J
X | | Teacher Reports v ‘ test ] ‘ 09/05/2025 ] |
| 4 L )
X | Documented Interventions v ‘ ‘ test | ‘ 09/05/2025 | |
L J L ) L J
- v

13. Indicate if there is Additional Information by selecting the Yes or No buttons in the Additional

Information section.

TRClodenyc.org

Additional Information

Any Additional Information? *
O ves
Ome

Note: If you select Yes, an additional required text field will appear for you to complete.

Additional Information

Any Additional Information? *

Yes <—
O No

Type here *

\

Error: Field is required

&

ATLAS Infohub Internal - External
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14. Ensure that the correct recipient is displayed in the Mail To section. This information will be
auto-populated based on the primary contact information associated with the student.

Mail To

Recipient

Recipient Contact * Name * Email Address

‘ Primary v | | sigeira ‘ ‘ ‘
Street Address * Street Address 2

‘ 501 courtlandt ave ‘ ‘ ‘
Gity * State * zip*

‘ BRONX ‘ New York - 10451 ‘
Mathod of Dalivery *

15. Select the Method of Delivery by choosing Postal Mail or Parent Portal.

Method of Delivery *
Please indicate how you intend to send the document to the recipient.

D Postal Mail D Parent Portal

16. Once all required sections are complete, click Preview to review for accuracy.

Preview

17. The Preview will open as a PDF in a new browser tab. Review the document, then return to
ATLAS by closing the Preview tab or clicking back on the ATLAS tab.

= Request for Additional Assessr x @ 8a8c2df0-0935-4431-a5¢ch-562 X -+ — O iy

C @ @ blobhttps://sedmstrg.schools.nyc/8a8c2df0-0935-4431-a5cb-5637d2d081e6 ¥ i} (=4 @) school  New Chrome available

a8 Microsoft 365 Student Profile Data... [l R2 projectPlan  §8 ATLAS Wireframes... [ All Bookmark]

8a8c2df0-0935-4431-a5¢b-5637d2d081... 100% + (5]

NV Schoors

Prior Written Notice (Notice of Recommendation)

Date: 09/05/2025
Dear Parent or Guardian of Luca Lux
Student’s DOB: 09/11/2021

Student ID: 242300830

recommendation(s)
ervices to a Lux
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18. Once all sections are complete, green check marks will appear next to each section of the PWN
in the Table of Contents. The Submit button will then be enabled at the bottom of the screen,
along with Cancel, Preview, and Save.

Click Cancel to discard your work and return to the dashboard.
Click Save to save your progress and return later.
Click Preview to review the document for accuracy.

Click Submit to submit the document for review.

Cancel m ‘ save ‘ m

19. You will be directed back to the dashboard, and ATLAS will confirm that the submission was
successful.

@ Submitted Successfully
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How to Review the PWN: Request for Additional
Assessments

Approving Additional Assessments

1. Search for the student for whom you’d like to review the PWN: Request for Additional
Assessments.

Students =
My Caseload Referrals Evaluations IEP Placement

D\} Sort By | Student Name - ]

| search by Student Name o Activity Due Date - I [ Advanced Filters

Initial Bosddiltlf, Automation Assigned To Evaluation Site Activity Activity Due Date Compliance Date m

B Sedms1 Sedms [Ef CSE Location 01 Pending Evaluation Schedule IEF Meating:
¢ a b =S & 08/30/2025
C 22
z (60 Days)
Request Placement
09/25/2025
(86 Days)
Initial Bulun, Parsi Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
o Sse Dms2 [& Yeled V"Yalda Early Childhood Pending Evaluation Schedule IEF Meating:
Stud 1D 3 07 | D
¥ e 1(;:5-41]3“(42 53807 | DOB Center 09/05/2025
2 T (59 Days)
DBN: | District 13
De e Request Placement
10/01/2025
(85 Days)
[ luca QJ By Student Name v J I Activity Due Date v J \ Advanced Filters J
Initial Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date m
Student ID: 242300830 | Sse Dms2 [2); CSE Location 01 Pending Evaluation Schedule IEP Meeting:
¥ 11/03/2025
DOB: 09/11/2021
/. (60 Days)

DBN: | District 07
‘ Request Placement:

12/10/2025
(97 Days)

1 Pane | 1 of1 110 v | itemenarnane 1-10f1items

3. From the dropdown, select Review PWN: Request for Additional Assessments.
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IEP

Kemove Trom MUE WOrKIISt
Assessment Planning
Cancel Meetings

View Social History Package

Review PWN: Request for Additional Assessments

Edit IEP Document

View |IEP Document

4. You will be directed to the PWN: Request for Additional Assessments page. Complete all

required sections.

|T3rior Written Notice

Request for Additional Assessments

Table of Contents

Introduction
Assessment(s) Requested
Evaluation Description
Contacts

Sources

Additional Information

Mail To

<

Introduction

Notice Date

09/05/2025 i

Dear Parent or Guardian of Lucas Lux,

The purpose of this notice is to inform you, in writing, of the NYC Department of Education’s (DOE's) recommendation(s) regarding the identification, evaluatiol
provision of special education services to Lucas Lux.

Subject of this notice:
Request for Additional Assessment(s)

Assessment(s) Requested

You have requested that the DOE conduct the following additional assessment(s)

Assessment Type Purpose of the Assessment Rationale Status

[ x| [ Assistive Technology Assessment M ‘ | This is an assessment Y] ltest | 1 Approve

5. To complete the Assessment(s) Requested section, review and click Approve.

Note: The approved additional assessments will appear in the student’s Assessment Planning once

the PWN is finalized.

ATLAS Infohub Internal - External September 2025 46



https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees

Assessment(s) Requested

You have requested that the DOE conduct the following additional assessment(s)

Assessment Type Purpose of the Assessment Rationale

I Assislive Technology Assessment A l | This is an assessment '/‘ ‘ test

i 4

‘ test

I Audiological Assessment v I | This is a specialized hearing

[ Occupational Therapy Assessment v l | This assessment will look at '/ | test

Status

6. Review the Explanation of why the action is proposed or refused and Evaluation Description

sections.

7. Complete the Contacts section by searching for Staff First Name, Staff Last Name, or Staff ID in
the Assistance Contact and Staff Contact rows. After you have searched for a staff member, click

Select to add them to the row.

Contacts

Assistance Contact

Spurces you may contact to obtain assistance in understanding the special education process:

Staff First Name l l Staff Last Name

Staff First Name l l Staff Last Name Staff I
Staff Contact
Staff ID

8. Once all required sections are complete, click Preview to review for accuracy.

Preview

9. The Preview will open as a PDF in a new browser tab. Review the document, then return to

ATLAS by closing the Preview tab or clicking back on the ATLAS tab.
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Prior Written Notice (Notice of Recommendation)

Date: 09/05/2025

Dear Parent or Guardian of Luca Lux
Student’s DOB: 09/11/2021
Student ID: 242300830

The purpose of this notice is to inform you, in writing, of the NYC Department of Education’s (DOE’s) recommendation(s)
regarding the identification, evaluation, educational placement and/or provision of special education services to Luca Lux.

SUBJECT OF THIS NOTICE: Request for Authorization to Administer Additional Assessment(s) - Initial Only
DESCRIPTION OF ACTION PROPOSED OR REFUSED:

You have requested that the DOE conduct the following additional assessment(s)

EXPLANATION OF WHY THE ACTION IS PROPOSED OR REFUSED:

10. Once all sections are complete, green check marks will appear next to each section of the PWN
in the Table of Contents. The Finalize and View button will then be enabled at the bottom of the
screen, along with Cancel, Preview, and Save.

Click Cancel to discard your work and return to the dashboard.
Click Save to save your progress and return later.
Click Preview to review the document for accuracy.

Click Finalize and View to finalize the document.

[ [ o

11. You will be directed back to the dashboard, and ATLAS will confirm that the submission was
successful. The finalized version of the document will also open in a new tab for your view and
can also be found in the student’s documents.

@ Submitted Successfully

12. Upon finalization of the PWN, ATLAS automatically generates the Consent for Additional
Assessments. This consent form must be attached to the finalized PWN and sent to the
parent/guardian for signature before any assessments are administered.

Note: For details on how to access and navigate student documents, refer to the Navigation
Reference Guide.
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School Year: 2025-2026 v

W Referral

W Evaluations

ervice Detals Tudent Information  DocuUments Bam _ Evenis Log  MIsC

Date Created Document Name Document Type Uploaded By Action

08/05/2025 Reguestfor, Il ssessments Consent: 24... Consent for Additional Assessments SEDMS_App [=] *
09/05/2025 [Requestior i ssessments PWN: 24230, Request for Additional Assessments SEDMS_App =] *
09/05/2025 Social Histary Package: 242300834 Social History Package SEDMS_App =) *

Upload the Signed Consent for Additional Assessments

1. Click Actions.

2. From the dropdown, select Upload.

Edit Social History Package

Cancel Meetings

Remove from MDE Worklist

Student

Send PWN: Request for Additional Assessments

View PWN: Request for Additional Assessments

3. A pop-up will appear for you to complete all required fields.
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Upload Documents x

Document Type * -
| Select files... Drop files here to select
Date Details
r Y
No records available.
v

O Yes, Parent/Guardian provided consent.

O Mo, Parent/Guardian did not provide consent.

I Relationship v I l Printed Name

4. From the Document Type dropdown, select Consent for Additional Assessments.

Document Type *

Consent for Additional Assessments A

STAC
Partially Served Notice
Variance

Consent for Waiver of IEP Meeting

Consent for Additional Assessments

5. From the Request dropdown, choose the PWN request associated with the consent.

Request *

Request on 9/5/2025 1:28 PM: Assistive Technology Assessment, Audiological

Assessment, Occupational Therapy Assessment

6. Click Select files to upload the signed Consent for Additional Assessments.
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7. The uploaded document will reflect under the Select files button.

|/ Select files... |

ATLAS Test - Copy - Copy.docx
12.99 KB

Date

09/05/2025

Drop files here to select

Details

ATLAS Test - Copy - Copy.docx

X =
v

8. Select whether or not the parent/guardian provided consent.

(O Yes, Parent/Guardian provided consent.

O Mo, Parent/Guardian did not provide consent.

9. Enter the date that consent was signed by the parent/guardian.

Date Signed*

MM/DD/YYYY

10. Complete the Relationship field.

Relationship

v ‘ ‘ Printed Name

11. Once all required fields are completed, click Save.
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Upload Documents ®
=) zsske O
v
Date Details
a
09/05/2025 ATLAS Test - Copy - Copy.docx -
@ Yes, Parent/Guardian provided consent.
O No, Parent/Guardian did not provide consent.
Date Signed*
[ 09/05/2025 i l
Relationship Printed Name
[ Primary v ] [ Lucas Lux X

12. A confirmation pop-up will appear for you to verify: Are you sure you want to continue with [date]

as the date parental consent was provided? Click Yes, to confirm or No to go back and make
corrections.

Note: It is imperative that you verify the date as this action is irreversible and compliance timelines
will be calculated from this date upon confirmation.

Confirm Parental Consent %

Are you sure you want to continue with 09/05/2025 as the date
parental consent was provided?

A\ This action is irreversible.
Compliance timelines will be calculated from this date
upon confirmation.

No, Go Back | | Yes, Confirm |

13. Upon confirmation, you will be directed back to the dashboard and ATLAS lets you know it was
saved successfully.
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@ Saved Successfully

Rejecting Additional Assessments

1. Complete steps 1-4 of Approving Additional Assessments.

2. To complete the Assessment(s) Requested section, review and click Reject.

Assessment(s) Requested

You have requested that the DOE conduct the following additional assessment(s)

Assessment Type Purpose of the Assessment Rationale

Status

[ Central Auditory Processing Disorder A... ¥ I ‘ Central auditory processing i‘ | test /| ‘ Approve Reject
\ Z BN ZENN v
" + Add Additional Assessment |
3. An additional field will appear for you to enter the Reason for Rejection.
Assessment Type Purpose of the Assessment Rationale Status
- - a
I Central Auditory Processing Disorder A... ¥ I | Central auditory processing '/| | test /| | Approve

Reason for Rejection

4. Review and complete remaining required sections of the PWN. Click Preview to review for

accuracy.

Preview

5. The Preview will open as a PDF in a new browser tab. Review the document, then return to
ATLAS by closing the Preview tab or clicking back on the ATLAS tab.
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C @ @ blobhitps//sedmstrg.schoolsnyc/dS5tdcbe-dadd-46c2-9692-8d460e333790 * 0 @ school  New Chrome available

o

29 Microsoft 365 Student Profile Data.. [ R2 projectPlan  § ATLAS Wireframes [ All Bookmarks|

d55fdc6c-daga-46c2-9692-8d460e333790 E 100%  + 25} %

A% 4@™ Public
© " GaP Schools

Prior Written Notice (Notice of Recommendation)

Date: 09/05/2025

Dear Parent or Guardian of Lucas Lux
Student’s DOB: 09/11/2021

Student ID: 242300834

The purpose of this notice is to inform you, in writing, of the NYC Department of Education’s (DOE's) recommendation(s)
regarding the identification, evaluation, educational placement and/or provision of special education services to Lucas Lux.

SUBJECT OF THIS NOTICE: Request for Authorization to Administer Additional Assessment(s) - Initial Only
DESCRIPTION OF ACTION PROPOSED OR REFUSED:

You have requested that the DOE conduct the following additional assessment(s)

The DOE does not agree to conduct the following assessment(s):

Assessment(s) Requested - Denied DOE Action

Central Auditory Processing Disorder Assessment: Reject

EXPLANATION OF WHY THE ACTION IS PROPOSED OR REFUSED:
Upon receipt of your request for additional assessment(s) to be conducted, the DOE reviewed Lucas's existing assessments

and other materials.

Based on these materials, the DOE has determined that the additional assessment(s) specified above are not needed as a
part of this because:

6. Once all sections are complete, green check marks will appear next to each section of the PWN
in the Table of Contents. The Finalize and View button will then be enabled at the bottom of the
screen, along with Cancel, Preview, and Save.

Click Cancel to discard your work and return to the dashboard.
Click Save to save your progress and return later.
Click Preview to review the document for accuracy.

Click Finalize and View to finalize the document.

- =3

7. You will be directed back to the dashboard, and ATLAS will confirm that the submission was
successful. The finalized version of the document will also open in a new tab for your view.

@ Submitted Successfully

8. Upon finalization, ATLAS generates the finalized PWN which can be found in the student’s
documents.

Note: Rejected assessment(s) will not appear in the student’s Assessment Planning.
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School vear:

W Referral

B8 Evaluations

Date Created Document Name Document Type Uploaded By Action

09/05/2025 Requestior, ssessments Consent: 24..  Consent for Additional Assessments SEDMS_App a8 i
09/05/2025 Requestior \ents PWN: 24230..  Request for Additional Assessments SEDMS_App 2
09/05/2025 Requestior ssessments Consent: 24..  Consent for Additional Assessments SEDMS_App a8 i
09/05/2025 Requestior \ents PWN: 24230..  Request for Additional Assessments SEDMS_App 2
09/05/2025 Social History Package: 242300834 Social History Package SEDMS_App a8 i
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How to Submit the STAC-5

This section provides step-by-step instructions for MDE Agencies on how to submit the STAC-5. Users
must ensure that all STACs are submitted before a case is closed, as submissions cannot be completed
afterward.

Note: This section does not apply to PRAC users.

1. Search for the student for whom you'’d like to submit the STAC-5.

Students

My Caseload Referrals Evaluations IEP Placement
Sort
[Bearch by Student Name or IC Q] By | Student Name

Initial Fqsypcbng’ Assigned To Evaluation Site Activity
Automation Sse Dms2 [2] Referral: Pending PWN
]

Student ID: 242354400
| DOB: 07/16/2022

DBN: | District 10

Initial Hfztyobetk, Assigned To Evaluation Site Activity
Automation Sse Dms2 [z} Referral: Pending PWN

¥

Student ID: 242354320 |
DOB: 07/16/2022

2. Click Actions.

3. From the dropdown, click Upload.

Remove from MDE Worklist

Student
Upload

4. The document upload pop-up will appear.
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Upload Documents

Document Type *

| Select files... Drop files here to select
Date Details
a
No records available.
v
O Yes, Parent/Guardian provided consent.
O No, Parent/Guardian did not provide consent.
l Relationship A I l Printed Name
5. From the Document Type dropdown, select STAC.
Document Type *
A
" . . a
Consent for Initial Provision of Services
Preschool Acceptance Letter
DEP 1
|STAC
Partially Served MNotice =

6. Click Select files to upload the STAC.

7. The attached document will appear. Click Save.
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ATLAS Test - Copy - Copy.docx x =
12.99 KB v
Date Details
a
09/05/2025 ATLAS Test - Copy - Copy.docx
v

Drop files here to select

8. ATLAS lets you know it was saved successfully.

® Saved Successfully

9. The document will now appear in the student’s documents.

Service Details  Student Information Documents Team Eventslog Misc

School Year: | 2024-2025 -]

8 Student

W Evaluations
Date Created Document Name
01/07/2025 STAC.pdf
12/27/2024 nitis i P Rdf
12/27/2024 Initial ions Packet.pdf
12/27/2024 Speech and Language Assessment:

Document Type Uploaded By

STAC

Occupational Therapy Assessment

Speech and Language Assessment

Speech and Language Assessment SEDMS_App

Action

I+

I+

[ 3

I+

10. Navigate back the student and expand the student’s row.
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T

Activity Activity Due Date

Compliance Date

el Lux Luca sesigned To T =
W Q Student ID: 242300830 | DOB: Sse Dms2 E} CSE Location 01 Pending Evaluation ISWCZ:d:‘DeZ;EP Meeting:
09/11/2021 103/
(59 Days)
DBN: | District 07
Request Placement:
12/10/2025
(96 Days)
@ Evaluations & Referrals @ Evaluations
Referral Social History Meeting Date Status of Social History Package Gonsent for Initial Evaluation Given?
Submitted Finalized Yes
Next )
3y Comple[e Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status
Evaluations -
Yeled V'Yalda Early Childhood
Observations Center Y SEDMS Internal Assignment 10/07/2025 Finalized
Yeled V'Yalda Early Childhood
Psychological Assessment Cees!er alda Barly Ghildhoo SEDMS Internal Assignment 10/07/2025 Draft
v

11. Click the three vertical dots next to the assessment for which the STAC was uploaded.

W Referrals @ Evaluations

Social History Meeting Date

Assessments In Progress

D Observations

Psychological Assessment

Yeled V'Yalda Early Childhood
Center

Agency Name

Yeled V'Yalda Early Childhood
Center

Status of Social Histary Package
Finalized

Evaluator Name

SEDMS

SEDMS

Consent for Initial Evaluation Given?

Yes

Evaluator Type

Internal Assignment

Internal Assignment

Evaluation Due Date

10/07/2025

10/07/2025

12. From the dropdown, click Submit STAC-5.

Submit STACS

View Assessment

13. ATLAS lets you know it has been submitted successfully.

©@ Submitted Successfully

14. The status of the assessment will reflect STAC Submitted.
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W Referrals @ Evaluations

Social History Meeting Date

Assessments In Progress

Observations

Psychological Assessment

Status of Social History Package

Finalized

Agency Name Evaluator Name

Yeled V'Yalda Early Childhood

Center SEDMS

Yeled V'Yalda Early Childhood

SEDMS
Center

Consent for Initial Evaluation Given?

Yes

Evaluator Type

Internal Assignment

Internal Assignment

Evaluation Due Date

10/07/2025

10/07/2025

Status

STAC Submitted

Draft

15. There are no further actions for the MDE agency. The CPSE Chairperson or CPSE

Administrator must approve the submitted STAC-5.
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How to Approve the STAC-5

This section provides step-by-step instructions for approving the STAC-5. Users must ensure that all
STACs are reviewed before a case is closed. Only CPSE Chairpersons and Administrators can complete this
task. All other users should contact their Chairperson for assistance.

1. Search for the student for whom you’d like to review/approve the STAC.

Students

My Caseload Referrals

Evaluations

| [search by Student Name or IC Q I

Initial

¥

Initial

¥

Fasypcbpzg,
Automation

IEP Placement

Assigned To

Sse Dms2 (&

Student ID: 242354400

| DOB: 07/16/2022

DBN: | District 10

Hfztyobetk,
Automation

Assigned To
Sse Dms2 (3

Student ID: 242354320 |

DOB: 07/16/2022

Evaluation Site

Evaluation Site

Sort — |
By Student Name

Activity
Referral: Pending PWN

Activity
Referral: Pending PWN

2. Click the student’s name to navigate to their profile.

S0TT
‘ luca Q | By | Student Name v Activity Due Date
Initial LUX, Assigned  Evaluation  Activity Activity Due Date Compliance
Luca 1w Site Pending Evaluation Schedule I
g Q Sse CSE 11/03/2025
StudentID:  ppgn Location (59 Days)
242300830 [ o1
| DOB: Request PI{
09/11/2021 12/10/2025
(96 Days)
DBN: |
3. Click Documents.
Student Profile
Luca's
Disability Classification IEP Placement Recommendation Next Annual Review Date El Extension Date
Service Details Student Information Team EventsLog  Misc
Programs Related Services
No Programs to show No Related Services to show
4. Click to expand the Evaluations folder and open the STAC document to review.
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Service Details  Student Information

School Year: 2025-2026 ¥

W Referral

Documents

Team  Events Log  Misc

B8 Evaluations

Date Created

Document Name

Document Type Uploaded By Action
I 09/05/2025 ATLAS Test - Copy - Copy.docx STAC In2@doeexternal.nyc I [=] b
09/05/2025 Observations: 242300830 Custom Observation Assessment SEDMS_App = X
09/04/2025 Social History Evaluation: 242300830 Social History Evaluation Assessment SEDMS_App =] X
09/04/2025 ATLAS Test - Copy_- Copy.docx Other Assessment ssedms2 2 X
09/04/2025 ATLAS Test - Copy - Copy.docx Use of Electronic Mail ssedms2 2 4
DOMNAID0DE ATI AC Toot [ a3 ) Do, = F=Y rs

5. Once the STAC upload has been reviewed, navigate back to the student and expand the student’s

row.
Lux, Luca Assigned To Evaluation Site Activity Activity Due Date Compliance Date ‘
Sse Dms2 [2] CSE Location 01 Pending Evaluation

Student ID: 242300830 | DOB:
09/11/2021

DBN: | District 07

Schedule IEP Meeting:
11/03/2025
(59 Days)

Request Placement:
12/10/2025
(96 Days)

W Referrals @ Evaluations

cial History Meeting Date

Assessments In Progress

Observations

Psychological Assessment

Sta

Finalized

Agency Name

Yeled V'Yalda Early Childhood
Center

Yeled V'Yalda Early Childhood
Center

tus of Social History Package

Evaluator Name

aklein2 SEDMS

aklein2 SEDMS

Evaluator Type

Internal Assignment

Internal Assignment

Consent for Initial Evaluation Given?

Yes

Evaluation Due Date Status

10/07/2025 STAC Submitted

10/07/2025 Draft

6. Click the three vertical dots next to the assessment of the STAC you just reviewed.

) Referrals @ Evaluations

Social History Meeting Date

Assessments In Progress

Observations

i Psychological Assessment

Status of Social History Package

Finalized

Agency Name

Yeled V'Yalda Early Childhood

Center

Yeled V'Yalda Early Childhood

Center

Evaluator Name

! SEDMS

SEDMS

7. From the dropdown, click Approve STAC Document.
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Evaluator Type Evaluation Due Date

Internal Assignment 10/07/2025

Internal Assignment 10/07/2025
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IApprove STAC Document I

View Assessment

8. ATLAS lets you know it’s been approved successfully.

©@ Approved Successfully

9. The status of the assessment will reflect STAC Approved.

W Referrals @ Evaluations

Social History Meeting Date Status of Social History Package Consent for Initial Evaluation Given?
Finalized Yes

Assessments In Progress Agency Name Evaluator Name Evaluator Type Evaluation Due Date Status

Yeled V'Yalda Early Childhood

Center SEDMS Internal Assignment 10/07/2025 STAC Approved

Physical Examination Dr. Seuss Provided by Parent Finalized

Observations
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How to Complete the Preschool Evaluation Summary

This section provides step-by-step instructions for completing the Preschool Evaluation Summary in

ATLAS, including navigating the dashboard, locating the student, editing the document, and submitting

it.

1.

Search for the student for whom you wish to create the Preschool Evaluation Summary Report.

Students

My Caseload Referrals Evaluations IEP

| [search by Student Name or IC Q I

Sort

By Student Name

Initial Fgsypcbpzg, Evaluation Site Activity
Automation Referral: Pending PWN
3 Student ID: 242354400
| DOB: 07/16/2022
DBN: | District 10
Initial Hfztyobetk, Evaluation Site Activity
Automation Referral: Pending PWN
v Student ID: 242354320 |
DOB: 07/16/2022
2. Click Actions.
Actions
3. From the dropdown, select Create Pre School Summary.

Note: The Create Pre School Summary option will only appear in the dropdown after all evaluations
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Referral F Y
View
View PWN
Evaluation
Create Pre School Summary
Assessment Planning
View Social History Package
View PWN: Request for Additional Assessments v

4. You will be directed to the Preschool Evaluations Summary Report. Complete all required
sections of the form; including agency information, contact information, summary of
findings, and recipient.

Preschool Evaluation Summary Report

Date(s) of Assessment
s ClassroomObservation - 09/05/2025
+ Physical Examination - 09/04/2025
« PsychologicalAssessment - 09/05/2025

+ Social History Evaluation - 09/04/2025

Agency

Agency Name *

[ CGSE Location 01

Street Address

[ ONE FORDHAM PLAZA l [ Street Address 2

City zip

[ BRONX ] [State v l l‘\OASB

Contact Person

Telephone Number

Contact Person Name * [ D l [ Country Of Residence l [ School District Name

5. Once all required fields are completed, the Submit button will become enabled.

o0 Click Cancel to cancel the form and discard previously input information..
o Click Save to save your work and return later.
0 Click Submit to submit and finalize.

[ Cancel H Save
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6. Once submitted, ATLAS directs you back to the dashboard and lets you know it has been
submitted successfully.

@ Submitted Successfully
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