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	I.  O&M Service Initiation



A.  Parent Contact, Securing, and Filing Parental Consent 

At service initiation for IEP mandated O&M students, O&M teachers: 

1.  contact parents by phone or e-mail for introductions

2.  secure signed parental consent for O&M instruction using the EVS O&M Instruction Consent Form. Parent consent forms are available in Spanish on the EVS website. 

3.  submit original signed parental consent for O&M instruction to the EVS Office for filing and retain a copy for the O&M teacher folder (Item IG, below). 

4.  notify EVS supervisor and school administration when the signed parental consent form for O&M instruction is not received

5.  notify parents when student is scheduled for services

B.  IEP and O&M Database Review  

At service initiation for IEP mandated O&M students, O&M teachers review students’:

1.  IEP folder

2.  current IEP

3.  EVS O&M database records 

4.  consult with EVS TVI and mandated 1:1 MP, for MP mandated students

C. Student Information Required at Service Initiation 

At service initiation for IEP mandated O&M students, O&M teachers gather the following information: 

1.  IEP O&M and special education transportation mandates

2.  O&M mandate, O&M goals, and objectives, as applicable

3.  date of most current eye report (E-12S) or an eye care physician’s letter

4.  cause of visual impairment

5.  clinical measures of visual acuity, visual field, and other relevant clinical information

6.  concomitant disabilities 

7.  health and behavior alerts

8.  communication needs

9.  mandated related services, including 1:1 paraprofessional mandates

10. prior and current travel clearances

11. parent and emergency contact information

D. IEP Updates at Service Initiation  

At service initiation for IEP mandated O&M students,, O&M teachers work with the EVS supervisor, vision teacher, site administration, and the IEP team to update the IEP when:

1.  O&M specific Health and Physical Development information is missing, or is not up to date 

2.  O&M goals are either missing, or are not appropriate

3.  the special education transportation designation is not correct

E. Student Record Updates at Service Initiation  

At service initiation for IEP mandated O&M students, O&M teachers work with the EVS vision teacher, the EVS supervisor, and appropriate staff at the student’s site to obtain up-to-date (not more than 1 year old) eye care information on a New York City Department of Health and Mental Hygiene/New York City Department of Education Eye Report and Recommendation Form (E-12S), or on an eye care physician’s letterhead.

At service initiation for IEP mandated O&M students, O&M teachers ask the IEP team for up-to-date audiograms and audiology reports for students who are classified as hearing impaired, or who have been evaluated by and audiologist from the IEP team.
F.  Communication at Sites at Service Initiation

At service initiation for IEP mandated O&M students, O&M teachers adhere to EVS procedures for initiating related services.  This includes, but is not limited to, making introductions to:

1.  site administration

2.  classroom or home room teachers

3.  related service providers (this includes 1:1 paraprofessionals) 

4.  the school nurse

At service initiation for IEP mandated O&M students, O&M teachers inform sites about: 
1.  the purpose and nature of orientation and mobility services

2.  EVS consents 

3.  mobility and safety needs for daily school activities, field trips, fire drills, and emergency evacuations

4.  travel tools and techniques students use, such as the human guide, the mobility cane, adapted mobility devices, monocular telescopes, etc. 

5.  opportunities for EVS O&M staff development at sites, as needed or requested

6.  EVS independent travel clearances – indoors and in the community

7.  O&M related service schedules at the site

8.  e-mail contact information for the O&M teacher, the EVS supervisor, and the EVS Office
G.  O&M Teacher Folders  

At service initiation for IEP mandated O&M students, O&M teachers prepare a folder for each student on their caseload.  This folder includes:

1.  the completed EVS O&M Student Information Sheet printed from the O&M database
2.  a copy of the student’s current IEP

3.  a copy of a current E-12S 

4.  parent consent for O&M instruction
5.  copies of written communication with parents/families (originals are submitted to the EVS office for filing, see IX. A.4)

O&M teachers should be prepared to transfer this folder whenever the student is transferred to a new O&M teacher.

H.  Dynamic Functional Vision Assessment
At service initiation for IEP mandated O&M students O&M teachers complete the EVS O&M Indoor and Outdoor Dynamic Functional Vision Assessments for students with available travel vision. 
I.  O&M Lesson Log  

At service initiation for IEP mandated O&M students, O&M teachers organize an O&M Lesson Log to record O&M lesson notes and plans.  A lesson log format is posted on the EVS website. 

J.  Provider Schedule  

O&M teachers prepare and submit an EVS Provider Schedule consistent with EVS procedures.
	II. O&M Service Provision



A.  O&M Lesson Planning and Recording 

O&M teachers record lesson plans, and lesson notes after each instructional session to document:

1.  date and time of lesson

 
2.  lesson route

3.  lesson objective/teaching point

4.  teacher observations about student performance

5.  student progress

6.  safety notes

7.  follow up needs and plans

8.  contact with site administration, as appropriate

9.  parent contact, as appropriate

10. occurrences, as appropriate

B.  Student and Teacher Identification  

O&M students and teachers carry identification for O&M lessons conducted off of school grounds.  

An EVS O&M Identification Card is available on the EVS website if school and/or DOE issued student identification is not available. 

C.  Monitoring Students during O&M Lessons 

O&M teachers are present with students for all O&M lessons and clearances. 

During lessons and clearances, O&M teachers maintain an appropriate monitoring distance per teacher judgment or the student’s IEP: 
1. for safety 

2. to promote growth and independence 

D.  EVS Paraprofessionals  

O&M teachers provide on-site training and support for EVS O&M paraprofessionals in these two areas:  


1. correct orientation and mobility techniques


2. monitoring techniques

O&M teachers work with paraprofessionals and the educational team to structure:  

1. correct use orientation and mobility techniques throughout the school day

2. maximum independence for school-related mobility

Under the direction of the O&M teacher, O&M paraprofessionals assist in:


1.  O&M lessons – indoors and outdoors

2.  indoor mobility skill practice between O&M lessons


3.  application of skills and techniques for daily school mobility


4.  support for mobility independence

O&M teachers carry out activities with 1:1 paraprofessionals in cooperation with:

1.  classroom teachers

2.  EVS vision teachers

3.  EVS supervisors

4.  site administration 

E.  Collaboration with EVS Staff and Educational Teams at Sites

O&M teachers initiate and maintain on-going communication and collaboration with educational teams at sites for: 

1.  IEP development and updates

2.  progress updates and reports

3.  team meetings

4.  individualizing student instruction

5.  clearances

6.  safe and appropriate use of mobility canes and devices

7.  scheduling O&M lessons when students would otherwise be on the school bus going to and from school 
O&M teachers communicate with school and site administration in writing using the NYC DOE e-mail system about O&M lessons scheduled at times when the student would otherwise be traveling to and from school on the school bus. 

F.  Communication with Parents and Families  

O&M teachers communicate with parents and families regarding O&M needs and progress through: 

1.  telephone calls

2.  notes sent home with students

3.  letters sent through USPS

4.  communication books 

5.  DOE e-mail

O&M teachers communicate with parents and families in writing using the NYC DOE e-mail system/and or written communication about O&M lessons scheduled at times when the student would otherwise be traveling to and from school on the school bus. 

G. Documentation of Communication with Parents and Families

O&M teachers: 

1.  document communication between home and school in daily lesson logs

2.  file written correspondence with parents and families that bears a parent signature in the O&M teacher folder and the EVS Office

H.  Routine Communication with EVS

O&M teachers maintain routine communication with EVS by reading and responding to DOE e-mail daily. 

I.  Occurrences
O&M teachers report occurrences related to O&M services immediately to both site and EVS administration while the O&M teacher is at the site.  This includes: 

1.  occurrences during school and community-based O&M lessons 

2.  incidents related to a student’s use of mobility tools and techniques for school activities

3.  unsafe or inappropriate use of mobility canes and devices

O&M teachers notify the EVS Supervisor and/or the EVS Office by available means immediately and, when possible, prior to leaving a site when: 

1. a DOE Occurrence Report was filed at a site for an O&M related incident

In the event an O&M teacher is unable to reach the EVS supervisor or the EVS Director by telephone before leaving a site where an incident occurred, the O&M teacher: 

1.  contacts the EVS office by telephone by the close of the school day, and
2.  notifies the EVS supervisor and the EVS office by e-mail on the day of the occurrence or situation

O&M teachers document occurrences, incidents, unsafe or inappropriate use of mobility canes and devices with related relevant information in their daily O&M Lesson Log.

O&M teachers obtain a copy of occurrence reports submitted at sites for filing in the O&M teacher folder and in the EVS Office.

Safety occurrences during community-based O&M lessons are handled according to the nature of the incident, as follows:

1.  when, in the O&M teacher’s judgment, the student is able to return to school safely, the O&M teacher returns to school with the student, takes the student to the school nurse, follows administrative procedures at the site, and notifies the EVS supervisor by e-mail

2.  when, in the O&M teacher’s judgment,  the student is not able to return to school safely the O&M teacher calls the school office for direction, stays with the student until direction is provided or assistance arrives, and notifies the EVS supervisor or EVS office by phone

3. when, in the O&M teacher’s judgment,  there is a medical emergency the O&M teacher calls 911, then immediately calls the school office, the EVS Office, and remains with the student until help arrives.  Department of Education regulations require that students who are transported by NYC Emergency Medical Services (EMS) for medical care shall travel with a school representative.  

The O&M teacher is required to travel with a student transported by EMS when another school representative is not available to travel with the student in the EMS vehicle.  

	III. Fire Drills and Emergency Evacuations




At service initiation for IEP mandated O&M students, at least once thereafter during each school year, or as needed in the judgment of the O&M teacher, O&M teachers: 

1.  review fire drill and emergency evacuation procedures with school administration, the classroom teacher, and other school personnel as requested by the administration

2.  provide instruction to O&M students in the use of the human guide technique and the correct use of canes for fire drills and emergency evacuations along school fire drill and evacuation routes

3.  demonstrate correct technique to school personnel assigned to guide O&M students during fire drills or emergency evacuations

O&M teachers document: 

1.  instructional activities for fire drills and emergency evacuations in O&M lesson logs 

2.  the date(s) fire drill and emergency evacuation procedures were reviewed in the O&M database

	IV. Travel Clearances




A. IEP Goals for Age-Appropriate Mobility 
For O&M mandated students with IEP goals consistent with attainment of age-appropriate mobility independence, O&M teachers develop O&M goals leading to age-appropriate independent mobility, or travel clearance, in

1.  school buildings and facilities

2.  the community

3.  on buses

4.  on subways

B. EVS Policy Memoranda - Indoor and Community Travel Clearance Recommendations
Recommendations for indoor and community travel clearances are made in accordance with the travel clearance memoranda issued by the EVS Director and posted on the EVS website. 

1.  “Independent Indoor Travel Clearance for O&M Mandated Students 
2.  “Outdoor Travel Clearance for O&M Mandated Students” 
C.  Indoor Travel Clearances

O&M teachers conduct indoor independent travel clearances to document skills for age-appropriate independent mobility within a school building.

Clearances for indoor independent travel are conducted within the first 30 school days of the school year, or within 30 days of inititation of O&M services for O&M mandated students grades 3 and higher who are not O&M mandated. 

O&M mandated students grades K-3 who are not MP mandated are assessed for indoor independent travel clearance consistent with the school/site policy for unaccompanied student travel with the school/site.

O&M mandated students with MP mandates are assessed for independent travel clearance consistent with IEP goals.

O&M teachers document indoor travel clearance using the EVS Indoor Independent Travel Recommendation form. Indoor independent travel clearance may be for:

· specific travel routes within a school building

· unlimited travel within a school building

· travel with monitoring at a defined distance by the 1:1 mobility paraprofessional – partial clearance

O&M teachers conduct indoor independent travel clearances for full and partial indoor independent travel clearances consistent with IEP goals. 

O&M teachers communicate with parents, classroom teachers, the EVS and school administration when beginning the indoor travel clearance process using the DOE e-mail system. 

When a student who is not MP mandated fails to demonstrate skills for indoor travel clearance, O&M teachers: 

1.  document appropriate programmatic supervision and monitoring

2.  provide concentrated targeted instruction in deficient areas, document student skills, and repeat the indoor independent travel clearance

3.  work with the EVS O&M coordinator and EVS administration to determine the appropriateness of a 1:1 paraprofessional mandate

Indoor independent travel clearances for unlimited travel within a school building can be continuous from one school year to the next under the following conditions:

· the student remains within the same building or site

· the existing indoor clearance covers the student’s mobility needs

· there is no documented or functional change in a student’s vision or mobility skills 

O&M teachers document continuation of indoor travel clearances at the beginning of the school year on the EVS Continuation of Indoor Independent Travel Clearance form, in their lesson logs, and in the EVS O&M database. 

Indoor independent travel clearances that cannot be continued expire at the beginning of the school year.  For students whose indoor independent travel clearance has expired, O&M teachers conduct a new travel clearance. 

For O&M mandated students who are MP mandated O&M teachers conduct indoor for partial and full indoor independent travel clearance consistent with IEP goals. 

The decision to advise an O&M mandated student’s parent that the student demonstrates adequate skills for indoor independent travel within the school is made when the conditions below are met:

1.  The O&M teacher documents independent and correct travel skills using the EVS Indoor Independent Travel Recommendation Form, or the EVS Continuation of Independent Travel Clearance Form, as appropriate.   

2.  For students whose corrected vision is 20/400 OU or less, or who have a binocular visual field of 60 degrees or less, a second O&M teacher documents independent and correct travel skills on the EVS Indoor Independent 
Travel Recommendation form. 

3. The EVS O&M coordinator, supervisor, or director indicates approval of the independent indoor travel recommendation by reviewing and signing the completed Indoor Independent Travel Recommendation Form.

4.  The administration at a student’s site reviews the completed Indoor Travel Recommendation Form with the O&M teacher and concurs with the EVS recommendation. 

O&M teachers obtain parental consent for indoor independent travel on the Parent Consent for Indoor Independent Travel form.  Parent consent is required for indoor independent travel recommendations to take effect. This form is available in English and in Spanish on the EVS website. 

O&M teachers have the option of completing the EVS Independent Indoor Travel Contract with students who have achieved indoor travel clearance, consistent with student need. 

O&M teachers forward the original completed set of signed indoor independent travel clearance documentation to the EVS office to be scanned and filed on the EVS District 75 share drive, and: 

· place a copy of these forms in students’ official school folders

· provide a copy to the student’s parents, classroom teacher, and appropriate school personnel

D.  Conducting Indoor Travel Clearances

The O&M teacher, and when required the seconding O&M teacher, rate student performance using the Indoor Independent Travel Recommendation form. 

O&M mandated students are rated in conditions that are typical of the conditions the student will encounter upon being cleared. 

O&M clearance assessment activities are structured for age-appropriate mobility independence with typical school supervision. 

A rating of 4 for each skill item on the Indoor Independent Travel Recommendation form is needed to recommend indoor independent travel clearance. Age-appropriate functional explanations of travel routes are required.

Verbal or physical interaction with the O&M student by the O&M teacher during clearance assessment activities is an automatic clearance failure.  

E.  Community Travel Clearance
The decision to advise a student’s parents that a student demonstrates adequate skills for outdoor independent travel is made when:

1.  The O&M teacher documents independent and correct travel skills using the EVS Outdoor Independent Travel Recommendation form.
2.  A second O&M teacher documents independent and correct travel using the EVS Outdoor Independent Travel Recommendation form.
3.  The EVS O&M coordinator, supervisor, or director indicates approval of the recommendation by reviewing and signing the completed Outdoor Independent Travel Recommendation Form.
4.  The administration at the student’s site reviews the completed Outdoor Travel Recommendation Form and concurs with the EVS recommendation.  The O&M teacher documents agreement with the EVS recommendation through the DOE e-mail system or other documented form of personal communication. 

O&M teachers obtain parental consent for outdoor independent travel on the Parent Consent for Outdoor Independent Travel form.  Parent consent is required for outdoor independent travel recommendations to take effect. 

O&M teachers complete the EVS Independent Community Travel Contract with students who have achieved outdoor travel clearance. 

O&M teachers place a copy of completed EVS outdoor independent travel recommendations, signed parental consent forms, and the student’s signed independent community travel clearance contracts in students’ official school folders and provide copies to parents, classroom teachers, and appropriate school personnel.

O&M teachers forward original signed outdoor independent travel clearance documentation to the EVS office for filing. 

Outdoor travel clearances expire when there is a:

1. functional change documented in a student’s vision or mobility skills

2. change in the student’s travel route 

O&M teachers complete updated outdoor independent travel clearances for students whose clearance has expired consistent with student needs and IEP goals.

F. Conducting Community Travel Clearances
Instruction for community travel clearances to and from school is door to door and scheduled using the DOE e-mail system and/or written communication with the knowledge and consent of:

· EVS administration

· School administration

· Parents

Community travel clearances require ratings on the Outdoor Independent Travel Recommendation form from two O&M teachers:

1.  the O&M student’s primary O&M teacher

2.  a second O&M teacher who does not know the student, or does not know the student well

O&M mandated students are rated for community travel clearances at the time of day when the student will travel after being cleared.  

A rating of 5 by the primary O&M teacher for each skill item on the Outdoor Independent Travel Recommendation form is required on 3 consecutive trips. When a rating of 5 for each skill item is documented 3 consecutive times, a second O&M teacher is called to rate student performance.  

A rating of 5 for each skill item on the Outdoor Independent Travel Recommendation Form by the seconding O&M teacher is needed to recommend outdoor independent travel clearance.

Verbal or physical interaction with the O&M student by the O&M teacher during outdoor clearance assessment activities is an automatic clearance failure.

For students who fail a community clearance, O&M teachers provide a concentrated period of targeted instruction, and repeat the clearance. 

	V.  IEP Special Education Transportation 



A.  Review of Special Education Transportation Designation
O&M teachers review their students’ IEPs and school folders to determine whether or not IEP O&M mandated students receive DOE school busing, or are mandated for special education transportation.

O&M teachers notify and work with the on-site educational team to address safety concerns related to travel to and from school for IEP O&M mandated students, and document all communication and actions in lesson logs and by e-mail to the EVS supervisor and site administration. 

	VI. EVS O&M Recording and Reporting Requirements




A.  O&M Lesson Logs

Refer to Section IIA, Lesson Planning and Recording
B.  EVS O&M Database Records 
O&M teachers maintain complete and current records for their students in the EVS O&M database, by: 

1.  recording and updating, as needed, student demographic and background information

2.  rating student performance and instructional environments twice during the school year

3.  entering anecdotal notes on rating screens, as appropriate


C.  O&M Report Cards

O&M teachers complete mid and end year O&M Report Cards using the EVS O&M database Report Card screens.  

Completed O&M Report Cards are printed from the O&M database and 

1.  sent home with students 

2.  filed in students’ IEP folder at sites

3.  reviewed with the EVS supervisor and appropriate personnel at sites

D. Special Progress Reports

O&M teachers are responsible for preparing a written O&M Special Progress Report using the EVS Special Progress Report form on the EVS website:

1.  when requested by the EVS administration

2.  for IEP teams at annual review, when the EVS Report Card is not appropriate

3.  for O&M requested reviews to increase O&M service, decrease O&M service, or request an orientation and mobility paraprofessional

4.  at the end of the Chapter 683 summer program

	VII. The IEP




A.  Health and Physical Development Management Needs 

O&M teachers provide information in the SESIS system regarding the student’s health and physical development management needs addressing: 

1.  the cause and nature of vision impairment

2.  the current level of performance in O&M

3.  how O&M needs impact school participation

4.  student equipment needs, e.g. mobility cane

5.  educational supports related to O&M needs, e.g., O&M training on site for classroom personnel or 1:1 IEP mandated paraprofessionals, physical assistance for safety, etc.

B. IEP Goals and Objectives
O&M teachers prepare annual IEP goals and objectives in orientation and mobility consistent with DOE requirements for IEP goals and objectives. 

C.  IEP O&M Related Service Recommendations

O&M teachers submit IEP O&M service recommendations consistent with DOE requirements, and the EVS O&M Extent of Need and Service Recommendation Guidelines

1.  at annual review

2.  at requested reviews

3.  at triennial reviews

4.  with completed O&M evaluations 

	VIII. O&M Evaluations




A.  O&M Evaluation Requests

O&M teachers conduct O&M evaluations when requested by EVS administration. 

O&M teachers refer O&M evaluation requests to the appropriate EVS supervisor when evaluation requests are received from EVS teachers or DOE personnel outside the EVS organization. 

Written approval via the DOE e-mail system from EVS administration is required to enter an O&M evaluation request in the SESIS system. 

B. Required Documents 

O&M teachers access the following documents prior to conducting an O&M evaluation
1.  EVS O&M Screening Form
2.  EVS O&M Referral Form

3.  signed Parental Consent for an O&M Evaluation 
4.  current E-12S, or clinical eye care information on an eye care physician’s letterhead

5.  IEP folder

6.  current IEP
C.  O&M Evaluation Reports

Written Evaluation Reports
O&M teachers prepare written O&M evaluation reports in MS Word using the EVS O&M Evaluation Report form on the EVS website.  

O&M Evaluation Reports with O&M related service recommendations specify the O&M recommendation for O&M teacher and O&M paraprofessional services, and include sections with information for the following SESIS screens: 

1.  Health and Physical Development Management Needs

2.  IEP annual goals 

3.  IEP annual goals and objectives for students with alternative assessment mandates

D.  Evaluation Report Submission and Dissemination 

O&M teachers submit completed O&M evaluation reports in MS Word format electronically via the DOE e-mail system to: 

1.  the EVS supervisor or administrator who requested the O&M evaluation for written approval

2.  the EVS O&M coordinator, for filing on the EVS sharedrive

Written approval via the DOE e-mail system from EVS administration is required for an O&M teacher to enter a completed O&M evaluation report in the SESIS system.

O&M teachers refer to the EVS administration all requests for completed O&M evaluations received from:

1.  IEP teams

2.  parents

3.  school and site administration 

4.  other school personnel

5.  others outside the DOE involved in the student’s education

	IX. O&M Record Storage 




A. Paper Records
O&M teachers file the original of each of the following documents in the EVS Office, and retain a copy of these documents in the O&M teacher folder, and in IEP folders at sites:

1.  consents for O&M instruction 

2.  consents for O&M evaluations

3.  travel clearance documentation and consents

4.  written communication with parents and families

B.  Electronic Records

O&M teachers maintain and submit via DOE e-mail the following electronic records:

1.  O&M database records

2.  O&M special progress reports

3.  O&M evaluation reports

	X. Canes and Instructional Materials




A. Canes
O&M teachers request canes using the EVS Supply Request form. The EVS Office maintains a supply of mobility canes.

O&M teachers exercise discretion in cane selection and use for daily mobility in school and at home when canes are provided by EVS.

O&M teachers determine that O&M mandated students who are cane travelers have correctly fitted canes in working condition, and replace canes as needed. 

O&M teachers work with on-site administration to address the appropriate and safe use of canes and mobility devices by orientation and mobility mandated students.  O&M teachers notify site administration, the EVS administration, and the O&M coordinator about unsafe or inappropriate use of mobility canes and devices. 

B. Instructional Materials
O&M teachers use the APH Quota Ordering form on the EVS website in accordance with EVS procedures to order instructional materials from the American Printing House for the Blind to support O&M instruction.

O&M teachers request written consent from the EVS Director via DOE e-mail for obtaining instructional equipment that is not available from APH or the EVS Office.  

	XI. O&M In-service Training at Sites




A. Requests for In-Service Training

O&M teachers respond to requests for in-service training at sites by:

1.  notifying the EVS vision teacher at the site, the EVS supervisor, and site administration about the request

2.  securing written consent from the EVS supervisor and site administration to conduct in-service training

3.  collaborating with site administration, the educational team, and EVS staff at the site to plan and conduct in-service training

B.  In-service Materials

O&M teachers use EVS in-service training materials in print and DVD formats available at the EVS Office through the EVS O&M Coordinator.

O&M teachers develop tailored in-service training materials for their sites:  

1.  in collaboration with the EVS Supervisor and O&M Coordinator

2.  with written approval from the EVS administration
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