FUNDING APPLICATION CHECKLIST
**This information is intended to provide Student Services Administrators and funded independent school representatives with information to support the submission of special needs Level 2 and 3 applications.  It was prepared in response to a request by Metro SSAAM for a tool to ensure completeness in applications prior to submission to Manitoba Education and Training.
Please feel free to adapt the format to your school division’s needs.**

Identifying information
Ensure this information is complete and accurate
· MET number

· Student name

· Date of Birth

· School 
· Grade (for year applied for; if grade level not applicable, enter SE for Early and Middle Year students and SS for High School)

Current information

This section is intended for data from informal assessment/observation. It is divided into eight domains. Each domain begins with a line to place an “X” for use when a student is functioning at an age-appropriate level or shows no difficulty in the domain. If the student is experiencing difficulty in that domain, use the space below to describe their current level of functioning and the supports required to address his or her learning needs. Descriptions of resources and interventions should be brief and in point form. 
Check the application for: 
· Whether development in the domains is age-appropriate or not a concern by placing an “X” beside the appropriate section. 
· The necessary information is provided for each domain when there is a concern. 
· Descriptions of specific interventions such as:  IEP, adaptations, modifications, individualized programming, resources such as:  Educational Assistant, materials, specialists, etc.
NOTE: Level 3 costs are not required to be reported unless the application is URIS Group A.
Results of most recent formal diagnosis/assessment

Identify any relevant formal diagnostic / assessment data by providing the date, the name and title of the professional, and the results of the diagnosis or assessment.
Check the application for: 
· Date of assessment/report

· Name and title of professional who did the assessment

· A brief summary of the results, including test scores and the type of test score (for example, percentile, quotient, age-equivalent, grade-equivalent, etc.)
· A recent (within two years) audiogram for Hard-of-Hearing (HOH) applications.
Attendance

Check the application for:
· The days attended and days possible, and the percentage is calculated automatically by pressing F9. 

· If attendance is below 70% or the student is receiving less than a full day of programming, indicate the reasons why and what is going to be done to address the issue(s).  

Signatures

Signatures ensure communication between families and schools in the application and planning process.

Check the application for:  
· Student Services Administrator and Principal signatures 

· Parent/legal guardian * signatures and indication of relationship to student on application by checking appropriate identifier. If legal guardian, also indicate title/role and agency.
NOTE: If a parent / legal guardian refuses to sign, send the application with a brief description of the reasons for not signing and the process followed in attempting to resolve the issues. 
*Legal guardian means court appointed legal guardian or guardianship established through a provision of the Child and Family Services Act or the Court of Queen’s Bench Surrogate Practice Act.  The legal guardian of a child is usually the child’s social worker working for an agency or authority linked with Child and Family Services.
