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Refresh Your Renewal

Learning Goal: 

– Attendees will leave the presentation with a deeper 
understanding of the 2-year renewal process and 
each of the regulatory components.

– Attendees will learn personal tips for submitting a 2-
year renewal from a seasoned nonpublic special 
education administrator. 
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2. Application Updates 

3. Application Attachments 

4. Personnel Updates 
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5. Calendar Submission 
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7. Program Description 

8. Policies and Procedures 
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9. Document Submission 

10. Deficiency Notices

11. Approval
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Dates and Instructions 

• December 2, 2024:

– 2-year renewal packets emailed to programs 
electronically 

• March 17, 2025:

– Application submission deadline for 2-year renewal 
packets 
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Dates and Instructions 
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Dates and Instructions 
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Application Updates 

Application updates can be made by 
hand or by using PDF editing tools.
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Application Updates 

NOW is the time to double-check fire 
inspection and licensing dates!
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Application Updates 
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Application Updates 
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Application Attachments 
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Application Attachments 
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Application Attachments 
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Application Attachments 
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Application Attachments 
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Application Attachments 
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Personnel Updates 

– After reviewing your personnel roster and 
determining what updates are needed, you will 
make ALL personnel updates via the Special 
Education Private Facility (SEPF) application which is 
located in IWAS. 

– HANDWRITTEN PERSONNEL UPDATES ARE NO 
LONGER ACCEPTED! 
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Personnel Updates 

Some examples will be shown in this presentation, 
but for a full tutorial on how to make staff updates, 
please see ISBE’s submitting staff updates webinar, 

and accompanying submitting staff updates 
PowerPoint.

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3D5q9yckTgZlw&data=05%7C02%7CMGOLDSWO%40isbe.net%7C003dc20e1e084218be0508dccdbafb28%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638611450186514030%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=dWlR0HUrikDnHURf%2Bx2ZPilQdf5DrwC64nIH5C%2FkRqw%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.isbe.net%2FDocuments%2FPresentation-IWAS-Staff-Updates.pdf&data=05%7C02%7CMGOLDSWO%40isbe.net%7C003dc20e1e084218be0508dccdbafb28%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638611450186521534%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=z1FEi8mxaC5IYziwcFzyiJiCoJzb37FOGAFldHE1gGE%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.isbe.net%2FDocuments%2FPresentation-IWAS-Staff-Updates.pdf&data=05%7C02%7CMGOLDSWO%40isbe.net%7C003dc20e1e084218be0508dccdbafb28%7C0364fe8649c64af4b52c335a99e577d1%7C0%7C0%7C638611450186521534%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=z1FEi8mxaC5IYziwcFzyiJiCoJzb37FOGAFldHE1gGE%3D&reserved=0
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Personnel Updates 

EXAMPLES 
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Personnel Updates 

In Illinois, most Non-ELIS 
licenses can be found at 
the following website:
https://online-
dfpr.micropact.com/looku
p/licenselookup.aspx

https://online-dfpr.micropact.com/lookup/licenselookup.aspx
https://online-dfpr.micropact.com/lookup/licenselookup.aspx
https://online-dfpr.micropact.com/lookup/licenselookup.aspx
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Personnel Updates 
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Personnel Updates 



25

Personnel Updates 

• Reminders for Submitting Staff Updates: 

– Staff must be listed exactly as their name and 
professional title appears on their license.

– Staff must have the required credentials for the position 
as listed on the application.

– Attach a copy of any new or expired personnel license to 
the application of individuals with non-ISBE licensure. 
Staff with expired licensure are notated in bold. 

▪ Examples of non-ISBE licensure include the Illinois Department 
of Financial and Professional Regulation (IDFPR) and the 
Behavior Analyst Certification Board (BACB)
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Personnel Updates 

• Reminders for Submitting Staff Updates: 

– For out-of-state programs, attach a copy of the 
license/certificate for all new or expired personnel 
holding a position that requires a license/certificate. 
If, pursuant to your state regulations, a position is 
not required to hold licensure, provide the 
corresponding regulatory citation. 

– Programs DO NOT need to make any updates to the 
Detailed Personnel Information page.
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Calendar Submission 

– Submit your program’s proposed calendar for the 
2025-2026 school year to the SEPF application 
which is located IWAS.

– If a program has an intensive program, both 
calendars need to match. 

– There is a memorandum included in your 2-year 
renewal packet titled, “Instructions for Completing 
the Nonpublic Special Education Program School 
Calendar for 2025-2026”. Please review this 
document for assistance with submission. 
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Classroom Rosters 

– Complete a separate “Nonpublic Classroom Roster” 
for each class at the program, including for each 
self-contained classroom and for each class period 
that is departmentalized. 

– Only ISBE “Nonpublic Classroom Roster” forms that 
are included will be accepted for submission. 



29

Classroom Rosters 

• Reminders for Submitting Classroom Rosters: 
– The “Student First Name” column may be 

completed reflective of student identifiers, such as 
student initials, student 1, 2, 3… or student A, B, C.

– All students must have their entire date of birth 
listed in mm/dd/yyyy format. 

– For out-of-state programs, any classroom that has 
at least one Illinois student enrolled must have a 
roster submitted. Please indicate which students are 
IL students. 
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Classroom Rosters 

• Reminders for Submitting Classroom Rosters: 

– Cross reference each completed “Nonpublic 
Classroom Roster” with the program’s updated 
personnel roster in SEPF.

– Staff names on rosters MUST MATCH the name 
listed in SEPF. 

– Indicate any staff vacancies on “Nonpublic 
Classroom Roster” by writing “VACANT” in the staff 
position. 
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Classroom Rosters 

Can you spot the deficiencies on these classroom 
rosters? 

Personnel roster reminder: 
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Classroom Rosters 
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Classroom Rosters Use the following website to 
calculate the duration between 
oldest and youngest students: 
https://www.timeanddate.com

/date/timeduration.html

https://www.timeanddate.com/date/timeduration.html
https://www.timeanddate.com/date/timeduration.html
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Program Description

– Submit your program’s “Nonpublic Special Education 
Written Program Description” aligned to the 
attached “Instructions for Completing the Nonpublic 
Special Education Application Written Program 
Description”. 
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Program Description

• Components of the Program Description:

– Program History 

– Mission/Vision Statement 

– Purpose and Scope 

– Program Overview 

– Disability and Instructional Style 

– Related Services 
Let's take a quick look at Chaddock's 
current Program Description!

https://isbe-my.sharepoint.com/:b:/r/personal/mgoldswo_isbe_net/Documents/WRITTEN%20PROGRAM%20DESCRIPTION%20-%20SAMPLE.pdf?csf=1&web=1&e=sMALLI
https://isbe-my.sharepoint.com/:b:/r/personal/mgoldswo_isbe_net/Documents/WRITTEN%20PROGRAM%20DESCRIPTION%20-%20SAMPLE.pdf?csf=1&web=1&e=sMALLI
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Program Description

• Components of the Program Description:

– Programmatic Outcomes 

– Data Collection

– *NEW* Data Reporting on Previous Year’s 
Programmatic Outcomes 

– Philosophy and Methodology for Reintegration 

Programmatic outcomes should be SMART 
goals and could be goals that are pulled from 
your existing School Improvement Plan.
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Policies and Procedures 

• Submit copies of the following policies:
– Behavioral Intervention Policy 

– Statement of assurance that policy is in alignment 
with 23 IAC 1.285 and 105 ILCS 5/14-8.05 

– Policy for safeguarding student privacy and dignity 
during personal care activities (toileting, diapering, other 
hygiene activities, etc.) 

– Medication Administration Policy
• Must reference citations included on renewal checklist 

instructions Direct your consultant to specific Page # and 
Section.  These policies are often very long!
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Policies and Procedures 
• Submit copies of the following policies:

– Statement of assurance that the facility and materials 
are maintained in clean, sanitary, and safe conditions 

– Non-smoking policy 
– Visitation guidelines 

• Must state that staff from contracting school districts and ISBE may visit at any time, with or 
without prior notice

– Statement of assurance that indicates that date the 
program’s bullying policy was submitting to ISBE via 
IWAS

– A copy of the program’s in-service training schedule for 
the 25-26 school year and a statement of assurance that 
the program adheres to the training record 
requirements as outlined in 23 IAC 401.250
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Policies and Procedures 

• Out-Of-State Programs:
– Current behavioral intervention policy and a statement of 

assurance stating that all behavioral interventions used 
with Illinois students will be in alignment and compliance 
with 23 IAC 1.285 and 105 ILCS 5/14-8.05

– Current medication administration policy and a statement 
of assurance that the program will adhere to 105 ILCS 
5/22-30, 23IAC 1.540, 105 ILCS 5/10-22.21b, and 225 ILC 

65/50-75(b) when administering medication to IL students.
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Submitting Your Documentation

• Start early!

• Be clear and concise - assume the recipient 
knows nothing about your program.

• Many deficiencies are issued as a result of 
incomplete or miscommunicated information.
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Submitting Your Documentation

Suggestions:

• Print the Renewal Packet Template that was 
uploaded to the portal. Use this template as your 
"file system" as you compile documents.

• When you are ready to send, combine everything 
into one PDF document and scan to your 
consultant.  PDFs can be merged at: 

https://www.adobe.com/acrobat/online/merge-
pdf.html?msockid=364ce38ebe5466f137eff7f4ba546851

https://isbe-my.sharepoint.com/:w:/g/personal/mgoldswo_isbe_net/EXDpRjN_blBJm34_jJo3Z0MBA3WtHstcIXcTEo8OSd0nRQ?email=MGOLDSWO%40isbe.net&e=3oZzBh
https://www.adobe.com/acrobat/online/merge-pdf.html?msockid=364ce38ebe5466f137eff7f4ba546851
https://www.adobe.com/acrobat/online/merge-pdf.html?msockid=364ce38ebe5466f137eff7f4ba546851
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Deficiency Notices 

What if my submission is incomplete?

– Incomplete submissions will receive a 
"deficiency notice" from their assigned principal 
consultant electronically via email. 

– A deficiency notice is NOT a notice of non-
approval. 

– A deficiency notice is simply a way for both the 
program and principal consultant to keep track 
of any outstanding items needed for your 
renewal. 
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Deficiency Notices 
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Approval
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QUESTIONS?
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