INSTRUCTIONS TO ACCESS IHO TOOLBOX

Summary of Hearing Timeliness
General Information

This report provides information about the timeliness of closed cases in relation to the original
compliance date or the extended compliance date.

Summary of Hearing Timeliness

This report displays, for the time period selected, the total namber of closed cases where the selected IHO wras the last active appointment. " O timme
whete the case was closed or the decision was rendered by the original compliance or extended compliance date. "Late" indicates those cases that »
after the original compliance date or the extended compliance date. Lateness is grouped in segments of 15 days. The table at the bottom of the scree
are identified as "late".

|Hearing Officer ID |Hearing Officer |Total Cases |On time %0 On time |Days Late 1-14 |Days Late 15-30 |Days Late 31+ [Total Late |%% Laie

[7o [FRLINDA& REIINO | 129 | @8 | 77% | ] | 6 | 15 [ 30 | 23
Late Cases

|Case ID [District Case Number [Institution |Days Late 1-14 |Days Late 15-30 [Days Late 31+
[lo16 |4 [EUFFALD CITY 2D [v | |

[333z | [SPRINGVILLE-GRIFFITH INST CSD [ | |

[3705 | |oaTES-CHILI 3D v | |

[3227 | [HILTON C8D | | [

[4850 | [oLEAN CITY 2D [ | |

(10197 | |SPRINGWVILLE GRIFFITH INST CSD [v | |

[21914 | |4&UBURN CITY 5D | [¥ |

[22789 | [FLORID& UFED [ | |

[25200 | |SPRINGVILLE-GRIFFITH INST C2D | | [

e Total Cases - Displays the total number of closed cases where the selected IHO
was the last active appointment.

e Ontime - Indicatesthe number of cases where the case was closed or the decision
was rendered by the original compliance or extended compliance date.

e Days Late - Indicates those cases that were closed or the decision rendered after
the original compliance date or the extended compliance date.

e Lateness is grouped in segments of 15 days.

e The table at the bottom of the screen provides links to those cases that a re
identified as fl ateo.



Steps To Access the Summary of Hearing Timeliness
Step 1. Logonto IHRS.

Step 2.  On the Main Menu dick on the IHO Toolbox link.
Step 3. Within the IHO Toolbox click on Summary of

Hearing Timeliness link.

Step 4. Enter Case ClosedDate Range to specify time
period to be queried and click Find. OR click
Find for a display of all closed cases Itis
unnecessary to enter IHO ID or Name.

Step 5. The user may click on the Start a New Search
link to reset the Case Close Date parameters for

a different list or the user may click on the Main
Menu to return to the home page.

How can this report be useful?

An IHO might use this report to:

Summary of Hearing Timeliness

Wote: you may search ot any patt of the THO name by using a percett si

Enter quety criteria for Sunenary of Hearitg Timeliness Search

HO D: I—M

Name: I

Case Closed Date: I

CALto CAL

e Monitor whether their percentage of timely cases m eets the 100% standard for impartial
hearing timeliness set in Indicator 17 of the State Performance Plan.

e | dentify cases where the

| HO6s records differ



Extension Calculator

Relevant New York State Regulatio n(s):

e 8 NYCRR Part 200.5()(5)())

General Information

The extension calculator is a tool to assist the IHO in the calculation of appropriate dates for an
extension.

e Only the IHO has access to the Extension Calculator.

e General Construction Law is appied by the calculator as necessary.
Steps To Access the Summary of Hearing Timeliness
Step 1. Log onto IHRS.
Step 2. On the Main Menu click on the IHO Toolbox link.

Step 3.  Within the IHO Toolbox click on Extension Calkulator. The Extension Calculator
Screen is displayed.

Step 4. Enter the IHRS Caseldentifier or the District Case Number and click Find. The
Current Time Line Information Screen is displayed.

e Should you fail to enter either identifying EXtEﬂSiﬂﬂ Cﬂlf“lﬂtﬂr

number and click Find a list of all your
assigned cases will be displayed. You may

select the case from this list however the The extension caleulator will help you caloulate ap

init_ia}l entry of the number is more Entet eithet the [HES Case [dentifier or the Diatric]
efficient.
e Entry of identifier numbers for the Case Identifier: |

following types of cases will result in a

WARNING messageon the Current Time District Case Number:
Line Information Screen that will include

instructions as to how to proceed with the

school district to clarify the issues: Findl Clear |

0 Closed case
0 Expedited case
0 A case with insufficient information (i.e. open resolution period)



Step 5.

Step 6.

The IHRS displays the relevant time line
information for the case identified. This
information includes:

e Case Identifier Number(s)

e Request Date

e Extension Information if applicable

¢ Amendment Information if applicable

e Current Compliance Date

¢ Date after which an extension may be
granted

Enter the desired Length of Extension in

Days OR the desired New Decision Date and

click Enter.

The IHRS displays the Calculation Result
based on the information entered on the
previous screen. The following information
is displayed:

e Case Ildentifier

e Length of Extension in Days

e New Decision Date

e Possible New Record Close Date Range

Current Time Line Information

The relevant information about the case you requested is listed below.

IHRS Case Identifier : 26402

District Case Number: CROWDER]
Request Date: 06/05/2007

This case has notheen extended.
Current Compliance Date: 02/20,/2007

An extension may he granted on this case anytime after: 07052007

Calculate Extensions

Enter the length of the extension you are consideting granting, THRS will e:
of appropriate New Record Closed Dates.

Length of Extension in Days: i

OR Enter a New Decision Date. The system will caleulate the length, it day

MNew Decision Date: 1 Al
ci |

Calculation Results

Based on the infotmation entered on the previos screety, the Length of the Extension in days, the New Decist
below.

Case Hentifier Length of Extension New Decision Date [Possihle New Record Close Date Range
40 30 deys 0319200 Between (W03/2007 end 09192007 ‘

Back to Calculate



Entry of the following types of information in the

Step 7.

previous Current Time Line Information
screen will result in Warning messages
with additional instruction on the
Calculations Result screen:

e Entering both Extension Length in
Days and New Decision Date

e Extension Length in Days that is more
than 30 days

¢ New Decision Date that is more than
30 days from current compliance date

e [nformation fails to extend the time
line

Calculation Results

Based on the information entered oty the previous sereen the Letigth of the Extension in days, the Ne
helow,

Warning!

Tou have entered a New Decision Date that is moxe than 30 days from the curvent conpliance date.
The mdimum extension allowed in section 200 5()(3)i)is 30 days. If this Decision Date is used
THRS will adjust the extension to the maxinum 30 days and apply applicable Construction Law
parameters.

|Case Identifier ‘Lengﬂl of Extension |New Decision Date |Possihle New Record Close Date Range
26280 30 days 01202008 Between 10/12/2007 sad 10/26/2007

THRS would adjust the Compliance date to 10/26/2007

Back o Calculaie

IHRS will also provide indication of whether General Construction Law is applied to

the results displayed.

Use the Back to Calculator link to enter information for another case or the Menu

button to return to the home page.



Case Query
General Information

The Case Query is a report that may be used when seeking to review case information on an
individual case or a group of cases.

e When an IHO uses the query they will only
have access to cases to which they have THO Case Search

been appointed.
Enter query criteria for IHO Case Search

¢ When a district uses the query they will only

. . . Case Identifier:
have access to the cases for their district. Y

I—
Institution: l—

¢ Each Case will have a single row of data on

Requestor: I ;
the report. Lt
Case Type: lﬁ
Steps To Case Query Expedited?: [ =
Request Date: I oAl t“l
Step 1. Log onto IHRS. Compliance Dae: | o
Step 2.  On the Main Menu click on the IHO Loy ot | CALin|
Toolbox link. Case Closed Type: | List
- , Student Classification: :
Step 3. Within the IHO Toolbox click on Case e o List
Query. IHO Case Search screen will be District Case Number: |
d isplayed . Pendency Placement: I List
Step 4. Enter the desired search criteria to narrow ~ Fedency OrderDaie: | CALn|
the selection of records displayed on the Pendency Appealed?: |—_|v
report. Click Find. Transcript Sent OutDate: | ]
Transcript Rec'd In Date: I C'A.Etol
Actual Record Closed Date:l CAL t“l

e If no search criteria are entered
IHRS will display all cases since July 1, 2002 relevant to the user.

e The more criteria entered the more refined the search. For example, if
interested in a particular expedited case where a decision was rendered
rather than just clicking Y for Expedited which would return all expedited
cases since July 1, 2002 the user could narrow the returned records by

0 Enter a date range for Request Date of 07/01/2006 -06/30/2007
0 Enter a Case Closed Type of Actual Decision
o And if they know when the decision was rendered enter a date range.



Step 5. The IHRS displays the information identified by the search criteria in the foll owing
format:

¢ If no search criteria are entered IHRS will display all cases since July 1, 2002
relevant to the user.
Step 6. The user clicks on the Case Identifier link to open the specific case information.
Step 7. Use the Start a New Search kutton to set up a new query or the Main Menu button at
the top of the screen to return to the home page.
How can this report be useful?
An IHO might use this report to:
e Look at all their cases in a particular district.

¢ Review all the cases where they have rendered a decision.
¢ Review all their assignments in a particular year.



