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Special Education Guide 
(
UFO’s 
The Unidentified Foreign Operations 

“Everything they don’t tell you about Special Ed.”
PROCEDURES
Prior
case load
· Check students on your special education case load that is given to you by the BOCES records clerk.
· Compare the list to the attendance list at the school.
· If the student is not in attendance, complete a CHANGE OF STATUS form and send to BOCES.
· Call your school psychologist to set up triennial meetings.

· Write the staffing dates for all students on your master calendar.

INSTRUCTIONAL
· Draft the goals/objectives and accommodations on each of your students for the classroom teachers.
· Set aside a time with the teachers to review these needs and discuss student present progress according to the goals.

· Assess your students through observation and informal means (CBM) to acquire a baseline for the beginning of the school year in areas of need.  COLLECT DATA
IEP
· Review student IEP’s and notify the office for IEP staffing dates, so as to secure a substitute.
· Print out signature pages
Present
case load

· Create a student template for reference which includes: student name, date of birth, grade level, handicapping condition, and contact information (update).
· Continue to check the office for students who may enroll or return with an IEP.

· If a student enrolls with an IEP from the SLV BOCES, complete a DIRECT TRANSFER FORM with parents & continue services. 

· If a student enrolls with an IEP from within or out of the state, conduct a DIRECT TRANSFER STAFFING and continue services as appropriate.

INSTRUCTIONAL

· Continue to monitor student progress toward goals and objectives in the IEP.
· Send out regular progress reports to parents, teachers, and BOCES.

· Observe classrooms and consult with teachers about the performance of students and accommodations they are making.
· Work with students & COLLECT DATA

IEP
· Make time to complete paperwork
Future
case load

· If a student leaves your school, complete a CHANGE OF STATUS form and send to BOCES.

· If you have a high school senior on your case load, conduct an EXIT STAFFING near the end of the school year and invite SWAPP and DVR.
· Attend preschool TRANSITION STAFFINGS for upcoming Kindergarteners.
INSTRUCTIONAL

· Consult with the guidance counselor and/or teachers at the end of the school year to monitor course requirements and present status.
· Measure the effectiveness of your special education program by reviewing student progress.  Continue to seek professional growth opportunities.
· Coordinate with teachers for the following year: best teacher/student match.
IEP
· Check to be certain your IEP’s are finalized.
· Two week s after a staffing, send the finalized copy, signature pages, and any pertinent information to parents and BOCES.

· Review progress and make necessary changes.

Prior

SCHEDULING
· Organize your pull out services based on the needs of your students.
· Determine the philosophy of your school building with regard to inclusive services and consider when making schedules.
· If ESY, consider and locate job shadowing experiences for your students.

INFORMATIONAL
· Conduct a parent meeting to introduce yourself to parents and distribute resources.

· Make presentations to staff and administration relative to the needs of the population.

· Locate community resources to support families.

SCHOOL OPERATIONS
· Duty-what are your recess duties (everybody has them).

CLERICAL
· Sign your school contract
· Review your professional license and keep updated 
· Take inventory of your class materials and obtain keys
Present

SCHEDULING
· If in elementary, coordinate and schedule services with the master schedule: P.E.,  music, computer, counselor.

· Check the schedule of your middle and high school students to verify appropriate course placement.
· If ESY, make necessary changes to job shadowing experiences.

INFORMATIONAL
· Make a connection to parents  by being in regular contact with them:  telephone calls, home visits, notes, attending workshops with them, etc.
· Be in constant consultation with staff about your students.
· Set a consultation schedule with teachers (set a time).
SCHOOL OPERATIONS
· Keep teachers informed
· Attend regular staff meetings
· Be a critical part of the RtI process
CLERICAL
· Participate in professional development and share information with staff
Future

SCHEDULING
· Consult with guidance counselor to prepare for the following year’s schedule.  What do your students need and how will they get it?
· If in high school, plan for future transitions and the necessary credits for graduation.

· If ESY, continue to look for job shadowing experiences.

INFORMATIONAL
· Continue to seek viable information to help support the academic and behavioral success of your students.
· Make connections outside the school community that may help support families: mental health, HCP, etc.
SCHOOL OPERATIONS
· Make presentations to staff
· Transition the RtI paperwork to the next level school
CLERICAL
· Review your personal evaluation and begin an action plan for the following year 
· Return inventory and end of the year requirements.
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