DPISD Case Manager Checklist

As case manager, you will be the liaison between regular education and special education staff.  It is important to have good communication with the regular education teachers, staff, and parents to assist in creating and implementing ARD decisions.  You are an advocate for your students to ensure that their educational, social, and emotional needs are being met.

Beginning of the Year

· Distribute student information to teachers (paper copy or uploading into Skyward) before the first day with students. Document receipt of the information.  With highly involved students, it may be necessary to have a staffing with the general ed teachers to discuss pertinent information about the student and their needed services before the school year begins.

· Collaborate with the general education teachers to clarify IEP (accommodations, support services, goals) 
· Make sure the IEP is being followed.

Know Your Students

· Make contact with students within the first few weeks of school if you do not have them in class daily.
· Make parental contact by phone, email, or letter within the first few weeks of school.   Include your contact information for them.

Maintain Student Files 

· Current ARD packet 
· Communication (from parents, doctors, etc.)
· Assessment 
ARD Meeting Duties

· Make appointments for ARD meeting with parent (keeping teacher schedules and related service personnel in mind).

· Distribute and collect teacher info sheets from those who work with the student (gather any additional pertinent information).

· Update present levels of performance/ accommodations page/ assessment information.
· Update current IEP objectives.

· Consider new service hours and placement decisions
· Write new IEP goals /objectives. 

·  Send home proposed IEPs at least 5 days prior to ARD.   REQUIREMENT
· Transition Planning for secondary students (Prior to 14th birthday)

· After the ARD meeting, distribute new paperwork to general education teachers.  Provide paper copies and upload new documents into Skyward. Collect and shred the old paperwork.  
Ongoing

· Maintain contact with parents and general education teachers.

· Monitor student progress/ update IEP each grading period.

· Contact Michele Olson (x 87174) with E/W information as it occurs.

· ESY (if applicable) Collect regression/recoupment data on students prior to and following summer and lengthy holiday breaks.    

· (High school only)  Complete Summary of Performance prior to graduation ARD. 

