Beginning of the Year Checklist

The IEP dictates the schedule of each student. The schedule does not dictate the IEP.
1. Gather and review all IEP folders prior to the first day of school. Review and update
2. Place all IEP folders in locked drawer. If you do not have a locking file cabinet, email Emily Winston.
3. Obtain student schedules

· Resource teachers will schedule groups of students after consultation with classroom teachers, PE, speech, and other service providers as identified on the IEP.

· Self-contained teachers will consult with other teachers to schedule mainstreaming, inclusion, PE, speech, and other services as identified on the IEP.

· Middle and high school teachers need to ensure that minutes and subject matter on the IEPs match the schedule.  
· Contact auxiliary personnel (O.T., P. T., Speech, counselor, etc), discuss schedule of services
4. Using the Receipt of Accommodations and Responsibilities Form, review each IEP and copy:

· All accommodation/modification pages,

· Instructional pages shared with regular teacher, 

· Health plan request nurse’s assistance to in-service personnel on individual health plan and /or 

· Behavior plan, give copy to regular teacher, auxiliary personnel, and others (paraprofessionals, bus drivers, etc.) as needed to implement individual education plans. 

· Review this information with appropriate personnel and have the person sign the documentation form stating s/he has received this information.  Remember new documentation needs to be done within 5 days of the new IEP.
· File signed documentation forms in individual IEP folders or in a separate documentations folder.

5. Establish a classroom management system with posted rules and procedures for daily routines.
6. Set up systems for Individual Behavior Plans if applicable in IEPs.
7. Identify students who are seventeen and send “Age of Majority” letters out.  Send one letter to parent, one to the student, and attach one copy to the IEP. 

8. Send parent Permission to Invite Agency form in order to have on file when needed.
9. Complete Student Information Sheet for Emily Winston.

10. Complete IEP Compliant Calendar for IEP Facilitator.

11. Complete IEP/Reevaluation Schedule.

12. Gather results of statewide testing data (LEAP, iLEAP, GEE, EOC) 
13. Test students using Ed Performance, Sidewalks, Brigance, etc.
14.  Review objectives and perform informal assessment on individual objectives, and document findings. Use for Goal Data Collection. 
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