Calendar

Recurring Tasks

· Timesheets to Interlocal Office by the 25th of each month.  (ATTN Judy Vinardi)
· Mileage Logs to Interlocal Office by last day of the month.  Mileage should be submitted monthly and not accumulated.  (ATTN Debbie Skahan)
· Monthly Para Supervisory Logs (itinerant teachers, PT, OT, SLP) to the Interlocal Office.   (ATTN Kathy Davidson)
· Monitor para timesheets and inservice logs.
· Monitor special education professional, para and student schedules for any changes.  Please notify the Interlocal office of staff changes.
· Have IEP annual reviews/3 year re-evaluations before due date.  If IEP is due close to December 1 or end of school year, please move IEP meeting date earlier.
· Monitor student IEP goals/objectives.
· Conduct team meetings when needed.
· SIGNED SPECTRA forms to Interlocal office.  (ATTN Glenda Julian or Amy Prewitt)
· Complete WebKIDSS Progress Reports quarterly and mail a copy to parents.  They need to be sent as often as regular education parents receive reports.  KEEP COPIES IN YOUR FILES.
· Para Inservice Logs A & B to Interlocal Office 30 days after first day on job. (ATTN Debbie Skahan)
· New para probationary requirements (probationary recommendation and para evaluation) to be completed 90 days after first day on job.  (Forms will come from Chloe Moodie)
· TIP (teacher information page) is required for any changes (exit, change of placement).  This should be submitted within two weeks of change.  (ATTN Glenda Julian or Amy Prewitt)
August

· Determine number of students/needs; continuing/transfer any changes in professional assignments of student’s class schedules, professionals’ daily schedule.
· Complete daily schedule for special education professional and paras.  Post a copy in your classroom
· Check/Update list of students, annual IEP dates and 3 year re-evaluation dates.  Give access to auxiliary users ASAP.
· Complete IEP at a Glance for each student and distribute to regular education teachers.
· Address transition for any student turning 14 this year
· Check for Functional Assessment and Behavior Intervention Plans for any student with behavior issues.
· Make sure all IEPs address State/District Assessment.
· Set up necessary documentation logs for students for SPECTRA services. (OT,PT,SLP)
· Complete new TIP forms on all students who are transitioning to you from another #637 provider.  (ATTN Glenda Julian or Amy Prewitt)
· Distribute daily schedule to building administration and post in classroom.
· Transcripts for Horizontal Movement due on or before September 1.  (ATTN Kathy Davidson)
· Cafeteria Plan needs to be finalized by August 15.
September

· Preschool/Private School counts to Director or Associate Director and appropriate district by September 1.
· Daily teacher schedules/data sheets must be sent to the Interlocal Office by September 1.  ALL Professional Staff.   (ATTN Chloe Moodie)
· Update/revise Verification list of students by September 11 and send to your coordinator (ATTN Glenda Julian or Amy Prewitt)
· Complete Building Trades enrollment forms and times per student. Submit by September 1.   (ATTN Ryan Wittum).  Students may be enrolled up to 3 hours per day.
· Field Study Trip applications submitted by September 29.
October

· Determine number of students taking State Assessments with Accommodations,  Modifications and KAMM Alternate Assessments and report that number to district testing coordinator and the special education coordinator for your district.
· Check student list to make sure annual IEPs and 3 year re-evaluations are up to date before December 1 count.
November

· Complete Inventory property blank and submit to Interlocal Office by November 1.  (ATTN Chloe Moodie)  Mark all Interlocal property #637 with permanent marker.
· Complete ALL pending evaluations and placement meetings this month and turn in numbers of students to the Interlocal Office for the December 1 Count.  Funding could be lost if students are reported late or not reported.
Verification list of students submitted to Interlocal by November 20.  (ATTN Glenda Julian or Amy Prewitt)
· Check student list to make sure annual IEPs and 3 year re-evaluations are up to date before December 1 count.
December

· Submit Written Notice for Retirement (for bonus) before December 15. (ATTN Kathy Davidson, Clerk)
January

· Submit Written Notice for Retirement before February 1.  (ATTN Kathy Davidson, Clerk)
February

· Verification list of students submitted to Interlocal by February 1.  (ATTN Glenda Julian or Amy Prewitt)

March

· Extended School Year Worksheets must be sent NO LATER than April 1.
Make sure Worksheets are accurate and complete. 
This includes Regression Prevention, Driver’s Education Support, and Regular Summer School Support.   (Any summer service arrangement for students that requires special education support.) (ATTN Kathy Davidson)
· Evaluations for experienced paras to the Interlocal Office no later than March 29.
Evaluation needs to be reviewed and signed by the para before sending to the office.  (ATTN Chloe Moodie)
· Check student list to make sure annual IEPs and 3 year re-evaluations are up to date before June count.
April

· Extended School Year worksheets/Enrollment forms SHOULD BE SUBMITTED!(ATTN Kathy Davidson)
· Hold Transition meetings for next year’s placement.
· Verification list of students submitted to Interlocal by April 30. (ATTN Glenda Julian or Amy Prewitt)
· If IEPs or evaluations are due close to end of school, please move them to an earlier date.
May
· Complete Second Inventory property blank and submit to Interlocal Office by May 1.  (ATTN Chloe Moodie)  Any changes after April 30 must be submitted prior to leaving for summer.
· Complete ALL pending evaluations and placement meetings this month and turn in number of students to the Interlocal Office for the June 1 count.  Missed deadline could result in lost funding.   
· Transition Summary of Performance completed and given to students graduating or aging out.  (Prior to student leaving)
· Complete a placement form ending special education services along with TIP and exit form for all graduating seniors or maximum age seniors.  Complete SOP and provide student with a copy.
· Complete OUT OF DISTRICT ATTENDANCE REPORT for the WHOLE school year and send to the Interlocal Office by the last day of school.  (The form will be sent by Kathy Davidson) (this report is for teachers serving multiple districts in your program).
· Verification List updated for any students changes from April 30th list (ATTN Glenda Julian or Amy Prewitt)
July

· If you are moving horizontally, please submit the Horizontal Movement form before July 1.  (ATTN Kathy Davidson)
