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   Student Services

  
August 24, 2005

Dear Staff Members,

Welcome to the 2005-2006 school year!  We hope you had a relaxing and restful summer.


This year we will focus on the following goals:

1. Improve literacy and numeracy for all students

2. Decrease the number of suspensions for students with disabilities

3. Improve graduation rates and decrease drop out rates

4. Increase the time students with IEP’s spend in regular education

It will be critical that there is evidence of data collected for student objectives and goals.  This evidence will need to be continuous for all four/six marking periods.  It will also be critical that we create positive relationships with students so they feel welcome.  We need to assist with behavior plans and ways to encourage students to engage their learning experience to the greatest extent possible.

As always, KPS provides an outstanding education to our students.  That is because we hire the best staff members.  Thank you for being a part of our team.  We hope you enjoyed your summer and you are already for another exciting year!

Sincerely,

Cindy Green            


Bev Griffioen
Assistant Superintendent

Coordinator of Special Education
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                        Staff Handbook


Students

First, staff members need to get acquainted with the students you will be serving.  It is important that staff members check for any medical, educational, or special needs.  One helpful hint is to contact the parents/guardians before school starts to set a positive tone to the school year.

Students are students first.  Special education service is a support to regular education.  The least restrictive environment should be tried first.  All staff members need to collect data in demonstrating student progress.  There needs to be a team effort in educating students.  IDEA ’97 places greater emphasis on regular education teachers assisting with the education of students.  Their input and efforts are needed.  This is a team effort to educate students.  A regular education teacher must attend the IEP team meeting whether or not the student is full time in special education.

Remember to use student first language.  This means referring to students as students first as opposed to the term “special education students”.  It is important to say a student with a learning disability instead of a LD student.  It is also important to say a student with special education services as opposed to special education student.

Supportive Information:

Ancillary Staff

Ancillary staff members need to sign in and out of their buildings.  It is important that office staff can locate you if needed.  It is important that you try to stay in one location for an entire day if you are splitting 2-3 buildings.  Half days in different locations make it very difficult for consistency and assistance to the students in the building.  All ancillary staff should serve on a building’s support team.  Staff members that have more than one building should serve on just one team.

Also, ancillary staff members need to provide a one-page copy of your schedule to your building principals and Student Services by September 10, 2005.  Please note that ancillary staff may be given a set number of days per week in a building to assist with the needs of a school.

Teachers, please remember to include ancillary staff when scheduling and holding IEP’s.  It is important that you double-check the services each student receives so that ancillary staff can be prepared for the meetings.

Assessments

Students need to take district and state assessments.  If the IEP team determines that district and state assessments are not appropriate, then the team should consider MI-Access.  This is the State of Michigan’s alternate assessment.  Additional information is available under MI-Access. This assessment has functional and participation components.  The IEP team needs to designate the level for the assessment along with a detailed account of accommodations and/or modifications.  Starting the 2005-2006 school year, MEAP and MI-Access will be taken in the fall for grades 3-9 and spring for grade 11.

Behavioral Concerns

Students who have major behavioral concerns should have a behavior plan.  Staff members can work with school psychologists, social workers, regular educators, principals, assistant principals, home support specialists, behavioral specialists, speech therapists, and other staff members to assist in developing a plan for students.  Serious offenses that result in suspensions should also involve a plan and regular updates.  Suspensions should be kept at a minimum.  Serious behavior concerns should be documented on the IEP.  

Students involved with weapons, drugs or serious assaults at school may be placed in an alternative interim placement.  An IEP and Manifestation Determination Review should be held to determine whether or not the behavior was a part of the student’s disability.  A Functional Observation Behavioral Analysis should be completed on the student.  This includes students who are being suspended for 10 or more days during the school year.  Services need to be continued in some form during the time a student is in the alternative interim placement as well as services once the student has 10 or more days of suspensions during a school year.

Kalamazoo Public Schools uses the Sidelines Program for most of the alternative interim placements. There may be a teacher consultant, social worker, or school psychologist involved with assisting students to transition in and out of the Sidelines Program. It depends on the student and what the team determines is needed.

Be sure to individualize the plan to the student.  The student’s name should be on the plan and the plan should pertain to the student’s strengths and needs.  School and classroom rules do not need to be attached to the IEP; only information individualized to the student.  All staff members should assist in this area.

Bilingual Services

The IEP and procedural safeguard forms are available in Spanish.  Please 

contact Student Services if you need them.
Building Level

Special education is a service provided to students with an Individual Educational Plan (IEP).  Each building uses a site-based planning model.  Special education staff members need to be a part of the building teams and plans taking place at the individual schools.  This is a great way to advocate for your students. It is also expected that you will keep lesson plans and encourage all students to be a part of the general education curriculum and assessments.  

Caseload

You will receive a list of students assigned to your caseload.  If you need to make changes within the building or district, then you must first contact the special education coordinator for approval.  Caseload changes must be done at the administration building level to be sure all staff members take responsibility for assignments.

Change of Service

If the IEP team is considering a change in services, which will result in a major placement change or increased costs, then you need to notify the special education director.  This includes paraprofessional services, equipment and any other item.  Extended school year guidelines need to be followed when considering this service.
Community Resources

It is important to collaborate in providing services to students.  Sometimes other services in the community are needed.  Be sure to ask others for assistance if needed.  There are two staff members from Community Mental Health who assist KPS families to access other services.  There are also several advocates who will assist students and their families.

Cum Records and Retention

All comments should be written in a positive tone.  It is important to document which interventions worked with the student.  Students receiving special education services should not be retained.  IDEA ’97 states that students should be kept with their age appropriate peers.

Curriculum

Students with disabilities need to be educated in the general, in the greatest extent possible.  This means using the general curriculum first before having a separate curriculum.  It includes accommodations and modifications being a part of the general education curriculum.  It is important that we also include students with disabilities in general education classes.  KPS needs to improve in this area.

Research-based strategies are important to use.  The following instructional strategies are taken from Marzano, Pickering, and Pollock’s book, Classroom Instruction That Works.   

1. Identifying similarities and differences

2. Summarizing and note taking

3. Reinforcing effort and providing recognition

4. Homework and practice

5. Nonlinguistic representations

6. Cooperative learning

7. Setting objectives and providing feedback

8. Generating and testing hypotheses

9. Cues, questions, and advance organizers

The authors detail ways to incorporate this learning in the classroom.  Classroom practice in vocabulary terms and phrases are important.  Students need to have multiple exposures to instruction of concepts as well as the opportunity to clearly articulate statements of generalizations.

The nine categories should be used in instructional planning.  At the beginning of a unit during and at the end, the strategies can be set for learning goals.  This includes introducing new concepts, practicing, and monitoring progress.

Also included are the following best practices:

1. Quality preschools

2. Phonemic skills

3. Balance of instruction including brain research methods

4. Good reading environment

5. Clear, listening systems

6. Social skills training

7. Connecting students with parents/guardians and the community

8. Visualization and visual memory activities

9. Parent training

E-Mail

It is important that you check your e-mail frequently.  This is an important          communicating with staff.  When referring to students, do not use first and last names on the e-mail.  Usually reference to the activity is enough for someone in special education services to check your caseload and determine the student.
Expectations
It is expected that you will attend district-wide curriculum meetings.  The special education meetings have been adjusted in order for you to attend the district-wide meetings.  Elementary staff member needs to select a grade level meeting and attend the literacy and mathematics meeting. Secondary staff may decide on a subject area to attend.  Attendance at district meetings is a part of the contract.

Health Issues

Be sure to check for student health concerns.  Special education personnel should know medical conditions and medications.  This information should be obtained before the student starts school or special education personnel provide services. 

Helpful Hints

Parents send us their best.  They also love their children.  One important way of delivering services, is to “put yourself in the shoes of another person."  Think of yourself as the student or his/her parent.  What would you want to hear?

A second helpful hint involves the savings account theory.  You cannot borrow money from your account until you have money in it.  Start the year on a positive tone with students and parents.  Call parents before the school year starts.  On a neutral basis, ask the parents for an update on the student.  Check for any medical conditions or special situations that you should be aware of during school.  Another way to assist is to write the student a note or send a postcard.  Whenever you are having a rough day with students, think of at least two students who did a great job and send them a note or call their parents.  This will help you, also!

A third hint is to conduct the IEP’s ahead of time.  Schedule the meetings at least 1-2 weeks before they are due.  Stay ahead at all times.  By May 1, 2006 all IEP’s and METs should be completed except for temporary placements or initial IEP’s. Remember that the IEP is a legal document including the MET report.  Your wording should be kept to a minimum and address the special education needs and services of the student.  It is important that you complete any PCG Medicaid billing information, IEP’s and METs on time.  It is important to be on time for compliance with the law and budget purposes.
Collaborating with other staff members is a fourth helpful hint.  This is very beneficial to the student if everyone works together.  Be sure to listen to everyone’s point of view.  It is important to work together to meet the students’ needs.

It is important that you view students as students first and not as special education students.  The students you serve are students with special education services.  This includes being very careful with the media regarding identifying your students as students with special education services.  Remember that there are confidentiality laws that protect students with special needs.  When planning activities for your students it is wise to be inclusive.  Be sure to seek ways to work collaboratively or cooperatively with regular education teachers and students.  It is much better to report to the media about a school activity where there are a lot of students (some needing special education services and others not) then to identify our students as special education students.  The news media does not know the laws protecting children and you are responsible for knowing this information.

Problem solving is always a helpful way to work.  It is also a great way to model for students how we must all get along.  Try to keep an open mind in working on solutions.

Last, but not least, think positive.   Educating students is a very rewarding experience.  The impression you place on students lasts a lifetime.  Students need educators who help them learn and dream.

Individualized Educational Plans

It is important to plan ahead for the IEPs.  At the beginning of the school year, map out the months that you will complete the IEPs.  It is a good idea to plan 3-4 weeks in advance of the IEP.  Invitations should be turned into the Student Services at least two to three weeks prior to the meeting.  

All IEPs must be completed on time.  This is a requirement of IDEA ’97 and the reauthorized law in 2004; the federal law governing special education services.  This also means completing the annual review and three year re-evaluations on time.  It is the staff member’s responsibility to keep track of IEP due dates and completing the necessary paperwork.

Prior to an IEP, the staff member should contact the parent to set up a time for the meeting.  Parents/guardians may invite others to the IEP.   If it is requested that an attorney attend an IEP, call the director ASAP.  On the invitation, state the role that the staff members hold so that another person could take the place at the IEP if needed.  For instance, if you are inviting Mrs. Jones to the IEP as the regular education teacher, write on the invitation “Mrs. Jones, regular education teacher”.  This way if Mrs. Jones is unable to attend, any of the student’s regular education teachers could take the place at the meeting.    A failure to have a regular education teacher at an IEP is a denial of FAPE as determined by previous hearings.  At least 3 documented attempts should be made to the parent.  This should be documented on the invitation sheet that is turned into the administration office.

Staff members should assist parents in preparing for the IEP team.  Some suggestions include giving parents a list of questions to think about prior to the meeting.  Another suggestion is to talk to parents about the concerns they might have prior to the meeting.  Staff members should have materials and information for the meeting prepared.  Assessment data, achievement progress, and other information pertaining to the student should be accessible.  

During the meeting all IEPT members should be introduced.  It is important to make people feel welcome and a part of this team.  This should be a positive meeting for everyone.  The first aspect of the meeting should involve stating the student’s strengths and assets.  Think of yourself as being the parent of the student and what you would want to hear.  Be sure to address the needs and concerns of the student.  If the student has chronic behavior problems, then a behavior plan should be considered.  If a problem arises, try to stay calm.  Remember that we want to problem solve.  It is important to think of the student first.

The forms that are being used this year reflect the form recommended by the State of Michigan.  It is important that all forms are properly completed and conducted on time.  The IEP needs to start with the present level of performance (PLEP).  Next, the goals and objectives should be written from the PLEP statement in a positive manner.  Goals and objectives need to be written for areas of need.  This includes behavioral goals if there are serious behavioral issues or a student having suspensions beyond 10 days from the previous year.   If the student has a learning disability in the area of written expression, then there should be goals and objectives in this area.  If the student has a cognitive or autistic impairment, then there needs to be social skills, behavioral or communication objectives included.   Staff members need to write goals that are for the areas of need.  Objectives should not include expectations from all students such as “the student will attend regular education classes or complete regular education objectives”.  

Services are determined from the PLEP statement, also. The service for team taught classes should be counted as regular education time. Be sure to review the forms carefully before finishing the meeting.  Be sure to include a range for the services and not just one set time period.  Parents receive a copy of the IEP at the end of the meeting.  The original copy of the IEP is sent to Student Services on the day of the IEP or the next day.  The original IEP must be turned into Student Services within a day of the IEP.  

All teachers need to be made aware of the plan and how it is to be implemented.  It is the special education staff member’s responsibility to provide this information to all regular education staff involved with the student.   Special education teachers need to inform all of the students regular education staff members of the accommodations, modifications, services, goals, objectives and any other relevant information at the beginning of every marking period at the secondary level, at the beginning of the school year for elementary and every change of IEP. 

A building administrator and regular education teacher need to attend the IEP, especially an initial IEP.  If the IEP is a review and the administrator cannot be in attendance, a second special education staff member may cover for the administrator as long as there is no increase of services, which would cost the district.

Internet

One of the best ways to contact us is through the Internet.  GroupWise can be accessed through all buildings and home (www.kalamazoo.k12.mi.us).  When contacting GroupWise from home, first go to the KPS home page.  Then click on the KPS logo in the upper left hand corner.  This will bring up GroupWise.  When using the Internet, please do not write student names.  You may use initials for students but not their full name.  
Med Billing

Be sure to complete all Med-billing on time.  You need to access the PCG site online to complete the billing.  This is the responsibility of all staff members.

MI-Access

The IEP team determines if a student will take MI-Access in place of the MEAP Students taking MI-Access should have a cognitive impairment, placing them at a standard score of <3% for Phase 2 and <1% for Phase 1.  Check the latest MET for this information.  The Special Education coordinator needs to be fully informed before the IEP if a student is being considered for MI-Access.
Mileage

Mileage sheets are available to fill out for reimbursement. Ancillary staff may use the forms.  Be sure to total the number of miles on each page (do not add miles from page to page).  All mileage sheets should be turned in by the 5th of the next month.  It is important to turn in the mileage sheets each month and not hang on to them until the end of the year.  Please review the mileage sheet overview sheet included in the handbook.  Mileage sheets not turned in each month alter the budget process.  Please make every effort to turn the mileage sheets in every month.  All mileage sheets must be completed by the last day of school in June.

Due to the increase cost of gasoline, all staff needs to take care to minimize trips between buildings.  It is important to use alternate means, if possible, such as having information faxed or working in the same building for as long as possible.
Monitoring

During the school year, you may be monitored by the intermediate school district.  The Kalamazoo RESA monitor is Laurie Jefsen.  She will request copies of your records on a student.  This means knowing the students exact schedule, being sure that the student schedule matches the IEP and all other information.  Progress reports and data collection on goals and objectives is extremely important.  You need to be sure that you maintain good records at all times with your students.  You also need to respond to Laurie’s request according to the given timelines.  Someone at the State level may also monitor you.  Copies of your monitoring report are also sent to Student Services.
Ordering Materials

During the school year, staff members will be asked to place an order. 

The amount varies on the needs of students and number of requests.   The usual amount has been between $100 and $400.  An order may be placed or you may save your original receipt(s) for the purchase of materials. The original receipt must be used for reimbursement.

A special form needs to be used when ordering materials.   All orders are handled in Student Services.  If materials or a request to attend a conference are needed, please provide the office staff with at least 4 weeks notice in writing.  This will assist everyone in getting items on time.

Cell Phones
If you have been issued a cell phone, you need to have it on so that you can be reached.  If you carry a district cell phone, you need to sign a form that indicates that you are using it and whether or not personal calls will be made on the phone.  If you use the cell phone for personal calls, then you will be paying a portion of the bill as outlined on the form.

Progress Reports                                                                                                     Progress reports are needed on students with an IEP at least every time regular education teachers send a report home.  This report needs to reflect the student’s progress on goals and objectives written in the IEP.  Objective data is required in reporting progress.  It provides valuable information.  Be sure to document progress through data collection.  You need to keep good records of the data collection as well as the progress reports.  If you write, “is making satisfactory progress”, then this statement does not help parents know the student’s progress.  Be as descriptive as possible.

Response to Intervention

Prior to special education referrals or services, students need to be given the opportunity to succeed in the regular education setting.  A team of educators, parents and support personnel need to plan interventions, data collection and monitoring.  Students making progress in the general education setting should remain in the setting.  Special education services should be a last resort.

Restraints

Physical restraints should only be used as a last resort when the student’s safety or others is in jeopardy.  Only persons trained in Non-Violent Crisis Intervention should be the ones restraining the student.  If a student needs to be restrained, then the parent should be contacted and a log kept of the restraint (include the date, time, amount of time restrained and parent contact for the restraint).  A building administrator should be contacted if a restraint is over 30-45 minutes.  No student should be put in a prone position, facing the ground for a restraint.
Services

All services should be provided to students in the regular education setting.  Only in rare cases should other locations be utilized.  If a secondary student wishes to attend the alternative program, an IEP is needed to explain the services that are available at the programs.  Students and parents need to be aware of the types of services.

Paraprofessional and related services need to be clearly stated on the IEP.  Times needed and the purpose of the need should be included.  Special education teachers need to monitor and provide goals and objectives for the use of this service.  Paraprofessionals will need to be trained on data collection and independence.  This service may be needed when students have extreme medical or behavioral needs.  The Assistant Superintendent of Student Services or the Special Education Coordinator need to be fully informed prior to an IEP team meeting that a paraprofessional is needed.  It is important that we assist students to become independent and paraprofessionals are only used as a last resort or necessity.

Service time should be written by the week when possible.  Exceptions may be made for speech, teacher consultant, occupational therapy or physical therapy by the month instead of weekly.  Time ranges should be within the week or month but not according to semesters

Parent requests for specific buildings need to be made to Student Services like all other requests.  The Assistant Superintendent of Student Services and the Coordinator of Special Education will review the request.    

Student Personal Information Changes

Blue sheets are available to notify special education services of any changes to a student’s address or phone number.  Please be prompt in notifying the office.

Final Note

We hire the best in Kalamazoo Public Schools.  We are glad that you are a part of the KPS team.  Your knowledge, skills and passion for children are needed.  We appreciate the excellence and enthusiasm you bring to children.

Remember to enjoy your position!  Students will be able to tell if you do or not.  Students need caring professionals who view their jobs with enthusiasm, respect and purpose.  It does not matter how young or how impaired a student is.  The student knows if you care about him/her.

Education is the best place to be.  It is a place to share your desire to continuously learn and make a difference for children.  It is a place to offer dreams and hope.  You make a BIG difference in the lives of students.  The impact goes well beyond your classroom.  Your work is appreciated and we will work as a team to assist students in achieving as life-long learners.

This will be an exciting year with our intensive projects.  We will continue our efforts with Response to Intervention Model as part of the building team process.  As soon as the State sets guidelines we will move the RTI model to a formal way of evaluating for special education services.  We also are expanding Positive Behavior Supports (PBS) through the MiBlSi Project.  

Have a great school year!

Student Services Staff:

Cindy Green, Assistant Superintendent of Student Services    
337-0161

Doug Wood, Director of Self-Discipline and No Disposable Kids  
337-0174

Bev Griffioen, Coordinator of Special Education   


337-0150

Manuel Brenes, Coordinator of Bilingual Services  


337-1579

Dee Callander, Administrative Assistant for Student Services   
337-0161

Jill Reynolds, Health Care Practitioner   




337-0136

Barbara Wiedmayer, Health Care Practitioner   



720-9340

Office Staff

Frances Boyles

337-0133

Lead secretary

Pat Button


337-0175

Class lists, TPs

Beverly Bley        

337-1112

IEPs; files; PCG

Kathy Carter


337-0151

IEP’s, mileage

Jeannie DeWaters     
337-0170

Records, 504 plans 

Mindi Miller


337-0171

IEP invitations, files

Terry Wilkerson-Kelly
337-0176

IEPs; transportation

Holly Perkins


337-1579

Bilingual Program

Julie Devers


337-0199

Bilingual Program
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