IEP Case Manager Checklist

· Provide Principal with Student Demographics –Directory information: name, address, phone number, emergency contact person & phone number
· Maintain student emergency information as well as provide NNRSEP director with a copy.

· Provide Nurse with Health Care Management Plan – If plan includes diet needs or restrictions, be sure to provide copy to food service personnel.

· Contact General Educators – Be sure to meet with all general education teachers who will be working with your student(s); review IEP with them;  provide classroom copy & remind them it is confidential; confer with teacher(s) if services/accommodations are not implemented as indicated on IEP; notify administrator if problem persists.

· Contact Therapists – Confirm therapy schedules and goals; ensure that related service therapy is being provided as indicated on each IEP; confer with therapist(s) if services are not provided as written on IEP; notify director if problem persists.

· Manage Paraprofessional(s) – Express expectations; hold regular conferences; provide frequent feedback; clarify preferred disciplinary practices & classroom routines.

· Communicate w/ Parents – Maintain regular contact with parents; send positive notes home as much as possible; keep parents abreast of school events; send progress reports home as indicated in the IEP – i.e., at least as often as nondisabled peers. ( NC, LC, CB-every 9 weeks, interim every 4 weeks, RC every 6 weeks, interim every 3 weeks)
· Arrange/Schedule IEP Meetings – Send IEP invitation letters to parents in writing; send copy of invitation to all participants [general educator(s),  administrator, therapist(s), community agency personnel, as appropriate – 
· CSB, DRS, etc.]; be sure to have an administrator attend and participate in all meetings {HINT: schedule meetings w/ administrator in advance!}; arrange for at least one general educator to participate in all meetings [if student is mainstreamed for any general education classes]; include general educator(s) & therapist(s) in draft of IEP; send a draft IEP home for parent to review at least one week prior to scheduled meeting; provide IEP agenda for all participants at the actual IEP meeting; explain & give parents copy of procedural safeguards and parental rights document.
· Convene IEP team for:

Annual IEP – no later than one year from last annual IEP meeting date.

Initial IEP – no later than 30 calendar days from eligibility meeting date.

IEP Addendum – if any member of team feels IEP needs to be amended
· Testing – Notify Director of Testing/NNRSEP Director of any standard and/or nonstandard testing accommodations listed on the IEP if student is participating in SOL, Stanford 9, LPT, or any other standardized test;

· OR

· Begin gathering Collection of Evidence [COE] data (for VGLA and VAAP) in October for submission to Director of Testing in March.
· Eligibility Meetings – Participate in all eligibility meetings [initial or re-evaluations] as scheduled by administrator; provide Current Classroom Performance Report as assigned. [NOTE:  All reports must be available to parents at least 2 business days prior to scheduled meeting!]
· Provide parents with progress reports at the scheduled times based on school calendar, ( NC, LC, CB-every 9 weeks, interim every , RC every 6 weeks, interim every three)
· Develop and maintain student behavior management programs as appropriate,
· Provide home school with student attendance on the  last school day 
of the month.
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