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As you End your year
*Complete the end of the year checklist for each student on your roster and mail these directly to Cathy Baum – SE at ACE. (see last page).
ESY info
Please mark your calendars for May 27th for our ESY meeting. The meeting will be in the Staff Training room at ACE from 3:00-4:00 for secondary and 4:00-5:00 from Elementary. 
If you have a student or multiple students who will be receiving ESY services this summer, you are required to gather, organize, and deliver instructional materials to ACE so that they can be delivered to the appropriate ESY teachers. Please provide materials that will cover the full 15 days of instruction (1.5 or 3 hours per day). Also please provide the teacher with clear instructions for teaching this 
material. Remember that it probably makes complete sense to you, but the material may be given to a teacher who doesn’t know you, the child, or have any experience at that level. 
If you have any questions regarding what to prepare, please consult with your friendly neighborhood instructional advisor. They are always willing and able to help and they are all experts in this field. 

MATERIALS SHOULD BE HAND DELIVERED TO THE SPECIAL EDUCATION DEPARTMENT AT ACE NO LATER THAN MAY 26, 2015. If you will be teaching your own students for ESY, there is no need for you to deliver those materials. 

Important Events
May 27th, 2015 – ESY Meeting, ACE.
August 25th, 2015 – first day of school
Links
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http://www.wssd.k12.pa.us/webpages/specialed/  (password – sewssd)

To access MA lists go to:

http://westshare.wssd.k12.pa.us/default.aspx 

Quotes
“Your work is going to fill a large part of your life, and the only way to be truly satisfied is to do what you believe is great work. And the only way to do great work is to love what you do. If you haven't found it yet, keep looking. Don't settle. As with all matters of the heart, you'll know when you find it.”
― Steve Jobs
“Change your thoughts and you change your world.”

-Norman Vincent Peale
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By:

Angela Caufman, Jennifer Hoff, Linda O’Connor, Kristen Peters, Pam Ringhoffer, April Smith

End of Year checklist
2014-2015 Special Education End-of-Year Checklist

Student Name:  ____________________     Teacher Name:  ___________________



(First and Last)

Building:  _______________________

What Teachers MUST DO by June 2015 for Each Student on their Roster

The following applies to every student, including graduates, and those students who are moving up to middle or high school.  Tasks specific to graduates or students moving up are noted below.  **Speech clinicians only need to hand deliver speech only student files/boxes /binders.** 
1.  FORMCHECKBOX 
 Current teacher should complete RR and/or IEP meetings for IEPs due PRIOR to 10/1/2015.  Be courteous to the next teacher.

2.  FORMCHECKBOX 
 Student files for students who are NOT moving up to middle or high school and will remain in the same building should be passed to the student’s new teacher.  This includes the transition portfolio binders for secondary students.

3.  FORMCHECKBOX 
 GRADUATES ONLY – The completed Summary of Performance should be mailed directly to Brenda Troutman at ACE.  Include the student’s record of all transition activities that were prepared within sixty (60) days of graduation.

4.  FORMCHECKBOX 
 MOVE UP STUDENTS - Hand-deliver student files for students moving up to middle or high school directly to Special Education at ACE (Attention:  Brenda Troutman or Cathy Baum).  Hand delivered boxes / files /binders (including transition binders) must be clearly marked with:

· Student’s name

· Teacher who delivered file

· Building where file is coming FROM

· If known, the building where the file should be going TO
        
*** Files/binders / boxes will NOT be accepted by the District’s Courier.  
5.  FORMCHECKBOX 
 GRADUATES OR WITHDRAWALS - For students who graduate or move from the district as per the District’s Records Plan:  Hand-deliver ONLY original (signed in ink) documents (IEPs, ERs/RRs, parent/student invitations, permissions, or evaluations) to the Special Ed Department at ACE.  DO NOT include teacher notes, student work and test booklets.  Any information that is NOT an original document as defined above should be destroyed at the building level.  Files should be clearly marked as to whether they are graduates or withdrawals.  Contents of the transition binder can be destroyed.  Send empty binders to Cathy Baum at ACE for reuse.

6.  FORMCHECKBOX 
 Complete an End-of-Year checklist for every special education student on your roster (even if they withdrew or graduated).  The completed End-of-Year Checklists should be mailed/hand delivered directly to Cathy Baum at ACE.  They should not be filed in the students file or anywhere else.
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