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***For every new student (Initial Referral or Transfer from another school), Case Managers will complete the initial tracking form for the student and upload it to Infinite Campus.
All tracking forms will be saved on a jump drive for each building and maintained by the case manager.  It is very important that all information on the tracking form is ACCURATE.  This is used for state reporting, Child Count, and it provides the information used to make decisions about which providers should be invited to ARC meetings, such as OT, PT, ETC.
IN-DISTRICT TRANSFERS-SCHOOL-TO-SCHOOL-Email the other special education case manager the tracking form, notify the district office of the transfer, and make sure progress data is in the red folder before sending it to the other school.
As the CASE MANAGER:  When a student moves/exits,  you are responsible for making changes to the tracking form, saving those changes and sending a new copy to Lisa Stewart.  This should detail the date and reason for exit.
It is VERY IMPORTANT to make the district office aware of any changes in special education enrollment on your caseload as soon as that information becomes available to you.
