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Graves County Schools
Case Manager Checklist of Responsibilities

Each Teacher of Exceptional Children is assigned a list of special education students for whom he/she serves as Case Manager.  Each CM is responsible for the following duties:

August:
 FORMCHECKBOX 

Call or write parents/students on your caseload list to let them know how and when you can be reached. 

 FORMCHECKBOX 

Review student’s special education file/current IEP (and BIP, if applicable) Make sure everything is up to date and complete. If not, contact previous case manager for assistance. 

 FORMCHECKBOX 
  Insure that your student’s schedules are appropriate and consistent with their IEP. (Services/Placement)

 FORMCHECKBOX 

Establish schedule of service delivery to match the IEP

 FORMCHECKBOX 

Notify all regular education teachers (hand deliver an IEP) serving the student of SDI needs and his/her testing accommodations. I would recommend them signing that they received the IEP and are aware of the required accommodations. This includes any student who transfers placed on your class list; deliver the notification within 2 days of transfer.

 FORMCHECKBOX 
  Determine how and when the IEP goals/objectives will be monitored.


 FORMCHECKBOX 
  Create a Monitoring Sheet for each student on your case load using a chart or graphing tool.
Ongoing throughout the year: 

 FORMCHECKBOX 

Parent Contacts: Keep parent contacts updated in IC throughout the year

 FORMCHECKBOX 
  VERY IMPORTANT- Document each student’s progress on their Monitoring Sheet. Your monitoring form is necessary for completing the Progress Report sent out to parents when report cards are sent and for making decisions for the next IEP/Annual Review. Regularly check for standards mastered, credits/grades/daily assignments and attendance in IC for students.

 FORMCHECKBOX 

Schedule/conduct Annual Review ARCs early

 FORMCHECKBOX 

Update student ILP and projected course of study (middle and high school)

 FORMCHECKBOX 

Document on the conference summary the date student will exit from high school

 FORMCHECKBOX 

Document a student’s Age of Consent letter to both student and parents. Keep copy in due process folder.


 FORMCHECKBOX 

Once ARC has been held mark the IEP and Conference Summary complete in IC   program 

 FORMCHECKBOX 

Implement the student’s IEP and collect IEP monitoring data

 FORMCHECKBOX 

Stay in regular contact with general education teachers regarding student’s academic progress on regular education assignments and tests.

 FORMCHECKBOX 

Call ARC if needed to revise student’s IEP/BIP/service delivery schedule

 FORMCHECKBOX 

Conduct Reevaluation Record Review and Progress Review, if needed or participate in reevaluation, if needed.

 FORMCHECKBOX 

Send parents documentation of progress in meeting IEP goals at reporting periods (e.g., report cards)

 FORMCHECKBOX 

Update all information in IC and brown student Due Process folder.
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