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Terri Joia, Executive Director of Special Education
Community Based Instruction/Employment Exploration Required Procedures 

It is imperative that the following outlined CBI/EE requirements be adhered to as written to maintain the integrity of the program in utilizing the community as a productive learning environment as well as providing students with varying experiences of independence.   Most importantly these mandatory requirements enhance the safety and welfare of the students which are paramount.

· Time in the community is for student learning activities.  Learning activities must be planned and followed during the scheduled CBI outing.

· Actively engage students in learning activities during community based instruction time.

· All students are to be included in CBI/EE.  No one is to be excluded due to functioning level.

· Training is to be conducted at least once a week at a minimum, on the same day of the week Additional training during the week may be scheduled and is encouraged.

· Maximum number of students allowed in the community is four students per teacher.  Assure that the number of adults in the community does not exceed the number of students.

· It is imperative that a certified teacher be supervising students at all times.  Any substitute teacher must be previously trained by a Community Program Specialist.

· Data collection is required per scheduled CBI/EE outing. (The data must reflect the learning level at each individual CBI/EE session.)

· Cell phones are to be used for emergency purposes only.

· Consent forms are needed before Community Based Instruction & Employment Exploration can begin for middle and high school students.  Supervision Level checked on the form must reflect actual supervision provided by teacher.

· The teacher must have a readable copy of each student’s official emergency card from the school office, when in the community.

· Each scheduled EE/CBI outing must be accurately logged with participating students Last Name, First initial and the participating adults.  Accurate times of departure and return must also be logged.

· Anytime a scheduled EE TRAINING SITE must be cancelled notify the job trainer, the work site and the bus driver.  Document any missed scheduled outings in the Sign out/sign in Log

· Anytime a scheduled CBI SCHEDULED TRAINING must be cancelled notify the job trainer and bus driver.  Document any missed scheduled outings in the Sign out/sign in Log.

· Teachers are not to eat and drink while in the community unless the students are at lunch or having a snack break.

· Teachers and assistants are to actively participate in the embarking and disembarking of students on/off the CBI/EE buses.

· Open containers of food and drink on school buses are not allowed.

· Each student is allotted $7 per week for CBI/EE.  Any amount exceeding $7 will NOT be reimbursed.  Only students who are present for the scheduled outing are to utilize the $7 dollars.

· The $7 weekly allotment has proven to be adequate for student funding.  Parents may send additional money if needed.

· Petty Cash receipts must include:

1. The student’s full name

2. The day and date of the activity

3. An itemized list of what was purchased

4. The teachers’ signature

· Budget sheets and original receipts are to be sent to Cecelia Mugge, Special Education, Warehouse, on a MONTHLY basis.

· Teachers are responsible for clearing any financial obligations with VSSD office by May 8th 2015.  Checks should be made out to COMMUNITY BASED INSTRUCTION.
