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Reporting to Administration
· Special education teachers are sometimes confused as to whom they should report. As members of the special education department they come under the auspices of the Department of Special Services and the building principal. To reduce confusion, special education teachers should use the following guidelines when deciding where it is appropriate to report:

· If it is a matter involving special education policy, procedures or legal mandates, the teacher must communicate with the Director of Special Services.

· If it is a matter involving day-to-day management issues, the teacher must communicate with the building principal.

IEP Development Responsibilities
· The special education teacher is responsible for the PLAAFP (Present Levels of Academic Achievement and Functional Performance) including needs and strengths, accommodations, and annual goals and objectives.

· PLAAFP:

· This area is only completed for the areas in which the child is receiving special education programming.

· This is a written description of the student’s strengths, weaknesses, and learning styles. Based upon information from comprehensive evaluation(s), these descriptions are concise and meaningful, and identify a student’s needs. Because annual goals and short-term objectives are based upon this information, it is the foundation of the IEP. 

· The present levels of performance in the classroom will be based upon a variety of procedures including, but not limited to, formal and informal assessments, observations, anecdotal records, and interviews. The information is not based upon opinion.

· Explanations of test scores should be provided and succinct.

· Information on a student’s learning style should be included.

· PLAAFPS must avoid statements of where, when or how special services will be provided. Avoid naming specific programs or specific individuals in the IEP.

· Accommodations:

· Accommodations to the regular education program that are necessary to ensure the child’s participation in that program must be described in the child’s IEP. This applies to any regular education program, art, music, and vocational education.

· Accommodations must be individualized and are NOT intended to provide the special education student with an advantage. They ensure that the student’s disability does not prevent them from performing the task.

· Accommodations selected for the IEP MUST be linked to information in the PLAAFP.

· Annual Goals:

· These are the statements of what a student with a disability can be reasonable expected to accomplish within a school year or the duration of the IEP.

· Annual goals need to be written for the special services areas necessary to meet the child’s needs as the result of their disability, and not for their total program, unless all areas are affected.

· Criteria for developing appropriate goals:

· Consider the need areas of the plaafp.

· Review the student’s past achievement. 

· Consider present levels of performance in relation to past achievement to create an estimate of what can be accomplished in a year.

· Identify the category of instruction for each deficit area.

· Short Term Objectives:

· Every goal must have objectives which are measurable, intermediate steps between the student’s present level of performance and the annual goal. These will often correspond to marking periods or units. 

· Writing objectives:

· Describe the behavior that you want the student to perform. 

· Indicate the conditions under which the student will perform the behavior.

· Specify the level of performance you will accept as successful attainment of the objective.

· Accuracy is indicated by how often the student does the behavior correctly. 

· Mastery occurs when a student does a behavior accurately and quickly in the presence of relevant distractions. Typically, mastery occurs when a student can do the behavior correctly in context.

· An IEP is a fluid document. If a student masters the goals and objectives of the IEP, a meeting should be convened to review and revise the goals and objectives for the student.

Again, methodology may be discussed at an IEP meeting but is NOT to be included in the IEP. This is the domain of the professional staff, and their decision.

Student Records
· Both IDEA and FERPA (Family Educational Rights and Privacy Act) require the school to protect the confidentiality of a student’s personally identifiable special education records. This includes all educational records that contain the student’s name or other identifying information.

· ALL requests for records should be directed to the student’s case manager.

· IDEA provides that all personnel who are responsible for implementing the IEP must be afforded access to the IEP. The district must ensure that the student’s IEP is provided only to appropriate personnel. Appropriate personnel are defined as those needing to know what goals and objectives, aides and supports, and special services a student receives.

· Student records are to be kept in a locked filing cabinet. This cabinet is to be locked when the responsible staff member is not present in the room the cabinet is located in.

· Staff members are not to discuss or reveal information contained in the student’s records in a public place where others may overhear.

· Education records must be hand-delivered or mailed in a sealed envelope that has been stamped with the word “confidential”. Unencrypted email is not a confidential medium.

Progress Reports
· School districts are responsible for reporting the progress of student with disabilities as least as frequently as is done for those without disabilities.

· The special education teacher or related service provider providing service in the subject area of the IEP will indicate the student’s progress towards mastering their goals based upon the criteria put forth in the IEP.

· The special education teacher listed as the teacher of record, or “to-do” teacher, will ensure completion of their students’ progress reports. They are also responsible for the progress report cover letter.

· One copy of this letter and the progress report will be given to the student’s case manager and one copy will be provided to the secretary of the Office of Special Services by the deadline provided by the Director of Special Services.

Instruction
· The Plumsted Township School District provides a continuum of services for students classified for special education. Each service placement presents unique challenges. Below is a list of responsibilities of the special education teacher for each placement option.

· The ICR/Collaborative Teacher Setting:

· General Education Teacher will:

· Determine concepts necessary to meet curriculum objectives.

· Identify course goals and objectives.

· Provide knowledge on the scope and sequence of the content area.

· Determine key points of each lesson.

· Break down lessons into logically sequenced steps.

· Determine the types of individual/group activities.

· Determine appropriate outputs.

· Determine a time frame for completion of the lesson or unit.

· Determine what materials are required.

· Decide how students will be assessed.

· Have responsibility for grading all students in the class.

· Special Education Teacher will:

· Provide diagnostic information on academic levels and learning styles of the students with disabilities.

· Analyze students’ goals and objectives.

· Decide how each lesson’s content can be used toward accomplishing IEP goals and objectives.

· Consider whether students require adaptations.

· Decide which adaptations are required.

· Teach study skills and learning strategies.

· Develop study guides.

· Collect data on student performance.

· Shared responsibilities:

· Planning differentiated instructional co-teaching lessons together in advance.

· Select and order classroom materials.

· Establish a classroom management plan.

· Give individual instruction to students.

· Instruct the whole class.

· Establish grading criteria.

· Grade assignments and keep records/data.

· Maintain home contact.

· Resource Center Programs:

· To teach a resource center class, the teacher must be considered “highly qualified” as per NJ Department of Education guidelines. 

· The teacher in the resource center classroom is responsible for all aspects of instruction in the indicated subject area.

· The resource center program allows students to individually develop skills that are not typically taught in the general education setting. The teacher must use research-based and methods with individualized accommodations and modifications to the curriculum.

· Teachers may use their discretion to supplement programs used in the resource classroom.

· While it is one goal for the programs in the resource center to prepare students for access to the general education curriculum and regular education classroom, the primary goal of resource center instruction is to use specialized techniques and curriculum to remediate individualized needs. Resource centers are NOT solely smaller settings for whole-class instruction.

· Self-Contained Programs:
· The self-contained teacher for each cluster of grades is responsible for assessing and instructing students in this curriculum and other needs as identified by the IEP team. Students may be assessed by the APA/DLM process. The self-contained teacher is responsible for completing the APA portfolio.
· The self-contained classroom strives to prepare students for access to the general education curriculum, but may also address:
· Self-care skills
· Domestic skills
· Learning readiness skills
· Pre-academics/Perceptual motor skills
· Functional academic skills
· Pre-vocational skills
· Vocational skills
· Play skills
· Social skills
Parental Communication

· Special education teachers are expected to be pro-active and professional in their communication with parents.

· Special education teachers are expected to keep records of attempted communication. 

· Special education teachers must keep a photocopy of all written correspondence with parents. This includes communication logs/notebooks.

· If a problem arises, the teacher is expected to inform the student’s case manager as soon as possible.

· If a meeting or communication becomes uncomfortable, the teacher is expected to end the meeting or discussion and re-schedule the completion of the meeting with an administrator or case manager present.

· Paraprofessionals are not to communicate with parents in communication logs without the approval of the Director of Special Services.
