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School Nurse Appreciation Week  

May 8-12, 2023 
Just a quick note to say a BIG THANK YOU to our wonderful 

school nurses. 

Odetha Hollis, LPN, has been working with the students at 

Kennedy Center the past few years.  She has been a great 

help with the students and staff. 

Amber Byma, RN, is new to Pontiac and has been working 

throughout the district to assist staff and students who have 

medical concerns.  Her home office is at Herrington. 

Shanell Lambert, RN, Public Health Nurse with Oakland 

Schools has been working with the school district. 

 

IEP CHECK LIST 
 
 At least two parent contacts are noted on the IEP. Did the parent say yes to attendance?  Was the meeting held in 

person or virtual? 
 
 Does the IEP meeting date match the offer of FAPE date? 
 
 Is this IEP an Initial evaluation?  If yes, have all documents been signed by all necessary parties—parent? Psy-

chologist? Social Worker? Speech Therapist? Occupational Therapist? Physical Therapist?  Is this paperwork in its 
own green jacket with all written reports?  Has the parent signed the offer of FAPE within 10 days of the meeting?  
(Required by law.)   If this for placement in a self-contained room, did you check with Mrs. Parker and Dr. Jamison 
for approval? 

 
 Is this IEP a reevaluation?  If yes, have all documents been signed by all necessary parties—parent? Psychologist? 

Social Worker? Speech Therapist? Occupational Therapist? Physical Therapist?  Is this paperwork in its own green 
jacket with all written reports? 
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A DSR  (DIRECT SERVICE REQUEST) is completed for students needing a device to assist in func-

tioning within the education environment.  Items listed below in the mid to high tech range require the 

recommending  staff person to  complete the form shown on page three.  The item must be listed in 

the current IEP in the supplementary aids and services.  If the student needs service for visually  and/

or hearing impairment , this would also be listed in the supplementary aids and services section of the 

IEP with a corresponding DSR.  The IEP and the DSR MUST be sent to the Special Education office 

within 5 days of the meeting for the Director to sign and send paperwork to Oakland Schools.  

Direct  

Service 

Request 
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DIRECT SERVICE REQUESTS 
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TO PROPERLY USE THE VALIDATE BUTTON 

 

 From the IEP Menu, click on the triangle next to IEP De-

mographics. 

 Next click on the tab that says “Perform Operation requiring Entire 

Form Access”. 

 Then click on the “Validate Form” button. 

 Now click on each area in red that pops up on the right side of the 

screen, make the necessary corrections. 

 Continue to go back to the “Perform Oper-
ations Requiring Entire Form Access” page 
until you can see the “Mark IEP Complete” 

turn black. 

 Click on the “Mark IEP Complete” a warn-

ing will pop up twice, say “OK” both times. 

 
Personal Care Forms are authorized ONLY 

by: the Occupational Therapist, Physical 
Therapist, School Social Worker, Speech/
Language Pathologists, Registered Nurse. 

 
Personal Care is usually signed by the ancillary support 

person for student who are in self-contained classrooms 
and the student needs assistance and /or support by the 

paraprofessional instructor in the class. 
 
A copy of the signed Personal Care Form (PCF) should be given to 

each para-instructor in the room.  This is their evidence as to why 
they are entering data into service tracker. 

 
Personal care forms need to be reviewed and updated annually with 

the IEP. 
 
Paraprofessionals must keep their monthly logs for the 

year and submit all log sheets to the Special Educa-
tion office before the last day of school in June. 

 

Personal Care Forms 
Medicaid Billing 

 Did you check the student’s 

eligibility? 

 Do you have a current Per-

sonal Care Form? 

 Did you mark your billing 

“Read To Bill”? 

 As a Para, did you move to 

another classroom?  Did 

you inform the Sped office? 

(7523) 

 As a Para, did you move to 

another building? Did you 

inform the Sped office? 

(7523) 

 Did you make corrections 

from the previous month, if 

any, and mark them “Ready 

to Bill”? 

 Did you forget your pass-

word? Call the help desk at 

248.209.2060. 

 If a student was absent for 

the day or a part of the day, 

you may notice a red note-

book next to the date of 

service. This is a filter to 

make sure you are not bill-

ing for a student in error.  

 Need help, click the link 

below. 

 Personal Care  

 Direct Service  

https://drive.google.com/file/d/1IRyYcZBmPuGgtc02TYPAq3A6uedSyLaM/view?usp=sharing
https://drive.google.com/file/d/19O5H-ez7jtuJuffnI9WiOSWJtXs3CjcD/view?usp=sharing
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All paperwork for 

IEP’s - annual and 

reevaluations—

MUST BE submit-

ted to the office 

within 5 days after 

the meeting has 

been held. 

MAY MUST DO’s 
 Review IEP’s of ALL Spe-

cial Ed Students on your 
caseload. 

 
 Case managers  should 

be completing all IEP’s/ 
amendments for students 
moving to the next build-
ing  [ i.e. 5th grade to 
PMS, PMS to PHS ] 

 
 Students at high school 

and beyond should have 
transition goals in their 
IEP. 

 
 ALL Emotionally Impaired 

(EI) students MUST have 
a current BIP before tran-
sition to a new building in 
the fall. 

 
 All IEP’s dat-

ed between 
June 2022, 
through Sep-
tember 2022 
MUST be completed  by 
June 5, 2023.  A signed 
copy MUST be in the spe-
cial education office on / 
or before June 12, 2023. 

 
 All progress reports 

should be updated and 
sent home with report 
cards (elementary). 

 


