Paperwork for Families:
Let's Get Organized!

2/28/2013

= To gain a better understanding of
the important documents that
pertain to your child's educational
program.

= To maintain educationally relevant
documents in an organized manner.

= To effectively participate in school
meetings and discussions regarding
your child’s educational services.

TRAINING
TECHNICALASSISTANCE
= INFORMATION

= SUPPORT

...to parents of children with disabilities and
special health and emotional needs, or
who are at risk of inappropriate
classification.




SPAN assists parents to:
« Communicate more
effactively
= Increase knowledge
+ Participate in decision-
making

» Beinformed about their
child’s disability/special
health care needs

» Meetother parents
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VISITUS ATWWW,SPANNJ.ORG

SPAN E-NEWSLETTER —SIGNUP TCDAY!
Go to www.spannj.org and subseribe to
ensure great articles, resources and
Informatlon are delivered right to your inbox.

“LIKE" us on FACEBOOK
faceboak.c rk

Juin the conversatian ang
make connections.

Subscribeto ourYouTube channel at
yautibe com/SPANnewjersey
Watch vides dips to learn more
aboutSPAN and discover impostant
infarmatior for famifies,

Findus on PINTEREST
pinterest.comfspanadvocacy
Check our boards for resaurces and
information you can use and share.

Folloveus an TWITTER @SPANadvacacy
rwittercom/SPANadvotacy

Stay connected and find out when and
‘where SPAN Zrainings and events are happening.

= To manage all the paper

= To organize your records
= To easily identify what's missing

= Provides a snapshot of your child’s

educational services

= Helps to prepare for school meetings




Student Information
Evaluations
Work Samples

IEPs

Meeting Notes
Progress Reports
Health Records

Contacts
Correspondence
Phone Logs
Calendar

PRISE
NJ Administrative Code
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u Pictures

= Positive Student

Profile

= Information from

others

= Keep in chronological
order with the most

recent on top.

= Separate by type

= Read, review and collect

information

= Highlight strengths and

needs




= Help to demonstrate levels of functioning
= Help to monitor progress from year to year
» Writing samples '
= Tests & Quizzes
* Homewuork
= Artwork

= Keepin chronological order with the
mast recent on top.

= Tab sections
a PLAAFP
= Goals& Qbjectives
» Related services
= Accommodations/Maodification
= Supports

= Placement rationale
= Be sure to include parental concerns

= Take notes at all meetings

= Be sure to write down everything
you need to follow up on:
= Calls

= Meetings
= Testing
» More information
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= Report cards
= Progress reports
= |nterim reports

= Otherschool
communications
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= Make sure [EP includes
Individualized Health
Plan {IHP} if applicable.

= Keep copies of doctors
notes, prescriptions,
recommendations, etc.

= Share important medical
information with school
—ie: allergies, chronic
illnesses, etc.

WHAT 70 COLLE-
Keep current bors

Emeil
contact PN —
information FORUHD.

*Taclons
for key people e

i i T g Menager
easnlyacs.:e55|ble Koy AT
as you will use gt el Sbeels
S . “Bariod of Educsition mambess

this information
frequently.




Written documentation helps to
avoid misunderstandings.

Follow up verbal conversaticns
with a written note.

Keep copies of ALL
correspondence, including
ernail.

Make sure to date your
communications.

Hand deliver and get a signature
OR send return receipt
requested to ensure delivery.

= Document ail phone [m——
conversations by
completing a phone -
fog form. TR

= Keep formsin .
chronological order in
your binder.

HesinTa ey

B aws e W Eri

= Keep a calendar in your
binderto note
important dates
= IEP meetings
= Evaluations

* Parent Teacher
Conferences

= Backto School Nite
= School activities
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NEW LERSEY AN IR Ot
e

» hittp:/fwww.nj.govieduc crni e
ationf/code/current/title
6a/chapis.pdf

= Thisis your reference
point for any questions
or concerns that may
arise.

T S, 004
Ashetled Kttt Hesvsaer 6. 7100

For more information contact us at:
SPAN
Statewide Parent Advocacy Network
35 Halsey Street — 4t Floor
Newark, NJ o7102
973-642-8100 or 8c0-654-7726

WWW.SDannj.org

Advncacy Network reaches over
ant children throughout

"our donation will help sippart our work

weith New e hildfren and
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Téiapham Leog

Date:

...Person I spoke with:

i

e

ERRRLTEE

SERE

| Lluestion:

L Answer:

.. More information:

© Pearson Education, Inc. All Rights Reserved.
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