
 

Special Education Records Dept.  
Contact Sheet 

Jen Snow– Ext. 7353 
 

●​  Receptionist duties for Sped (PreK-4) 
●​ K-4  Google drive and Edplan access. 
●​ PreK- 4 incoming/outgoing special ed records 
●​ Sped Work Orders 
●​ Booking meeting rooms 

 

Jennifer Martin– Ext. 5065 
 

●​ Receptionist duties for Sped (5-12) 
●​  5-12 Incoming/outgoing special ed. records 
●​  5-12 Google drive and Edplan access 
●​ Itinerant Sites – Google Drive access and incoming/outgoing records (JDC, Shelter, 

Etc. 
●​ OGC/TDT Attendance 

 

Lynn Rhuda – Ext. 7361 
 

●​  Eschool/ADE Reporting 
●​  Class lists, building lists, etc. 
●​  Caseload/therapist changes and any other data changes in eSchool 
●​ DLM coding (Alternate Assessments) 
●​  APSCNS & Transfer Sheets (N Sheets) 
●​  Ed Plan– Adding and managing users  

Danielle Spano – Ext. 5068 
 

●​ Special Education Bookkeeper 
●​  Special Education Purchases 

 
 

 


