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Dear Preschool Staff,

Welcome back for another exciting year in the Special Needs Preschool Program.  Whether you are a returning or new team member, my goal is to provide you as much support as possible so that you can focus your attention on your children.  By establishing and providing written procedures, my hope is that the technical part of your job will be made easier by having this manual as a resource that you can refer to when you have questions.  Don’t hesitate to pick up the phone and call me or e-mail me at any time.  If you need to schedule an appointment with me, or an appointment for me to come to a meeting or accompany a parent on a classroom visit, please call my assistant, Linda Park, to schedule those appointments.

If you are a new team member, keep in mind that your first year is a tremendous learning curve, especially if you are a first year teacher.  Look to others on your classroom team, your school team, your evaluation team(s) and your administrative team to support you.  If you have a difficult situation or you make a mistake, don’t hesitate to ask for help.  Your administrative team, including Linda Lair, Director of Special Education, Staceu Stills, Asst. Director of Special Education and myself are here to support you.    

While we each go into education, especially early childhood and special education, because we want to work with and help children, some of the challenges of this particular job include the Department of Health Services Licensure requirements, Special Education Procedures and paperwork as well as learning about the different disabilities that many of our children possess.  However, in my experience, I have often enjoyed the challenges of working in a specialized position and find that those challenges keep me on my toes and are actually the things that keep me from getting bored.  The best part is watching that child’s progress and knowing that you were able to help a child and his or her family.  

If we all stick together as a team,help, listen to and teach each other, I think that you too will find your niche with the awesome Special Needs Preschool Team in the Unified   School District.  I wish you your best year yet!!!

Sincerely,

    Valerie
Valerie A. Bertinelli, Program Specialist

Special Needs Preschool Program

FULFILL THE PROMISE
GENERAL INFORMATION

#1 INSERT STAFF MEETING DATES

Special Needs Preschool

Special Needs Preschool Office @ Ocotillo

(555) 555-5555
Valerie Bertinelli





(555) 555-5555
Program Specialist





Ext. 7840


Linda McCartney, Assistant



Ext. 7840

Preschool Classroom Teams

Linda Harvard

Desert Shadow


(555) 555-5555
Della Hill


Panthers

Cindy Choi
Shira Christiansen

Ocotillo School 

(602)  555-1234
Karen Jones


Pandas – Room 4

Ext. 111
Rene Smith
Fran Atkinson

Ocotillo School 

(602)  555-1235
Valerie  Sky


Tigers – Room 3

Ext. 112
Andrea Call
TBA



Ocotillo School 

(602)  555-1236
Denise Alara


Lions – Room 2

Ext. 113
Cheryl Matthews
TBA



Ocotillo School 

(602)  555-1237
(posted)


Rhinos – Room 6

Ext. 114
(post)

TBA



Ocotillo School 

(623) 555-1238
(post)



Pythons – Room 7 

Ext. 115
(post)

TBA



Ocotillo School 

(602) 555-1239
Francis Roman

Elephants – Room 9
Ext. 116
Elizabeth Hill
Shelly Fross


Ocotillo School 

(602) 555-1210
Renee Ladonna

Hippos – Room 8

Ext. 117
Karen Holt
Kimberly O’Brien

Ocotillo School H (ST)
(602)  555-1211
Michelle Felton

Giraffes – Room 10

Ext. 118
Debra Olsen


Erin Mullins


Ocotillo School (ST)
(602) 555-1212
Claudia Smith

Kangaroos – Room 11 
Ext. 7911

(post)

TBA



Ocotillo School (ST)
(602) 555-1213
Susan Silks


Monkeys – Room 13
Ext. 7913

Patty Buffington
TBA



Ocotillo School K (ST)
(602) 555-1214
(post)



Toucans – Room 12
Ext. 1214


(post)

Tina Vendegna

Ocotillo School L

(602)  555-1215
(post)



Zebras – Room 16

Ext. 1215
(post)

Caroline Worthen

Mountain Shadows

(602) 555-1216
Janet Lujan


Gazelles

Panet Principal

Christine Catillo

Mountain Springs

(602) 555-1217
Susan Mink


Jaguars
Darlene Stillman
Rachelle Remmington
Eagle Nest


(623) 555-1218
Annetta Casten

Parrots


Stacey McCall
Priscilla Fernandez

Hidden Mountain

(602) 555-1219
Gayle Abbott
Norma Shilling (AM)

Karen Baldwin (PM)

Jennifer Johnson

Roadrunner


(602) 555-1220
Cindy Wiggins

Lemurs

Dixie Schwann
TBA



Mustang A


(602) 555-1221
Graciela Novella
Evelyn Willaims
TBA



Mustang B


(602) 555-1222
(post)

(post)

Kim Dwight


Canyon


(602) 555-1223
Jolene Jones
Jo Ellen Smith
Preschool Evaluation Center




(602) 555-1224
Linda McCarthy, Secretary





(602) 555-1225 (Fax)

Michelle Wade, Psych Clerk

Team #1:

Julia Roberts, School Psychologist





Sandy Dee, Speech-Language Pathologist




Sharon Stone, Occupational Therapist

Team #2

Tyne Daley, Bilingual School Psychologist

Meryl Streep, Bilingual Speech-Language Pathologist

Glenn Close, Speech-Language Pathologist (when available)

Reese Witherspoon, Occupational Therapist

Physical Therapist:
Rene Zellwigger
Staff Meetings
Staff meetings/trainings are for teachers, para educators, preschool evaluation team and related service staff unless otherwise noted. Staff meetings will be limited to an as needed basis with the majority of staff meetings taking place during ½ day in-service dates.      

½ Day In-service Meetings

These staff meetings are district in-services held from 1:00 – 3:00 at the Ocotillo School Media Center.  Teachers and para educators are required to attend.  Please call Linda Park if you will be absent and call the sub-line to report your absence to the district.  Your attendance and punctuality are expected.

Conferences, Conventions, Trainings
Permission and funding to attend conferences are obtained by submitting a Professional Leave Request form to Laura Lair’s office.  Turn in these requests as early as possible in order to receive funding prior to the event.  Otherwise, you would have to pay up front and be reimbursed by the district.  Be sure to save ALL receipts and turn in to Mary Aring at the Special Education Office at DAC.

Classroom Team Planning Meetings

The classroom teacher as Case Manager and Team Leader, schedules planning meetings with the full team (ie: SLP, OT, PT, Vision, Hearing, etc.).  Related service staff are pulled in many different directions.  Do your best to meet as a team at least once a month.  It’s best to make a schedule for the full year.  Use the Classroom Team Meeting Minutes Form to keep notes and inform members that could not attend of what is happening.  Use first names and last initials of individual students you may discuss to ensure the confidentiality.  Send copy to Val.

Parent Visits to Classrooms

All parent visits are to be scheduled with the Program Specialist or a Preschool Evaluation Team Member that is facilitating an Early Intervention Transition Meeting.    The teacher and school secretary will be e-mailed regarding the date and time of visit.  If a parent requests a visit, call Linda Park to schedule an appointment.  The Program Specialist or PET member will be spend time with the parent observing your class.  Feel free to come over and introduce yourself to the parent IF there is an opportunity to answer questions that will be nice.  If not, the main purpose of the visit is to be able to watch the teacher interacting with the students.

Outside Agency Personnel Classroom Visits

Outside agency personnel such as habilitation workers, DDD or private therapists, etc., are not permitted to be in classrooms during preschool hours.  Confidentiality and liability are issues that prevent this from occurring.  We are happy to collect and share data at meetings.    Be sure to have a Release of Information signed to share information between the school district and outside agency.

Parent Conferences
During parent conference weeks in October and January, preschool teachers and as many team members as requested or as possible meet with parents to discuss in general how the student is doing.  A parent conference is not a special education meeting.  If you have recently had an Individualized Education Program (IEP) meeting or have an upcoming IEP meeting it is not necessary to have two meetings.  Combine the meetings and the IEP meeting can and should be scheduled outside the conference week timeline (or too many IEP meetings are due at one time).  It is not necessary to do formal Parent Conference Request (PCR), Conference Notes and Prior Written Notice (PWN), unless you are holding an IEP review meeting.  Most parents would like to have a “regular” conference like any other family would receive.  Discuss general happenings and progress of the child within the classroom.  If you get into a position of the parent wanting to review or make changes to the IEP, either reschedule the meeting and send out a PCR of an IEP Review or if there is time, have the necessary paperwork packet handy and proceed into the IEP meeting (ie: provide Procedural Safeguards, fill out a PCR and use the IEP Meeting Agenda).  

Staff time with students
Teachers and paraeducators are expected to be engaged with the children at all times.  Before and after class and Friday prep days are for paperwork and phone calls unless absolutely necessary. If you will check e-mail during student time for a very brief time, (ie: 10 minute slot) please have that on your lesson plan.  Teachers are expected to be with students and para educators in class and on the playground.  There is a 30-minute lunch and 30-minute prep between your morning and afternoon classes.  Friday’s are also a prep.  Please limit cell phone calls to these times as well.

Special Education Team Meetings
Make sure that Parent Conference Requests are sent home along with a Procedural Safeguards book.  Provide the parent the Procedural Safeguards book at the beginning of each meeting.  Have an agenda posted in your room.  Meetings are scheduled on Fridays, or before/after school to accommodate your team members to the best of your ability. 
CLASSROOM TEAM MEETING MINUTES

       DATE:_____________________
TEAM MEMBERS ATTENDING:









ABSENT:
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OTHERS TO RECEIVE MINUTES:





















Agenda Item



Outcome/Recommendations

             Person(s) Responsible

Due Date




















Agenda Item



Outcome/Recommendations

        Person(s) Responsible


Due Date




















Agenda Items for Next Meeting:





















Date and Time of Next Meeting:

YEARLY TIMELINE

AUGUST

Return to school; prep classroom and initial lesson plans.  Prep

orientation packets. Train new Para Educators on tuition collection,

diaper changing requirements and expectations.

Attend staff in-services; schedule IEP meetings that are due or coming in from summer MET’s.  Enjoy getting to know your children; set up or update database to track students (name, DOB, MET due date, IEP due date, K-trans?). Set up student goal data sheets for team.  Review files and become familiar with student goals.

AUGUST/SEPT
Take baseline data on goals, including regression without recoupment data on all children, but document on ESY paperwork for those that were in ESY.   

SEPTEMBER
 Continue taking data on goals.

OCTOBER

Progress notes due (mark progress on original goal sheet, send copies

home).  Set up parent conferences.  Preschool conference day is Friday,

October 22th.  Staff meeting addresses Holiday Gathering Plan.

NOVEMBER

Early Childhood Institute Conference, Phoenix. 

DECEMBER

Progress notes due.  

JANUARY

Take data for regression/recoupment information.  Home school

 

psych/SLP are notified of K-transitions.  Classroom team meetings to

i.d./prioritize kindergarten transition needs.  Create tentative evaluation

schedule.  

FEBRUARY

Staff meeting addresses Extended School Year (ESY).  Begin submitting

names of children that are possibilities for ESY to Pat Schaefer.  (They

may later be taken off list).  

MARCH

Progress notes due.    Schedule Student Assessment Team (SAT) dates

of students that will transition to kindergarten and may need classroom

assistance or specialized placement.  Summer PET Interviews.

APRIL

Take data for regression/recoupment information after Spring Break.

 


Screenings 

MAY


Send in Goals Met Form, Send approp. files to home school kindergarten




Psych, check in files to PEC of students returning next year.  Summer

screening letters are sent.  

Daily notes home policy.  Daily notes home are only used if a parent requests it.  Explain that if we provide daily notes for every child, it takes away from the time we are able to spend with the children (including their child) in our 2 ½ hour a day program.  If the parent is insistent or you feel it is appropriate (ie: a non-verbal child) than see the sample of an acceptable daily note home.  It should have pictures of your classroom’s daily schedule, a happy, sad and neutral face to circle.  There may be a line to explain a sad face or write in a song that was sung during circle time.  Parents will have information on what you do as a class from your weekly Lesson Plan/Notes home.  We also provide quarterly progress notes.

(See next page for sample of daily note home)

Snacks.  Snacks will continue to be provided by PVUSD Food Services Department.  Give the food service worker at your school a count.  If you end up with left over snacks, make the adjustment on your next day’s count.  You should not carry a large supply of left over snacks so as not to be charged for what we are not using.  Please use the snack count form each day and sign off with your cafeteria worker.

Professional Conversations and Confidentiality.  Be aware that parents and community members are in and out of schools.  Be sure to keep conversations brief and let parents know that if they need more time, to schedule a meeting.  It is important for us to be with and watching children at all times.  Any discussion regarding diagnosis, placement, goals, and IEP information in general should only take place within the confines of a meeting with all team members present.

Substitute Lesson Plans.  When out, please leave the substitute plans that the sub and para educators can follow.

Reporting.  If at any time there is an issue such as a lost child, injury, etc., the information should be reported to your principal, the nurse (if applicable) and the Program Specialist as soon as possible.

#3 INSERT SAMPLE DAILY NOTES 

GETTING STARTED

OPENING PACKET SENT TO PARENTS FROM 

SPECIAL NEEDS PRESCHOOL OFFICE

· Welcome Back Letter
· First Day Procedures
· Allergy and Diet Restrictions Form
· Emergency Card (Blue)
SPECIAL NEEDS PRESCHOOL PROGRAM

Hidden Canyon Elementary

3820 E. Nelson
Phoenix, Arizona  85062
(602)  555-6050

May 25, 200
To the Parents of: ___________________________

Welcome to the 2005-2006 Unified   Preschool Program!  We are excited about seeing our returning students and meeting our new students.  Your child will start school on Monday, August 16, 2005, and will attend Arrowhead Elementary School.  Your child will attend the session circled below:


1.
Monday, Tuesday, Wednesday, Thursday (a.m. session) 8:30-11:00


2.
Monday, Tuesday, Wednesday, Thursday (p.m. session) 12:00-2:30

Each session will meet for two and one-half hours.  Transportation will pick up your child at their home address unless other arrangements can be made with Transportation at (602)  555-6320.  You will be notified of pick-up times by the Transportation Department in August.  Please telephone transportation if your child is ill or does not need to be transported.

Enclosed with this letter, you will find FIRST DAY PROCEDURES information, and ALLERGY AND DIET RESTRICTION form, and an EMERGENCY CARD (for new students) to complete.

Registration must be completed at Arrowhead Elementary before the first day of school in order for your child to be admitted into the preschool program.  When you register your child, you will need the following:



1.
Certified copy of Birth Certificate


2.
Proof of Immunization (including Hepatitis A)


3.
Proof of Residence (utility bill, lease agreement, etc.)
NO CHILD WILL BE ADMITTED INTO THEIR CLASSROOM WITHOUT PRIOR REGISTRATION.
If your child is returning to the Preschool Program, but will be attending a different location/school for the 2005-2006 year, you must notify your previous school of the change and complete a new registration form at the new preschool location.

On Monday, August 16th, preschoolers and a parent (no siblings please) are expected to attend an orientation meeting from 8:30-9:30 a.m. for the morning class, or from 12:00-1:00 p.m. for the afternoon class.  At this open house, you and your child will become familiar with the preschool teachers, staff, room and program.

Sincerely,

Valerie A.  Bertinelli
Program Specialist

Special Needs Preschool Program

Enclosures:
First Day Procedures



Allergy and Diet Restrictions Form



Emergency Card (Blue) – for new students only

VAA:lp

(SN:Letterhead)



SPECIAL NEEDS PRESCHOOL PROGRAM

Hidden Canyon Elementary

3820 E. Nelson

Phoenix, Arizona  85062

(602)  555-6050

May 20, 2010
To the Parents of: ___________________________

Welcome to the 2005-2006 Unified   Preschool Program!  We are excited about seeing our returning students and meeting our new students.  Your child will start school on Monday, August 16, 2005, and will attend Arrowhead Elementary School.  Your child will attend the session circled below:


1.
Monday, Tuesday, Wednesday, Thursday (a.m. session) 8:30-11:00


2.
Monday, Tuesday, Wednesday, Thursday (p.m. session) 12:00-2:30

Each session will meet for two and one-half hours.  You will need to provide transportation for your child.  Enclosed with this letter, you will find FIRST DAY PROCEDURES information, an ALLERGY AND DIET RESTRICTION form, and an EMERGENCY CARD (for new students only) to complete.

Registration must be completed at Arrowhead Elementary before the first day of school in order for your child to be admitted into the preschool program.  When you register your child, you will need the following:



1.
Certified copy of Birth Certificate


2.
Proof of Immunization (including Hepatitis A)


3.
Proof of Residence (utility bill, lease agreement, etc.)
NO CHILD WILL BE ADMITTED INTO THEIR CLASSROOM WITHOUT PRIOR REGISTRATION.
If your child is returning to the Preschool Program, but will be attending a different location/school for the 2005-2006 year, you must notify your previous school of the change and complete a new registration form at the new preschool location.

On Monday, August 16th, preschoolers and a parent (no siblings please) are expected to attend an orientation meeting from 8:30-9:30 a.m. for the morning class, or from 12:00-1:00 p.m. for the afternoon class.  At this open house, you and your child will become familiar with the preschool teachers, staff, room and program.

Sincerely,

Valerie A.  Bertinelli
Program Specialist

Special Needs Preschool Program

Enclosures:
First Day Procedures



Allergy and Diet Restrictions Form



Emergency Card (Blue) – new students only

VAA:lp

(Tuition/Letterhead)


GETTING READY FOR THE NEW PROGRAM:

TIPS FOR PARENTS

1. Help your child be excited about going to the new school.  Talk often about how much fun it will be to go to the “big school”, about activities your child will do there.  This will help your child want to make the transition.

2. Tell your child often how proud you are that he/she is growing up, how pleased you are that the child is doing so many things by himself/herself, and how well you know the child will do in the new school.  This will help your child feel confident about handling the new experiences ahead.

3. Place your child in situations where he/she needs to follow directions-one step at first, then two, then three.  Teach your child to rehearse directions in order to remember them.

4. Help your child learn self care skills, which are age appropriate, such as putting away toys, hand washing, independent toileting, buttoning, zipping, and shoe tying.  Teach your child to recognize his/her own name and the basic colors.  Busy teachers value these skills.

5. Put your child in some situations where he cannot do the expected task and must ask for help.  If he/she doesn’t know how to ask for help, demonstrate polite asking and then wait for the child to imitate you before assisting.

6. Read books with your child every day.  Talk together about the pictures and the story.  If your child doesn’t like to sit still for long, read for a brief time each day, even if the book time is only two minutes long, make it a happy time.  You will then notice how your child’s attention span increases.

7. Watch TV with your child, especially shows like “Reading Rainbow,” Mr. Rogers,” and “Sesame Street”.  Talk together about what you are seeing.  If you allow your child to watch cartoon, watch with him/her.  Ask your child to tell you what happened in the cartoon story.  Help the child to reconstruct the sequence of events.

8. Let your child help you sort the laundry, set the table, cook, bake, put away groceries, and organize his/her books and toys.  All of these are classification tasks, related to school skills.

9. Teach the child to do simple tasks at home.  Most young children can learn to hang up their coats and put things away.   All but the most severely handicapped children can learn to help pick up their toys.  Preschoolers can keep a “school box” at home, where the child is expected to put crayons, scissors, pencil, and eraser.  Let your child help you vacuum, sweep, dust, and wash sinks and the bathtub.   These very practical jobs also develop physical coordination.

10. Be sure your child has lots of opportunities to run, jump, climb, and play outside.  These activities can be done in a city neighborhood, in a rural area, or at a park; they cannot usually be done inside a house!  Children who have learned to control their own bodies in space are usually more confident in new situations and more capable of managing School motor tasks, like walking in a line.

11. Any time you teach your child to do a new task, break it into little parts and teach each part (for example, putting on shoes, cleaning the bedroom, and opening a milk carton).  Reward with praise each part of the task the child does successfully.  Very few people praise a child too much; most of us praise too little.

12. When you go places with your child, talk about what you are seeing.  Point out characteristics (color, size, shape) and names of objects you view.  Try to be conversational, as you would with an adult, rather than constantly quizzing your child (“or, look at the red house,” rather than “what color is this house?” “I like the BIG pumpkin best—which one do you like?” rather than “show me the big one”).

13. When you get home from a trip to the store or church or a party, ask your child to tell another family member what you did.  If the child has difficulty retelling the event, help and support so that the story can be told.  This skill is called recasting.  It is closely related to reading comprehension.

14. Point out letters and words and numbers in the world around your child (McDonald’s, the house numbers, names of family members on letters, and the numbers of hymns in the songbook at church).  This will provide a foundation for learning symbols in reading.

15. Frequently count objects, touching them as you say the numbers.   This will help your child realize that numbers represent sets of things.

16. Talk often about interesting jobs your child might have when he/she grows up—not just about making lots of money at a job.  Be sure your child knows that most jobs require working hard and doing well in school.

17. Teach your child to appreciate that every person is unique and special; that human differences are a wonderful part of our world and not a threat; and that all people need to help others as well as be helped BY others in order to live happily.

18. Enjoy time you spend with your child.  Positive and trusting attitudes about people and the world that your child learns now will remain with him/her throughout life.


SPECIAL NEEDS PRESCHOOL PROGRAM

FIRST DAY PROCEDURES
Please be sure to complete enclosures in this packet prior to the first day of school.  Your child cannot attend school until registration and immunizations are on file at their school.

Please send a complete change of clothing (underwear, pants, socks and shirt) in a zip lock bag with your child’s name clearly visible.  We recommend a paint shirt for each child.  Supply an adequate number of diapers and diaper wipes on a weekly basis, if applicable.  We strongly encourage you to purchase a child size backpack for transporting projects and papers to and from school.

While attendance is important to your child’s education, if your child is sick he/she will not benefit from the activities of the day.  Please use good judgment concerning absences.  If your child has a fever, please wait 24 hours before sending him/her back to school.  Please do not send to school if your child has vomiting or diarrhea.  If your child develops these symptoms at school, the teacher or nurse will call for you to pick up your child.  Please arrive promptly if you are called.

Prior to entering the classroom at any time or when picking up your child early, you must check in at the school office and obtain a visitor’s nametag.

We look forward to meeting with you the first day for orientation.  See you at school! 



SPECIAL NEEDS PRESCHOOL PROGRAM

PRESCHOOL ALLERGY OR DIET RESTRICTIONS FORM
Student Name:  _________________________________

Preschool: _____________________________________

Dear Parent:

Please complete the following:

1. List any allergies to food, animals or any other substance(s) your child may have:

2. List any diet restrictions your child may have:

3. List any medications your child is taking:

__________________________________

_______________________________

Parent (Guardian) Signature



Date



INSERT BLUE CARD & GREEN CARD

(English and Spanish)

PRESCHOOL PARENTS

The Department of Health Services (DHS) requires this Emergency Card

and must be filled out COMPLETELY PRIOR to your child’s entry on

the first day of school.  The form will be checked for all information.

A MINIMUM OF:

Three (3) names, addresses, phone numbers and signatures

of other persons able to pick up your child in case of emergency

is mandatory (back side of card)

All other information must be complete.  

Please return completed form to Preschool Staff.

Thank you.

PRESCHOOL PARENTS

This Emergency Card is required by the Department of Health Services (DHS)

and must be filled out COMPLETELY PRIOR to your child’s entry on

the first day of school.  The form will be checked for all information.

A MINIMUM OF:

Three (3) names, addresses, phone numbers and signatures

of other persons able to pick up your child in case of emergency

is mandatory (back side of card)

All other information must be complete.  

Please return completed form to Preschool Staff.

Thank you.

PRESCHOOL PARENTS

This Emergency Card is required by the Department of Health Services (DHS)

and must be filled out COMPLETELY PRIOR to your child’s entry on

the first day of school.  The form will be checked for all information.

A MINIMUM OF:

Three (3) names, addresses, phone numbers and signatures

of other persons able to pick up your child in case of emergency

is mandatory (back side of card)

All other information must be complete.  

Please return completed form to Preschool Staff.

Thank you.

GET THIS IN SPANISH

ORIENTATION

(First Day of School)
FIRST DAY OF SCHOOL

 ORIENTATION PROCEDURES FOR TEACHERS

1. Parents and students will come together for the first day of school.  Call all families on Friday before the first day to confirm.  Let them know this day is for students only and encourage them not to bring siblings.

2. Morning and afternoon classes will meet for one hour only the first day.

3. There is no bus transportation the first day of school.  Parents must transport.

4. Invite your principal to stop by to welcome parents during each session.

5. You may want to set up a “few” centers for the first day (ie: manipulative, playdoh).

6. You may want to have manuals, pamphlets, preschool handbook or any other forms that need to be filled out by parents at a table or in a folder for each parent.

7. Make sure licensure materials are all posted.

8. Make sure registration materials are turned in with the Records Secretary at your school, and that Blue Cards are completely filled in.

9. Relax and smile.  Make a point to get down to the child’s level and say hello.  Welcome each family in an individual way if possible.

10. Introduce yourself and tell a little about yourself.  

11. Use the checklist to make sure that you have everything from each family before they leave.

SAMPLE AGENDA 

Preschool Orientation/First Day Agenda

1.
Welcome

· Staff Introductions

· Class hours


Two Packets

· Information about the program

· Forms to be completed**

**All school registration and preschool forms must be completed.   Your child cannot enter without Blue Emergency Card.  Turn in all paperwork and check out with our staff.

2.
Bus

· Wear name tag to school tomorrow

· Classroom personnel will greet bus each morning

· 1 adult will remain in classroom and open door at 9:00 a.m.

· If there are staff shortages, we will be at bus to pick up.  Parents should wait by the door.  If this happens, please wait patiently.  We will return as soon as possible.

· DON’T panic if bus is late to your house.  It takes time to establish an accurate schedule.

· PLEASE call transportation if your child won’t be taking the bus that day (602- 555-6320).

· TODAY:  Before you leave, please make sure we know if your child is riding the bus to and from school tomorrow, so we will know to look for them.

3.
Dismissal

· AM – we dismiss from the playground area.  Please come and sign your child out.

· PM – we dismiss from the classroom.  Please come and sign your child out.

4.
Sign-
In / Sign- Out

· All students much be signed in and signed out every day.  Please do not leave your child at school without signing him or her in.

· Written permission is required ahead of time for your child to be picked up by someone other than you.  PICTURE I.D. REQUIRED!

· Children who arrive late or leave early must also sign in or out at the school office.

5.
Parent Volunteers

· There is a volunteer sheet for you to sign.  We do appreciate parent volunteers in the class.

· Please give us a couple of weeks to get the routine down first.

· Any volunteers or visitors need to sign in at the school office and wear a visitor badge.

· You will also need to read a handbook and sign a form.

6.
Attendance

· Please call the absence line if your child is ill or won’t be attending.

· Please keep your child home if ill within the last 24 hours (fever, vomiting or diarrhea) and have your child remain at home until they have been symptom free for 24 hours.

7.
Daily Schedule

· In your packet and posted on the bulletin board.

· This is a play-based preschool.  We believe children learn best when they are involved with hands-on materials that interest them.   The blue pamphlet talks about our philosophy and gives examples of how children learn through play.

8.
Diapering

· Please keep backpack stocked with diapers and wipes.

· Please inform us if you are working on potty training at home.  We may ask that you work on this at home before we begin attempting at school.

9.
Snack

· A snack is provided daily.

10.
Supply List (in packet)

· Please label your child’s backpack with their name on the front so it is easily readable.

· Place extra clothes in a zip-lock bag with your child’s name on it for us to store all year.

· Dress your child in comfortable play clothes.  We get messy and we do not require that children wear smocks.

11.
“Read to Me” Program

· You may have not noticed the Dino on the wall.  For every 2 books you read to your child at home, your child can put a spot on the dinosaur.  Hopefully we will have him completely spotted before the end of the year.

12.
Lesson Plans / Newsletters

· Sent out every Thursday or Friday.  Look for reminders and upcoming events

· PLEASE BE SURE AND CHECK YOUR CHILD’S BACKPACK EACH DAY AND READ THE IMPORTANT INFORMATION WE SEND HOME.

13.
Tuition

· Due the first day of each month.

· Make check or money orders payable to PVUSD

· August tuition is $75.00

Please feel free to call us with questions or send us a note in the backpack.  We check backpacks every day.
SAMPLE INTRO LETTER ON YOUR SCHOOL LETTERHEAD

Hawk Preschool

7525 East Gray Drive

Yourtown, AZ. 85066
(520)-555-5620

Dear Parents,  

Welcome to Hawk Preschool! We are very excited to establish preschool #11 in the Unified   School District. This experienced preschool team moves from Sonoran Sky Elementary. The enormous growth in the north area of the district determined a need for a Special Education Preschool at Hawk. We look forward to a great year with the Hawk team of teachers, administrators and parents.

My name is Ginger Watson and this is my eighth year in Early Childhood Special Education. I have a B.A. degree in Primary Education and a Masters Degree in Reading Education. I went back to school for the third time to secure a certificate in Special Ed./ Early Childhood. My husband was transferred to Arizona 5 years ago with the General Electric Company. We have 3 children, two daughters in college and one son at Saguaro High School.

Becky Jax, our instructional assistant, was transferred with her husband last year with the Kmart Company.  She has a wonderful background in Special Education as a hearing resource paraprofessional. Becky knows sign language and has a great sense of humor both with children and adults. She has a great middle school daughter. I feel blessed to have her on our team and I know you will also.

We welcome our second instructional assistant, Maria Jax, to our team this year. Maria has a Masters Degree in Early Childhood and has taught preschool in several private schools. She has a warm and nurturing attitude towards children. Maria enjoys hiking and crafting.

Our speech therapist, Jami Sommers, is awesome. Jami works for the district part time and for a private speech clinic in Scottsdale. She brings a wealth of knowledge and experience to this team. Miss Jami will work in our preschool classroom on Tuesdays and Fridays. She directs circle time, conducts small group sessions and interacts with our young students in child directed play centers. Miss Jami models her strategies not only for young children, but also for the other adult members of the team and parents. What a great resource!

Kathy Bales, our occupational therapist, has been with this particular team for two years. She has recently been named to the Arizona Board of Occupational Therapists. She is also a valuable resource to this team. Miss Kathy looks at the fine motor skills of our children and she assesses the sensory needs of many of our students. Miss Kathy helps our team evaluate room noise level, light tones and movement needs of the children. Her ideas are exceptional!

Our P.T. is Miss Kim. She is new to our team this year… more about her later in the class newsletter.

Your child will bring home a folder every day in his/her backpack. After reviewing the contents, please return the folder to your child’s backpack. This is to keep you informed of our activities and to serve as a means of communication between the preschool team and you, the parents. Newsletters and 

information packets are sent home on most Mondays but please check the backpack everyday. Feel free to write a note in the folder any time. We check those backpacks at the beginning of each school session.

Snacks are ordered through our own food service department. The snack menus have been developed by the AZ Health Department.   Parents are allowed to send in STORE BOUGHT, INDIVIDUALLY WRAPPED food items for birthdays and celebrations. NO HOMEMDADE GOODIES are allowed. This preschool team tries hard to follow all of the guidelines and regulations of the Arizona Department of Licensure and the Arizona Health Department. Please support us in this endeavor. 

Due to a very busy schedule of two sessions per day, it is often difficult to accept phone calls between sessions. We use this period of time to re-set the room, conduct team meetings and have lunch. Communication between parent, teacher and therapist is very important to our team. If we are not available please feel confident that someone will return your call as soon as possible. Contact us at Hawk Elementary (480-555-5620) if you have any questions or concerns.

We can’t wait for the year to begin.

Sincerely,

Ginger Watts
Early Childhood Educator  

#4INSERT ORIENTATION CHECKLIST**

 Unified School District 
152 North Mountain Street

Phoenix, Arizona  85066
PHOTOGRAPHY/NAME RELEASE FORM
We would appreciate your permission to photograph, file, and or use the name of your child for the sole purpose of enhancing your child’s educational performance within the classroom.

These pictures, file, and/or names would be used strictly in the classroom or therapy rooms, by the teachers or therapists who work directly with your child, for the purposes of expanding teaching resources, recording data and motivating students.

____
Permission is given to photograph, file and/or use the name of my child for classroom and therapy


purposes only.

____
Permission is not granted.

________________

_____________________________
_______________________________

Date



Student’s Name



Parent/Guardian Signature

*  *  *  *

We would appreciate your permission to photograph, film, and/or use the name of your child for the purpose of portrayal of the unique Special Education Program in your child’s own school.

These pictures, films, and/or names would be used only within your child’s own school, and might be used for in-servicing such groups:  resource special education teachers, regular classroom teachers or the PTA.

____
Permission is given to photograph, file and/or use the name of my child for classroom and therapy


purposes only.

____
Permission is not granted.

________________

_____________________________
_______________________________

Date



Student’s Name



Parent/Guardian Signature

*  *  *  *

We would appreciate your permission to photograph, film and/or use the name of your child for the purpose of portrayal of the special education program available to the students in this district.

Those pictures, films, and/or names might be requested by the news media, PTA, and professional groups, for the purpose of informing the public of the excellent program implemented in our schools.  It is understood that no renumeration or subsequent claim to such is involved.  Sole rights to the use of these photographs, films and/or name is reserved to the discretion of the Unified   School District.
____
Permission is given to photograph, file and/or use the name of my child for classroom and therapy


purposes only.

____
Permission is not granted.

________________

_____________________________
_______________________________

Date



Student’s Name



Parent/Guardian Signature
THIS RELEASE SHALL BE VALID AS LONG AS THE STUDENT IS ENROLLED IN SPECIAL EDUCATION IN THE

                                                        UNIFIED   SCHOOL DISTRICT NO.
                SE-39-87

UNIFIEDSCHOOL DISTRICT 
SAFARI PRESCHOOL PROGRAM

Photography Release Form

1. I give permission for my child to be photographed for classroom use, (displayed on walls, made into books or folders).  I understand that these pictures will be distributed to various parents at the end of the year and may be published in the school yearbook.

_____I give permission

_____Permission denied

__________________________   _________    ___________________________

Name                          
 Date                       Signature

2. I give permission for my child to be photographed for class pictures and individual pictures.   I understand that this picture may be included in the school yearbook or sent home via e-mail for my personal use.

_____I give permission

_____Permission denied

___________________________    _________    __________________________

Name


                  Date              Signature

3. I give permission for my child to be photographed for a classroom movie or sent home online.  I understand that this movie and/or pictures may be distributed to classroom parents.  I further understand that these may be used by the district as a preview of the preschool program.

______I give permission

______Permission denied

___________________________    __________    _________________________

Name                               
         Date               Signature

4. I give permission for my child to be videotaped or photographed by other parents in the classroom for their personal use.  (Parents taking pictures of their child’s preschool experience might include pictures of other children in the classroom.)

______I give permission

______Permission denied

___________________________    ___________    ________________________

     Name

                            Date                 Signature

UNIFIED   SCHOOL DISTRICT

SAFARI PRESCHOOL PROGRAM

Related Services Permission to Sign-In/Sign-Out

My child, ______________________________, has permission to be signed-in and signed-out by his/her assigned Unified   School District related services provider listed below for the current school year.



_______________________________
Psychologist



_______________________________
Speech-Language Pathologist



_______________________________
Occupational Therapist



_______________________________
Physical Therapist



_______________________________
Vision Specialist

I understand that there may be times when my child may need a more individualized or smaller group environment to work on specific goals as indicated on his/her Individual Education Plan (IEP).  I also understand that if I have given Permission for Re-evaluation, my child may be signed-in and signed-out for evaluation purposes as well.

___________________________________________

_________________

Parent/Guardian Signature





Date

UNIFIED   SCHOOL DISTRICT

SAFARI PRESCHOOL PROGRAM

Sign In/Out Release Form

My child, ______________________________, rides the bus to and from school each day.  I authorize the Preschool Staff to sign him/her in and out of preschool each day.  I understand that if I transport my child, I will sign him/her in and out.  If someone other than me is to drop off/pick up my child, I will notify the preschool staff in writing.  During the time my child is at preschool, you can reach me at _____________________________________________.

___________________________________________

_________________

Parent/Guardian Signature





Date



My child, ______________________________, is transported by me to and from school each day.  I understand that I will sign him/her in and out of preschool each day.  If someone other than me is transporting my child, I will notify the preschool staff in writing.  During the time my child is at preschool, you can reach me at ______________________________.

___________________________________________

_________________

Parent/Guardian Signature





Date


My child, _______________________________, will be transported to and from school by  ______________________________, who has my permission to sign my child in and out of preschool.  

___________________________________________

_________________

Parent/Guardian Signature





Date

Name:_______________________



      Date:________________________

Home Inventory

In order to develop the best educational plan for your child, please take some time to think about and answer these questions.  After you have filled out the form, please return it to school.  Feel free to add other information that you think is important and may help in his/her educational plan.

Thank you ahead of time for helping us learn more about your child.

The Sunset Canyon Preschool Team

1.  My child’s favorite activities/toys are:

2.  My child’s least favorite activity/toy is:

3.  The time I enjoy most during the day with my child is:

4.  The thing that frustrates me most in trying to care for my child is:

5.  I would describe my child’s personality as:

6.  What I like best about my child is:


7.  What concerns me most about my child is:


PLEASE COMPLETE THE OTHER SIDE

8.  One of your favorite family activities is:

9.  My child lets me know when he/she needs something by:

10.  When my child is with other children he/she:

11.  Some changes or progress I have noticed in my child recently:

12.  During this school year I would like to see my child be able to:  

13.  Other family friends who are important to my child are:

14.  Your expectations from me this year are:

15.  What holidays does your family celebrate?

16.  What special talents do you have that you would like to share with the class? 
(Sewing, puppetry, story telling, pottery, woodworking, music or musical instrument, dance, cooking, photography, quilt making, or gardening, etc.)  We would love to have you come to the class and share any special skills you may have. The children LOVE to have their parents involved in their classroom. 
 

17.  Is there anything else you think we should know about your child?

BIG CANYON PRESCHOOL 

 2727 East Sunset Lane  

Phoenix, AZ  85060
602- 555-1224
Dear Families,

In the past I have had many requests from parents of students for phone numbers and addresses for birthday parties and get-togethers on the weekends for the children.

I would like to compile a Big Canyon list with student names, phone numbers, and addresses to circulate among the families.  Please fill out the information below and return to me if you are interested in having your child’s name on the list.
Thank You.

Sara Simpson
Early Childhood Educator

***********************************************************************************

I would like the following information to be in the Big Canyon Preschool Handout to parents.


Yes___
   No___

Please fill out below.

Student Name________________________________________________________

Parent’s Name(s) ____________________________________________________

Home Address________________________________________________________

Phone Number________________________________________________________

Session your child is in
AM____
   PM___

Sample Volunteer Letter on your school’s letterhead

Dear Parents,

We often have requests from parents wanting to visit and participate in the preschool classroom. Our volunteer program invites parents to come and play with your child and his/her peers each month. Parents can bring an activity or participate in teacher planned classroom centers (see attached activity suggestions).  The children feel very special when Mom or Dad comes to visit (some teachers add:  for an hour to this sentence).

Attached you will find a blank calendar for September and October.  Place your name in an empty box for one day each month that fits your schedule. If two parents sign up for the same date I may need to make adjustments. I will honor those requests that come in first. 

Please note that we are not able to accommodate siblings in the classroom when you come to volunteer. 

I look forward to working with you in our preschool classroom this year. Please return the forms as soon as possible. 

Thank you! 

Teacher’s Name

Early Childhood Educator

**Send home calendar every two months….once or twice a month limits….no August, December, or May volunteers

Preschool Activity Suggestions

· A simple art activity such as:

- Gluing fabric to boards

- Any type of collage activity

- Painting wood scraps

· A neat story to read to the children:

- using props such as puppets, or helping the children act it out

- having an art activity that goes along with or expands on the story

· A cultural activity or family custom

· If you play an instrument bring in to share with the students

· Large motor activities outside are popular

· Props for the dress up area and help in that area

**** These are just suggestions!  Your fresh ideas are welcome!! ****

PRESCHOOL PARENT VISIT SIGN UP
Circle the day of the week that works best for you

1. Week of Sept. 8th


M
T
W
Th

9:00 – 10:00

Parent Name:



______________________________________

Activity Idea:



______________________________________

2. Week of Sept. 15th


M
T
W
Th

9:00 – 10:00

Parent Name:



______________________________________

Activity Idea:



______________________________________

3. Week of Sept. 22nd

M
T
W
Th

9:00 – 10:00

Parent Name:



______________________________________

Activity Idea:



______________________________________

4. Week of Sept. 29th


M
T
W
Th

9:00 – 10:00

Parent Name:



______________________________________

Activity Idea:



______________________________________

5. Week of Sept. 8-12


M
T
W
Th

9:00 – 10:00

Parent Name:



______________________________________

Activity Idea:



______________________________________

Library Helper

Checks out books for the “Book Look” center every two weeks.

Copy Cat
This volunteer copies booklets and teacher materials for the preschool. Once a week is plenty.

Playdough Chef
This volunteer makes playdough at home twice a month. The preschool provides the ingredients.

Quilt Cutter
This volunteer cuts out construction paper in patterns so that the children can assemble the quilt pieces. Instructions and materials provided. One quilt per month. This job can be completed at home.

Felt Board Story Maker
This volunteer cuts figures from felt for circle time stories and rhymes. Felt material and patterns provided. This job can be completed at home.
(Your School) PRESCHOOL SCHEDULE

9:00-9:15 ARRIVAL AND OUTDOOR PLAY

9:20-9:40 CIRCLE TIME

Music and movement, singing, finger plays and counting friends. We do the same songs for 2-3 weeks so children have the opportunity to learn them well. Circle time builds many skills including counting, an awareness of others in the classroom, learning names, cooperation, friendships and social interaction.

9:45-10:45 CENTER TIME

Children have the opportunity to choose which center they would like to begin their play. They do this in a variety of ways, primarily through vocalizations paired with pictures. They are free to move from one center to the next throughout this time. There are a variety of centers available for the children. We have a dramatic play area, book area, art center, sensory table, block center, listening center, computer area, snack bar, puzzle center and Lego table. Games and manipulatives are available throughout the week.

10:45-10:50 CLEAN UP AND TRANSITION

Children assist in cleaning up the classroom.

10:50-11:05 “BOOK LOOK” AND PUZZLE TIME

The children may choose to work a puzzle or read a book. Teachers, therapists and assistants help with these tasks.

11:05-11:15 STORYTIME /MOVEMENT

Stories are read aloud several times during the week. We jump, bounce, dance and sing at the end of the day.

11:15-11:30 OUTDOOR PLAY AND DISMISSAL 

(Your School) PRESCHOOL SCHEDULE

12:30-12:45 ARRIVAL AND OUTDOOR PLAY

12:50-1:10 CIRCLE TIME

Music and movement, singing, finger plays and counting friends. We do the same songs for 2-3 weeks so children have the opportunity to learn them well. Circle time builds many skills including counting, an awareness of others in the classroom, learning names, cooperation, friendships and social interaction.

1:15-2:15 CENTER TIME

Children have the opportunity to choose which center they would like to begin their play. They do this in a variety of ways, primarily through vocalizations paired with pictures. They are free to move from one center to the next throughout this time. There are a variety of centers available for the children. We have a dramatic play area, book area, art center, sensory table, block center, listening center, computer area, snack bar, puzzle center and Lego table. Games and manipulatives are available throughout the week.

2:15-2:20 CLEAN UP AND TRANSITION

Children assist in cleaning up the classroom.

2:20-2:35 “BOOK LOOK” AND PUZZLE TIME

The children may choose to work a puzzle or read a book. Teachers, therapists and assistants help with these tasks.

2:35-2:45 STORYTIME /MOVEMENT

Stories are read aloud several times during the week. We jump, bounce, dance and sing at the end of the day.

2:45-3:00 OUTDOOR PLAY AND DISMISSAL 

SAMPLE

(Inventory your classroom and see what you would like to request from parents each year)

Preschool Supply List

Please send the items listed below to school with your child. There is no need to label items unless specified. We combine all items to use for the year.

*One box Kleenex

*One small bottle of liquid soap or hand sanitizer

*One package washable Primary colored markers

*One package washable Fine Tip colored markers

                     *2 Glue sticks

                     *2 Packages of plastic spoons

                  *1 Roll of paper towels     

                 *2 packages of straws

*One container Cream of Tarter 

(an ingredient for playdough found in the spice area of any grocery store)

*Change of clothing including: underwear, pants, shirt and socks.

Please label the outfit and place in a marked Ziploc baggie. This will be kept at school for the year. If your child uses the outfit during the year please send it back after washing so we always have extra clothes available. If your child wears diapers please send in 10 for us to stock along with one small package of wipes.

Thank you in advance for these supplies. They will help to ensure a smooth start to the new school year.

No paint shirts are necessary for our preschool.

“Read to Me” Program

Dear Parents,

You may have noticed a dinosaur on the wall in our preschool classroom.  He’s waiting patiently for his spots.

Because research is clear that children who have positive home experiences with books at an early age do better throughout their school career, we are continuing the “Read to Me” program this year.

The program works like this:

1. Choose a picture book of interest to your child.  (You may want to go to the library and let your child choose from their wide selection).

2. Read the book to your child. (an older brother or sister or other family member may read the book as long as it is quality time).

3. Write down the title of the book on the form provided.

4. When the form is complete, return it to school. (BE SURE YOUR CHILD’S NAME IS ON THE FORM!)

5. When we receive the form, your child will have an opportunity to place “spots” (circle stickers) on the dinosaur…one spot for every two books read.

We are sure to see many benefits as the classes work together to decorate the dinosaur.  If we read as many as last year, the dinosaur will be beautiful!!

Thank you for your participation and cooperation in this program.  It’s amazing what can be accomplished when we all work together for the good of the children.

Sincerely,

Your Preschool Team

“Read to Me” Program
Name:  ___________________________

Date:  _________________________

1.  _______________________________________________________________________

2.  _______________________________________________________________________

3.  _______________________________________________________________________

4.  _______________________________________________________________________

5.  _______________________________________________________________________

6.  _______________________________________________________________________

7.  _______________________________________________________________________

8.  _______________________________________________________________________

9.  _______________________________________________________________________

10.  ______________________________________________________________________

_________________________________________________________________________________________

Name:  ___________________________

Date:  _________________________

1.  _______________________________________________________________________

2.  _______________________________________________________________________

3.  _______________________________________________________________________

4.  _______________________________________________________________________

5.  _______________________________________________________________________

6.  _______________________________________________________________________

7.  _______________________________________________________________________

8.  _______________________________________________________________________

9.  _______________________________________________________________________

10.  ______________________________________________________________________

SAMPLE PICK UP AND DROP OFF POLICY

(Your School) Parents

We have a reminder concerning outside arrival and dismissal.

Our Para Educators are very busy monitoring the safety of all children during outside arrival and departure. It is very important that you are aware of this and understand that they need to limit the amount of conversation during this time. If you have questions or concerns please speak with Ginger directly.

Please park in designated parking spaces only.

 We suggest the back parking lot. It may not be as crowded.

8:55-9:00 Student Arrival: Children are brought into the playground area and parents sign them in. Please make sure to close and lock the gate as you enter and leave. A quick goodbye is suggested for a smooth transition for your child.

All parents are asked to wait outside of the gate for pickup. This is very important for the safety of the children. We will dismiss your child after you have signed them out each day. If you remain on campus to chat with other parents, please keep an eye on your child. There are many cars and buses moving on campus at dismissal time.

RED PAINT IN THE HAIR?

Red paint in the hair?  Blue paint on the jeans?  Sand in the shoes?  Peanut butter on the favorite shirt?  White socks that look brown?  Sleeves a little bit damp?

Your child probably…..


Your child probably didn’t….


worked with a friend


feel lonely


solved a problem



become bored


created a masterpiece


do repetitive tasks that are too easy


learned a new skill



do sit down work that is discouraging


had a great time

You probably

paid good money for those clothes


will have trouble getting the red paint out


are concerned that the teacher isn’t paying enough attention to your child

The teacher probably…..


was aware of your child’s needs and interests


spent time planning a challenging activity for the children


encouraged the children to try new things


encouraged the children to wear smocks

Try to remember your favorite activity when you were four or five years old.  Was it outdoor play with water, mud, dress-up clothes?  Young children really learn when they are actively involved in play, not necessarily when someone is talking to them and expecting them to sit still.

There is a difference between “messy” and “lack of care.”  The teacher encouraged your child to wash hands before eating – planned messy fun things to do, because that’s how young children learn!

Send your child in clothes that can get dirty!  Keep clam.  Remember in a few years, teenagers will use the shampoo, mirrors and all those towels!  But young children need time to be kids.  If you have concerns, talk to your child’s teacher about active learning.

LET’S RECYCLE
We are looking for some interesting treasures for our class projects.  If you have any of these items, send them in as soon as you can.
A:  alphabet macaroni and cereal, aluminum foil, aquarium rocks, acoustic ceiling tiles 

B:  bark, baskets, basters, beads, beans, bells, berry baskets, bird seed, bowls, bracelets, braiding, buckles, burlap, buttons
C:  canvas, cardboard rolls, cattails, cellophane, ceramic tiles, chalk, checkers, confetti, cookie cutters, cookie sheets, copper foil, cording, corks, costumes and clothes for dress-up, costume jewelry, cotton balls, crepe paper, crystals 

D:  decals, dials, dice, doilies, doll clothes, dowels, dress up clothing, driftwood, droppers, duct tape

E:  Easter grass, egg beaters, egg timers, envelopes, flavored extracts

F:  feathers, flashlights, floor tiles, flowers (artificial), flower pots, foil, food coloring, fun foam, funnels
G:  game pieces, garlands, gears, gift wrap, glasses (frames only), glitter, gloves, golf tees, greeting cards

H:  hats, Halloween costumes, hinges, hobby scraps

I:  ink pads, icing cake decorations, icing decorator

J:  jewelry and jewelry pieces, juice can lids

K:  keys

L:  lace, ladles,  leather remnants, license plates, linoleum, locks

M:  macaroni, magazines, magnets and magnetic tape, magnifying glasses, maps, marbles, masonite, measuring cups and spoons, medicine droppers, men’s clothing, mirrors, moss, muffin tins, muslin

N:  napkins, necklaces, neckties, netting, noodles, nuts and bolts

O:  old clocks, old kitchen appliances, old spices, onion bags, orange crates

P:  paint brushes, paint pans, paint rollers, paper bags, paper cups, paper plates, paper towels, pasta shapes, pie pans, pillows, ping-pong balls, pipe cleaners, plaster board, plaster of paris, plastic eggs, plastic flowers, plastic tablecloths, plastic tubing, playing cards, plexi-glass, plumbing supplies, pompoms,  popcorn, popsicle sticks, poker chips, PVC pipe, potato mashers, potting soil, prisms, pulleys, purses, pussy willows

R:  radios, raffia, rain gutters, receipt books, ribbon, rice, rickrack, rings, rocks, rock salt, rolling pins, rubber bands, rubber stamps, rubber washers, rulers

S:  salt shakers, sand, sandpaper, sawdust, scarves, scoops, scrabble letters, scrapers, seeds, sequins, sheepskin, sheets, shells, shingles, shiny paper, shoes, shoelaces, old shower curtains, soup ladles, spatulas, sponges, spools, spoons, spray bottles, springs, squeegees, stamps and stamp pads, stickers, straws, string, styrofoam, sunglasses

T:  tablecloths (plastic), tagboard, tape (any kind), tape measures, telephones, tiles, tongs, tongue depressors, old tools, toothpicks, towels, toy catalogs, trays, tweezers, twine, typewriters

U:  uniforms, utensils

V:  velvet, vests, vinyl

W:  wallpaper, watches and clocks, water softener salt, wax, wax paper, wheat, whisks, wigs and wig stands, wire, wood pieces, wrapping paper

X:  x-ray film

Y:  yard sticks, yarn

Z:  ziploc bags, zippers

If you send any of these items to school, please include a note letting us know they are being donated to the preschool.  Some children attend daycare programs or go to a sitter’s home.  We want to make sure we take only those things meant for our preschool.  Thank you!
Classroom

Sample Forms 

(use from disk)

#5 INSERT SAMPLE LESSON PLAN 

& CLASSROOM SIGNS TO POST (File)

& CENTER PLANS

RELATED SERVICE PROVIDERS

SLP’S

OT’S

PT’S

UNIFIED   SCHOOL DISTRICT (PHOENIX, ARIZONA(SPECIAL EDUCATION DEPART

SAFARI PRESCHOOL RELATED SERVICES PROCEDURES

Collaboration between related service providers (SLP’s, OT’s & PT’s) and classroom staff is the essential key to meeting the individual educational needs of our students.

Related services are provided either individually or in a small group to establish skills with the aim of generalizing skills throughout the school day in functional, naturally occurring situations. Some children may require more direct services individually or during a small group time in order to establish and maintain skills.

Responsibilities of related services providers include:

1. coordinate with the classroom teacher the days and times that services will be

provided; provide a written schedule and call if you will miss the day
2. attend monthly planning meetings on designated Fridays with classroom team as appropriate.  (The classroom teacher will establish the schedule for the school year);

3. provide services and maintain written documentation of each student’s progress, to

include objective and measurable data, to be kept in a centrally located place within the classroom;  and/or upload data to GOLD
4. maintain separate files for each student to include attendance, documentation of

treatment and MIPS (K-transition files are sent to school related service provider at

the end of the year); 

5. document progress on IEP goal pages quarterly (each team should devise a system to complete, copy and disseminate the Progress Note section on the date that report cards are sent home for regular ed students); 

6. develop, plan, prepare and implement activities that work specifically toward goals

in conjunction with the teacher’s classroom activities as planned at classroom team

meetings; 

7. provide training to the classroom staff regarding appropriate support strategies as well as adapting/modifying the curriculum and/or environment to help each child to

participate in classroom activities;

8. and provide needed equipment for students in a reasonable amount of time.

The Structured Teaching related service team members must understand the strategies of ABA and PEC's and implement these strategies, as appropriate, throughout the day and during therapy.  Structured Teaching team meetings are the first Friday of every month from 9-11.
GOALS AND CLASSROOM DATA

The classroom team is responsible for taking data on goals and recording regression without recoupment data for the purposes of determining Extended School Year (ESY services).  It is important that all data be kept centrally.  

Quarterly Progress Notes are required to be sent home.  The teacher and related service staff should indicate progress on the original goal pages in the preschool teacher’s file.  Related service files are updated, and copies are then sent to the parents.
#10 INSERT DOCUMENTATION OF GOALS

(CLASSROOM DATA FORM)

PEER MODEL

TUITION PROCEDURES

PEER MODEL TUITION PROCEDURES
1. A Para Educator should be trained to collect tuition.  All Para Educators should know the procedure in case the duty falls on them.

2. Prepare a list of registered tuition students and the amount owed by each.  Post on the Cash Transmittal Form.  Post the receipt of funds and date received next to the student’s name on the Cash Transmittal Form.  Mark whether the payment is check or money order and record the check number.  Parent should make checks payable to the Unified   School District.
3. NO CASH IS ACCEPTED
4. At least weekly, total the amount recorded on the tuition agreement and Cash Transmittal Form and compare it to the funds recorded/received on the Deposit Ticket.
5. Prepare deposit slip weekly.  Stamp all checks with the endorsement stamp.  The amount on the deposit slip must match the amount received.  All funds must be deposited.  No funds may be used to pay for items purchased.  The white and pink deposit ticket go to the bank and the preschool teacher keeps the yellow copy.

6. Place deposit in a disposable deposit bag and give it to the building secretary.  Obtain a receipt or some other proof from the secretary that it was a delivered.  The armored car service will pick up the deposit and take it to the bank.

7. Prepare a Tuition Cash Summary Report  and send it to Pearl Cook in the Finance Department with a copy to Linda Park in the Safari Preschool Office at Roadrunner.

8. Give parents and receipt from the receipt book as soon as the money is received.

*****Do Not Accept Re-Payment for Non-Sufficient Funds*****

UNIFIED   SCHOOL DISTRICT
Safari Preschool Program

CASH TRANSMITTAL FOR TUITION
MONTH:  ______________
YEAR:  _______
SCHOOL:  _____________________

	           STUDENT NAME
	DATE REC’D
	       AMOUNT
	CHECK OR

MONEY ORDER #

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	










TOTAL
$  __________________

PREPARED & SUBMITTED BY:

__________________________________________

RECEIVED BY:



__________________________________________

INSERT

MISCELLANEOUS RECEIPTS DEPOSIT SUMMARY

SAFARI PRESCHOOL PROGRAM

Preschool Evaluation Center

256 E. Ocotillo
Phoenix, Arizona  85018
(602)  555-1220
(602)  555-1224 (fax)
2011-2012 PEER MODELTUITION AGREEMENT

PRESCHOOL USE

PRESCHOOL





SCHOOL 

________________________

1st Choice 
_________________________

EXACT START DATE
________________________

                                                                  

MEDICAL CARD REC'D________________________

2nd Choice
_________________________

AMOUNT REC'D
________________________








CHECK#

________________________

3rd Choice
_________________________

CHECK DATE

________________________

Your child's space in the Unified   School District Safari Preschool Program as a typical student paying tuition will be reserved, based on space availability, screening outcome and completion of the registration form.  Payment of $130.00 (which is the monthly tuition) is due by the 1st day of the month.  August tuition is $65.00.  TO ENROLL IN THE PRESCHOOL PROGRAM, YOUR CHILD MUST BE AT LEAST THREE YEARS OLD BY SEPTEMBER 1, 2012.

CHILD'S NAME
_________________________

DATE OF BIRTH______________________________

NICK NAME 
_________________________

SEX

 ______________________________

ADDRESS
_________________________

HOME PHONE
 ______________________________

CITY/STATE
_________________________

ZIP CODE
 ______________________________


MOM/GUARD.





DAD/GUARD.






ADDRESS





ADDRESS
 





CITY/STATE





CITY STATE






HOME PHONE





HOME PHONE






EMPLOYED





EMPLOYED






BUS. ADDRESS





BUS. ADDRESS






BUS. PHONE 





BUS. PHONE






CELL PHONE





CELL PHONE






Special talents, interest or needs your child has: __________________________________________________

_________________________________________________________________________________________

Has your child previously attended preschool? ____________

For how long? ___________________

Name of previous school: ____________________________________________________________________

Is there any other information you would like us to know about your child? ______________________________

_________________________________________________________________________________________

PRESCHOOL CALENDAR AND HOURS

The preschool follows the current Unified   School District calendar of holidays and half days.  The preschool program meets on Monday, Tuesday, Wednesday, and Thursday.  Sessions are 2 1/2 hours long.

CANCELLATION, BILLING POLICY PAYMENT OPTIONS AND DELINQUENCY POLICY

1. Enrollment is for the full school year.  A two-week cancellation notice is required from the financially responsible party to avoid incurring tuition for the following month.  If such a notice is not given, the financially responsible party will be billed for two weeks' tuition.  No adjustment will be made for early withdrawal in May or December.

2. Monthly payments are due by the 1st of the month to your child's classroom teacher.  Checks or money orders (no cash accepted) should be made to Unified   School District.  Full tuition payment is to be made monthly regardless of holidays.  December is a full payment of $130.00.  ______ Please Initial.

3. If the payment is not received by the first of the month, your child will not be able to attend, and your child's space will be filled immediately with another child. _____ Please Initial

I, the undersigned financially responsible parent, have read and understand the above cancellation and billing policies and am enrolling the above named child in the PVUSD Preschool Program for the 2005-2006, school year.

______________________________________________

_______________________________

Financially Responsible Parent/Guardian



Date



PEER MODEL STUDENTS

Typically developing children are screened and chosen for placement as a peer model in the Unified   Safari Preschool Program based on their ability to be strong language and behavior models for our special needs students. There are a limited amount of spaces available and children must be 3 before September 1st.  If a child is placed in the Preschool Program and difficulties are noted in the classroom, your child may be referred back to the evaluation team.

Enrollment is determined by a developmental screening, which will include evaluation of your child’s ability to follow teacher directions; ability to independently dress, feed and toilet themselves; to appropriately interact with others; to move from one activity to another without difficulty and to verbally express themselves in an age appropriate manner.

Preschool follows the PVUSD calendar.  

FEES.  Tuition fees are $130.00 per month and must be paid by check or money order (no cash).  The tuition for August is $65.00.  Fees are required the first of each month.  

TUITION AGREEMENT & PAYMENT POLICY.  The parent must sign a tuition agreement.  Monthly payments are due by the 1st day of the month by check or money order (no cash or credit cards accepted).  Checks should be made to:  Unified   School District and should be given to your child’s teacher.  Full tuition payment is to be paid monthly regardless of holidays.  December is a full payment of $130.00.  

DELINQUENCY POLICY.  If the payment is not received by the first of the month, your child will not be able to attend, and your child’s space will be filled immediately with another child.

CANCELLATION POLICY.  Enrollment is for the full school year.  A two-week cancellation notice from the financially responsible party is required to avoid incurring tuition for the following month.  If such notice is not given, the financially responsible party will be billed for two week’s tuition.  No adjustment will be made for early withdrawal in May or December.

REFUND POLICY.  No credit or refund is given for absences.

CAMPUS REGISTRATION REQUIREMENTS
All parents must complete school registration at the front office of your child’s school before beginning school. Please do so PRIOR to your child’s first day to ensure that all paperwork with the school’s registrar is in place.   Registration includes completion of the school’s registration packet, information and immunization card, emergency card (which includes four outside emergency names, phone numbers and signatures), a copy of the child’s birth certificate, record of up-to-date verifiable immunizations and proof of residency.  Both the preschool teacher and the school office require many of these forms and registrations.  Please notify the classroom teacher two weeks in advance if your child will be exiting the program.

Tuition Policy for Staff.  Staff price is $110.00.  Second child discount is also $110.00.  Scholarships for needy families are the $110.00 price.  Notify Program Specialist and Linda Park if you are submitting tuition payments based on these policies.

Peer Model Referrals.  Teachers may give eval office priority list, but must give parents no indication as to whether they will be accepted as a peer model or not.  ALL CHILDREN must be screened before determining if they are to be peer models.  We will take tuition agreements from students that have passed screenings and notify families on a first come first serve basis.

Out of District Placements.  There is no open enrollment for Special Needs Preschool Children.  However, if the parent is a district employee we will accept the child with special needs in our district (not grandparent’s that are district employees).  We do accept out of district Peer Model Students.

LICENSURE PROCEDURES

LICENSURE
Please pay very close attention to this section of the book.  While we no longer need to be officially licensed, there are important safety and sanitary procedures.  Priscilla Sachs is the district licensure specialist.  If you need work completed in your classroom complete a Work Order through your school secretary.

If you have any questions, please call Lisa Parlor at (602)  555-1224, or Jessica Taylor at (602) 555-1212.

Staff files need to be updated and complete at all times.  When hiring a new person, be sure to tell the potential hiree that they must have a TB test within 12 hours of hire if they have not had one in the previous 12 months.   New Hire Training will be completed at the beginning of each school year and files updated for those hired in the previous 12 months.

***Blue cards are sent to the parents at the beginning of each school year with the Welcome Packet that is sent out in July.  This form must be completely filled out with full names, addresses and phone numbers.  A minimum of 3 emergency contacts are required.  If there is not an emergency contact, the number of Child Protective Services, the nearest police and fire station.  

INSERT SAMPLE 

WORK ORDER

LICENSURE GUIDELINES
1.
On opening day make sure the following items are in one location:
Emergency Fire Exit and Emergency Phone Numbers (should be posted by the     phone, the door and with emergency cards)



Parent Handbook



Preschool Handbook



Preschool Lesson Plans (in a binder or notebook)



Daily schedule

2.
DHS Classroom Checklist



Cover all wall outlets & computer surge protector unused outlets



No stains on walls or ceiling tiles



Classroom free of dust and dirt



Sign In/Out Sheets 



Trashcan with liner 



Tables, Equipment, Toys are cleaned with soap solution & then disinfectant



All lights must work



Nothing may be stacked within 18 inches of ceiling



Drinking water must be available in every room.  If sink is used to wash



hands after using bathroom, then children cannot drink from sink fountain.



Use a drink dispenser with cups if necessary.



All toxins must be locked up.  Check labels for keep out of reach of children



(ie: soap refills may indicate).  Keep white out locked up.



Chairs, tables, furniture must be safe and clean



Toys, games and furniture must be age-appropriate for program



Bathrooms clean, stocked and in working order



Hand air dryers or single towels for hand washing

***Blue emergency cards must have every blank filled in

Soiled clothing must be in sealed bag    

 Send home soiled clothes with child at end of day.



Children’s allergies posted in snack cabinet



Refrigerator at 45 degrees need thermometer
3.
DHS Outside Checklist



a.
Is playground free of hazardous materials & objects



b.
Are all gates closed



c.
Is all equipment safe and age appropriate – no loose or exposed




bolts or ripped seats



d.
Is sand at least 6 inches deep under swings, slides, bars, steps



e.
Is water available on playground



f.
Is playground shaded




g.
Is sidewalk free of sand, gravel & dirt
EMERGENCY NUMBERS

ALL EMERGENCIES




911

FIRE DEPARTMENT

______________________

POLICE DEPARTMENT
______________________

LOCAL HOSPITAL


______________________

AMBULANCE SERVICE
______________________

POISON CONTROL

______________________

#7 INSERT SAMPLE SIGN IN/SIGN OUT SHEET

EMPLOYEE FILES
The following pages are required forms to keep in all employee files (teachers and para educators).  The checklist and other forms can be completed prior to the New Employee Orientation Meeting with Linda Loo will occur at the beginning of each school year for those hired in the previous 12 months. 

Teachers are not hired without the finger print cards.  New Para Educator must file for the card immediately and have on file within 10-12 weeks of hire.  They may keep a copy of the application in the file until the card is received.

Beginning 10/1/03, finger print cards will be good for six (6) years and will cost $52.00.  The Safari Preschool Program pays the fee for Para Educators.

UNIFIED   SCHOOL DISTRICT

SAFARI PRESCHOOL PROGRAM
LICENSING CHECKLIST

Staff Records and Reports

You need to have a file at the site for each staff member.  The following items must be in the file:

_____

Job Application

_____

Personal Data Sheet 

_____

Proof of negative result on a Mantoux TB test, within the past 12 months or 



12 hours of hire.

_____

Immunization record showing immunization against measles, rubella diphtheria



and tetanus.

_____

Diploma or GED

_____

Discipline and Guidance Understanding (R-9-5-518)

_____

New Staff Training Checklist

_____

Copy (both sides) of fingerprint card (teachers) or Application.  Card must be



on file after 10-12 weeks of hire.

_____

Notarized Criminal History Affidavit

_____

Evaluations (one year from hire date)

_____

Training records and supporting certificates (12 hours per year for I.A.’s)


UNIFIED   SCHOOL DISTRICT


SAFARI PRESCHOOL PROGRAM                  

EMPLOYEE PERSONAL DATA 
District Hire Date:
_______________


Preschool Hire Date: _____________

School :  _______________________


Position:  ______________________

Name:
_______________________________________________________________

Address:
_____________________________City:  ___________________
Zip: _____

Phone:
______________________________
Birthdate:  _____________________

Spouse/Significant Other:  ___________________________________________________

Work Address:  ________________________________City:_______________Zip:______

Business Phone:  __________________________________________________________

      Children’s Names

Age


           School
	
	
	

	
	
	

	
	
	

	
	
	


EMERGENCY INFORMATION:

Emergency Contact Name:
__________________________PH:  _________________

Address:
_____________________________City:  ___________________
Zip: _____

Allergies:  
_____________________________Medical Conditions:  ________________

Physician:
_______________________________________________________________

Phone:
_______________________________________________________________

Training/Workshops:

CPR/First Aide:   ___ Yes   ___  No  Exp. Date: _______

Workshops Attended Last Year (see file for Certificates) __________________________

__________________________________________________________________________________
UNIFIED   SCHOOL DISTRICT

SAFARI PRESCHOOL PROGRAM                               

IMMUNIZATION VERIFICATION
In compliance with Arizona State Law, the undersigned does hereby testify that, to the best of 

his/her knowledge, immunizations against measles, rubella, diphtheria and tetanus are

current.

Employee Signature  ________________________________
Date  _______________

Print Employee Name________________________________

UNIFIED   SCHOOL DISTRICT


SAFARI PRESCHOOL PROGRAM                               

The following are the guidelines for acceptable discipline techniques as mandated by the Arizona Department of Health Services.  Please read them carefully.  Your signature below indicates you have read and understand these standards and will abide by them in all of your dealings with children in a DHS licensed program in the Unified   School District.

R9-5-510, Discipline and Guidance

A.
A licensee shall ensure that a staff member:

1. Defines and maintains consistent, reasonable rules and limitations for a child’s behavior and teaches, models and encourages orderly conduct, personal control and age appropriate behavior.

2. Explains to a child why a particular behavior is not allowed, suggests an alternative, and assists the child to become engaged in an alternative activity; and

3. After determining that a child’s behavior may result in harm to self or others, holds the child until the child regains control or composure.

B.
A licensee shall ensure that a staff member does not use or permit:

1. A method of discipline that could cause harm to the health, safety or welfare of a child;

2. Corporal punishment,

3. Discipline associated with:

a.
Eating, napping, sleeping or toileting;

b.
Medication; or

c.
Mechanical restraint: or

4.
Discipline administered to any child by another child.

C.
A licensee may allow a staff member to separate a child from other children for unacceptable age-appropriate 


behavior.

1. The separation period shall be for no longer than 3 minutes after the child has regained control or composure.

2. A staff  member shall not allow a child to be separated for longer than 10 minutes without the staff member interacting with the child.

Acceptable Discipline and Guidance Techniques
1.
Program personnel shall use discipline to TEACH children acceptable behavior and inner controls, NOT as a 


punishment or retribution.

2.
The child’s age, intellectual development, emotional makeup and past experience shall be considered when 


disciplining the child.

3.
Program personnel shall define and maintain consistent, reasonable rules and limits for children, and shall model 


and encourage appropriate behavior.

4.
Program personnel, whenever possible; shall explain to a child why the particular behavior is not allowed, suggest

an alternative, and then assist the child to become engaged in activities in an acceptable way.

5.
If a child’s behavior may result in self-harm or harm to others, program personnel shall hold the child firmly until the

child regains control or composure.

Unacceptable Discipline and Guidance Techniques
1.
Disciplinary methods shall not be detrimental to the health or emotional needs of the child.

2.
Personnel shall not humiliate or frighten a child, or use corporal punishment and shall not permit other personnel to

do so.

3.
Discipline shall not be associated with eating, napping, or toileting.

4.
Medications or mechanical devices shall not be used to discipline children.

_______________________________________________________________________

____________________

Employee Signature








Date

UNIFIED   SCHOOL DISTRICT


SAFARI PRESCHOOL PROGRAM                               

Employee’s Name:  _______________________  
Starting Date ___________________

Training for new staff members must be completed within ten (10) days of the starting date of employment within a Department of Health Services (DHS) licensed program and must include all of the items listed below.

R9-5-403, Training Requirements

	ITEM FOR DISCUSSION:
	DATE COMPLETED

	Facility philosophy
	

	Names, ages and needs of children to be assigned to a

staff member
	

	Health needs, nutritional requirements and information about

adaptive devices of children for whom a staff member will provide

child care services
	

	Lesson Plans
	

	Child guidance and methods of discipline
	

	Hand washing techniques
	

	Food preparation, service, sanitation and storage, if assigned

food preparation
	

	Recognition of signs of illness and infestation
	

	Child abuse or neglect detection, prevention and reporting
	

	Accident and emergency procedures
	

	Sun safety policies and procedures
	

	Safety on outdoor activity areas
	

	Staff responsibility as required by A.R.S. 36-881
	


Employee’s Signature ___________________________________
Date ________________

Director’s Signature    ___________________________________  Date ________________

UNIFIED   SCHOOL DISTRICT


SAFARI PRESCHOOL PROGRAM                               

EMPLOYEE FILES:
Per policy of the Unified   School District, complete employee files, except for fingerprint checks, references and reference checks, are kept at the employee’s school.

Fingerprint checks, references and reference checks are maintained at the Personnel Department, 1504 North Pioneer Street, Phoenix, Arizona, 85000.

 INSERT CRIMINAL AFFIDAVIT FORM

#8 INSERT EMPLOYEE TRAINING RECORD

PURCHASE ORDERS

PURCHASE ORDER FLOW

1. Send all preschool requisitions to Linda Park (original only).  Keep a copy for your files.  When filling out requisition, please write legible, include quantity, stock #, unit price, extension and total amount of order.  Add 8.1% tax and 10% shipping to your total amount for vendor orders.  Tax & shipping are NOT added to warehouse orders.  Sample requisitions are attached.

2. Requisitions will be given to Valerie  Bertinelli for approval.

3. BLANKET PURCHASE ORDERS:  If requesting blanket purchase orders please see attached list of acceptable purchases. Include user names on requisition. Reminder:  You cannot purchase *capital items with blanket purchase orders. No one item can be over $50.00.
· Linda will receive all copies of the purchase orders.   Exception:  Fry’s purchase orders – the white copy is mailed directly to corporate office of Fry’s Food Stores.  After receiving the purchase order, Linda will send you either the pink or white copy.  .
· Send original receipts and/or invoice along with copy of PO to Linda as you spend the money.  Do not hold receipts.  Please mark the PO “partial” or “closed”, date and sign. Keep a copy of receipts in your file.  It is important that original receipts be sent to Linda ASAP as vendors do not get paid until receipts are signed off and turned in.
4. VENDOR PURCHASE ORDERS:  Linda receives green copy only of vendor PO’s and needs to account for all orders being received.  After you receive the merchandise (a copy of PO should be enclosed with shipment), please copy it, sign and mark date received and send to Linda.  If only receiving a portion of the purchase order note: “Partial order received and date”.

5. WAREHOUSE ORDERS:  After receiving merchandise, mark copy of warehouse order “received”, date and sign and send to Linda.  If only receiving partial order, note “Partial order received and date”.  We have no way of knowing if orders have been received unless these procedures are followed.

6. All gold copies of purchase orders will be held either at Val’s office or at the warehouse.  If you receive a gold copy of the purchase order, send it back immediately to Linda in Val  Bertinelli' office.
*Capital items are defined on the following page.

BLANKET PURCHASE ORDERS

EXAMPLES OF ACCEPTABLE PURCHASES

GROCERY BLANKET ORDERS:

Food items can be purchased for sensory tables but food cannot be consumed.  Examples: Rice, Beans, rock salt, table salt, flour, pasta, ingredients for play dough, straws, etc. You may purchase “pre-packaged” snacks for special occasions. ** Do not purchase any item that can be ordered through the warehouse.

TARGET BLANKET ORDERS:

Film, small educational toys, blank tapes, stickers, straws, storage tubs, bubbles, film developing, puzzles, pre-packaged snacks. ** Please make sure any item you purchase cannot be ordered through the warehouse.

HOME DEPOT ORDERS:

Sand, wood, paint, paintbrushes, small tools, shaving cream, small kitchen items, potting soil. **Do not purchase any item that can be ordered through the warehouse.

CRAFTMART ORDERS:

Yarn, buttons, glitter, stamps, craft scissors, fun foam and other misc. craft items that **cannot be purchased through the warehouse.

*Capital Items:  Are defined as furniture & equipment, computers, printers, cameras, (non-disposable), athletic equipment, etc.  Instructional aids defined as capital  are items used to supplement a district’s educational program including athletics, such as workbooks, films, kits, calculators, computer software, globes, and maps.   Textbooks are defined as materials adopted by the Governing Board as the basic instructional program including software, videos, filmstrips, kits, sheet music and are capital items.

 If an item has a useful life of less than one year and would be replaced rather than repaired, it would typically be a supply item, not capital.

**You could possibly be billed by the District for any items purchased on blanket purchase orders that could have been ordered through our District warehouse.

INSERT BLANK REQUISITION AND SAMPLES

INSERT MASTER ORDERING LIST

PARA EDUCATORS

ETHICAL AND PROFESSIONAL STANDARDS FOR THE PARA EDUCATOR

Para educators must follow ethical guidelines when working with all students including those with disabilities.  Para educators will be involved with many other educational personnel, parents, students, and administrators and encounter highly sensitive information concerning students and families.  It is extremely important that para educators develop a code of ethics that outlines acceptable practices for working with students and adhering to the principles of confidentiality.  The code should include specific responsibilities as well as a guide for maintaining relationships with students, parents, teachers, school personnel and community members.  
Accepting Responsibilities

· Engage only in activities for which you are qualified and trained.

· Do not communicate student progress or concerns to parents or others unless directed to do so by the supervising teacher(s).

· Refer concerns about the student by other students, parents, teachers, administrators, and community members to the supervising teacher.

· Recognize that the supervising teacher has the ultimate responsibility for instruction and management of the educational environment.
· Ask the supervising teacher for direction and guidance if questions arise.
· Observe and share findings with the supervising personnel concerning the children you work with. 
Relationships with Students and Parents

· Discuss school programs and confidential matters only with the appropriate personnel.

· Refrain from engaging in discriminatory practices based on a student’s disability, race, sex, cultural background, religion or socio-economic status.

· Respect the dignity, privacy, and individuality of all students, their families and staff members.

· Present yourself as a positive adult role model.
· Learn student’s name, interests and other characteristics as soon as possible.
· Show interest in students and adapt instruction to their unique characteristics as much as possible.
Relationship with the Teacher and Related Service Personnel

· Recognize the role of the teacher as supervisor.

· Establish communication and a positive relationship with the teacher.

· Discuss concerns and questions about the teacher or teaching methods directly with the teacher.

· Readily share information about students and the educational setting with the teacher.

· Do not discuss teacher problems with students, other teachers, para educators or parents.

· Follow the school districts procedures and only discuss problems that cannot be resolved with the teacher’s supervisor.

Relationship with the School

· Accept responsibility in helping students reach their full potential.

· Seek information on activities that will benefit the students.

· Know school policies and procedures and follow the appropriate chain of command.

· Represent the school and it’s programs in a positive manner.

· Be on time and have a regular attendance pattern.

· Be cooperative and honest with all professional staff, administrators and support staff members.

Qualities of an Effective Para Educator

· Needs to be able to accept and deal with changes.  Schedules, student assignments, techniques, routines are all subject to change.
· Follows through with instructions of supervisor and team of professionals.  Regards all team members with respect, realizing all are important contributing members to the student’s progress.
· Needs to be a willing learning.  Listens, asks questions, follows instructions and asks for clarification from supervisor(s).  Always directs questions and concerns to the supervisor first.
· A para educator working with students with special needs is an important team member.  This work in the field of education and special education has a direct impact on the student’s life.  As a team member, a para educator is a representative of the program, the school, the public school system and overall field of special education.  Therefore, appropriate behavior; conversation and positive attitude are essential.
· Keeps accurate records as instructed by the supervisor and team, such as program data, contacts from parents and any concerns or observations about a child’s health, safety, etc.
· Keeps information about the student and their family private and confidential as Public Law 105-17 (IDEA) and FERPA require.  Knows what is heard and seen in school stays in school.  Remembers information is not to be used as conversation or gossip in the lounge with school staff or in the community.  
· As situations arise with a student or others, remembers to STOP, THINK, and then ACT.  Mature attitude and behavior are a must.

· Realizes the importance of listening to instructions and training in techniques.  Views work with students as important.  Therefore, any details, observations or concerns about a student are noted and reported to the supervisor.

· Views work as a challenge not as insurmountable obstacles.  Utilizes follow through, creativity and persistence.

· Has a strong belief in the importance of work with students.  Realizes the negative or positive image one can give to others through comments, gestures, expressions and behaviors.  Therefore, chooses to emphasize the positive “We can!” attitude knowing that trying on a daily basis eventually leads to success.

BUILD GOOD RELATIONSHIPS

· Become a member of the team, in spirit as well as in name
· Strive for a consistent approach in working with students
· Do not allow students to circumvent the supervising teacher’s directions or authority
· Remember that school is designed to help students grow independently as well as to gain knowledge
· Maintain an attitude of encouragement with students
· Remember that each student needs successful experiences
· Refer to each student by name
· Emphasize the positive whenever correcting a student
· Plan ahead
· Try to foresee and present trouble before it happens
· React maturely in emotional situations; usually when students disagree with the para educator, it is not meant personally.  They may be demonstrating frustration with their perception of the educational demands and experiences
· Treat all information about students and families in the strictest confidence
· Recognize that each student is different and has a unique pace and pattern of growth and development.
(Source:  AZ-TAS, Paraprofessionals, Guidelines for School-based Practice in Arizona

              Arizona Department of Education, Exceptional Student Services, October 2003)

Unified   School District
PARA EDUCATOR – SAFARI PRESCHOOL PROGRAM - (formerly Instruction Aide/Preschool)

QUALIFICATIONS:

1. High School Diploma or GED.

2. Previous experience working with special needs students. 

3. Current CPR and First Aide Certification or ability to obtain certification within 6 months of hire.

4. Mantoux TB test within past 12 months or within 12 hours of hire.

5. Effective communication skills.

GRADE:  7

REPORTS TO:  Preschool Teacher/Site Administrator

ESSENTIAL JOB FUNCTIONS:

1. Establish and maintain positive rapport with students, employees and community.

2. Supervise and accommodate needs and safety of students at point of service.

3. Work as an active participant in collaborative team model, attend team meetings, in-services and other trainings as requested by teacher or administrative staff.

4. Assist students with personal and hygienic care (to include lifting, feeding, diapering, toilet training).

5. Assist teacher in implementation of classroom management, instructional objectives, and student IEP goals.

6. Substitute for para educator – personal care or other school sites as assigned.

7. Complete a minimum of 12 verifiable hours of approved training per Department of Health Services regulations.

8. Observe and enforce Arizona Department of Health Services, Office of Childcare Licensure regulations.

9. Other job-related duties as assigned.

TERMS OF EMPLOYMENT:  Nine, ten, or twelve-month year.  Salary and work year to be established by the Board.

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Support Services Personnel.

ADA ACCOMMODATIONS:  Decisions regarding appropriate and reasonable accommodation(s) will be based upon the merits of each situation.  The principle criteria will be that of effectiveness and safety.

ISSUED:  7/1/03
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TRANSITION PROCEDURES

FROM PRESCHOOL TO SCHOOL-AGED SERVICES

(Home School Teams and Preschool Teams)

The Home School and Service School Teams will work together to assess the transitioning child’s needs.  The Home School Team is familiar with what is available at their school and if the transitioning child’s needs can be met on their campus or if another placement would better serve the child’s needs.  This process will also help the Home School Team get to know the student that will be coming to their school.  If the child starts kindergarten, and demonstrates difficulty, the Home School Team will already be familiar with the child, what interventions have previously occurred and be able to help the child receive any additional help or changes to ensure a successful kindergarten year.
Steps to a Successful Kindergarten Transition:
· Upon receiving list of students transitioning, home school psychologist observes child, reviews file, and talks with preschool teacher.    
· Home school psych attends a Review of Data (RED) meeting with the preschool team and parent to determine if more testing is or is not needed.  The team would only be looking at appropriate evaluations to determine school-aged eligibilities.  The teacher, as case manager, will set up the meeting with all team members and send Parent Conference requests.
· If further testing is needed, obtain Permission to Evaluate in the areas determined by RED.
· If it looks like further testing is not needed, invite the receiving team. Have RED & MET at the same time and completes appropriate eligibility forms for Kindergarten (no preschool eligibility forms to indicate ineligibility). School team(s) will complete an IEP for the transition (remainder of this year and for kindergarten with goals written toward kinder standards). 
**The psychologist is the report manager, or the speech-language pathologist if not psychologist is involved.
· If child is going to need a placement other than regular Kindergarten (without any assistance or aide), the child’s case must go before the Preschool School Assistance Team (P-SAT).  Preschool SAT dates will be established on Fridays.  Call Linda Park and schedule a time for transition team to meet.  If the child is to have further testing, schedule the SAT after the evaluation is completed.  Psychologist should set up parent visits after the SAT and before the MET/IEP meetings are scheduled by the Preschool Teacher.
Other tips:

· Parents should be accompanied on classroom visits, either by the sending or receiving psychologist.  Possibly the staff member that has the best working relationship or needs to build a relationship with the parents should accompany them.  It is important to make parents feel welcome and for them not to be bounced from one person to another in deciding who will accompany them on the visit. Sending psychologist contacts receiving psychologist to set up parent visit and should send records to the receiving psychologist.
· Meeting sometimes need to be scheduled early to accommodate so many schedules.  A meeting can always be cancelled if the SAT makes a different recommendation.
· It is important that sending teams and receiving teams communicate with each other to decide who will write goals and prep the IEP.  The preschool teacher is case manager and people should be coordinating meetings through them, so that they may contact the rest of their team and the receiving team.
· Sending and receiving teams will need copies of all reports to base their present levels and goals on.
· Home school psychologist receives list of transitioning students in January.  January through March, a screening that results in the need for an evaluation of 5-year-olds that will be eligible for kindergarten in the fall are completed by the preschool evaluation team.  Both Preschool and Kindergarten Eligibilities are determined.  IEP is written for preschool & school aged services.   
· Screenings in April and May that result in the need for an evaluation of a 5-year-old that is eligible for kindergarten in the fall will be completed by the Preschool Evaluation Team.  If the child meets criteria for school-aged eligibility, the evaluation team will send the report to the receiving psych/kinder team for the eligibility to be determined (MET meeting) and development of the IEP.  June and July screenings of children that are going to kindergarten will be screened and the results sent to the home school psychologist to use at Student Study Team meetings.  
· Significantly handicapped children that are referred in Spring will be evaluated by the Preschool Evaluation Team.  Child may be placed in appropriate school-aged program if team deems it appropriate in order to eliminate transitions for the child.

· Children that are privately placed for preschool will be referred to the home school psychologist.

Bilingual Referrals:

If you have Spanish speaking transitioning preschool students who need Speech-Language Evaluations, please make them a priority.   Be sure to send copies of the following to the Bilingual SLP immediately in order to allow her the full 60 day window to schedule and complete the evaluation and MET process:

· Permission to Evaluate

· Results of Vision and Hearing Screenings

· Developmental History Update (if available)

· Copies of previous evaluations

· Any other relevant information.

Students will not be placed on the list for bilingual speech-language testing until all of the above is received.

Bilingual Transitions:  Invite the SEI Teacher to the IEP Meeting.

SAFARI PRESCHOOL PROGRAM

School Assistance Team (SAT) Procedures

SAT is only for students that might be going into a self-contained program or might require an aide in the regular kindergarten class.
· Preschool and Home School Team(s) should be familiar with program(s) and eligibility requirements for programs being considered for student.
· Psychologist or Preschool Teacher calls Linda Park (602)  555-6260 to schedule a Preschool SAT meeting.  Preschool SAT’s are scheduled for 15-minute intervals.  Linda Park will have a list of Preschool SAT Dates.
· Preschool SAT meetings will be held in the conference room at Road Runner.
· Make sure all team members are notified and invited to come.  If all members cannot attend, then another team member may represent them and provide their input.
· It’s helpful to have pictures of the child in action, which helps give the SAT a visual.
· Bring two copies of current information that you will share with the SAT (ie: most recent report, classroom observations, etc.)
· Be prepared to talk about the child’s progress and review current evaluation(s) (how they were when they started and what they are like now).
· Be prepared to talk about interventions you have implemented and their effect on the child.
· It’s OK to be unsure of what program would be best for the child.  We can brainstorm as a team based on the information you present.
District Special Education Programs

Regular Kindergarten

Regular Kindergarten with support

Communicative Disorders (CD) (Mountain Cove, Mountain Shadows, Eagle Ridge)

Self-Contained Learning Disabilities (LD) (Larkspur)

Structured Teaching (Mountain Springs) - tentative

Autism Spectrum Disorders (ASD) (Boulder Creek)

Mild, Moderate, Severe Mental Retardation (MIMR, MOMR, SMR) (Whispering Winds)

Self Contained Emotionally Disturbed (ED) (Foothills)

Special School Emotionally Disturbed (ED) (Roadrunner)

Communicative Disorders Programs are targeted for students with average intelligence and moderate to severe communication deficits in two or more areas of language (phonology, syntax, semantics, pragmatics) and an identified specific learning disability (could be a language processing deficit).  The student may exhibit mild behaviors related to the communication difficulties, but does not have significant behaviors in deficits in domains other than communication and pre-academics.

K-1 Structured Teaching is designed for students that still demonstrate significant disruptive behaviors, may exhibit splinter skills, have limited expressive language, require visual supports/PECS and strong structure and predictability.   

ASD Program targets ASD students that are non verbal, not potty trained, are at basic PEC’s levels and demonstrate significant delays in all domains and may exhibit co-existing mental retardation.

2010-2011 PRESCHOOL SAT DATES
(Subject to Change)
Meetings are scheduled during the hours of 8:00 – 11:00, in the conference room at Main Office
March 17
April 7

April 21
April 28
May 5
May 12
PRESCHOOL SCHOOL ASSISTANCE TEAM
REFERRAL FORM
Bring two copies of current information that you will share with the SAT (ie: most recent report, classroom observations, etc.)
Describe area(s) of concern:
________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________
Student’s strengths:
________________________________________________________________________________________________________________________________________________________________________________________________________________________
Barriers to the student’s access at home school:
________________________________________________________________________________________________________________________________________________________________________________________________________________________
Describe intervention that have been implemented (be specific):
	                                                                                                             LENGTH
INTERVENTION

RESULTS


                           IMPLEMENTED


	

	

	


Recommendation: _________________________________________________________
SAFARI PRESCHOOL PROGRAM

Preschool Evaluation Center

152 E. Ocotillo
Phoenix, Arizona  85028

(602)  555-1220
(602)  555-1221 (fax)
January 7, 2012
Kindergarten and Special Education Team at ___________________________

Re:    Incoming Kindergarten Students 2004-2005

Dear School Psychologist:

Attached is your initial list of students that are transitioning from the Safari Preschool Program to your elementary school.  Students that may open enroll into your school have also been added or will be added once we have that information.  Please make a copy of the list of students transitioning for your speech-language pathologist, kindergarten teacher(s), special education teacher(s) and support teacher(s).  A date in the lower left corner of the transition list will indicate when the last update was made and sent to you and the preschool teacher.

We invite you to visit your potential student(s) as soon as possible to familiarize yourself with each child, as well as our preschool program.  You will be working with the preschool team and doing a Review of Existing Data Meeting to determine if further evaluation is necessary in order to make school-aged eligibility determinations.  

We consider your school staff an integral part of our team as we determine the best placement to meet each child's individual needs.  Please feel free to contact the preschool teacher to set up a visitation time.  The Evaluation Team can be reached at the number above if you have any specific questions.

We look forward to working with your school towards the best possible transition for our students and their families.

Sincerely,

Valerie A.  Bertinelli, Program Specialist

Safari Preschool Program

(602)  555-1220
cc:  
Principal


Preschool Teacher

SAFARI PRESCHOOL PROGRAM

Preschool Evaluation Center

3602 E. Ocotillo
Phoenix, Arizona  85028

(602)  555-1220
(602)  555-1224 (Fax)

March 31, 2012
Re:    Incoming Kindergarten Students 2003-2004

Dear School Psychologist at ___________________________ Elementary:

Attached is the file of a student that will be entering kindergarten at your school.  Please add this student to your preschool to kindergarten transition list.  This child failed the most recent preschool screening.  Please call the parent as soon as you receive this file.  Vision and hearing has been passed.   You will need to obtain Permission to Evaluate in the areas identified in the screening results, and determine if the child is eligible for any services based on school-aged categories. 
Please call me if you have any questions.

Sincerely,

Valerie A.  Bertinelli, Program Specialist

Safari Preschool Program

(602)  555-1220
cc:  
Principal
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SPECIAL EDUCATION PROCEDURES

Preschool Evaluation Team (PET)

TO

PS CLASSROOM IEP TEAM

SAFARI PRESCHOOL PROGRAM

FRIDAY SCREENING DATES

2012-2013
August 19

August 26

September 16

September 30

October 14

October 21

November 18

December 16

January 13

January 27

February 10

February 24

March 10

March 24

April 14

April 28

May 12

May 19

SCREENING PROCEDURES
Parent call in and psych clerk takes information on Intake Form
Letter is sent to parents with map and explanation of screening.

Parents bring proof of residence and birth certificate…………………………

HEARING SCREENINGS
Screenings are held two times per month.  The DIAL Screening Instrument is used along with observation/professional judgment and parent input.  The First Step is used for children younger than 3. Children must pass vision and hearing screenings before completing the rest of the screenings process.  If the child passes hearing in one ear, but fails in the second ear, he/she may proceed with the screening, but must pass all of hearing before continuing to the evaluation process.

Preschool Hearing Screenings.  By State law children are only required to pass a hearing pure tone or otoacoustic emission (OAE) screening.  We employ tympanometry only as a means of giving further information in regards to the child’s hearing status.  Screening procedures are as follows:


Tympanometry
OAE


Procedure

Pass

Pass

Continue with evaluation process.


Pass

Fail

Referred for audiological testing.  Further screening







or evaluation cannot occur until this evaluation has







occurred.


Fail

Pass

Continue with evaluation process recording re-check







 with audiologist, physician or school nurse.


Pass

(Fail 1 Ear)
If one ear fails and one passes, the screening is







completed.  Evaluation cannot occur until audiologic







testing is performed.


*If a child has chronic middle ear problems (ie: Otitis Media) we cannot withhold


 services until the condition has cleared.  Evaluation must be completed.

Children who need further audiological evaluation are referred to the Hearing Impaired Department at the Preschool Evaluation Center to schedule their hearing test.  Once hearing is passed, the family is scheduled at the next screening or scheduled for an evaluation.

Interpreters are scheduled prior to the screening.  Bilingual Spanish screenings are scheduled for the 2nd screening of each month.  Friends and family members should not be used as interpreters.

If an interpreter does not show up for the screening and the parent does speak English, the “Bilingual Language Proficiency Questionnaire” may be used as a screening, but that depends and should be decided by the bilingual evaluators.  If an interpreter does not show and the parent does not speak English, the screening should be rescheduled.

Children that pass the screening and meet the criteria for tuition students are offered tuition slots if available.  The secretary places the child on a class list and has the parents sign a Tuition Agreement.

EVALUATIONS & PLACEMENTS

The PEC secretary schedules evaluations for the evaluation teams based on the findings of the screenings.  Failure in any area of screening requires a Comprehensive Developmental Assessment (CDA).  These evaluations are scheduled for a three-hour block.  The child is evaluated and an eligibility meeting (Multidisciplinary Evaluation Team (MET) takes place if parents waive their right to a 10 day notice of the meeting.  The team uses the remaining time to complete the evaluation report.  The file is then sent to the home Preschool IEP Team.

If the child Does Not Qualify (DNQ), the MET & Prior Written Notice (PWN) should reflect those findings.  Eligibility Forms are completed in each area that was evaluated indicating the DNQ.  The evaluation report and all appropriate paperwork are sent to District Special Education Records office.

Children that qualify in the area of language only should be offered services in the preschool classroom.  If the family chooses not to receive those services, they are eligible for itinerant services at their school.  Reflect this decision in the PWN.

Children with articulation only needs are offered itinerant services at their home school.  Often their needs can best be met in an individual or small group session provided by their home-school SLP.  Children have been found to make better progress with more individualized services.  If the child attends a Community Ed. Preschool, they must still receive SLP services at their home school.

Parents are referred to their assigned school and informed that the Preschool Classroom Team will contact them to schedule an Individual Education Program (IEP) meeting on the next available Friday or at a before or after-school meeting slot.   FAMILIES MUST REGISTER THE SAME DAY AS THE IEP MEETING.  Be sure to schedule adequate time for families to complete the registration process and the IEP meeting. Transportation cannot be set up until the child has a student number and again must register the same day as the IEP meeting.  Complete the Transportation request and fax to Debbie Burns @ 602- 555-1220
The school team reviews the report.  The summary of the report should be carefully reviewed and the Present Levels of Performance page completed based on what the priority educational needs are.  Anything identified as a need should translate into a goal.  Goals are written based on the where the child is currently functioning (present levels) and what goals the team feels the child can reasonably meet in one year.  

If a classroom is full, the PEC Secretary will call transportation to arrange what preschool we can transport the child to. 

Private Placement Children or Homebound Students must register at their home-school.  Contact Mary Brown regarding the child’s placement immediately following the IEP meeting.  Phoenix Day School for the Deaf (PDSD) is state funded and parents do not need to register at their home school.  PDSD provides their own transportation.

TIPS FOR EVALUATING YOUNG CHILDREN

· Adapt your language level to the level for the child.  

· Be prepared to pause longer to allow child extra time for responses.

· Accept the child’s level of response.  Verbalizations, gestures, signs and eye pointing are all accepted as meaningful communication.

· Be playful:  don’t approach as a task.  Say things like, “Hey!  Let’s play this game.”  

· Be prepared to follow the child’s lead.  If they start playing with a truck then use that time to get part of a language sample or see if they know concepts such as “stop and go”.  

· Think of novel ways to get the child to interact.  Like using a flashlight to point at things.  

· Stay flexible.  Be very familiar with the tasks you are assessing, try not to duplicate between team members.  Flexibility in the structure allows content, participants and sequences of events to be changed, depending on the needs of the child being evaluated.

· One person on the team may act as a facilitator to engage the child in tasks that any team member may need.  (ie: the OT may be doing an activity with blocks and can do the next activity with blocks that the psychologist needs).

ELIGIBILITY FOR SPECIAL EDUCATION SERVICES CRITERIA
Children who are identified as having a disability or delay receive special education services through Unified   School District free of charge.  It must be determined that these children are eligible for services through a formal evaluation process that is a Comprehensive Developmental Assessment (CDA).  They must meet eligibility criteria established by the Arizona Department of Education.  Eligibility criteria and categories are as follows:

Preschool Categories

According to Arizona Revised Statues 15-761:

"Developmental delay" means performance by a child that is at least three years of age but under ten years of age on a norm-referenced test that measures at least one and one-half, but not more than three, standard deviations below the mean for children of the same chronological age in two or more of the following areas:

(a) Cognitive development.

(b) Physical development.

(c) Communication development.

(d) Social or emotional development.

(e) Adaptive development.

The results of the norm-referenced measure must be corroborated by information from a comprehensive developmental assessment and from parental input, if available, as measured by a judgment based assessment or survey. If there is a discrepancy between the measures, the evaluation team shall determine eligibility based on a preponderance of the information presented.

"Preschool severe delay" means performance by a preschool child on a norm-referenced test that measures more than three standard deviations below the mean for children of the same chronological age in one or more of the following areas:

(a) Cognitive development.

(b) Physical development.

(c) Communication development.

(d) Social or emotional development.

(e) Adaptive development.

The results of the norm-referenced measure must be corroborated by information from a comprehensive developmental assessment and from parental input, if available, as measured by a judgment based assessment or survey. If there is a discrepancy between the measures, the evaluation team shall determine eligibility based on a preponderance of the information presented.

"Speech-Language Impairment" for a preschool child means performance on a norm-referenced language test that measures at least one and one-half standard deviations below the mean for children of the same chronological age or whose speech, out of context, is unintelligible to a listener who is unfamiliar with the child. Eligibility for a preschool child under this subdivision is appropriate only when a comprehensive developmental assessment and parental input indicate that the preschool child is not eligible for services under another preschool category or under the developmental delay category.

"Hearing impairment" means a loss of hearing acuity, as determined by evaluation pursuant to section 15-766, which interferes with the child's performance in the educational environment and requires the provision of special education and related services.

"Visual impairment" means a loss in visual acuity or a loss of visual field, as determined by evaluation pursuant to section 15-766, that interferes with the child's performance in the educational environment and that requires the provision of special education and related services.

SAFARI PRESCHOOL PROGRAM
Preschool Evaluation Center

152 E. Ocotillo
Phoenix, Arizona  85028

(602) 555-1224
(602) 555-1220 (fax)
Date: ____________________

Re:    ____________________

Dear Parent(s) / Guardian(s):

Your child has been referred for further evaluation to determine possible eligibility for special education services in our Safari Preschool Program.  The evaluation could take up to two hours, so please bring anything your child might need such as drinks, diapers and snacks.  When time permits, we prefer to meet with you following the evaluation in order to establish eligibility.    

We have scheduled an appointment for your child's evaluation for:

____________________________________________ at _________________ am / pm.

       (day / date)
                                                                                     (time)

The following multidisciplinary evaluation team (MET) members will meet with you and your child:

___________________________

School Psychologist ___________________________

Speech-Language Pathologist

___________________________

Occupational Therapist

___________________________

Physical Therapist

___________________________

Vision Specialist

Please be sure to bring the forms you were asked to complete at the screening.

We look forward to working with you and your child.





Sincerely,





Unified   Preschool Evaluation Team


SAFARI PRESCHOOL PROGRAM
Centro de Evaluación de Preescolar

152 E Ocotillo
Phoenix, Arizona 85028

(602)  555-1220
(602)  555-1224 (fax)
Fecha:             ____________________

Referente a:    ____________________

Estimado padre de familia o tutor:

Su hijo ha sido remitido para evaluaciones adicionales, a fin de determinar la posible elegibilidad para recibir servicios de educación especial en nuestro Programa de Preescolar de Necesidades Especiales.  La evaluación puede tomar hasta dos horas; por favor traiga todo lo que su niño pudiera necesitar, como bebidas, pañales y refrigerios.  Luego de completar la evaluación, si el tiempo lo permite, preferimos realizar una reunión con usted a fin de establecer la elegibilidad.

La cita para la evaluación de su hijo se fijó para el día:

_________________________, a las _________________ am / pm.

        (día / fecha)


         (hora)

Los siguientes miembros del comité de evaluación (MET) van a reunirse con usted y su hijo para realizar la evaluación: 

___________________________

Psicólogo ___________________________

Patóloga del Habla-Lenguaje

___________________________

Terapista Ocupacional

___________________________

Terapista Física

___________________________

Especialista de la Visión 

Por favor recuerde traer los formularios que se le pidió llenar después de la valoración.

Esperamos gustosamente poder trabajar con usted y su hijo.  





Atentamente,




El Comité de Evaluación del Preescolar de Unified   



EARLY INTERVENTION TRANSITION MEETING PROCEDURES

· District early intervention (EI) coordinator receives list from AzEIP two times per year.  Reports number of students that may potentially be entering program to Preschool/Special Education Director to anticipate needed resources (no one contacts family)

· AzEIP Service Coordinator calls to schedule Transition Planning Conference when child is between 2.6 and 2.9 years of age.  Parents have been advised to visit all potential programs prior to Transition Planning conference.

· District EI Coordinator schedules family visit to program when parent calls for request.

· District EI coordinator calls or e-mails school secretary & teacher to let them know EI coordinator will be bringing parent to observe their class.  Ask that the school secretary have the parent wait for EI Coordinator.  Show parent potential program.  Teachers are encouraged to not stop their instruction during the visit and allow the district EI coordinator to quietly explain activities in the classroom. If a natural pause allows, briefly introduce the parent to the teacher.  District EI coordinator further explains continuum of services/potential service delivery models.  Provide parent with District Preschool Handbook. 

· Attend Transition Conference.  Provide information to parents regarding district programs and continuum of service options.  Document activities and due dates for each action on Transition Planning Conference form.  AzEIP Service Coordinator provides copies of plan to all parties.

· AzEIP makes referral when parents choose district. AzEIP obtains permission to share information and provides district with records.  Date stamp when records received. 

· Determine if vision and hearing screening should be scheduled..

· Provide Procedural Safeguards and Referral Prior Written Notice to parents upon receiving referral from AzEIP.  Schedule evaluation.

· Complete Review of Existing Data (RED) and determine if more information is needed.  Provide Prior Written Notice for collection of more data and obtain permission to evaluate.

· Evaluation takes place.  Complete MET after the evaluation and send file to receiving school or service providers.

· Receiving school and/or service providers schedule IEP and invite the service coordinator based on parents request from Transition Planning Conference.

Administrative Assistant Sets up files to contain:

· Agenda

· Copy of AzEIP Invitation to Transition Conference

· Transition Conference Summary form

· Procedural Safeguards Booklet and cheat sheet to explain Procedural Safeguards.

· Review of Existing Data form, Prior Written Notice and district Parent Conference Request in case they are needed.

· Preschool Parent Handbook

· Form for immunizations

Describe Special Needs Preschool Program to parent:

· Days

· Hours

· Monday through Thursday

· 8:30-11:00          
  12:00-2:30

· 9:00-11:30

12:30-3:00

· Busing (door to door except for apartment complexes and itinerant services parent provides transportation)

· Philosophy

· Creative curriculum

· Child centered

· Inclusion 50:50 ratio

· Most therapy services are provided within the preschool class

· Staffing

· One teacher, two aides

· SLP in class the majority of 2 days/week

· PT/OT as needed

Schedule screening as needed---Call Preschool Evaluation Center from the meeting to schedule vision/hearing screenings if needed.  Also schedule an evaluation date to work toward in order to complete any additional evaluations determined by the Review of Existing Data.

Ask parents for their questions; give them contact information if they have further questions.

Evaluations, eligibility, IEP and placement decisions and IEP development must occur no later than the child’s 3rd birthday.

Administrative Assistant updates data base.  Form developed for school secretary to send back to Preschool Evaluation Center administrative assistant in order to update data base that Transition Planning Conference has taken place; form for when MET and IEP have taken place are used to update data base. 
#9 Child Find Data Base
 SPECIAL NEEDS PRESCHOOL HOMEBOUND PROCEDURES

"Homebound" or "hospitalized" means a pupil who is capable of profiting from academic instruction but is unable to attend school due to illness, disease, accident or other health conditions, who has been examined by a competent medical doctor and who is certified by that doctor as being unable to attend regular classes for a period of not less than three school months or a pupil who is capable of profiting from academic instruction but is unable to attend school regularly due to chronic or acute health problems, who has been examined by a competent medical doctor and who is certified by that doctor as being unable to attend regular classes for intermittent periods of time totaling three school months during a school year. The medical certification shall state the general medical condition, such as illness, disease or chronic health condition that is the reason that the pupil is unable to attend school. 

1. Classroom teacher or other individual is notified that a child may be eligible for homebound.  Whoever receives this information contacts the appropriate school nurse. 

2. School nurse is notified.  If the child has not attended preschool, then the child’s home school nurse is notified.  If the child has attended preschool the service school preschool nurse is notified. 

3. School nurse (as defined in 2) contacts the family and arranges to have the homebound certification paperwork completed by the child’s doctor.

4. After receiving homebound certification forms that confirm eligibility for homebound under the above definition, nurse contacts Special Needs Preschool Secretary at the Preschool Evaluation Center (602) 555-1220.

5. Secretary notifies the following people that a child is eligible for homebound services:  Bobbi Arial, Home Instruction Coordinator @ Alternative Education School; Laura Lake, Director of Special Education; Debbie Blake, Secretary to Director of Special Education; Val  Bertinelli, Preschool Program Specialist, Francis Armani, SLP Coordinator; and Sharon Stone, Related Service Coordinator.
6. If a child has a current Individual Education Program (IEP), the Preschool Psychologist contacts Bobbi Arial who will assign a teacher.  The Preschool Psychologist schedules an IEP meeting with all team members involved, including the school nurse and parents.  
7. If a child does not have an IEP, the school nurse contacts the Preschool Psychologist.  The Preschool Psychologist contacts Bobbi Ariel who will assign a teacher, and schedules an IEP meeting with all team member involved, including the home-school nurse and parents.   

8. The completed IEP is sent to Bobbi Ariel at the Alternative Education School.  She notifies instructor and related service providers when paperwork is complete and services can begin.

9. Continuing homebound students must complete new paperwork at the beginning of each school year, regardless of how long he/she was served the prior school year.

Bobbi Ariel, Home Instruction Coordinator



602-787-1234
Linda Lair, Director of Special Education




602-867-1233
Debbie Winger, Secretary to Director of Special Education

602-867-1232
TBA, Preschool Program Specialist




602- 555-1235
Lisa Tool, Preschool Evaluation Center Secretary


602- 555-1236
TBA, SLP Coordinator







Sharon Stone, Related Service Coordinator



602- 555-1237
Julia Roberts, Preschool Psychologist




602- 555-1238
Vivian Leigh, Preschool Psychologist




602- 555-1239
PRESCHOOL EVALUATION AGENDA

1. Introductions; Roles; Purpose of the visit

2. Explanation of Procedural Safeguards

3. Review of Existing Data Completed with Team Present and documenting team decision
4. Permission to Evaluate (if additional data is to be collected)

5. Prior Written Notice for Review of Existing Data/Collection of Additional Data 
6. ***Other team members starting evaluation***
7. Evaluation completed

8. Schedule Eligibility Meeting and IEP Meeting 

(Parents informed that next steps are to determine eligibility and develop an Individualized Education Program (IEP) for their child (must be developed within 30 days of eligibility but most often occurs in conjunction).  Goals and services to be determined at the IEP Meeting.)  

9. If eligibility is imminent parents informed about preschool program (curriculum, hours, days, service delivery models).

10. Parents receive registration forms & immunization information.

PRESCHOOL EVALUATION AGENDA (SAMPLE #2)
(Eligibility Completed day of evaluation and sent to school for IEP)

1. Introductions; Roles; Purpose of the visit

2. Explanation of Procedural Safeguards

3. Review of Existing Data (if previous private or AzEIP Reports)

4. Permission to Evaluate

5. Prior Written Notice

6. ***Other team members starting evaluation***

7. Multidisciplinary Evaluation Team Meeting to discuss strengths and needs of your child (what your child knows, understands and is able to do now?)

8. Determine your child’s eligibility; obtain signatures

9. Prior Written Notice

10. Parents informed about preschool program (curriculum, hours, days, service delivery models).

11. Parents receive registration forms & immunization information.

12. Parents informed that next step is to develop an Individualized Education Program (IEP) for their child within 30 days.  Goals and services to be determined at the IEP Meeting.  Classroom team will call the parent to set up meeting at the school.  Parent may register at any time before or day of meeting, but must be registered at the school office before the meeting.

13. Complete the Evaluation Report (written report to be provided to classroom teams within 1 week).  
AGENDA FOR________________’s__Individual Education Plan

IEP Meeting
· Introductions/Roles*: Purpose of the Meeting 

(ie:  review or develop the IEP; to make decisions; inform, plan, solve problems , track progress, team build, celebrate, learn, report)

· Explanation of Procedural Safeguards

· Brief review of Assessment Info (where we've been); Teacher signs that she has reviewed MET.

· Close out previous goals.

· Strengths and Needs of your child - Present Levels of Performance

(What your child knows, understands and is able to, do now).

· IEP Goals and Objectives

(What do we want your child to know, understand and be able to do one year from now?)

· Services/Amount of Time/Placement

(Where can we best meet the needs of your child?)

· Adaptations/Modifications/Equipment needed to implement the goals.

· Consideration of Special Factors

· Consent for Initial Placement (if applicable)

· Prior Written Notice

· Signatures of those that participated in the development of IEP.
____________________’s
ELIGIBILITY 

AND

INDIVIDUAL EDUCATION PROGRAM (IEP)

1. Introductions/Roles; Purpose of the Meeting
2. Explanation of Procedural Safeguards
3. Current Assessment Info (each area)
4. Strengths and Needs of your child

· What your child knows, understands & is able to do now? (Present Levels of Educational Performance – PLEP)
5. Determine Eligibility – Signatures
6. I.E.P. Goals & Objectives

· What do we want your child to know, understand & do a year from now?
7. Placement/Services/Amount of time can the goals be implemented?
8. Adaptations/Modifications & Equipment needed to implement goals?  Consideration of Special Factors?
9. Consent for Initial Placement Signature (if applicable

10. Signatures of Participants 

_(personalize)______________’s Review of Existing Data
11. Welcome & Introductions; Roles; Purpose of the meeting

12. Overview of Agenda

13. Explanation of Procedural Safeguards 

14. Review Existing Data 

· Parent Input

· Outside Evaluations Provided by Parents

· Prior Evaluations

· Current Classroom Based Assessments/Report Cards

· Current Classroom Based Observations

· Teacher and Special Education Specialists’ Observations

· Additional Information

15. Is further evaluation needed to help determine:

· Continued Eligibility
· Present Levels of Educational Performance
· If any additions or modifications are needed to enable student to meet annual goals and participate, as appropriate, in the general education curriculum.
16. IEP Team’s Recommendation

17. Permission to Evaluate (if necessary)

18. Review/Summary of Recommendations; Prior Written Notice; obtain signatures

19. Action Plan for Follow-up Activities/Determine schedule Multidisciplinary Evaluation Team meeting to review evaluation and determine eligibility.

20. Distribute copies
_(personalize)______________’s Multidisciplinary Evaluation Team

Eligibility Meeting Agenda

1. Welcome & Introductions; Roles; Purpose of the meeting

2. Overview of Agenda

3. Explanation of Procedural Safeguards 

4. Review of Evaluation(s) 

5. Summary of Strengths and Weaknesses

6. Determine Eligibility

7. Review/Summary; Prior Written Notice; obtain signatures

8. Distribute copies
9. Develop Individual Education Plan within 30 days.
_________’s TRANSITION CONFERENCE AGENDA**

(Service Coordinator thanks family or school district for hosting the meeting) 
1. Purpose of the meeting
2. Introductions; explain roles; (SC, AzEIP Team members, family and guests of family, child (if present), program representatives from School District, Head Start, Private Preschool, Child Care or other programs parent has invited)  

3. Review or obtain Permission to Share Information

4. *Transition Team (SC, AzEIP Team Provider members, and family describe current developmental and medical history, including IFSP’s current Summery of Present Levels of Development.

5. *Program Representative Share Information about their programs
6. Questions and Answers

7. Discussion with Family for Point of Referral

8. PEA Notification/Referral Form (if family is ready); with records (if not previously given)

9. Conclusion of Transition Conference ~ Proceed to Referral for Transition Conference

Notes:

· *4 and 5 may be reversed based on transition team’s preference

· The Transition Conference is scheduled and facilitated by AzEIP Service Coordinator

· The Transition Referral Conference is facilitated by the school district representative.

· AzEIP Service  Coordinator completes Transition Conference Summary Form and disseminate copies

TRANSITION REFERRAL MEETING*
(school district facilitates)

1. Procedural Safeguards Notice (provide brief explanation)
2. Prior Written Notice for Referral and Review of Existing Data

3. Begin Review of Existing Data (explain to family that this process will be completed when they arrive for evaluation and all team members are present)

4. Schedule appointment for hearing and vision screening (or complete vision and hearing at transition conference)

5. Schedule evaluation

6. Determine if family would like their AzEIP Service Coordinator to attend the IEP Meeting

7. Parents given Preschool Handbook and Registration/Immunization Information
8. Conference Summary Form Completed
9. Next Steps for Parents:

· Return on Evaluation Date to:

· Determine if further evaluation is necessary
· Sign permission to evaluate

· Child will receive evaluation

· District will schedule an Eligibility and Individual Education Plan (IEP) meeting
10. Parents informed that next step after evaluation:

· Determine eligibility

· Develop an Individualized Education Program (IEP) for their child within 30 days of the Eligibility Meeting. 

· Goals and services to be determined at the IEP Meeting.  

· Parent may register at any time before or day of meeting, but must be registered at the school office before the child begins.

*May occur at the evaluation appointment
Handbooks
PARENT HANDBOOK (English and Spanish)

STRUCTURED TEACHING HANDBOOK (English and Spanish)

TRANSITION HANDBOOK (English and Spanish)
[image: image1.wmf]
TEACHER END OF YEAR CHECK-OUT

______
*Call Linda @ 1230 for appointment to bring files

                  to the office on 5/28. Please be on time to your

  appt. and plan on 30 min to double 

                  check & sign off.  Bring this form with you. Use

                  4/30/04 class list to get ready. 

______  
  Have files in the same order as the class lists

  and separated by am and pm. (All Files including

  peer model files).

______
  Mark the following codes next to each name on



  your class list.

K – Kindergarten + Program (reg, MIMR, CD, 1:1, etc.)




M – Moving out of district




C – Continue in Preschool




D – Dismissed from Special Ed.

______
Updated teacher/para-educator address & 

                birthday list. 

______ 
Turn in Digital Camera

______
Turn in Teacher Handbook

TEACHER: _____________________

DATE: ___________

SCHOOL:
_____________________       
Revised 1/27/17

Page 2

