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Dear Faculty and Staff,

Another school year is starting again!  I can’t tell you how grateful I am to everyone who comes every day and works hard to educate our students, serve our districts and support our families.  I hope you will find this handbook a helpful guide for you so that you can concentrate on what you do best! This handbook should be in its final edition, but one never knows! Your coordinators will share with you the specific updates that are included this year.
Remember that all forms are on the Mid-Valley web-site (MVSE.org).  As a central office staff, we are here to help you and provide you with the most current information possible.  It is your responsibility to attend to these updates, be familiar with procedures/forms, and follow-through in a timely manner.  If anything changes, we will send an email, so check your email frequently!  Please call if you have any questions.  
I am hoping that you all have a safe and productive year.  

Thanks as always,
Carla
Carla Cumblad, Ed.D.

Executive Director

The Mid-Valley Mission 

Serve the children and families of the Batavia, Kaneland, Central, St. Charles and Geneva Community School Districts in collaboration with our colleagues; 

· provide service and support to member districts;

· embrace the diversity of all students, and empower them to become independent contributing members of their communities;

·  foster and inspire life-long learning.

Our Vision

Create positive, collaborative learning communities to facilitate the advancement of academic, social-emotional, vocational and independent living skills for our students by providing excellent, research-based instruction and therapies that meet individual student needs; and high-quality technical assistance and support to our colleagues in our member districts.

TABLE OF CONTENTS

	Section One:  Important Contacts

Section Two:  MVSEC Programs and Services

Section Three:  School Calendars

Section Four:  Professional Responsibilities

· Job Descriptions

· Policies

· Mandated Reporting

· Notification of DCFS Students

· Caseload Information

· Confidentiality
· Calendars
· Faculty Hours
· Office Hours

· Staff Directory Information
· Schedules
· Bus Duty

· Computers

· Email 

· Mailboxes

· Keys

· Telephones/Cell Phones

· Technology Devices

· Staff Accidents/Injuries

· Weather/School Closings

· Emergency Procedures

· Mentoring

· Professional Growth

· End of the Year
· Dress Guidelines
· Harassment
· Mandatory Training
· Moving Furniture/Equipment
· Long-term Storage
· Mid-Valley Vans
· Name Change
Section Five:  Medicaid Reporting

· Fee for Service (Consent, Trans, Aides)
· Administrative Outreach

Section Six:  Staff Absences

· Staff Absences

· AESOP reporting

· Doctor’s Note Requirements

· Substitutes
· Lesson Plans
Section Ten:   Curriculum and Assessment
· Curriculum

· Assessment:  State

· Curriculum and Materials Selection
· Field and Community Trips
· Medication and Field Trips
Section Eleven: IEP Management
· Case Management

· Related Services

· Caseload Management

· Independent Evaluations

· Netchemia

· Filing

· IEP Scheduling Letter
Section Twelve:  Staff Evaluations

· Components of Professional Practice
Section Thirteen:  Student Discipline

· Student Discipline

· Behavior Intervention Plans

· Classroom Discipline

· Serious Disciplinary Actions

· Isolated Time-Out/Physical Management of Students

· Behavior Incidents
Section Fourteen:  Budgets/Financial Forms

· Forms

· Payroll

· Mileage Forms
· Purchase Requests
· Receipt of Purchases
· Expense Reimbursements
· Time Sheets

· Use of Activity or Sunshine Funds
· Procurement Cards (P-Cards)

· Comp Time/Overtime

· Extended IEP Hours

· Budget Cycles

	Section Seven: Students

· Student Attendance

· Truancy
· Homeless Students

· Free/Reduced Lunches

· Accidents
· Student Health

· Self-Administration of Asthma Medication
· Medication Administration

· Food Allergies
· Behavioral Incidents

· Students—Age of Majority

· Classroom Directory

· Student Behavior on Vans
Section Eight:  Parent Involvement
· Parent Emergency Information/Consent

· Program Handbook

· School Handbook/MVSEC Handbook

· Electronic Communication

· Media Release

· Open House

· PTA

· Student/Parent Directory

· Room Moms and Dads

· Parent Volunteers

· Classroom Visits

· Observations by Outside Individuals

· Visits by District Staff

· Parent Mentors

· School Pictures

· Program Newsletters

· Supply Lists

Parents and IEPs
· Translators
· Release of Information
· Permission for Other Agencies to Attend 
· IEP Meeting Notification
· Parent Rights
· PUNS List
· AT Lending Agreement
Section Nine:  Student Records

· Required Elements of a Student Record

· Reviewing Records

· Copies of Records

· Court Orders and Subpoenas

· Release of Information

· Files Check-Out

· Student Emergency Information
Section Fifteen:  Student Referrals/Exit Procedures

Section Sixteen:  Extended School Year

Section Seventeen:  Teaching Assistants

Section Eighteen:  Web-Site

Section Nineteen:  Frequently Asked Questions

Section Twenty:  Other




Mid-Valley Special Education Cooperative 













_________________
Contact Information

Mid-Valley Web-Site:  mvse.org

Mid-Valley Office
331-228-4873

Dr. Carla Cumblad, Executive Director 



Carla.Cumblad@d303.org 

Ms. Nancy Sporer, Director of Business and Human Resources 
Nancy.Sporer@d303.org 

Ms. Bonnie Carlson, Administrative Assistant


Bonnie.Carlson@d303.org
Ms. Denise Quechol, Administrative Assistant 


Denise.Quechol@d303.org 

Ms. Karin Alber, Confidential Secretary, Payroll Assistant

Karin.Alber@d303.org
Ms. Maura Burns, 331-228-4858




Maura.Burns@d303.org
Mades-Johnstone Principal/Program Coordinator, 

New Directions, Safe Schools

Ms. Dominia York, Administrative Assistant

                Dominia.York@d303.org
Ms. Melissa Jackson, Program Coordinator, 331-228-5995
                Melissa.Jackson@d303.org 

New Pathways, Early Childhood Hearing Impaired, Multi-Needs, Speech/Language, Hearing and Vision Itinerant Services

Ms. Linda Koch, Program Coordinator, 331-228-6007

Linda.Koch@d303.org 

ELS, ABLE, CLASS, 12+, Occupational/Physical Therapy

Mr. Tim Stoudt, Program Coordinator, 331-228-6034

Timothy.Stoudt@d303.org 

SAIL, Vocational Programs

Ms. Sandra Gearhart

 Instructional Support Facilitator, 331-228-4858


Sandra.Gearhart@d303.org 


Ms. Jennifer Phillips, 

Technical Assistant, 331-228-5908



Jennifer.Phillips@d303.org  
OT/PT Team Leaders

Ms. Lynn Chassee, Occupational Therapy, 331-228-5974

Lynn.Chassee@d303.org
Ms. Phyllis Markovic, Physical Therapy, 331-228-6011

Phyllis.Markovic@d303.org
Mid-Valley Special Education Cooperative

Services & Support

Mid-Valley provides services for students with special needs, the staff who serve them, and the families who love them. Specific information can be located about these services throughout this handbook.  The services are grouped into the following categories:  

Student Services: 

· Specialized Programs

· Itinerant Services

· Support and Related Services

· Extended School Year

Staff Services:

· Administrative Services

· Technical Assistance

· Professional Development

Family Support and Advocacy:

· Parent Network

· Parent Resources

· Topical Presentations 

Student Services

Specialized Programs.  MVSEC provides comprehensive and highly specialized programs for exceptional children.  Most programs are housed in various locations throughout the member districts.  Students integrate and interact with the students from their “host” schools.  Families are encouraged to become a part of their child’s school culture as much as possible.  

For the 2014-15 school year, the following programs will be provided to serve students referred to MVSEC from member districts:  

· Early Childhood Hearing Impaired Program for students ages 3-5 who have mild to severe 
hearing loss and can benefit from a program with multiple communication modes.  (p. 15)

· The ABLE Program (Ability-Based Learning and Education) is for students in grades 
kindergarten through 12th grade who demonstrate multiple and complex disabilities and who have 
significant physical, cognitive and communication needs. Students benefit from a focus on 
functional academics, life skills and a 
wide variety of vocational training experiences.(p. 17) 

· New Pathways Program for students in grades preschool through 8th grade who have significant 
communication challenges as a result of autism or similar neuro-developmental delays. (p. 18)

· CLASS Program (Children Learning Academic and Social Skills Program) for students in grades 
kindergarten through 5th grade whose primary needs are emotional or behavioral in nature and 
who can benefit from opportunities for integration with typical peers.  (p. 20)

· 
The ELS Program (Educational Life Skills) is for students in grades kindergarten through 12th 
grade whose primary needs are cognitive in nature and benefit from a focus on functional 
academics, adapted living, social and a wide variety of vocational skills. (p. 21)

· New Directions Program is designed for students in grades kindergarten through 12th grade 
whose primary needs are emotional or behavioral in nature and who benefit from a 
comprehensive, alternative school environment. (p. 22)

· S.A.I.L. Program (Students Attaining Independent Living) for students ages 18-22 who require a 
transition program based at Elgin Community College, Waubonsee Community College or the 
Shelby Transition Center.  The program focuses on independent living skills, personal-social skills, 
self-care and a wide range of vocational training experiences. (p. 24)

· 
SAFE Schools for students in 6th-12th grades who require an alternative educational program due 
to consideration for suspension or expulsion in their home schools. Although it is not a program 
for students with special needs, this program is housed at the Mades-Johnstone Center (MJC). 

(p. 25)  

· Twelve Plus (SAIL or New Directions) is for students who have completed four years of high 
school, but continue to need additional support as they transition to college or career.
Itinerant Services.  Mid-Valley provides itinerant services to students in MVSEC programs and students with special needs in district programs.  These services are delivered by personnel who are assigned to a number of different schools and program locations.  Services may be delivered as direct minutes with the student or consultation minutes with staff/teams or a combination of both, based on students’ needs as determined by the IEP team.

· Occupational Therapists work with student’s ages 3-22 who have visual motor, fine motor and sensory processing deficits. School-based occupational therapy is designed to enhance the student’s ability to fully access and be successful in the learning environment.  

	Ms. Lynn Chassee, OTR/L , Team Leader

Mr. Jeff Baker, OTR/L
Ms. Rona Henne, OTR/L




· Physical therapists provide support to students ages 3-22 for needs such as mobility, movement, posture, positioning, or safety assessment of school environment.

	Ms. Phyllis Markovic, PT, Team Leader
	


· Vision Itinerant Teachers provide services to students ages 3 through 22 whose vision impacts access to their educational environment.  Students may benefit from individual academic needs, training in the use of vision aids, software and equipment.  Some students benefit from instruction that will help them travel safely in their home and school environments.  

Ms. Lela Frantzen


        
Ms. Jill Frister
· Hearing Itinerant Teachers serve students ages 3 through 22 who have been identified with hearing loss.  They provide direct instruction minutes, implement follow-up procedures, and help to identify those who may qualify for and are in need of hearing service intervention to ensure their academic success.

Ms. Angela Gregory



Ms. Sharon Jenkins

                  
Ms. Yolanda Smith    



Ms. Carolyn Viereckl

Support and Related Services.  Support and related services are provided to eligible students placed in MVSEC programs in their many locations.  A continuum of services from monitoring specific skills to direct intervention are provided based on students’ needs as determined by the specialist and IEP team.  Consultation services may also be provided to assist staff and/or families.  

· Speech and language pathologists provide direct services for students to better facilitate expressive and receptive communication in the classroom and at appropriate worksites. They may also instruct students in the use of appropriate assistive technology and collaborate with other team members to maximize the generalization of skills.  

Ms. Kristin Dean, MA, CCC-SLPMs.


Ms. Mindy Kaplan, MA, CCC-SLP

Ms. Jessica Hanlon, MA, CCC-SLP 


Ms. Anne Santangelo, MA, CCC-SLP

TBD






TBD
· School psychology services are provided for all students in MVSEC programs.  The duties primarily involve cognitive and behavioral assessments that are required for the three-year re-evaluation of students.  In addition, the school psychologist works closely with teachers to develop effective interventions and assessments for students. The psychologist supports teams in developing functional behavior assessments and behavior intervention plans for individual students.
Ms. Joyce Laben, Ph.D.
· Social Work Services are delivered using direct, consultation, group, or individual formats.  Concepts are presented through discussion, games, problem-solving and role playing and include topics such as anger management, character education, alcohol and drug prevention, social skills, and bullying. For our older students an emphasis is placed on preparing student to transition into adult life.  Social workers also provide support to teachers and assist with the implementation of social skill programs, problem solving skills, behavior plans, and crisis intervention.  In addition, social workers also work with parents and families to help them access services in the community.

Ms. Mary Ann Domaracki, MSW


Ms. Reesa Kizior, LCSW

Mr. Scott Cardechi, MSW
                                

                      
Ms. Linda Palmisano, LCSW

Ms. Kate Vincent, LCSW  
Ms. Amy Penar, LCSW  

· Vocational Services are delivered by vocational specialists who assist students in their transition to adulthood by providing employment skill training.  The services emphasize identified career interests, pre-vocational responsibility, discipline and social skills necessary to obtain and maintain employment.  On the job training (OJT) is practiced within school buildings, at community work training sites, and through volunteer service opportunities.  Job coaches assist with on-site training, provide necessary accommodations, and review progress with employers frequently.  

Vocational Specialists:  Ms. Nicole Claeson. Ms. Kimberley Payne, Ms. Anne Waters, Mr. Joshua Axelsen, Ms. Sandy Gearhart, Ms. Karen Belich
Job Coaches:  Ms. Susan Jochum, Ms. Connie Miller, Ms. Angela Lopiccolo, Ms. Donna Popelka, 

Ms. Jo Ann Pikula
· Adapted Physical Education services are delivered by specially certified special/physical education teachers.  The program is designed to help students with appropriate physical activities that will assist them in acquiring the skills necessary to participate in leisure activities, recreational or sports experiences, enhancing their physical fitness and wellness.

                             Mr. Mike Glabinski                                                      Ms. Jeanne Schultz

· Health/Nursing Services are delivered by a certified school nurse and are provided for all students in MVSEC programs.  The duties primarily involve the creation and management of specialized health care plans, consultation with host school nurses, consultation with health assistance, communicating with parents and physicians, reviewing records and reporting health concerns required for the three-year re-evaluation of students.  For students who require full-time health services, the cooperative employs RN Assistants to support these students.

Ms. Mary Jo Zampa, CSN


Ms. Stacy Krenning, RN


Ms. Jana Franklin, RN



Ms. Cynthia Meo, RN

· Assistive Technology Services are a wide variety of service that focus on the tasks related to the student’s IEP goals.  Assistive technology is any item, piece of equipment or system, whether acquired commercially, modified, or customized, that is commonly used to increase, maintain, or improve functional capabilities of individuals with disabilities.  MVSEC provides assistive technology services that may include:  assessing the need for assistive technology; finding, adapting, maintaining and repairing the assistive technology, as needed; training the student to use the assistive technology; or training the school staff and family to use the assistive technology.

Ms. Rona Henne, OTR/L

· Teaching Assistants support instruction in all the Mid-valley programs.  They may perform many types of duties including instructing students under the supervision of the classroom teacher, supervising students in integrated or community settings, assisting students with personal care or many other types of supportive activities.

Extended School Year (ESY Summer School).  Mid-Valley hosts the summer program for all district and MVSEC students who meet the criteria for enrollment in special education summer school.  If eligible, the IEP team will include the type of programming and support on the student’s Individual Education Plan (IEP), usually at the time of the annual review.  ESY programs are designed to maintain the skills of students who might otherwise lose the benefits that they have gained throughout the course of the school year.  MVSEC provides a variety of programming to serve the needs of all children with disabilities in two locations.  If you have questions about your child’s eligibility for ESY, please contact your child’s case manager or teacher.  

Staff Services

MVSEC provides a variety of support services for district and cooperative staff.  These services include administrative services, technical assistance, and professional development.

Administration Services. Mid-Valley administrative offices are located at 1304 Ronzheimer Avenue in St. Charles. The offices provide workspace for the executive director, administrators, administrative assistants, social workers, speech pathologists, occupational therapists, physical therapists, psychologists, and secretarial support.  The administrative team oversees the provision of special education services, provides instructional support, professional development and supervision to the teachers, service providers and paraeducators of MVSEC. 

Administrative functions of the cooperative include:  

· Executive Advisory Board duties, 

· Fiscal agent duties, 

· Hiring and evaluation of staff, 

· Program evaluation and improvement, 

· Creation and follow-through with required policies, procedures, 

· Human resources and 

· Fiscal responsibilities.  

In addition, the cooperative represents the districts on various committees and organizations throughout the state and provides leadership, support, assistance and guidance for the submission of state and federal reimbursement claims and grants and other state and federal requirements.  

Technical Assistance.  Mid-Valley provides technical assistance and consultation to MVSEC and member district staff when there are areas of concern that cannot be addressed with the typical available resources.  This technical assistance may include consultation with individual teachers, parents or entire team members.  Student observations, reviews of records, and/or conversations with private providers or administrators also may be a part of this service.  In addition, technical assistants may make suggestions, assist with the creation of plans, or provide professional development, as needed.  

Instructional Support Facilitator.  The cooperative employs a staff member who supports and coaches educators to achieve the goals of the cooperative and assist with school and classroom improvement.

Professional Development.  Annually, in collaboration with the member districts, MVSEC conducts a survey of staff and parents regarding the services and necessary professional development.  Then, Mid-Valley arranges for and provides professional development for MVSEC and member district staff on a wide variety of topics.  These topics may include strategies for improving behavior, effective methods for students with autism, successful IEP writing, the use of assistive technology, etc.  These topics are revisited each year and are refined for program improvement.    

Family Support and Advocacy

Families are an important part of any student’s education.  In order to foster collaboration and support families, MVSEC offers several opportunities for parents including the parent network, parent resources, and pertinent topical presentations.

Parent Network.  Parent network meetings are scheduled frequently during the year.  The purpose of these meetings are twofold:  (1)  To bring parents and caregivers together to support each other; (2) To share resources and ideas regarding the care and education of children with disabilities.  Parents of students of all ages and of all disabilities are encouraged to come.  Information about these meetings is available from your child’s teacher or on MVSEC’s website (mvse.org).

Parent Resources.  Every parent network meeting results in new resources for parents.  These resources may range from advocacy services, medical services, adapted playgrounds, theatre presentations, summer camps, or any other source of information.  Parents are encouraged to bring, share, or ask questions.  Shared resources are compiled on MVSEC’s website (mvse.org).

Topical Presentations.  As a result of the Parent Network and the results of the annual needs assessment, parents have reported that they would appreciate the opportunity to hear speakers on a variety of topics.  Information will be provided via the website and from your child’s teacher.  We hope you will join us! 

Mid-Valley Specialized Programs
Early Childhood Hearing Impaired Program

Coordinator: Melissa Jackson, (331) 228-5995

Melissa.Jackson@d303.org 

Fabyan Elementary School, District 304

0S350 Grengs Lane, Geneva, IL 60134

Teacher: Ms. Jennifer Haney, (331) 228-5989


Jennifer.Haney@d303.org
ECHI is an instructional preschool program for students with mild to severe hearing impairments. The program is designed to develop communication skills of preschoolers (ages 3 through 5) with hearing impairments to age-appropriate levels.  The ECHI program offers a small, structured classroom and is staffed on a 1:4 ratio, generally with a teacher and a classroom assistant.  

Program components of Early Childhood Hearing Impaired:
· The classroom utilizes small instructional groupings that focus on the development of speech and language skills and academic readiness skills.

· Equal emphasis is placed on the acquisition of receptive and expressive language skills, speech production and listening skills.
· Most students wear amplification equipment to utilize their residual hearing and to systematically develop listening skills.

· Total Communication is employed as an instructional approach; the communication approach used by each individual child is based on student needs and family preferences.  All communication modes are accommodated, including Auditory/Oral, Total Communication, and the use of speech reading.

· Auditory habilitation, speech reading, and the use of assistive technology (FM systems) also are emphasized. 

· Daily schedule includes snack/lunch time, structured physical activities and opportunities for cooperative play. 

Curriculum and Services

· A variety of curricular materials are used to educate students in language, listening and pre-academic skills, including Visual Phonics.
· Students participate in curriculum-based assessments to inform instruction and monitor progress. 
· Team-based programming is emphasized in goal development, instruction and service delivery.
· ECHI students receive related services necessary to support access to their educational program, as indicated by the IEP for each student.

· Related services are integrated into classroom activities throughout the school day, across environments.  Direct and/or consultative services are provided, as appropriate.
· Support from an educational audiologist is provided to students in the program to provide necessary consultation and to assist with the use and management of FM systems, as appropriate.
Ability- Based Learning and Education (ABLE)

Coordinator: Linda Koch , (331)228-6007


Linda.Koch@d303.org

Mill Creek Elementary School, District 304

0N900 Brundige Dr., Geneva, Illinois  60134

Teacher: Ms. Karen Tredup, (331) 228-6185


Karen.Tredup@d303.org
Geneva Middle School-South, District 304

1415 Viking Drive, Geneva, Illinois 60134

Teacher: Ms. Christine Cotto, (331)228-5940


Christine.Cotto@d303.org 

Batavia High School, District 101

335 W. Wilson, Batavia, IL 60510

Teacher: Althea Sawalski, (331) 228-2787


Althea.Sawalski@d303.org
The Ability-Based Learning and Education (ELS) program is designed for students with multiple, severe disabilities, often demonstrating significant physical, cognitive, communication and medical needs in grades K-12.  The Ability Based Learning and Education classroom utilizes a multi-sensory approach to learning.  Assistive technology to support instruction is embedded into each student’s daily program.  The classroom is staffed on a two student to one adult ratio, to support the significant needs of our students in all areas.

Related services such as occupational therapy, physical therapy, speech/language therapy and adapted physical education services are integrated into the program based on individual needs of students.  Additional support is provided as necessary to address student needs, such as vision or hearing consultation and nursing services, as needed.

Key components of ABLE Program include:

· Program emphasis on providing a multi-sensory, communication based program.

· Current content is aligned with Illinois Common Core Standards and general education curriculum as appropriate.

· Instructional techniques are highly specific to each student and include program- wide focus on communication skill acquisition and use, assistive technology and social/communication skills instruction, across the students’ day.

· Integrations opportunities are available as indicated on the IEP to meet students’ needs and are highly individualized. 

· Support from an RN/assistant is provided as part of the classroom programming.

New Pathways Program

Coordinator: Melissa Jackson, (331)228-5995



Melissa.Jackson@d303.org
Western Avenue Elementary School, District 304

1500 Western Ave., Geneva, IL 60134

Teacher: Tricia Klein, (331) 228-3300, Primary K


Tricia.Klein@d303.org 
Munhall Elementary School, District 303, 

1400 S. 13th Ave., St. Charles, IL 60174

Teacher: Ms. Melissa Mills, (331) 228-2600, Primary K-2

Melissa.Mills@d303.org
Teacher: Mr. Ryan Potter, (331) 228-2600, Primary 2-3

Ryan.Potter@d303.org
Harrison Elementary School, District 304, Primary 2

201 North Harrison St., Geneva, Illinois  60134

Teacher: Ms. Sarah McCafferty, (331) 228-6182


Sarah.McCafferty@d303.org

 HYPERLINK "mailto:Jessica.Kling@d303.org"
 
Anderson Elementary School, District 303, Primary 3-4

35W071 Villa Marie Rd., St. Charles, IL 60174

Teacher: Ms. Christine Phillips, (331) 228-6022


Christine.Phillips@d303.org
Wasco Elementary School, District 303, Intermediate 4-5

4N782 School Street, St. Charles, IL 60174

Teacher: Ms. Bethany Akers, (331) 228-2900



Bethany.Akers@d303.org
Geneva Middle School South, District 304

1357 Viking Drive, Geneva, Illinois  60134

Teacher: Ms. Angelica Asencio, (331) 228-5921


Angelica.Asencio@d303.org 



Fox Ridge Elementary, District 303 (Early Childhood)
1905 Tyler Road, St. Charles, Illinois  60174

Teacher: Paulette Ollie, (331) 228-6018



Paulette.Ollie@d303.org
New Pathways is an instructional program for students challenged with autism spectrum disorders and other pervasive developmental disabilities with similar characteristics.  New Pathways classrooms offer a small, structured environment and are staffed on a two student to one adult ratio, which supports intensive instructional programming, social/behavioral skill development and generalization opportunities, both within the classroom and in the general education environment.

Program components of New Pathways:

· Program emphasis on providing intensive educational experiences for students to learn and generalize communication, social, behavioral, academic and self-help skills across a variety of settings.

· Instruction is provided primarily in individual/small group settings.

· Program supports include social skills groups, language groups, sensory regulation activities, and adapted physical education.

· Integration opportunities with typically developing peers are available as indicated on the IEP to meet each student’s individual needs.  Opportunities range from social activities such as lunch, recesses, and assemblies/classroom celebrations to curricular classes such as specials, calendar/story times, centers and other hands-on classroom activities.

· Community-based experiences and instruction occur throughout the school year.

  

Curriculum and Services

· Research-based instructional techniques identified as best practices for students on the autism spectrum are employed, including structured teaching, discrete trial training, functional routines, visual systems and supports, assistive technology and social/communication skills instruction, embedded across the students’ day. 
· A variety of curricular materials are used for academic and functional skills instruction, and are individualized, based on students’ needs and developmental levels.  Examples of currently used instructional tools include:  Unique Learning Systems, Teachtown, Reading A to Z, Edmark, Touch Math, among others.  When appropriate, students access standard curriculum, with accommodations/modifications, as needed.
· Students participate in curriculum-based assessments to inform instruction and monitor progress. 
· Team-based programming is emphasized in goal development, instruction and service delivery.  
· New Pathways students receive related services necessary to support access to their educational program, as indicated by the IEP for each student.
· Related services are integrated into classroom activities throughout the school day, across environments.  Direct and/or consultative services are provided, as appropriate.
· Integration opportunities are available as indicated on the IEP to meet students’ needs. Most students participate in general music, art, lunch and recesses; students may be mainstreamed for other subject area instruction, if determined to be appropriate.

CLASS Program (Children Learning Academic & Social Skills)

Coordinator:  Linda Koch, (331)228-6007


Linda.Koch@d303.org
Western Avenue Elementary School, District 304

1500 Western Ave., Geneva, IL 60134

Teacher: (K-3) Ms. Megan Burnett, (331) 228-6864

Megan.Burnett@d303.org
The Children Learning Academic & Social Skills Program (CLASS) serves students kindergarten through fifth grade.  These cross-categorical instructional classes are designed for students whose primary needs are behavioral, social or emotional in nature.  Students may have secondary disabilities as well.  The program provides small, structured classroom settings with an approximate ratio of one adult per every two students.  Key components of CLASS include:

· The goal of CLASS is for students to gain confidence and essential social and emotional skills to support them in successfully returning to a general education setting, if appropriate.

· Program emphasis is on the development of social and emotional skills for children who benefit from specialized support for at least 50% of their day in a small, structured setting.    

· Students are integrated into the general education classroom with support for behavioral, social and emotional needs.  Most students participate in general music, art, PE, lunch and recess.  Other integration opportunities are available for students as their needs indicate.  

· Related services are available through direct and/or consultation through the program as indicated on the IEP to meet the students’ needs.  Social work services are an integral part of the program where social skills instruction is provided in groups and/or individual sessions.  

· Curriculum content is aligned with grade level Illinois Common Core Standards.  Lessons are taught through a multi-sensory and multi-modality approach.  As much as possible, the program uses instructional materials and methodologies that resemble the general education environment.  

· The program incorporates positive strategies and interventions to assist students.  Students benefit from a highly structured environment with consistent expectations and follow through.  Many students have a behavioral intervention plan incorporated into their IEP, which is monitored and reviewed frequently.  Most of the classrooms have an overall behavior management system.  

· Parent collaboration/participation is an integral component of this program through frequent communication.  

Educational Life Skills (ELS)

Coordinator: Linda Koch, (331) 228-6007



Linda.Koch@d303.org 

Blackberry Creek Elementary School, District 302

1122 South Anderson Rd., Elburn, IL 60119

Teacher: Ms. Chris Boers, (331) 228-6176, Grades K-3

Christine.Boers@d303.org
Teacher: Ms. Mackenzie Nissen, (331) 228-6179, Grades 3-4

Mackenzie.Nissen@d303.org
Prairie Knolls Middle School, District 301, Grades 6-8

225 Nesler Rd., Elgin, IL 60124

Teacher: Ms. Leigh Ann Huntley, (331) 228-6180


LeighAnn.Huntley@d303.org
Geneva High School, District 304, Grades 9-12

416 McKinley Avenue, Geneva, IL 60134 

Teacher: Ms. Josephine Wallace, (331) 228-6037


Josephine.Wallace@d303.org
ELS is a cross categorical instructional program for students with intellectual disabilities and/or other disabilities with similar characteristics.

ELS classrooms offer a small, structured environment and are staffed on two student to one adult ratio, with an emphasis on functional academics and life skills, community living skills, and social and pragmatic language skills. Pre-vocational skills are taught beginning in middle school and continued through high school.

Key components of ELS include:

· Program emphasis is on the development of critical academic and life skills through a collaborative team based approach. 

· Curriculum content is aligned with Illinois standards and general education curriculum as appropriate.

· The program provides intensive educational experiences for students learning and generalizes skills across a variety of settings.

· Students work towards individual goals and highly individualized instruction that will enable them to maximize their potentials.

· In high school, students work on learning pre-vocational skills in class, within the school and at pre-vocational training sites. A vocational specialist and job coaches assist students in pre-vocational training in the community.

· Integration opportunities with typically developing peers are available as indicated on the IEP to meet students’ needs.

· Adapted Physical education classes are provided weekly for elementary programs and dally for middle and high school programs

New Directions Program
Coordinator:  Maura Burns, (331) 228-4858


Maura.Burns@d303.org
Administrative Assistant: Dominia York 


Dominia.York@d303.org 
Mades Johnstone Center (MJC)

1304 Ronzheimer Rd., St. Charles, IL 60174

Teacher: (K-2) Ms. Amanda Butler, (331) 228-2191

Amanda.Butler@d303.org
Teacher: (K-2) Ms. Megan Meyer, (331)228-5990

Megan.Meyer@d303.org 



Teacher: (3-4) Ms. Meg Bingham, (331) 228-5969

Meg.Bingham@d303.org

 HYPERLINK "mailto:Meg.Bingham@d303.org"
  
Teacher: (4-5) Ms. Myra Stinson, (331) 228-6033

Myra.Stinson@d303.org 
Teacher: (7-8) Ms. Carissa Mingo, (331) 228-6014

Carissa.Mingo@d303.org
Teacher: (6-8) Mr. Jayson Via, (331) 228-2696

Jayson.Via@d303.org 

 

Teacher: (9-12) Mr. Dan Galuszek, (331) 228-5994

Daniel.Galuszek@d303.org
Teacher: (9-12) Ms. Ginger Rohde, (331) 228-6027

Ginger.Rohde@d303.org
Teacher: (9-12) Ms. Holly Heinrich, (331) 228-2494

Holly.Heinrich@d303.org
Teacher: (Ph.Ed) Ms. Jeanne Schultz, (331) 228-6031

Jeanne.Schultz@d303.org 
Art & Music: Mr. Paul Scanlan (331) 228-6030
          

Paul.Scanlan@d303.org 

Vocational Specialist: Mr. Josh Axelsen
 (331)228-6204
Joshua.Axelsen@d303.org 

The New Directions program is designed to work with students whose primary needs are emotional or behavioral in nature, and whose needs cannot be successfully met in a traditional public school setting.   The program serves students in grades K-12.  

 

The classrooms are small, structured settings that focus on differentiated academic instruction.  In addition, the staff employs a variety of positive behavior interventions, including consistent feedback on behavior, social skills instruction aligned with the Illinois Social Emotional Learning Standards, specialized learning strategies, and vocational instruction and support.  Intervention techniques aim to help students develop self-management skills, effective decision-making, problem-solving strategies, and improved interpersonal skills.  Students are taught self-regulatory strategies to monitor their ability to stay on task, complete work, focus on instruction, and interact well with teachers and peers. 

The physical structure of the school is smaller to allow for greater individualization of instruction and increased opportunities to learn and practice positive coping strategies throughout the entire day.  The classes generally have 10-12 students, with a 3:1 staff to student ratio in the high school programs and a 2:1 staff to student ratio in the elementary/middle school program.  Students spend up to 100% of their day in this specialized program, with the goal of a gradual transition back to their home school or graduation, depending on the student’s needs and IEP goals.  

Related services may be integrated into the classroom activities with direct and/or consultative services provided, as appropriate. A full-time social worker assists students with problem-solving, crises intervention and social skills development. Information is also provided to families about community resources available such as mental health services, substance rehabilitation, and vocational or post-secondary educational options.  

The New Directions Program includes the following key components:

· Academic instruction aligned with the Illinois Common Core  Standards and IEPs,

· Positive behavior interventions and supports,

· Participation in local and state assessments with appropriate accommodations, 

· Functional behavior assessments and behavior intervention plans, 

· Transition planning which includes cooperating with community colleges and other community agencies,

· Vocational education and support with the opportunity to earn additional credits,

· Group and individual social skills education and counseling,

· Therapeutic support for students’ emotional well-being

· Structured environment with immediate constructive feedback,

· Accelerated credit recovery, and

· Community service activities.

Transition Programs 
The S.A.I.L. transition program is a community-based, life-skills program for students ages 18-22. The goal of the program is to prepare students for the transition from public education to adult living at age 22. The program uses supported real-life experiences to facilitate the development of independent adult skills. As appropriate, students practice their independent skills in community settings. Program components include daily living skills, personal social and social language skills, vocational training, money management, consumer foods, communication skills, community and career exploration, recreation and leisure, and volunteerism. 

S.A.I.L. is based at three sites: the Mid-Valley Shelby Transition Center, Elgin Community College, and Waubonsee College.

S.A.I.L (Students Attaining Independent Living)

Coordinator: Mr. Tim Stoudt, (331) 228-6034



Timothy.Stoudt@d303.org
Shelby Building

210 South 5th Street, St. Charles, IL 60174

Teacher: Ms. Jill Wilder, (630) 845-4357



Jill.Wilder@d303.org
Elgin Community College

1700 Spartan Dr., Elgin, IL 60123

Teacher: Ms. Judy Donner, (630) 849-7863



Judith.Donner@d303.org
Teacher: Ms. Terri Edwards, (630) 450-4361



Terri.Edwards@d303.org
Waubonsee Community College

Rte 47 at Waubonsee Dr., Sugar Grove, IL 60554

Teacher: Ms. Anne Waters, (630) 200-4070



Anne.Waters@d303.org
Teacher: Ms. Gina Banks, (331)228-5932



Gina.Banks@d303.org
Vocational Specialist: Ms. Kimberley Payne, (630)849-3323

Kimberley.Payne@d303.org 

Vocational Specialist: Ms. Nicole Claeson, (630) 450-5998

Nicole.Claeson@d303.org 

Vocational Specialist: Ms. Sandy Gearhart (630) 450-5404      

Sandra.Gearhart@d303.org 

Vocational Specialist: Ms. Karen Belich, (331) 228-5854

Karen.Belich@d303.org  

SAIL Twelve Plus is an additional service provided by the SAIL program.  These services can include:  acclimating students to the college campus, accessing needed support through the Learning Center at Elgin Community College or Waubonsee Community College, or providing vocational services, as determined by their IEP.  A case manager provides this service during scheduled meetings with the student, or groups of students, providing support in the transition to college and the world of work.

Teacher: Ms. Amy Rogers, (630) 849-7865



Amy.Rogers@d303.org 

Safe Schools Program

Principal:  Maura Banks, (331) 228-4858



Maura.Banks@d303.org
Administrative Assistant: Dominia York 


               Dominia.York@d303.org 
Mades Johnstone Center (MJC)

1304 Ronzheimer Rd., St. Charles, IL 60174

Teacher: Mr. Steve Haugen, (331) 228-5991



Stephen.Haugen@d303.org 

Mid-Valley Safe Schools Program is funded by a grant from the Illinois Board of Education and the Kane County Regional Office of Education as an alternative educational program that accommodates general education and special education students who have been considered for expulsion at their district school.  

Safe Schools is NOT a special education program. It is an inclusive program that may include students with disabilities who are able to complete grade-level academic work with assistance.  Students with disabilities are provided all services indicated on their IEP’s by appropriately certified professionals.

 

Safe Schools is a "learning lab" in which students work independently on computer based programs, video courses, and textbook coursework aligned to meet state standards. Students may also participate in volunteer community service projects as part of the program.  

Students earn P.E. credit by participating in Physical Education classes at Mades-Johnstone Center.  Mid-Valley support services are available to Safe Schools students seeking employment opportunities in the community, if appropriate.  

Participants earn credit and re-entry to their district school and/or a high school diploma upon completion of the program. Diplomas are issued from the home high school. 

2014-2015 School Year Calendar 

MADES-JOHNSTONE CENTER (MJC)

Mid-Valley Programs at Mades-Johnstone Center follow the District 303 calendar

New Directions and Safe Schools Programs.

	August 18-19……………..
	Teachers' Institute Days (No School)
	TAs Work

	August 20…………………..
	First Day of Classes
	TAs Work

	August 29…………………..
	Teachers’ Institute Day (No School)
	TAs No Work

	September 1………………
	Labor Day (No School)
	TAs No Work

	October 10…………………
	School Improvement Day (No School)
	TAs No Work

	October 13…………………
	Columbus Day (No School)
	TAs No Work

	November 24……………..
	K-12 Parent/Teacher Conferences (No School)
	TAs No Work

	November 25……………..
	K-8 Parent/Teacher Conferences (No School)
	TAs No Work

	November 25……………..
	High School Teacher’s In-Service Day (No School)
	TAs No Work

	November 26……………..
	Non-Attendance Day (No School)
	TAs No Work

	November 27-28………..
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31………...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2………………..
	Winter Break Continued (No School)
	TAs No Work

	January 5……………..........
	School Resumes
	TAs Work

	January 16…………………
	Teachers’ Work Day (No School)
	TAs No Work

	January 29…………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16………………
	President’s Day (No School)
	TAs No Work

	February 27……………….
	Teachers' Institute Day (No School)
	TAs Work

	March 30-April 3………..
	Spring Break (No School)
	TAs No Work

	April 6……………………...
	School Resumes
	TAs Work

	April 16…………………….
	K-5 Only Half Day AM – Parent/Teacher Conf. PM
	TAs Work

	April 17……………………..
	School Improvement Day (No School)
	TAs No Work

	May 25………………………
	Memorial Day (No School)
	TAs No Work

	June 1………………………..
	Last Day of School
	TAs Work


2014-2015 School Year Calendar

BATAVIA DISTRICT 101

Mid-Valley satellite classrooms follow the calendar of their host school.

Mid-Valley classroom sites: ABLE at Batavia High School.
	August 14 & 15 ………..
August 18 ……………….
	Teachers' Institute Days (No School)
Teachers’ Instituted Day MVSEC (No School)
	TAs Work(No TA 8/14)
TAs Work

	August 19………………..
	First Day of Classes
	TAs Work

	September 1……………
	Labor Day (No School)
	TAs No Work

	October 13………………
	Teachers' Institute Day (No School)
	TAs No Work

	November 7…………….
	Parent/Teacher Conferences (Half Day for Students)
	TAs Work

	November 26-28……..
	School Holiday (No School) 

	TAs No Work

	December 22-31……...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2……………..
	Winter Break Continued (No School)
	TAs No Work

	January 5………………...
	School Resumes
	TAs Work

	January 19………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 27…………….
	Teachers' Institute Day (No School)
	TAs Work

	March 13………………..
	Parent/Teacher Conferences (Half Day for Students)
	TAs Work

	March 23-March 27……..
	Spring Break (No School)
	TAs No Work

	March 30…………………….
	School Resumes
	TAs Work

	April 3…………………..
	Non-Attendance Day
	TAs No Work

	May 4……………………...
	Teachers' Institute Day (No School)
	TAs No Work

	May 22……………………
	Last Day of School for Students
	TAs Work

	May 25……………………
	Memorial Day (No School)
	TAs No Work

	May 26…………………… 
	Teachers' Institute Day
	TAs No Work


2014-2015 School Year Calendar

CENTRAL DISTRICT 301

Mid-Valley satellite classrooms follow the calendar of their host school.

Mid-Valley classroom sites: ELS at Prairie Knolls Middle School.

	August 18 & 19………
	Teachers' Institute Days (No School)
	TAs Work

	August 20………………..
	First Day of Classes
	TAs Work

	September 1……………
	Labor Day (No School)
	TAs No Work

	October 9………………..
	School Improvement Day (Half Day)
	TAs Work

	October 10………………
	Teachers' Institute Day (No School)
	TAs No Work

	October 13………………
November 6…………….

November 7 ……………
	Columbus Day (No School)

School Improvement Day (Half Day)
Teachers’ Institute Day (No School)
	TAs No Work
TAs Work

TAs No Work

	November 24-25……..
	K-12 Parent/Teacher Conferences (No School)
	TAs No Work

	November 26-28……..
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31……...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2……………..
	Winter Break Continued (No School)
	TAs No Work

	January 5……………......
	School Resumes
	TAs Work

	January 16………………
	School Improvement Day (Half Day)
	TAs Work

	January 19………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16…………….

February 26……………
	Presidents Day (No School)

School Improvement Day (Half Day)
	TAs No Work

TAs Work

	February 27…………….
March 18 ………………..
	Teachers' Institute Day (No School)
School Improvement Day (Half Day)
	TAs No Work
TAs Work

	March 30-April 3……..
	Spring Break (No School)
	TAs No Work

	April 6…………………….
	School Resumes
	TAs Work

	April 9…………………….
	Parent/Teacher Conferences (Evening)
	TAs Work

	April 10…………………..
	Teacher In-Service (Half Day) 
	TAs Work

	May 1……………………...
	School Improvement (Half Day)
	TAs Work

	May 25……………………
	Memorial Day (No School)
	TAs No Work

	May 28…………………… 
	Last Day of Classes for Students
	TAs Work

	May 29……………………..
	Teacher Work Day (No School)
	TAs No Work


2014-2015 School Year Calendar

KANELAND DISTRICT 302

Mid-Valley satellite classrooms follow the calendar of their host school.

Mid-Valley classroom sites: ELS K-5 at Blackberry Creek Elementary

	August 18-19……………
	Teachers' Institute Day
	TAs Work

	August 20…………………
	First Day of Classes
	TAs Work

	September 1……………..
	Labor Day (No School)
	TAs No Work

	October 13……………….
	Columbus Day (No School)
	TAs No Work

	November 6-7…………..
	Parent/Teacher Conferences (No School)
	TAs Work 11/6 only

	November 24……………
	Teachers’ Institute Day (No School)
	TAs No Work

	November 25……………
	School Improvement Day (No school)
	TAs No Work

	November 26-28………
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31……….
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2………………
	Winter Break Continued (No School)
	TAs No Work

	January 5…………….......
	School Resumes
	TAs Work

	January 19……………….
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16……………..
	President’s Day (No School)
	TAs No Work

	February 27……………..
	Teachers' Institute Day (No School)
	TAs Work

	March 27…………………
	In-Service Day (No School)
	TAs Work

	March 30-April 3……..
	Spring Break (No School)
	TAs No Work

	April 6…………………….
	School Resumes
	TAs Work

	May 25……………………
	Memorial Day (No School)
	TAs No Work

	May 27……………………...
	Last Day of Classes
	TAs Work


2014-2015 School Year Calendar 

ST. CHARLES DISTRICT 303

Mid-Valley classroom sites: New Pathways at Anderson Elementary, Munhall Elementary, Wasco Elementary, Fox Ridge Elementary; and new Directions at Mades Johnstone Center. 
	August 18 &19……………..
	Teachers' Institute Days (No School)
	TAs Work

	August 20…………………..
	First Day of Classes
	TAs Work

	August 29…………………..
	Teachers’ Institute Day (No School)
	TAs No Work

	September 1………………
	Labor Day (No School)
	TAs No Work

	October 10…………………
	School Improvement Day (No School)
	TAs No Work

	October 13…………………
	Columbus Day (No School)
	TAs No Work

	November 24……………..
	K-12 Parent/Teacher Conferences (No School)
	TAs No Work

	November 25……………..
	K-8 Parent/Teacher Conferences (No School)
	TAs No Work

	November 25……………..
	High School Teacher’s In-Service Day (No School)
	TAs No Work

	November 26……………..
	Non-Attendance Day (No School)
	TAs No Work

	November 27-28………..
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31………...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2………………..
	Winter Break Continued (No School)
	TAs No Work

	January 5……………..........
	School Resumes
	TAs Work

	January 16…………………
	Teachers’ Work Day (No School)
	TAs No Work

	January 19…………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16………………
	President’s Day (No School)
	TAs No Work

	February 27……………….
	Teachers' Institute Day (No School)
	TAs Work

	March 30-April 3………..
	Spring Break (No School)
	TAs No Work

	April 6……………………...
	School Resumes
	TAs Work

	April 16…………………….
	K-5 Only Half Day AM – Parent/Teacher Conf. PM
	TAs Work

	April 17……………………..
	School Improvement Day (No School)
	TAs No Work

	May 25………………………
	Memorial Day (No School)
	TAs No Work

	June 1………………………..
	Last Day of School
	TAs Work


2014-2015 School Year Calendar 

GENEVA DISTRICT 304

Mid-Valley satellite classrooms follow the calendar of their host school.

Mid-Valley classroom sites: Early Childhood Hearing Impaired at Fabyan Elementary, New Pathways and ABLE at Geneva Middle School South, New Pathways at Harrison Street Elementary, ELS at Geneva High School, CLASS Primary at Western Avenue Elementary, and ABLE at Mill Creek Elementary.

	August 18 & 19…………
	Teachers' Institute Days (No School)
	TAs Work

	August 20…………………..
	First Day of Classes
	TAs Work

	August 29…………………..
	Teachers’ Institute Day (No School)
	TAs No Work

	September 1………………
	Labor Day (No School)
	TAs No Work

	October 10…………………
	School Improvement Day (Half Day)
	TAs Work

	October 13…………………
	Columbus Day (No School)
	TAs No Work

	November 14……………..
	School Improvement Day (No School)
	TAs Work

	November 24-25………
	Parent/Teacher Conferences (No School)
	TAs No Work

	November 26-28………..
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31………...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2………………..
	Winter Break Continued (No School)
	TAs No Work

	January 5……………..........
	School Resumes
	TAs Work

	January 16…………………
	School Improvement Day (Half Day)
	TAs Work

	January 19…………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16………………
	President’s Day (No School)
	TAs No Work

	February 26……………….
	Parent/Teachers Conferences (Half Day)
	TAs Work

	February 27……………….
	Teachers’ Institute Day (No School)
	TAs Work

	March 30-April 3………..
	Spring Break (No School)
	TAs No Work

	April 6……………………...
	School Resumes
	TAs Work

	April 17…………………….
	School Improvement Day (Half Day)
	TAs Work

	May 25………………………
	Memorial Day (No School)
	TAs No Work

	May 27………………………
	Early Dismissal (1 Hour) 
	TAs Work

	May 28………………………
	Last Day of Classes
	TAs Work


2014-2015 School Year Calendar 

S.A.I.L. TRANSITION PROGRAM 

	August 11-12…………..
	Teachers' Institute Days (No School)
	TAs Work 

	August 13………………..
	First Day of Classes
	TAs Work

	August 18………………..
	Teachers’ Institute Day (No School)
	TAs Work

	September 1……………
	Labor Day (No School)
	TAs No Work

	October 10………………
	School Improvement Day (No School)
	TAs No Work

	October 13………………
	Columbus Day (No School)
	TAs No Work

	November 24…………..
	School Improvement Day (No School)
	TAs No Work

	November 25…………..
	Non-Attendance Day (No School)
	TAs No Work

	November 26…………..
	Non-Attendance Day (No School)
	TAs No Work

	November 27-28……..
	Thanksgiving Break (No School) 

	TAs No Work

	December 22-31……...
	Winter Break (No School)
	TAs No Work

	
	
	

	January 1-2……………..
	Winter Break Continued (No School)
	TAs No Work

	January 5………………...
	School Resumes
	TAs Work

	January 16………………
	Teachers’ Work Day (No School)
	TAs No Work

	January 19………………
	Martin Luther King, Jr. Day (No School)
	TAs No Work

	February 16…………….
	President’s Day (No School)
	TAs No Work

	February 27…………….
	Teachers' Institute Day (No School)
	TAs Work

	March 23-27……………
	Spring Break (No School)
	TAs No Work

	March 30…………….….
	School Resumes
	TAs Work

	April 17…………………..
	School Improvement Day (No School)
	TAs Work 

	May 22……………………
	Last Day of Classes
	TAs Work


SECTION FOUR:  PROFESSIONAL RESPONSIBILITIES
JOB DESCRIPTIONS

Job descriptions for every position in the organization and specific performance expectations for each job in the cooperative are available either from the Human Resources Department or on the MV web-site (mvse.org)  Please make sure that you are familiar with your performance expectations.  
POLICIES

The Mid-Valley Executive Board has adopted policies that govern the cooperative.  These policies are available at the administration office and on the MV web-site (mvse.org) under the Board tab.  New policies or revisions may be made throughout the year.  If so, staff will be notified about the updates via email and the Board Briefs.  
MANDATED REPORTING

All Mid-Valley employees are “mandated reporters”, individuals who are mandated by law to report suspected child abuse or neglect.  Any employee who suspects or receives knowledge that a student may be an abused or neglected child shall immediately report such a case to the Illinois Department of Children and Family Services on the Child Abuse Hotline:  800-25-ABUSE or 217-524-2606.  The employee shall also promptly notify their supervising administrator that a report has been made.  Further information regarding reporting procedures can be located in the appendix of this handbook section.  

NOTIFICATION OF DCFS STUDENTS

The state has different reporting and reimbursement requirements for students who are in the care of DCFS or who are wards of the state.  In the fall, you will receive an email from the central office requesting the names of those students.  Throughout the year, should a student’s situation change or a student move into the programs with DCFS involvement, you should notify the Administrative Assistant for Business. 

CASELOAD INFORMATION 
At the end of each month, we report the number of students receiving services and the number of minutes per week of services to the Mid-Valley Executive Board.  This data is used in billing our member districts.  Itinerants, teachers and therapists should review and update their caseload information with team leaders or supervisors on a regular basis.  If a student is added or dropped from enrollment from a MV program or service, please complete and send the Student Add/Drop/Change Form to your coordinator who will forward it to the MVSEC central office.  (See also, Section Eleven:  Paperwork Reminders)
CONFIDENTIALITY

It is very important to share pertinent information with others in order to collaborate well.  However, it is expected that Mid-Valley staff members observe the utmost confidentiality when sharing information about students.  Remember that all communication (written, verbal, photographs, electronic) must be held in confidence if the student can be personally identified.  It is not necessary to obtain permission to release information to and from the member districts.  But, parent permission is required for anyone outside of MVSEC and member districts.  (See Section Nine:  Student Records.)
CALENDARS

Mid-Valley staff follow the calendars of their respective host schools/districts.  Calendars are provided for staff working in each district and are available on the respective district websites.  Professional educators and therapists assigned to students in other districts should work the number of contract days provided in their contract.  If you work part-time, you should  develop a calendar and submit it to your coordinator.  Itinerant staff follow the calendar of the district where you spend most of your time.  Hearing and Vision Itinerant staff generally follow District 303’s calendar.  In the beginning of the school year, you will be asked to verify your schedule with the number of required contracted days.
FACULTY HOURS

Educators are expected to be in their buildings at least 15 minutes before and after the published hours of the school day.  Licensed and therapy staff work a 7.5 hour day.  If, for some reason, you will be arriving late or departing early on a given day, please be sure to notify your supervisor and your school office.  Adhering to this procedure is very important in keeping solid relations with our parents.  Also, please let the office know if you expect to be out of the building during your planning period.  Faculty team and program meetings are scheduled periodically after school throughout the year.  Attendance is mandatory.

If you regularly work hours beyond your contracted day, with preapproval by your coordinator, you may be compensated for your time.  Staff would complete the procedures for Timesheets in Section Fourteen, Budgets/Financial.  If you are regularly requested to attend IEP meetings beyond the regular work hours, staff may complete the procedures and forms for Confirmation of Extended Hours IEP Meetings, also in Section Fourteen.
OFFICE HOURS

Mades-Johnstone (MJC) is open from 7:30-4:00 on school days.  Mid-Valley Office will be accessible from 7:30 A.M. to 4:30 P.M. on attendance days (Monday-Friday).   The Mid-Valley Office is open through the summer and most student breaks.  Staff will be notified of these dates and hours and the website will have the hours posted.
STAFF DIRECTORY/INFORMATION

In the beginning of the school year, you will be asked to update your emergency information and whether or not you would like directory information to be released for other staff.  The staff directory information is available on the iVisions portal by logging into your iVisions account/Employee Resources/Directory.
SCHEDULES

After the first two weeks of school, teachers, itinerants and related service staff should provide their coordinators with their classroom and student schedules.  Please issue a copy of these schedules to other team members as well.  When changes are made to the schedule, please distribute a revised copy to your coordinator and other team members.  It is also helpful if the building office staff have a copy of your schedule so they can respond to any questions that may arise regarding your availability.  
BUS DUTY

Most Mid-Valley students are accompanied to and from buses by a teaching assistant.  Teachers should assign staff to ensure that all students are supervised.  We are also required to claim Medicaid reimbursement for transportation expenses for many of our students.  Staff members will be required to keep accurate records on forms provided to indicate when students ( who are take bus transportation to and from school (if they receive and are eligible for Medicaid services).  (See Section Five:  Medicaid.)

COMPUTERS
Laptop computers, iPads, and cell phones are provided to individuals based upon the requirements of their positions.  These are provided for professional purposes only.  This equipment should be returned to your coordinator at the Mid-Valley Office on or before the last day of the school year.  Communicating with students via social media is not recommended.  
Computers are available for staff throughout the building, and may be used for personal use during lunch, plan and break times.  Please use the staff rooms for this purpose.   Streaming radio and video takes a great deal of bandwidth.   For these reasons, it should only be done for educational purposes. To maintain a virus-free network,  privately-owned, personal  computers are not to be used  on the  D303 network.  Please refer to MVSEC’s Acceptable Use Policies.
E-MAIL

In order to increase the efficiency of communication and save printing effort/costs, most communication will be via email.  It is considered to be your professional responsibility to check your email regularly.  This communication will be through your D303 email address.  Staff who work in programs outside of District 303 are provided with computer network access and email for those districts.    When using email, please refrain from including personally identifiable information about students.  This creates a student record that can be requested by parents.  Remember, your district and cooperative e-mail is professional communication.  Even if you delete it, it can be retrieved if necessary.  Please be exceptionally careful with your written language.  Keep it professional.  If in doubt, make a phone call.

MAILBOXES

· Many important and timely messages are placed in mailboxes each day.  Please try to check frequently.  Urgent information will be emailed to staff.  
· All staff members who are in satellite locations should have mailboxes in their satellite schools.  SAIL teachers, Vocational Facilitators, SAIL job coaches, New Directions, and SAFE Schools staff  have mailboxes at MVSEC or MJC.  

· Itinerant staff should identify a home school location where mail can be sent and/or dropped off.  

· Mail will be delivered to the home schools in Batavia, Geneva, once a week via interoffice mail delivery. St. Charles is every day.   

· Mail will be delivered to Kaneland and Central via a traveling staff member at least once a week.

· If it is determined that mail is urgent, an email will be placed by office staff so that he/she can come to the MVSEC office to pick up their mail.  

· You may send mail through the host school offices.  If you have a lot to mail, please bring it to the Mid-Valley administrative offices.

KEYS

Teachers and staff working at Mades-Johnstone / Mid-Valley Office will be issued a door code for use during school days and hours.  If staff need to work on the week-ends or on holidays, keys may be checked out from the building principal or Director of Business/Human Resources.  If you are using the building during these “off hours”, please make sure that you secure the building upon leaving, turn off lights, and close any open windows. Staff working in other locations should follow the policies and procedures of the host schools.
TELEPHONES/CELL PHONES
An ample number of phones are available in the building for teacher use.  Students are to use a phone in the office under supervision, not classroom phones.   Only staff members may use classroom phones.
Starting with the 2012-13 school year, every staff member is issued a phone number.  If you have a phone in your classroom or desk, you must log on to this phone to activate it.  For all others, in order to use a phone in D303 and at Mid-Valley, you must log in-using your log-in assignment.  If your phone is not activated, all incoming calls will go immediately to voice mail and you will receive an email that tells you that you have a voice mail.  Most of the itinerant staff, related services staff and staff in host schools will only use the voice mail part of their phone numbers.  The login instructions are included in the appendix of this section.
Itinerants and staff in host buildings should provide your new phone number with the information that it will only go to voice mail.  Of course, you may also provide them with your school building numbers as well.  School staff are asked to refrain from making calls during class time.  All cell phones must be turned off during school hours when students are present.  If you receive a call during school hours, it will be answered by the office or it may go directly to voice mail.  
TECHNOLOGY DEVICES

Use of personal technology devices by students are prohibited during school hours and are to be turned in at the school office prior to class start time.  Devices can be retrieved at the end of school day from school office secretary.  There may be times when student devices may be appropriate for instructional purposes.  These situation will be covered in the Student Acceptable Use Form.
STAFF ACCIDENT/INJURY

For staff injury, report any job-related injuries to the program supervisor immediately.  If they are unavailable call the Mid-Valley Office.  Our collective liability insurance cooperative has implemented a new reporting procedure for the Workers’ Compensation program. The insurance cooperative has contracted with The Company Nurse Corporation which is a nurse triage program.
For life threatening injury, call 911. After treatment, the employee and/or supervisor should still report the injury to the Hotline as soon as possible, following the steps below.

In case of a workplace injury, if it is not life threatening, call the Company Nurse Hotline at 855-921-9518. Once you are connected with a nurse the nurse will ask you for a search code number and your oral response would be to spell out the word “CLIC”.

During the call to Company Nurse, the nurse will fill out the paper work for the injured staff member. We will no longer require that you or your supervisor complete accident reports. You will be asked other informational questions such as name, address, hire date, time of injury, and details of the injury. Company Nurse will then help the injured worker access appropriate medical treatment. At the end of the call, you will also be given a call confirmation number which is important to write down in case you want to call them back for any reason. 

The medical provider will receive advanced notice of a patient’s pending arrival, injury information, and claims billing data. Mid-Valley’s Human Resource department; Sedgwick, our workers’ compensation company; and Arthur J. Gallagher, our administrator of our insurance cooperative program all will receive a copy of the Company Nurse’s report by email. Once Human Resources receives the report a copy will be emailed to the injured staff member. 

The following link will display and 8 minute long video that will explain the Company Nurse process in more detail. It is important for everyone to watch it. http://companynurse.vidmeup.com/ 
WEATHER/SCHOOL CLOSING

In the event of snow days, or other emergency closings, teachers will be informed by automated calling systems from the district in which they work or staff should consult their respective district web-sites.  

Information relative to busses not operating, no school, and early closing of school is aired on the following sites:


WFXW-AM
1480
(Geneva)
WRMN-AM
1410
(Elgin)



WMRO-AM
1280
(Aurora) 
WJKL-FM
94.3
(Elgin)


www.d303.org;  www.bps101.net    www.burlington.k12.il.us  www.geneva304.org  www.kaneland.org 


In the event of a D303 school closing, a Connect Ed message will be sent to all MV staff and families only of the students who attend in D303 buildings and Mades.  Teachers in satellite classrooms should develop a phone tree for their classroom staff to ensure that everyone is informed of a school closing. Complete procedures and an example letter are included in this section’s appendix.
EMERGENCY PROCEDURES:  FIRE DRILLS / SEVERE WEATHER
Make sure that you and your students understand and practice the emergency procedures established in your school, including bus evacuation drills.  These plans are to be used in the event of a severe storm or other external elements which endanger the building structure.  

Guidelines:
1. Be sure you have your class list with you in any emergency.

2. Inform the Mid-Valley Office of emergencies and/or school lock downs.

3. Students may use their phones to call parents in an emergency.  But, if there is an intruder, the phones must be turned off or to vibrate.  
4.    In any emergency that extends beyond the contract day, we request that if you leave, you notify an administrator; so 

       that we know where you are.  Our hope is to have all staff members stay to assist in the crisis.

5.    During a crisis, educators who are on lunch or plan periods are asked to return to their classrooms to supervise        
students.

MENTORING
Mid-Valley provides a mentoring program for all new teachers.  Every new educator is paired with an experienced mentor.  Mentors and Mentees meet monthly as a large group and in pairs.  New educators are provided the opportunity to observe experienced teachers and therapists and to be observed.  These sessions provide the framework and formats for ongoing professional discussions and opportunities for reflection.  If you are interested in becoming a mentor, a notice is sent every spring asking for applicants. 
PROFESSIONAL GROWTH
Mid-Valley staff members may attend professional development opportunities that are held off-campus.  It is best if these opportunities align with your professional growth plans and/or MVSEC’s improvement goals.  Prior approval for these activities are required by submitting the Request for Absence and Preapproval of Expense form to your coordinator.  If you would like to take a class that would contribute to your placement on the salary schedule, preapproval is required by completing and submitting the Course Request Form and submitting it to your coordinator.  

END OF THE YEAR

At the end of the year, please do the following to prepare for annual cleaning:
· Take home any personal and valuable items for the summer break.

· Remove items from the walls 6 feet and below.

· Create a detailed map of where furniture should be located after cleaning.  Please post the map on chalk/marker board.

· Label any furniture, rugs or large materials that you wish to discard.

· Return all small technology.  Store and lock all larger technology.  

· Box up items on surfaces or on bookshelves that may be moved.

Make sure all your student files are updated and stored in a central location.  Requests to move or store OT/PT equipment, furniture or supplies the school year or for ESY should be sent to the MVSEC office prior to the end of the school year using the ESY Move Request Form with each item clearly labeled.  ESY move requests have separate forms and labels.  
DRESS GUIDELINES

It is important that we model appropriate professional behavior for our students, including appropriate dress for the workplace.  Guidelines for dress are included in this section for your reference.

HARRASSMENT

Of course, we want all students, staff and families to feel that our educational environments are safe and free from any kind of harassment or bullying.  If you feel that there are any situations where harassment has occurred, please discuss the issue with your coordinator or one of the cooperative’s complaint managers.  If it is found that a staff member has participated in any activities that are classified as harassment, it may be grounds for discipline.  (See Board Policy.)

MANDATORY TRAININGS

Each year, the state requires that staff participate in mandatory trainings.  This year the on-line trainings will be processed through the GCN on-line training system.  At the beginning of each school year, the Human Resources department will notify staff of the specific trainings and timelines for completion.  It is each staff member’s responsibility to complete these brief trainings in a timely manner.

MOVING FURNITURE/EQUIPMENT

If you need to have large furniture or equipment moved to another location or to storage, please complete the Equipment Move Form and Labels.  Submit it to the Administrative Assistant for the Executive Director.  Unless the situation is urgent, moves will be made on the last Thursday of every month during the school year.  Beginning and end of the year moves (including ESY) will be coordinated more frequently.  Make sure you label the items with the provided labels either during the school year or for ESY. ESY has its own forms and labels.
LONG-TERM STORAGE

Instructional materials, supplies, furniture and equipment that is not being used is often stored at a long-term storage site, at Kaneland Middle School.  Staff who wish to access this facility should contact the Administrative Assistant to the Executive Director in the MV Administrative Offices.  

MID-VALLEY VANS
Beginning in the 2014-15 school year, vans will be available for use in the New Directions and SAIL Programs. Staff who drive these vans have specific procedures to follow (not in this manual).

NAME CHANGE

If your name changes, please fill out the Name Change form and submit it to Human Resources. You should also contact the Illinois State Board of Education to change your license(s).

SECTION FIVE:  MEDICAID REPORTING

Mid-Valley, on behalf of its member districts, submits reimbursement claims to Medicaid for certain clinical and administrative services provided to Medicaid eligible students with disabilities to offset the cost of those services.  There are two forms of Medicaid reimbursement available to education agencies:  Fee for Service and Administrative Outreach.  

FEE FOR SERVICE

Clinically trained personnel such as Occupational Therapists, Physical Therapists, Speech/Language Pathologists, School Psychologists, Social Workers, Registered Nurses, and Certified School Nurses providing services listed on  student’s IEPs submit reports using the My Service Tracker online system, facilitated by Hawthorne.  The Cooperative completes financial reports, and the Districts receive a partial reimbursement for the cost of providing these services to Medicaid eligible students.  (Complete procedures are included in the appendix of this section.)

Clinicians should report monthly.

Consent:  Parental consent is no longer required at every annual review.  It is only required at initial IEP meetings.  If a parent withdraws consent for any reason, notify the Administrative Assistant to the Executive Director.  She will change the consent button on the student’s IEP and notify Hawthorn of this change.   (If parents have questions, a script is available in this manual to help you describe the system for parents.) If a student becomes eligible for Medicaid services during the course of the year, consent would need to be obtained one time only using the letter and Consent for Medicaid Billing form.
Transportation:  MVSEC claims Medicaid Fee for Service Reimbursement for transportation by submitting records of student transportation to and from school.  Classroom assistants use forms in this manual or on the web-site to record when assisting students on and off busses.  (See forms in this section.)  These forms are to be submitted to your coordinator at the end of each semester.  Please be sure the forms are filled out completely, with the student’s full name.  
Health Aides:  MVSEC also submits claims for providing individual assistance to eligible students in the areas of mobility, feeding, toileting, and behavioral re-direction.  (See forms in this section.)  Many of the 1:1 assistants may meet these requirements for reporting.  These forms are to be submitted to your supervisor at the end of each month.  Please be sure that the forms are filled out completely, with the student’s full name, dates, and signatures of the case manager.  
The Administrative Assistant for the Executive Director (331-228-4873) coordinates the Medicaid Fee for Service Reporting.
MEDICAID ADMINISTRATIVE OUTREACH

The cooperative reports health care or administrative functions through the Medicaid system.  A stipend is provided to the Cooperative for providing this information.  This funding is used to support purchases for the cooperative such as technology, curriculum adoptions and additional space for the Transition Center.  Claiming information and data is derived from Time Studies through Fairbanks.  If you are randomly selected to perform the time study, it will require you to report what you do at a particular moment during your work day.  You will be notified ahead of time if you are selected.  The instructions are easy to follow.  Any questions can be directed to the Administrative Assistant for Business (331-228-4873) who coordinates the Administrative Outreach Claiming.

SECTION SIX:  STAFF ABSENCES
STAFF ABSENCES
Consistency in programming is a very important aspect of our programming for students with learning challenges.  During the school year, if staff have numerous absences or a pattern of absences, the coordinator will have a conversation about the nature of these absences.  Staff who works the school calendar should schedule their vacations for holidays and school breaks.  Requesting the use of non-compensated days during the school year will not be approved except in extremely rare circumstances.  Failure to follow these guidelines may result in discipline.  

The use of personal days require preapproval and may not be used before or after a holiday except in rare circumstances.  At the beginning of the school year, the work days and calendars will be verified with each staff member in their assigned districts.
REPORTING YOUR ABSENCE IN AESOP

Mid-Valley uses an automated system for requesting a substitute.  Brief instructions for the AESOP system are included in this section of the handbook.  Full instructions are available on the staff pages of Mid-Valley’s web-site under AESOP.  Look for the QuickStart guide.  If you have questions regarding AESOP, please contact the Payroll Assistant.
Staff should record their absence no later than 6:30 in the morning if at all possible.  The system does not allow you to put in for more than three days of absences at a time. 
Teaching assistants and teachers, if they require a sub, should call/email/text the coordinator in advance.  If they cannot get a sub, they especially have to call the coordinator.   

Related service providers, itinerant teachers, and therapists should call each building secretary to which they are assigned and each MV program teacher if they are to be absent.  They should also contact the coordinator if they are going to miss a meeting or if they’ve missed the AESOP cut-off of 6:30. 

DOCTOR’S NOTE REQUIREMENTS
If you have been absent for three or more days, a doctor’s note may be required prior to returning to work.  If requested, please give the note to your coordinator.  

SUBSTITUTES

Teachers and Teaching Assistants have the option of creating a preferred substitute list.  The AESOP system will contact these individuals first before releasing the vacancy to the general substitute list.  Please work with your supervisors to create those preferred lists.  If you have difficulties with a substitute, please consult with your supervisor.  We have the option of deleting substitutes from the lists, but paperwork is required to take that step.

LESSON PLANS

Lesson plans ALWAYS need to be in order and readily available for a substitute.  Coordinators and classroom assistants should know where to find your Sub Folder.  Be ready in case you need a substitute at the last minute.

The following items should be included in substitute plans.
1.  Specific health and/or food allergy information for students.

2.  Emergency response plans; crisis plans; contact information.
3.  An accurate seating chart..

4.  A typical schedule with student groupings/rotations.

5.  A list of reliable teaching assistants the substitute teacher can call on for assistance.
6.  Class rules or expectations.
7.  Notice of where to find emergency information.
8.  A highlighted map of the school with the restrooms, cafeteria, staff lounge, music room, principal’s office, emergency exits, copy machine, etc

9.  Names of general education teachers/partners, the team leader and their room numbers.
10. Names and roles of teaching assistants and related services providers who work in your room with specific instructions for these individuals.
11. Common issues which the substitute teacher will be confronted with:

· Are students allowed to leave class to go to the restroom?

· Are students ever allowed to leave class early for lunch, recess, or sporting events, etc?

· Is more than one student allowed out of the room at a time?

· Do students leaving the room need a hall pass?

· Do students usually work in groups or independently?

· Do you help supervise in the cafeteria or have any other extra duties outside of the classroom that the substitute teacher needs to carry out?
· Should students hand in their work to the substitute or keep it until you return?

12. Lessons and engaging activities for substitute teachers to teach, rather than videos and busy work. 
SECTION SEVEN: STUDENTS
ATTENDANCE- STUDENTS
It is expected that teachers will exercise extreme care in taking attendance. Excessive absences should be reported to your program coordinator.   Mid-Valley teachers in satellite classrooms are required to follow the attendance procedures in their host schools.  Additionally, Monthly Attendance Worksheets are to be faxed to the Mid-Valley Office at the end of each month.  It is absolutely necessary that these be transmitted on a timely basis, as reports are provided to each of the home districts, necessary for the collection of state funding.  Students in session for a ½ day must be documented by a.m./p.m.

TRUANCY

Students who are absent or tardy without a valid cause for 10% of the school days (18) are considered to be truant.  If you and your principal/coordinator start to see a pattern of unexcused absences, then a phone call should be made to the parents to determine the reason and problem-solve.  If further absences occur, it is suggested that a meeting be held with the parents (and student) to formalize an attendance plan.  If the pattern continues, the student may be referred to the Regional Office for truancy action.  If that is the case, your coordinator will follow-through with those steps.

However, this type of punishment is rarely enacted, nor is it effective.  The most effective plan for students who are truant is one that includes them and engages them with people who care about them.  Studies show that student attendance as early as grade two is a marker of future school success.  

HOMELESS STUDENTS

If a student is or becomes homeless during the course of the year, the school office, the supervisor, and the social worker should be informed.  Special arrangements may need to be made to help the student continue with schooling.  These arrangements may include transportation, assistance with housing or anything else that may assist the family.  Students who are homeless may enter school without school/medical records and should not pay any fees for anything, including parties, field trips, etc.
FREE/REDUCED LUNCHES

Some students meet the criteria for free and/or reduced lunches when they register for school.  These forms are updated annually with the registration information.  If you know that your students qualify, please confirm that information with the school office and the MV Administration Office.  During the course of the year, some students may become eligible for assistance.  If so, please refer them to the school office where they can obtain further information and complete the necessary forms.
STUDENT ACCIDENTS

In case of an accident, contact the school nurse in your building immediately to provide crisis care.  The parents or emergency contact should be notified by phone.  The teacher in charge at the time the accident occurs is responsible for reporting the accident to the office and the supervisor, whether or not they witnessed the accident.  Within 24 hours, fill out a copy of the Student Accident Insurance Claim Form and fax it to the Mid-Valley Office.  
STUDENT HEALTH
Each teacher should work with the school nurse to identify and list those students having health problems of which you should be aware.  You are responsible for knowing any special attention required by your students.  Keep a binder with information regarding students in your classroom who have special medical emergency plans, require catheterization, or g-tube feedings, or are otherwise medically fragile, in an easily accessible place.  You and your school nurse should decide the other staff members throughout the building who may also require knowledge of the medical needs of the students.  Care must be taken when sharing medical information with others.  
Students manifesting the following symptoms are to be sent to the nurse or office immediately: marked pallor or flushing of skin, skin eruptions or generalized rash, discharging nose, sneezing, or other “cold” symptoms, persistent cough, red or watery eyes, swollen face or neck.

Students who you suspect of having health problems are referred by personal request or by leaving a written note in the nurse’s mailbox.  Health problems may vary from a persisting limp or suspected hearing loss to problems of hygiene.  The nurse will let you know what is found regarding your referrals.

Each host school has a nurse who provides routine and crisis care for MVSEC students.  For health histories and other chronic conditions requiring specific planning, please contact the certified school nurse, based at Mades.  
SELF-ADMINISTRATION OF MEDICATIONS
Recent legislation allows for the option of self-administration of asthma medication or epinephrine injection at school. If a parent wishes to have the student self-administer the medication, we must have a physician's order on file and a waiver of liability from the parent.  These forms are available from the Health Office at your child's school.  Any student who is self-administering medication(s) must have on file with the Health Office all required physician orders and parent waivers.

MEDICATION ADMINISTRATION
School personnel will dispense medication to students only when said medication is accompanied by a WRITTEN PHYSICIAN’S ORDER.  This order must be given to the school nurse and maintained in her files and a completed Medication Authorization Form.  
FOOD ALLERGIES

Please review each student’s medical file and registration materials to determine if he/she has any food allergies.  These are life-threatening conditions and full precautions must be made.  To be absolutely certain about the health plan, it is suggested that an annual meeting be held with the parents to make the necessary arrangements.   Each school district is required to have adopted food allergy policies and procedures.  Please familiarize yourself with those procedures if you have a student with food allergies.  Staff working at MJC or the Transition Center should follow the policies of D303 St. Charles.  
BEHAVIORAL INCIDENTS

If there is an incident with a student where staff has had to intervene physically or use isolated time-out, this incident must be recorded on one of the two forms of the Behavioral Incident Report.  Parents must also be informed of the incident.  If there is a repeated pattern of these incidents, a parent meeting should be called where the Functional Analysis/Behavior Plan is reviewed. The New Directions Program also may use the Office Referral Form to record behavioral data. Students who require isolated time out or physical management, the appropriate form must be completed, sent to parents and a copy filed.
STUDENTS AND THE AGE OF MAJORITY

Students who are 18 and older and who have completed the necessary paperwork as their own guardian must consent for the release of information or for the invitation of outside agencies to attend their IEP meetings and to release information. 
STUDENT BEHAVIOR ON VANS

Students who are transported on Mid-Valley vans are expected to follow the same guidelines for appropriate behavior as in the school setting. Violations of these guidelines may result in disciplinary action.

CLASSROOM DIRECTORY

Classroom directories with student names addresses and phones may be created and distributed with parental consent. An example consent form is in the appendix of this section.
SECTION EIGHT:  PARENTS
Parent involvement is a critical aspect of successful programming for all students.  One of the goals of MVSEC is to improve and increase meaningful parent involvement in all aspects of the cooperative.  
PARENT EMERGENCY INFORMATION AND CONSENT

Every year, parents should be asked to provide updated emergency and health information for the cooperative, even if they have completed the same information for their home district.  In addition, they should complete and/or renew the permissions for medication, photography, etc.  They should also review the Mid-Valley handbook, the discipline procedures and acceptable use policies and sign-off annually on both documents, if appropriate The Receipt of Handbook Form and Acceptable Use Form are included in this section’s appendix.  You should keep a copy of the emergency form in the classroom, give a copy to the front office of the school, and send a copy to the MV Administration offices.  Medical information should go to the school nurse, and, in some cases the Mid-Valley nurse at MJC.
PROGRAM HANDBOOK

Each program should have a parent handbook that includes information such as:

a. Chain of communication:  if a parent has a question or concern, first to teacher, then to supervisor, then to executive director. They should contact the district when these avenues have been exhausted.

b. Parent corner of the web-site

c. Home/school communication

d. School lunch program

e. Attendance procedures

f. Photo/media release

g. Transportation phone numbers/communication process/discipline policy

h. Curriculum information

i. Visiting/volunteering (see below)

j. Field trips

k. Where they should call in absences.

l. The contact of the transportation company to notify only when a child is absent.  They can’t change the transportation arrangements without going through the program supervisor.
m. Any special discipline guidelines specific to the program.
SCHOOL HANDBOOK/MVSEC HANDBOOK

Satellite programs should provide the parents with a school handbook so that they can participate in critical school events and be aware of emergency procedures, school calendar of events, the school calendar, etc.  
ELECTRONIC COMMUNICATION

Staff in satellite programs should make every effort to have the parents of MV students included in electronic parent communications.  If that is not feasible, then parents should have paper copies of this information.  MV staff should seek out these opportunities for their parents.  

MEDIA RELEASE 

Each year, parents should complete and return the Parent/Guardian Permission for Photography, Video, or Audio Recording.  This form is sent with your introductory letters every fall, upon referral/registration, or for ESY.  Because photographs and video clips are often such an integral part of programming at MVSEC, it is recommended that each teacher keep a list of student names and the level of parent permission for their reference.  

OPEN HOUSE
It is expected that all programs host an Open House for parents.  It is a great opportunity for parents to get to know you and each other.  It is also a great opportunity for MVSEC parents whose students are in host schools to join the PTO/As and become part of the larger school community.  For satellite programs, it should be scheduled on the same schedule as the host school.  Satellite programs should be aware of the schedule of events for the evening so that parents can participate in whole-school events, opportunities or receive whole-school information.  

PTA/PTO
In the satellite programs, parents should be provided with information about PTA/PTO and be encouraged to participate.  

STUDENT/PARENT DIRECTORY
In each of the programs, a student/parent directory should be created.  First, you should request permission to share student names, addresses, phones, parent names, emails.  Once that is granted, a directory should be given to parents.  They need the information for their own support and to schedule possible social opportunities for their children.  A suggested letter is included in this section.
ROOM MOMS AND DADS
Each classroom should seek parent volunteers to be a room mom or dad.  These individuals can help with special events in the classroom, call parents when you need classroom or field trip volunteers, or assist you in calling on parents for any other needs.  The selected parents need to be aware that visits to the classroom are confidential and that sometimes party plans do not work out as planned.  If their child or other children become upset with visitors, they will need to leave.  (A volunteer letter to parents is included in this section.)

PARENT VOLUNTEERS
Parents often want to help in the classroom or with assisting in other ways.  Staff members should create a list of volunteering type of tasks (cutting out items, sewing, fund-raising, baking, organizing treat schedules, reading stories to students, helping with selected students [not their own child], cleaning, packing, organizing, laminating).  When any visitors are in the classroom, care must be taken to assure the confidentiality of other students (no last names on the board, care about which students the parent is assisting, etc.)  Parents often enjoy creating and doing special projects with the students (arts and crafts, gardening).  These projects should be planned with the teacher to assure a successful experience.  (A volunteer letter is included in this section.)
CLASSROOM VISITS
Parents may visit classrooms.  They need to call ahead to schedule the time with the teacher.  The teacher should inform the principal/coordinator that there will be a visit.  Teachers should communicate that short visits are best and they should be limited to no more than an hour.  They should also be informed that if their presence is upsetting to any of the students, they will be asked to reschedule their visit for another time.  

OBSERVATIONS BY INDIVIDUALS PARENTS HAVE SELECTED
Any other observations of the classroom or specific students must be cleared with the program coordinator.  Consent must also be obtained from the parent for the visit to occur.  As with all classroom visits, the time should be limited and their interactions with the students should be restricted.  (The Request to Access Classroom(s) or Personnel for Special Education and/or Observation Purposes Form is included in this section.)
VISITS BY DISTRICT STAFF

If your classroom is a potential placement, a visit will be scheduled with you by your coordinator.  If you receive a call from a potential parent, please have them contact your coordinator.  These visits must be confirmed by the student’s home district.  
PARENT MENTORS
Each class should identify a parent or two who can serve as a mentor for other parents.  These parents should understand the programming and the IEP process.  

SCHOOL PICTURES
All students in MVSEC programs should participate in school pictures.  This opportunity should be coordinated with the school principal.  

PROGRAM NEWSLETTER
Each program should create and distribute a newsletter for parents on a regular basis.  Items may include:  curriculum updates, reminders, special features about students, upcoming events, etc.

SUPPLY LISTS
Each class may create and request that students bring their own supplies to school.  These supplies may include items such as:  boxes of Kleenex, paper towels, in addition to traditional pencils, crayons, markers, binders, etc.  Children who live in families experiencing financial hardship should be excluded from this requirement.

PARENTS AND IEP OR RECORDS RELATED PROCEDURES (See also student records section.)

INTERPRETERS/TRANSLATION SERVICES
If an interpreter is necessary to conduct official IEP business, please put your request in writing (email) and forward it to your coordinator.  The interpreter should submit a request for payment to the Administrative Assistant for Business, but it is very helpful to have back-up documents.  Please inform the translator of where to send their bill.  Remember, it is not generally recommended to use a family member for these types of activities because the IEP system can have a language all its own.

RELEASE OF INFORMATION

If anyone requests for student information (including written documents, verbal information, photographs, video record, emails), permission from the parent/guardian or student of majority age must be obtained.  The form includes a signature for students over age twelve which is only necessary if you are releasing mental health records.  When including community members as members of transition teams, permission is also required.  If you are providing information to hospitals or private placements where students may be attending, permission to release is required.  Student permission is required for release of mental health information for students over the age of 12.  If any records are released, it must be noted on the Records Release Form and placed in the front of the students IEP file. 
Remember, sharing information/records with our member district staff does NOT require permission from parents.  The cooperative acts as an agent of the districts.  

PERMISSION FOR OTHER AGENCIES TO ATTEND MEETINGS
If other agencies are invited to an IEP meeting (generally for transition), permission is required from parents and/or students of majority age.  This form is included in this section.  

IEP NOTIFICATION

In the beginning of the school year, IEP and reevaluation meetings are scheduled in collaboration with the home school districts.  A form is included in this section that confirms the date and time with the parents.

MID-VALLEY ASSISTIVE TECHNOLOGY LENDING AGREEMENT

From time to time a student may require the use of Mid-Valley equipment to use at home. If so, the AT Lending Agreement should be completed and signed by the parents
PRIORITIZATION OF URGENCY OF NEED FOR SERVICES (PUNS)

Through the Department of Human Services, the State of Illinois has a system for providing funding for resources that can assist families who have children with developmental disabilities. The first step toward getting services in Illinois is filling out the PUNS survey. PUNS stand for Prioritization of Urgency of Need for Services. In order to be eligible for PUNS funding families must register their child as a person in need of support and update it annually. Registration is a two-step process where paperwork is completed and a face-to-face meeting with an Independent Service Coordination Agent is held. These meetings can be arranged through Day One Network in Geneva. They can be contacted at 630-879-2277.
Additional information about the PUNS purpose and process can be found on the attached sheet or at the Department of Human Services website – www.dhs.state.il.us.We encourage you to talk with your families about this service early in their child’s education career.
PARENT RIGHTS

Parents should be offered a copy of their parent rights at every annual review (once per school year) and at every reevaluation.  A copy of the rights is included in this section and is on mvse.org under the parent tab.  
SECTION NINE:  STUDENT RECORDS
REQUIRED ELEMENTS OF A STUDENT RECORD

Student records in the cooperative include copies of all the special education paperwork.  The record should also 
include state and local testing results (ISAT/IAA) (DARCC/DLM) and any disciplinary action (suspensions or expulsions). Attendance and grades (transcripts) are a part of the student records, but these are generally kept in the district records, not the cooperative.  Further, in the case of a due process, the student record would include any emails or correspondence regarding the student.  If there are letters you have written to clarify any IEP or programming issue, it is best that these items be included in the student’s file in a separate file labeled “correspondence”.  In addition, nurses keep health records which are generally kept in their files.  When assembling a file for transfer back to the district, this information should be collected and transferred along with other student records.  
REVIEWING AND COPYING RECORDS
Student records are kept in the locked file room in the Mid-Valley administrative office. Parents and students of majority age may review or have copies of anything in the student’s record and they may give consent to release file information to anyone.  Generally, when the request for copies is made, a staff member should sit with the requesting party and review the record together, marking the pages to copy.  Then, the cooperative has 15 days to make the copies.  If there are many copies to make, we may charge .10 per page.  There are times when a parent requests an entire record.  If that is the case, we generally use the entire time to make the copies and charge the full amount.  Any time a copy of a record is made for anyone other than staff, it must be recorded on the Release of Records form inside the student’s record.
COURT ORDERS AND SUBPOENAS

If you are ever given a court order or subpoena for student records, please FAX the order to the Executive Director and notify your coordinator.  You will be informed about the next steps once the orders have been reviewed.  

RELEASE OF INFORMATION

If anyone requests student information (including written documents, verbal information, photographs, video record, emails), permission from the parent/guardian or student of majority age must be obtained.  The form includes a signature for students over age twelve which is only necessary if you are releasing mental health records.  When including community members as members of transition teams, permission is also required.  If you are providing information to hospitals or private placements where students may be attending, permission to release is required. 
Remember, sharing information/records with our member district staff does NOT require permission from parents.  The cooperative acts as an agent of the districts.  

FILES CHECK-OUT

When removing a file from the storage room, complete a red OUT File Insert where the file is kept in the drawer with your name, date and reason for review.   
STUDENT EMERGENCY INFORMATION

Student emergency information is located in the student data base.  All administrators, administrative assistants, the psychologist and school nurse have access to the student database.  A binder with similar information is kept in the Mid-Valley Office.  Completed Emergency Information forms should be copied and sent to MVSEC central office and the office of their host schools, if applicable, within the first two weeks of school.
SECTION TEN:   CURRICULUM AND ASSESSMENT
CURRICULUM
Mid-Valley has taken strides to align the curriculum to state common core standards and articulate program goals regarding student learning.  Throughout the year, teachers attend program or grade-level curriculum workshops led by our instructional facilitator.  These workshops and other professional development help the staff explore current trends and best practices in teaching students with disabilities, modifying and adapting curriculum to meet students’ needs, expanding literacy and vocabulary development; and sharing expertise. 

REPORT CARDS/GRADES/STATE CODES

Recent legislation requires that school districts report student grades and classes according to the codes/courses assigned by the state.  Each semester grades/classes are to be reported to the student’s home district.  Your coordinator will supply you with the student spreadsheets and course codes for each of the programs.  

ASSESSMENT:  STATE
Every spring, all students in 3rd through 8th, and 11th grades must take annual assessments provided by the state.  Students with disabilities either take the ISATS/PSAE with accommodations or take the IAA.  Students who take the IAA must meet the criteria (included in this section).  It is expected that the staff make all of the necessary arrangements to complete these testing requirements and submit the results in a timely fashion.  Your coordinators will provide you with specific information regarding both types of testing procedures, timelines, and professional development.  In the 2014-15 school year, it is anticipated that students will take wither the PARCC or DLM assessments.
CURRICULUM AND MATERIALS SELECTION

The selection of curriculum and instructional materials is a discussion and process that should be facilitated by your program coordinator and your team.  A form is included in this section to help guide those discussions.  See Curriculum Review/Request Form.  Major purchases will depend on using this process.  
FIELD TRIPS & COMMUNITY TRIPS

The following are the steps necessary on all field trips. Complete a Community/Field Trip Request. 

1. Determine whether or not a field trip is actually the best way of teaching a particular topic.  Discuss possibility of trip with the program coordinator.
2. Discuss with the related services providers who serve your students.

3. Discuss details with coordinator at the destination.  Obtain admission prices, hours, availability, and special requests.

4. Arrange for transportation.  

5. Make arrangements for health management, if necessary.

6. Avoid last day of the semester or quarter.

7. Talk to students (determine interest, head-count if a voluntary trip).

8. Complete a Community/Field Trip Request form and have your coordinator approve it.

9. The coordinator will forward the approved form to the administrative assistant for business at the Mid-Valley Office.

10. After details of program and transportation costs and plans are known, draft letter to parents and show it to principal or program coordinator for approval.  The letter must include purpose of trip, date, time, cost and place for parent approval signature.
11. Inform your host school principal and office personnel of the days and times your class will be gone.

12. Take the coordinator, principal’s cell phone number, and student emergency forms with you on your trip, in case of

       emergencies.

MEDICATIONS AND FIELD TRIPS
Any time students leave the school grounds it is important to check with the nurse about any medications that need to be taken along. This would include not only field trips, but also if you take a student out to lunch or just for a walk.  Make sure that the parents have signed the consent for medication distribution by staff other than the nurse.  
We have a number of students with diabetes, life-threatening food and insect allergies, as well as asthma medications which should be available to them whenever they are away from the building.  It is the supervising teacher's responsibility to:

· notify the nurse of the event (providing a list of the students involved several days ahead) 

· pick up the medications from the nurse's office the day of the trip 

· carry the students' medication on the field trip 

· return medications to the nurse at the end of the event. 

SECTION ELEVEN:  IEP MANAGEMENT
CASE MANAGEMENT
The Mid-Valley teacher of record is the IEP case manager for each student.  Case managers are responsible for scheduling and facilitating the IEP meetings and developing the paperwork in conjunction with the related service providers.  Case managers must ensure that the IEP is implemented in whole (including related services) and that progress on goals is reported at least quarterly.  Using the NetIEP system, all team members can add to the IEP.  IEPs should be developed at least one week prior to the meeting for administrator review. 

All educators are expected to collect and use student performance data in their reporting.  Present levels of performance and goal updates need to be supported with data of student performance.  To truly embrace the parents as our partners, it is essential that they have the same information as we do as early as possible.  Whenever possible, provide a copy of reports and draft goals to the parents ahead of time so that they can be prepared to be active participants in their child’s meeting.

As students attain adolescence, it is important for them to have a role in their education planning as well.  All students of transition age (14-1/2 and older) must be invited to their IEP meetings.   However, many are ready to participate much earlier. Several of our teachers use student-directed or student-led IEP meetings to allow our students to discuss their progress and goals. 

Your Mid-Valley coordinator will provide training and support for the facilitation of IEP meetings. A summary of the case manager’s responsibilities are included in the appendix of this section.
RELATED SERVICES
Each classroom teacher is to maintain a binder for the related service providers to sign, verifying the provision of services using the Related Service Provider Sign-In Sheet.  

· If a student scheduled to receive services is absent on a given day, or if your class will be away on a community trip, it is essential that you notify the related service providers as early as possible.  

· If your schedule changes, you were called to a meeting, or are going to be absent, related service providers should inform the classroom teacher and the school office as early as possible.

· The provision of IEP minutes per week of service will vary throughout the year.  Attendance at IEP meetings is considered service.  Itinerants need to be flexible in their scheduling to accommodate long-running meetings, traffic delays and absences.  To that end, it is not unusual to provide extra minutes of service in anticipation of an absence, or to make-up missed minutes.  Please communicate these plans with the case manager to avoid unnecessary confusion or conflict.

· If there are changes to the anticipated IEP meetings, the case manager should inform the related service providers as soon as possible.  

CASELOAD/STUDENT INFORMATION

It is important that any changes in student information be reported on a regular basis to the MVSEC office using the Student Add/Drop form.  (See Section Four:  Professional Responsibilities.)  There are times when staff members will notice errors on the demographic portion of Netchemia or they may have current information about a student or family.  This information must be reported to your coordinator who will communicate with the respective districts and the MVSEC office.  We cannot make those changes on Netchemia; each member district needs to change the information in their student information system.  If you change this information on the IEP, it will not save.

INDEPENDENT EVALUATIONS

If a parent has additional information from independent evaluations or private providers they may hire, it is recommended to note on the IEP record that this information has been reviewed and the date of the report.  You may also include the entire report (as is) in the student’s record.  We are under no obligation to implement the recommendations from a private agency, but we must have record that the report was reviewed.

If a parent has concerns with our evaluation and requests an independent evaluation, please contact your coordinator who will follow-through with contacting the parents.  

NETCHEMIA

If you have a concern with a feature of Netchemia, please click on the “submit an issue” button on the IEP pages.  Updates to the system are listed in blue or are indicated with “new” when you open some of the pages.  If you continue to have questions or concerns about how to operate in Netchemia or the system, please contact your coordinator. A summary of Netchemia reminders are included in the appendix of this section.
FILING

For students in the programs, a copy of the student’s IEP, reevaluation and other requirements of the student record must be kept in the MV or MJC Office.  For itinerant services, staff may keep a working copy in their own files, but it is not necessary to maintain a main file in the office.  
Working files are those that have information specific to your work with the student.  It is not shared with others.  These files do not pass on to the next service provider.  After a year, you may shred these files if you so desire.
Test protocols are generally kept in the staff member’s working file until the next reevaluation.  
SECTION TWELVE: STAFF EVALUATIONS

Each staff member is to be evaluated according to the evaluation plan specified to the job classifications. All of the complete evaluation plans are available on Mid-Valley’s web-site (mvse.org/Human Resources/Evaluation Instruments).


	

	COMPONENTS OF PROFESSIONAL PRACTICE

	DOMAIN 1:

PLANNING AND PREPARATION
	
	DOMAIN 2:

THE CLASSROOM ENVIRONMENT

	1a: Demonstrating Knowledge of Content & Pedagogy
Knowledge of content 
Knowledge of prerequisite relationships 
Knowledge of content-related pedagogy

1b: Demonstrating Knowledge of Students
Knowledge of characteristics of age group 
Knowledge of students' varied approaches to learning 
Knowledge of students' skills and knowledge

1c: Selecting Instructional Goals
Value 
Clarity 
Suitability for diverse students 
Balance

1d: Demonstrating Knowledge of Resources
Resources for teaching 
Resources for students

1e: Designing Coherent Instruction
Learning Activities 
Instructional materials and resources 
Instructional groups 
Lesson and unit structure

1f: Assessing Student Learning
 Congruence with instructional goals 
 Criteria and standards 
 Use for planning
	
	2a: Creating an Environment of Respect and Rapport
Educator interaction with students 
Student interaction

2b: Establishing a Culture for Learning
Importance of the content 
Student pride in work 
Expectations for learning and achievement

2c: Managing Classroom Procedures
Management of instructional groups 
Management of transitions 
Management of materials and supplies 
Performance of non-instructional duties 
Supervision of volunteers and paraprofessionals

2d: Managing Student Behavior
Expectations 
Monitoring of student behavior 
Response to student misbehavior

2e: Organizing Physical Space
Safety and arrangement of furniture 
Accessibility to learning and use of physical resources

	DOMAIN 4:

PROFESSIONAL RESPONSIBILITIES
	
	DOMAIN 3:

INSTRUCTION

	4a: Reflecting on Professional Practices
Accuracy 
Use in future 

4b: Maintaining Accurate Records
Student completion of assignments 
Student progress in learning 
Non-instructional records

4c: Communicating with Families
Information about the instructional program 
Information about individual students 
Engagement of families in the instructional program

4d: Contributing to the School and District
Relationship with colleagues 
Service to school 
Participation in school and district projects

4e: Growing and Developing Professionally
Enhancement of content knowledge and pedagogical skill 
Service to the profession

4f: Demonstrating Professionalism
 Service to students 
 Advocacy 
 Decision making
	
	3a: Communicating Clearly and Accurately

Directions and procedures 
Oral and written language

3b: Using Questioning and Discussion Techniques
Quality of questions 
Discussion techniques 
Student participation

3c: Engaging Students in Learning
Representation of Content 
Grouping of students 
Instructional materials and resources 
Structure and pacing

3d: Using Assessment for Instruction
Quality: accurate, substantive, constructive, and specific 

Feedback to Students
Timeliness

3e: Demonstrating Flexibility and Responsiveness
 Lesson adjustment 
 Response to Students 
 Persistence


SECTION THIRTEEN:  STUDENT DISCIPLINE
STUDENT DISCIPLINE

Disciplinary problems of a minor nature should be addressed by the individual teacher.  The program coordinator/principal is your first line of support for student discipline matters. If a student engages in serious misconduct, the program coordinator should be called.  In collaboration with the home school district, the coordinator/principal will determine the appropriate course of action and possible consequence.  On rare occasions, Mid-Valley teachers in satellite classrooms may find it necessary to call upon the host school principal or assistant principal for assistance.  The program coordinator should be informed of any instances when students are demonstrating repeated behavioral problems.

BEHAVIOR INTERVENTION PLANS

Any student with an E/BD label must have a current Functional Analysis and Behavior Intervention plan.  Regardless of eligibility, if a student is experiencing significant behavioral issues that interfere with learning, a plan must be in place.  The team may meet without the parents to create the plan, if necessary.  However, consent must first be obtained to conduct the required Functional Analysis prior to the creation of a Behavior Intervention Plan.  This consent can be obtained using the IEP Consent for Evaluation Form.  It does not required opening a reevaluation to document the results, but it does require meeting with the parents at an IEP meeting to create and/or review the results of the Functional Analysis/Behavior Plan.    The plan must have a method for monitoring its effectiveness and be reported to parents at least as often as you report on IEP goal progress.  A good behavior intervention plan is based on a solid analysis and includes:

· Prevention activities

· Replacement behavior learning and reinforcement

· Response to dangerous or aggressive behavior

CLASSROOM DISCIPLINE 

Each teacher is responsible for classroom management and discipline.  When students have behavior problems, teachers are encouraged to: 
1.    Review the IEP and Behavior Intervention Plan.   Confer with the student to discuss the problem and decide a possible                                             
solution.

2. Notify parents and encourage them to help create a solution to the problem.  They may have already discovered effective interventions for similar behaviors at home. 

3. Discuss the problems with your team, including the coordinator and related services providers. Their expertise and skill may be helpful.
4.    Schedule an IEP meeting to review and/or develop a Behavior Intervention Plan.
SERIOUS DISCIPLINARY ACTIONS    
Acts of flagrant misbehavior (fighting, insubordination, intimidating other pupils, endangering the safety of other pupils, vandalism, possession of weapons or drugs, etc.) should be brought to the immediate attention of the designated administrator.  Students with special needs may be suspended from school for up to 10 days, if the team deems it necessary.  If a suspension occurs, registered letters must be sent to parents.  It is also recommended that a meeting be held with the parents prior to reinstatement in school where the behavior plan and the particular incident is reviewed.  
ISOLATED TIME-OUT/PHYSICAL MANAGEMENT

Only those individuals who have been specifically trained should engage in physical management of students; and do so only with assistance.  No one should ever physically manage a student on their own.

Many Mid-Valley staff members are trained in the Non-Violent Crisis Intervention Institute (CPI) method of intervention from the Crisis Prevention Institute.  This focuses on verbal de-escalation techniques for working with people who are upset and losing control.  A secondary part of the training involves some physical management and self-protection training.  Subsequent to a 12 hour training course, refresher courses are required annually to maintain certification.  Any Mid-Valley employee may request training.

Isolated time-out and physical restraint is a last resort in behavior management.  Each time isolated time-out or physical management is used, the teacher and/or assistants are required by law to complete a Documentation of Physical Management and/or Isolated Time-out t is sent to the parent, coordinator, and teacher.  These reports should be filed in the case manager’s working file and the coordinator’s file.  In addition, a log of time-outs should be kept to assist teams with problem-solving for individual students.  If time-out and/or physical restraint occurs more than three times, the team must review the behavior intervention plan. 
Isolated Time Out 

· Is not to be used as punishment or exclusion and may only be used when a student is endangering or harming his/herself or others
· Is a removal from the stimuli that is causing or triggering the out-of-control behavior

· Is only effective when the student is removed from a preferred environment

· Should only last as long as it is necessary for a student to regain self-control

Physical Management/ Physical Restraint

· May only be used when a student is endangering or harming his/herself 
· May be necessary to prevent a student from harming others

· May be used if a student is engaged in serious destruction of property

Physical management is to be used temporarily, only as long as necessary for a student to regain self-control. 

Isolated Time Out and Physical Management/Restraint may only be used as interventions when listed in the child’s Behavior Intervention Plan – or in the event of immediate danger/emergency and are never to be used to gain compliance from a student.
BEHAVIOR INCIDENTS

For all other behavior incidents that cannot be resolved in the classroom setting, a Behavior Incident Report should be completed and signed. Copies should also be sent to the parents and coordinator for signature. These forms should be kept in the case manager’s and coordinator’s working files.

Some programs may also use the Office Discipline Referral forms for data collections.
SECTION FOURTEEN:  BUDGETS/FINANCIAL
FORMS

There are a variety of business forms for staff to use.  These and all of the other forms in this handbook are available on the cooperative’s website (MVSE.org).  

PAYROLL

All work completed between the 1st and 15th of the month will be paid on the 30th.  All work completed between the 16th and the last day of the month will be paid on the 15th.  Final dates for processing payroll timesheets vary from month to month, and are generally scheduled 10 days prior to the payroll date.  Please submit these timesheets in a timely manner for prompt payment.
TIMESHEETS

Timesheets are to be used for extra duty beyond the typical contracted days.  Your coordinator’s preapproval for extra time is required prior to working the extra hours.  If hours are worked without a supervisor’s approval, we cannot pay you.  After working the extra hours, complete the timesheet as indicated and submit it for approval of your administrator.  Timesheets are due to the Payroll Assistant by the dates indicated in the appendix of this section.

MILEAGE
1. Please turn in your Mileage Reimbursement forms at the end of each month.  It is much easier for the business office to track.
2. On each line, mileage should be recorded from the first school of the day ending with the last school of the day.

3. You may not include mileage from your home to your first school nor from your last school to home.

4. You may use MVSEC central office as a recorded destination only if your travels take you on legitimate business to the office.

5. Remember to sign and date your form.

6. Fill out the top portion so we know where you wish for your check to be mailed.
7. Send your mileage form to the attention of the Administrative Assistant for Business, put it in her mailbox, or in the basket on her desk. 
8. Mileage will be reimbursed in approximately 6 weeks.   
PURCHASE REQUEST

1. Please fill out the vendor information completely on the Purchase Request form.  This includes the vendor name, address, phone number and FAX number.

2. Include all shipping and handling fees.

3. Please make it clear as to where the merchandise is to be delivered.  If you are shipping directly to the school, include the address and a contact phone number.

4. Have your coordinator approve the order before submitting it to the Administrative Assistant for Business.

RECEIPT OF PURCHASES

1. When a purchase arrives, please go through the order and mark off each item.  Confirm each item with your initial and date.  

2. Then, submit the packing order to the Administrative Assistant for Business.  Do not submit the packing order via FAX.  If items are missing or damaged, she can follow-up for you.  Without the original packing list, the invoice cannot be paid.  

3. If you have any questions or problems, please contact the Administrative Assistant for Business.

EXPENSE REIMBURSEMENT REQUEST

If you are making a purchase, you must have preapproval from your coordinator on the Expense Reimbursement Request form.  After approval by the MVSEC Executive Advisory Board (generally the first Wednesday of every month), the Mid-Valley expenditures are submitted to the D303 board for final approval.  Reimbursement checks are issued after those monthly board meetings.  Paperwork must be processed at least 10 days prior to that board meeting, generally around the 26th of the preceding month.  All requests for reimbursement must be submitted to the program administrator for approval prior to processing.  Please submit your reimbursements by the end of the third week of each month.

1. Obtain preapproval for the purchase.  (Even p-card expenditures.)

2. Please fill out the top portion of the Expense Reimbursement Request form to indicate where you want your check to be mailed.

3. Attach all original receipts.  Do not highlight anything on the receipt.  We cannot accept FAXed receipts.
4. Please do not turn in receipts that have a mix of personal and school purchases.  You must get two separate receipts.
5. When you submit an expense reimbursement request after a conference, please include a copy of your Request for Absence and Preapproval of Expenses form along with all original receipts.  Turn those receipts in as close to the conference date as possible.
6. If, for some reason, you cancel a conference, please let Administrative Assistant for Business know as soon as possible.  If there is a refund for a canceled conference, Sandy can contact the right people.
7. Please send your Reimbursement Request either to the Administrative Assistant for Business’s mailbox or place it in her basket on her desk.

TIMESHEETS

Timesheets are to be used for extra duty beyond the typical contracted days.  Your coordinator’s preapproval for extra time is required prior to working the extra hours.  If hours are worked without a supervisor’s approval, we cannot pay you.  After working the extra hours, complete the timesheet as indicated and submit it for approval of your administrator.  Timesheets are due to the Payroll Assistant by the dates indicated in the appendix of this section.
ACTIVITY OR SUNSHINE FUNDS
The funds for special purchases (gifts, flowers, staff awards, volunteer awards) must be separate from public school funds and kept in a separate accounting system.  So, if you and your students do a special project to raise funds, you must have a special accounting system to keep records of the funds coming in and going out.  Our business department will help you set up such a system.  

PROCUREMENT CARDS (P-CARDS)

Procurement Cards, or P-Cards, are issued to certain staff members and programs and are intended for use when issuing a purchase order is not efficient or accepted.  All purchases made using the P-Card must be pre-approved by the supervisor.  Receipts must be kept and submitted to the business office each month on the P-Card  Expense Record form.  P-Cards must be turned in at the end of the school year. All staff using p-cards must read and sign an acknowledgement that they have read and understand the procedures for using a p-card.
COMP TIME/OVERTIME

It is Mid Valley’s practice to accomplish the necessary workload within normal work hours. However, overtime may be required and requested at certain times by the supervisor when the workload demands it.  Employees may never work overtime without prior authorization by their immediate supervisor.

If the need to work additional hours arises, the employee shall be granted compensatory time at the rate of 1-1/2 hours for each hour worked over 40 hours.  Employees may be permitted to use compensatory time similar to any other leave time, within a reasonable time after it is requested or incurred.  At no time will any employee accumulate more than 40 hours of compensatory time.

Overtime hours worked and requests for compensatory time must be pre-authorized by the employee’s immediate supervisor, and must be documented on the Request for Overtime/Comp Time form

EXTENDED HOURS FOR IEP MEETINGS

Extended hours for IEP meetings that extend an hour past the contracted time may also be reimbursed with timesheets.  Again, these forms require coordinator preapproval and  the signature of the coordinator prior to processing.  

BUDGET CYCLES
The budget process has definite cycles and deadlines.  Plans begin for the upcoming school year in December and January, then the plans are submitted to the Finance Committee, Executive Advisory Board, and District 303’s Board of Education, our fiscal agent.  Purchases can be made using that money once the budget is approved, generally in June or July.  During the school year, purchases of the current budget must be completed by spring break in order to finish the accounting by the end of the fiscal year, June 30.  A more complete detail of the budget process is included in this section’s appendix.
