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Memorandum of Practice

2004

Te:  D.75Related Service Providers
From: Helen D, Kaufiman
Re: Guidelines for Provision of Related Services for review by School with all Provid

#1

The provision of related services fo students in District 75 is esscitlal 1o support their educational
developraent and mest their IEP goais. This memo serves 1o highlight and consolidate im

and practies,

II
A

Rating

t policy/guidelines

Satisfactory performance. .. Principals are the signatory rating officer for related service personnel
who receive a satisfactory rating, including school psychologists, social workers guidance counselors

and tcachers of speech, hearing and vision services.
“Service in Need of Improvement”,,. Collaboration/consyltation by the prinei

. gervice supervisor shall occur for ohservations, planning, professional develo,

ratings are co-signed.

and the related
ment and ratings. “U”

At the present time there is no formal rating or evaluation tool by which 1o measore the performance

of our oecupational/physical therapisis or nursing staft. We will have, by the
assessment to-document their adminisirative performance within your school.

II. Scheduling Related Services

d of the year an

'A. A coherent, fair, consistent policy for assignment of students to related servick providers:

»  When scheduling caseloads, consideration given to assipnment by cla;
& A provision for new admits, replacement for discharged, or placement
+ ' Changing mandates, and entering the resultant changes. (Sze Attendan
»

age, unit,stadent nead.
SAR registers.
ce Booklet instructions.)

Provide updates of admisston and discharges from caszeload and share this information ona
monthly basis with the Related Service Supervizor and Relrted Service Coordinator.

» By the 5® day of the each month submit to your Related Service Coordinator the previous

month’s attendance forms for each student on your caseload which will
for zeanning and transfer into CAP.

. Regular aml ‘ongoing communication with parents

be sent to SourceCorp

B. A planio ggsmﬂmrgg revigw/update schedules maonthly to ensure that ali students are served
- according o mandates, befors the generation of an E-I list:

<.

Group mandates are to given priority in scheduling.

Individoal mandates are follow the scheduling of group service.
All smdents are to receive service.

‘When students are absent, make ups are scheduled

* b & & 8

Shortage Area (Speech Therapisis Only): Use of designated forms to docpment servics;

Supervisor approval needed; follow guidelines 1o complete paperwork; keep accurate recosds.
» M E-1list is generated: Schedules of aHl the related service provider’s caséloads from each site

must accompany it

’ « The schedules of each related servicé provider must be reviewed to

reflect maximum service to students. 1f thirty (30) minutes sessions are b

a0 °d

a0:ZL S00Z 0L ZEny BY94F954L LEL-"E

ure that programs
ing foliowed:

53218435 Ha33ds



r

«  Psychologists, social workers and guidance counselors should have programs that reflect
2 minimum of nine (9) sessions. 1t is expected that schedules will reflcct fewer sessions
if IEP mandates identify a greater duration of service.

#  Service by Speech, Hearing or Vision Teachers should reflect the same nomber of
periads as required by other teaching staff within your scheool.

+  The schedules of occupational and/or physical therapists should also reflect 2 minimom
of eight (%) treatment sessions. :

'D. Considerations for changes in related service must be discussed with the clini discipline supervisor
" of each related service.

e Team meetings (prep, 100 minutes, prp) and case conferencing allow for the analysis
of data, discussion about students progress. These meetings are #1 foram 1o review
prospective changes with related service supervisor/school admiinistrator before IEF
changes are made. Through the collaboration and cooperation of all staff, we can
achieve positive outcomes for students that will iead 1o greater independence and less
1eliancs on related zervices. .

‘e A request for a change in related service {increase, decrease, ination) must be
accompanied by the team meeting log and a copy of an assessment which indicates
what necessitates the need for the change in service. ;

~w  The supervisor may artend the JEP meeting a5 the District Rep tative to provide
some over sight to 2 mandatc change.

E. Proctice and Policy: Tn accordance with proviously agreed upon criteria with the UFT, related servieo

providers must be aware and informed that an assignment 10 a schoo] does not assume an assigminent to &
specific site. 1f schedules are not full the provider will be reassigned to an additiona] site.

F. Responsibilities: The related service provider may assumne specific duties as defined by their position.
' » Counselors reguire time to contact community based agencies. :
Specch 1cachers may be required 1o conduct AAC cvaluations.
Occapational and physical therapisis may need time to perform equipment Tepairs.
Teachers of Hearing Impaired require time to maintain FM Units, .
In consulation with the Principal, the provider indicates on schedules the specific imes
that will be set aside for meetings/phone contacts with parents, agencies, cuizide
providers, aitend PPT and IEP mestings, complete logs, EIC , VATIOus
ancodotal/incident reports, or complete docwments for stadent to student sexual
harassment ot investigations. Where possible any session before pr after the student’s
school day should be used for these non-direet service activities.

All related service activities shall compile informaticn on student progress as a ihit of therapeotic
intervention. leps, progress reports and information for reviews shall be current and individualized.

" We believe that adherence to thesc guidelines will lead to positive owtcomes for dents. We wish yon a
positive and collaborative school year. ‘

C.L18
Printipals
Flated Service Supervisors

Helen D, Kaofingn * Administrative Assistant Supuﬁnttndnt * Clinical and Sopport Services
400 First Avenue, New York City, NY 1010 * Tel. (917) 256-4236 * FAX (937) 256-4269 * Email:
hkaulina@nychoa. uet
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