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STANDARD OPERATING PROCEDURES 192 /193

Developed by Sherry, Harry, Mike, Joe and Mary Ann post audit meeting

Title | Procedures for 192 / 193 Nonpublic:

I.  March - consultation with non-public administrator
A. Discuss and review: assessment results, grades, low income and other State
Requirements
B. Review required forms and documentation
1. See forms (district and state): 407-1, time activity sheets, student attendance
sheets, payroll sheets
2. Assign lead staff from parent center to ensure required documents are submitted
and keep record of submitted documents (originals and scan copies)
C. Review the number of proposed students requiring services in reading, writing, math, ESL
D. Review staff assignments for new school year

II. 192/ ESL
A. All current students receiving services need to be tested at the end of each school year
B. Title lll department under the direction of MaryAnn Mena will create end-of-year lists:
1. Exiting
2. Roll Over
3. Inform the parents the results of assessments
C. End of year services review form identifying the multiple measures used and will be
used to make decisions about continuing services or exiting students.
D. All parents registering students will complete a Home Language Survey which will be used
to identify students who need screenings for ESL services.
E. In September of each year, teacher will screen/test new students for eligibility for ESL
services.
F. Maintain student service list during school year.
G. Documents and record forms will be maintained in Title [ office.

lll. 193 Special Education
A. Three Review periods September, December, and May
B. September - Consultation w/ principal, CST, and speech - they give the schedule for
speech services to the principal
C. April - annual review 407-1 completed

V. Accounting for 192 / 193
A. Maintain student record form for ASSA submission of ELL served each October
B. Review with Business Administrator all student counts for each program area and
determine how much state allocated funds can be used..



V. Required Forms
A. 407-1 (a separate 407-1 is required for each service LAL, Math, ESL, Initial Review,
Annual Review, and Speech Services)
B. Time Activity Sheets (monthly)
C. Sign-In Sheets/Payroll Sheets

D. Long sheet (Special Education) - (identifying all of the student's - classification and
services)

E. State Consultation Form
F. State Nursing, Technology, Textbooks Forms and requirements ( let's do a separate SOP)



