The Children’s Center for Early Learning (CCEL)

SEIT Policies and Procedures
ORIENTATION PROCESS FOR FAMILIES
Parents are an integral part of their child’s educational process.  It is important to encourage our parents to be active participants in their child’s education.  Please keep parents informed of their child’s progress on a regular basis regarding educational achievement and behavior.  It is important to establish a collaborative professional relationship with your parents.

Working in the home is a very intimate arrangement, especially with young children.  It is the responsibility of the coordinator of services, the SEIT, to create boundaries and standards for our families.  Always maintain a professional demeanor, keeping the content of all communications instructionally related.  If a family raises a question that is beyond your scope of responsibility, for your own protection, indicate that this should be discussed with your supervisor. If service provision occurs at the child’s school or daycare center, the same guidelines apply with regard to the staff at these facilities.

Some basic ground rules communicated to the family upon the initial contact can allow for a pleasant working experience, especially when working in the home.
1. Set up a definitive schedule and inform the family, in writing, using the Parent         Introduction Form, giving possible alternatives.  A copy of the CCEL calendar should be shared with the family and/or school, to insure that they are aware of the closure dates observed by CCEL.
2. Exchange phone numbers for use in emergencies or last minute changes.

3. Agree to notify each other of schedule changes at least 24 hours in advance, to the best of your abilities.

4. Inform the family that their child should be awake, dressed, and ready to work at the predetermined time agreed upon.

5. If the child needs to eat, the family member should give you the food, drink or snacks to incorporate into your instruction or use as potential reinforcers.

6. Establish a consistent working space free of distractions until instructional control is established and generality of behavior change allows for working around the house or the apartment.

7. Ask the family to obtain a small desk and two chairs, to dedicate to the SEIT sessions, if they do not already have them.

8. Inform the family that it is the policy of CCEL and the Department of Education that someone must be home at all times and that you cannot be left alone with the child for any reason.

9. If an emergency should arise, they should inform you immediately, and if the parent must leave the house, the child must go with them, and everyone should leave as quickly as possible.

10. Find out the family’s concerns and establish a Master Goal List with family signatures so those goals are easily identifiable and clearly posted at the beginning of the student’s program book.

11. Inform the family that their child’s progress will take time, and that learning is a process.  Their involvement in the program is desired and the progress of their child will be enhanced by their positive participation.

A parent or family member should be given a clear explanation of what they should expect from you.   A discussion of their expectations is also extremely important.

 For example, if an instructional ABA SEIT session is 2 hours, inform the family member that you will work with the child for 1 hour and 45 minutes.  The last 15 minutes will be used for graphing and data summary as well as data decision analysis.  Graphs or data collection, analysis and graphing are essential parts of the instruction we provide and graphing time is instructional as well. Take a minute to show the documents to the parents and explain how to interpret them for their benefit.    
Confidentiality 

All records are confidential.   HIPPA and the Federal Education Rights and Protection Act of 1974 (FERPA) requires that professionals working with persons with disabilities work to maintain the confidentiality of the diagnosis, treatment, and recommendations for service delivery.  All discussion and legal documentation must be shared only with appropriate, agency-approved personnel.  Questions regarding this can be brought to the attention of your supervisor.  Any review of a child’s file must be documented on the designated card in the file drawer.

It is Federal law and therefore imperative that all persons associated with a child’s program comply with this policy.  Teachers who are found to be in breach of this policy are subject to a formal Course of Action and possible termination of their relationship with CCEL.

Special Education Itinerant Teacher

Roles and Responsibilities
If the child’s only special education program is SEIT, the SEIT Provider is responsible for the coordination of all of the related services that child receives.  The following procedures should be followed to ensure best practices:

Protocol When Receiving a Case

Upon receipt of a new case, the child’s IEP and evaluations should be reviewed.  This will help you to get an overall view of the child’s needs and aid you in planning their service.  Before your first visit, call either the child’s school or home to advise them of your visit and to ensure that you are going at a convenient time.  If you are going to a school, it is important that you introduce yourself to the director.  You must let the school administrator know that you are going to be servicing one of their students.  When you arrive at the school, you must inquire as to the procedures required by the school for visitors and guests and comply.  We are guests in their environment and must respect any rules and regulations set forth.
For school-based cases, a “Parent Introduction” letter must be filled out and sent home with the student, and a copy given to the classroom teacher or the school administration. Within the first week of service, follow up your letter with a phone call.  Make sure that they know whom you are and that you are servicing their child.  It is vital to keep the lines of communication with the parents open.  You should call them periodically to keep them informed of the child’s progress.  Any problems should be brought to your supervisor’s attention.  

While communication with the school and the parent is key, the nature of our work requires that we maintain the utmost level of confidentiality.  All requests for documentation regarding the child must be made through your supervisor and the main office.

Any break in service such as a scheduled vacation, or use of personal time, must be explained to the family. These sessions should be made up as soon as possible after the break in service.  The family may request a substitute provider in your absence.

If you need to discontinue service for any reason, please give at least two weeks notice so that arrangements can be made for a replacement provider and for closure with the child and family.

Coordination of Services

Coordination activities are required aspects of your SEIT assignment and include the following:

· Arranging the schedule for service delivery and consulting with family/school to resolve scheduling

· Sharing appropriate information with other teachers and related service providers for appropriate integration of such services

· Gathering information, progress reports and anecdotal information relating to the child’s progress from all related service providers to ensure that the coordinator has a general knowledge of the child’s progress

· Participation in meetings of the CPSE after initial placement, including the annual review, if required
· Providing progress reports to families

· Communication with the team before an Annual Review/Requested Review
First Attend Dates for SEIT must be reported to this office when services are initiated; this applies to the first SEIT on the case, not if a new SEIT replaces a provider.  If there is a change in mandate, a First Attend should follow all CPSE review meetings.

At the start of each new session, July 1st (for summer services) or September 1st (for 10-month services), a First Attend Form with the signed session note must be submitted.  The same procedure applies for the End Date.  Submission of the End Date Form with a signed last session is required.   You are responsible for reporting these dates to your supervisor or the CCEL office in a timely manner.
Failure to report First Attend Dates and End Dates will result in delays of payment for services.
Service Delivery

Call your supervisor if a child’s mandate changes as the result of an annual or requested review to inform them of any increase or decrease in service.

If you are unable to provide services for more than one week, you must notify your supervisor immediately so that plans can be made for substitute providers, if appropriate and available.  Service provision can occur Monday – Friday, not on weekends or Federal holidays.  SEIT providers must be mindful of the CCEL calendar.  If CCEL is closed, no services are provided.  We follow only the CCEL calendar, not that of the DOE, daycare center etc.  However, if the DOE is closed for weather conditions, CCEL will also close.
Illness/Cancellations/ Make-up Sessions 
Missed sessions should be documented on the session notes and on the absentee notes.  Make-up sessions are encouraged when the providers miss any sessions.  Make-up sessions for CPSE which occur from September to June, must be completed by the last day of service on the CCEL calendar in June.

Sessions missed during the summer session must be made up within the CCEL summer calendar.  Whenever possible, make-ups sessions should occur within the month in which they were missed. 

CELL PHONES AND PAGERS MUST BE TURNED OFF DURING SESSIONS AND MEETINGS

Changes in Schedule

The special services being provided to our children and students are federally funded programs and mandated by law.  As the provider, you are responsible to adhere to the commitment to provide the services for the duration of a child’s program.  This ensures consistency and continuity.

If changes to the schedule are necessary, you must notify your supervisor and the child’s family in writing, 2-4 weeks prior to the change.  This will allow for coverage without interruption of services.

If you are providing services in a school or day care setting, please be sure to coordinate your service provision schedule with the school calendar.

BILLING PROTOCOL
We request that you submit your billing voucher for services rendered on a monthly basis.  Please note that we may not be able to reimburse billing received more that 60 days after service delivery.  Billing may be submitted either in person or by mail. Please do not fax billing; originals must be maintained in the child’s permanent record. This paperwork will be reviewed by our office and submitted to the payroll department.  Incomplete paperwork will delay payroll. Copies should be made and kept for your records.

Please note that processing your payment may be affected by a failure to submit paperwork on time.  This refers to not only the above-mentioned billing paperwork, but also educational progress reports for annual or requested reviews, quarterly progress reports with accompanying IEP pages as needed, and attendance information. Please be sure to submit all necessary forms/reports in a timely fashion, and refer to the billing checklist on the website for time frame to submit billing.
Paperwork

· Prior to initiating service provision, the SEIT must be cleared by the Human Resources Dept.

· Accurate and descriptive session notes must be written for each session.  They must be submitted with payroll forms. Please be sure to fill in the reason for any absence, and submit corresponding absence notes.  A separate note for each child must be completed. Each session must be documented on the SEIT Session Note Sheet, signed by the teacher and the parent or school representative.

· Educational Progress Reports must be submitted in a timely manner, using the Educational Progress Report format provided on the website.  These are required for Annual Reviews and Requested Reviews. If SEIT is the only special education program that the child receives, it is the responsibility of the SEIT to gather the progress reports, updated annual goals, and regression statements for 12-month students, if needed, for all disciplines providing services to the child and send them to the CCEL supervisor.  These are due 45 days prior to the expiration date of the child’s IEP.

· Quarterly Reports are due 4x per year for 12-month students and 3x per year for 10-month students

· Twelve-month requests are due by May 1st.

All records must be kept confidential.  No written information may be released without parental consent.  

Please refer to The Children’s Center website for any forms, calendar or additional information.  All forms can be downloaded from the website.  Please try to use these whenever possible since typed documents are clear and easy to read. 
Annual Reviews/Requested Reviews 

For the Educational Progress Report, there is a guided format on the CCEL website, which includes all pertinent areas to report on. Please keep the use of jargon to a minimum so that the report is clear and easy to understand for all readers.  IEP templates are also on the websites and available for downloading.  As was previously mentioned, the SEIT is responsible to obtain progress reports, IEP pages and when appropriate, 12- month rationales from other disciplines, when the child has no other special education program.  All of this information should be sent to the SEIT office in a timely manner.  

The packet will then be submitted to the district office, and you will be notified of the meeting date and time, so that you can be available.

If additional formal testing is necessary to consider the addition of a service, contact the SEIT office, which will obtain approval from the DOE and coordinate with the Evaluation Unit to have an evaluation performed.  If necessary, a new review will be requested.

Each provider is responsible to keep track of annual review dates for each of his or her students.  Progress reports, a 12-month rationale, if applicable, and IEP pages, for all disciplines must be submitted to your supervisor 45 days before the date on their current IEP.   If a child’s program is not appropriate, a review may also be requested at any time.  Your participation at a review may be required from time to time.  If this is the case, a telephone conference can usually be arranged. Before recommending any change in service, please consult with your supervisor.

Professionalism in the Workplace

Working with families in the home is very different from working in an office or school environment.  Our job requirements are to assist the child to fulfill the goals and objectives of the IEP.  It is to everyone’s benefit to include the families and make them a part of the process.  Interactions with family members should focus on the child, the learning process and learning outcomes.  

It is very helpful to establish BOUNDARIES with the families from the beginning of service provision.  On page 1, several points are listed that tell the family what they can expect from us and what we expect from them.  

If problematic situations arise, advise your supervisor immediately.  

Dress Code

In the role of a special educator, working with young children you will often encounter situations, which require freedom of movement, and the ability to engage in all the child-oriented activities presented. Comfortable and practical dress is necessary.  However, as a professional and a representative of CCEL, you are expected to look professional and presentable.  General rules for appropriate appearance and for safety include:

· Wear shoes for active wear; high heels, platform shoes and open sandals are not conducive to working with small children and injuries may occur for the teacher or the student

· Clothing with advertising or large lettering are generally not appropriate for the workplace

· Long pants, dresses or shorts should be worn; no mini-skirts, short shorts or ripped jeans 
· Clothing that is revealing is inappropriate.  This includes tank tops, low cut or crop tops, see through clothes and pants or skirts that are excessively low cut.

· Clothing should always be in good condition; please refrain form working in your gym clothes, sporting clothes, ripped, stained, painted or faded clothing.

· Avoid any jewelry that can interfere with your freedom of movement or create a hazardous situation for you or the student.
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