SPECIAL POPULATIONS COORDINATOR’S 

ROLE IN ACCOUNTABILITY

If an audit takes place, the monitors will come directly to the SPC for information and documentation.  There must be proof in writing of activities.  The monitors will not accept just saying, “Yes, we do that”.  The information in this handout comes directly from a monitoring team.

SET UP FILES TO HOLD DOCUMENTATION OF ALL AREAS.  A plan book or calendar is sufficient documentation in some areas.

LABEL FOR FILE

TYPES OF INFORMATION FOR FILE

RECRUITMENT


Flyers, brochures, pamphlets






News articles






Public information news article






Recruitment activities

ENROLLMENT


Enrollment Data (SIMS)






Percentages

PLACEMENT


Registration practices & information

EQUAL ACCESS


Copies of Course of Study






Tech-Prep or Vocational brochures






Student Handbook






Percentages by category of SP in classes







CDP+






(all brochures, etc. need the disclaimer)

PARENT INFORMATION
Copies of information, brochures, dates of meetings, etc. for getting information to 8th graders.


Copy of special brochure given to Parents of SP students


Copies of brochures for parents of LEP or Disabled students.

CDP+
Copies of CDP and CDP+

COORDINATION
Documentation of attendance at meetings, e.g. minutes, calendar, etc.

USE OF I.E.P.
*These items will be in teacher’s classrooms.

Make sure that all teachers have a copy of the Vocational Component to the I.E.P. if applicable.


Copies of lesson plans, support plans, etc.  which show modifications or support as outlined in I.E.P.


Modifications documented on teacher’s calendars.


Samples of student work.

MONITORING I.E.P.
Documentation on calendar of reviewing student progress.  Progress reports, conferences, etc.

504 PLANS
Copies of plans for 504 students.

OTHER SERVICES
These may be documented by the teacher or the SPC.


Curriculum modification


Equipment modification


Classroom modification


Testing modification

GUIDANCE/COUNSELING
Keep a record of all activities on your calendar.

CAREER DEVELOPMENT
Keep a record of all activities on your calendar

SCHOOL TO WORK
Documentation on calendar


Information on shadowing, etc.


Speakers


Field trips


Career Day or College Day

STANDARDS
Information from VoCATS on Performance Standards 3, 4, and 5.
