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SO MUCH TO TRAIN… 

 Presented by  

Kathy Minard, 

Director of Special Services for  

Coolidge Unified School District 

SO 
LITTLE 
TIME 
AND 

MONEY 

SO MUCH HIGHER 
STAFF RETENTION 

86.3% Sped. Staff Retention for  

Past Three Years 
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START WITH 
ALL SPED. 

STAFF USER 
FRIENDLY 

NEEDS 
ASSESSMENT 

Special Education Staff Survey                                                                                                                  
Please indicate your response to the questions below, with a score of 1 being the highest score 

and a score of 5 being the lowest score. 

 

 

Statement 

1 

Strongly 

Agree 

2 

Agree 

3 

Neutral 

4  

Disagree 

5 

Strongly 

Disagree 

1. I am very comfortable with my 

current knowledge on the topic 

of differentiated instruction. 

     

2. I am very comfortable with my 

current knowledge on the topic 

of collaboration. 

     

3. I would like to learn some 

additional individual student 

management strategies. 

     

4. I am very comfortable with my  

current knowledge of sped. 

policies and procedures, 

including data collection to 

maintain sped. compliance. 

        

5. The technology (student soft- 

ware, IEP program, hardware), 

I use on a daily basis is 

efficient. 

     

 

6. Please name one resource that you would find especially beneficial to you to do your job? 

 

 

7. Please name one issue that makes it unnecessarily challenging to you to do your job? 

 

 

8. Please name one topic that you would like to address in a dept. meeting OR on a PD 

Friday? 

 

 

9. What would you change about your position, if you could? 

 

 

10.  Additional Comments: 

PARTNER 
 

UP  
 

WITH… 

ADE 
MONITORING 
FEEDBACK 

 

CURRICULUM 
DEPT. 

 

GENERAL ED 
RESOURCES 

Special 
Services 

Curriculum 
Dept. 

ADE GE PD 

State and 
Federal 

Mandates 

ONE  
 

EXAMPLE OF  
 

PARTNERING 
 

 UP WITH  
 

GENERAL 
EDUCATION 
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CONVEY  
 

YOUR  
 

EXPECTATIONS 

Coolidge Unified School District (CUSD) 

Special Education Case Manager Responsibilities  

(Effective 7/2016) 

Definition: 
The case-manager is the special educator, including speech and language pathologist who is primarily 

responsible for the provision of special education services. The psychologist or speech/language 

pathologist serves as case manager of the initial CUSD evaluation. Upon completion of the first CUSD 

evaluation (MET), the case management assignment will shift to the primary services provider. The 

psychologist or speech language pathologist also serves as the case manager for the re-evaluation.  
 

Case Manager Responsibilities:  
The primary non-teaching responsibility of the case manager is to coordinate the provision of services 

required in the student’s IEP with all District personnel and parents. A second responsibility is that of 

facilitating the annual IEP review of students’ progress and programming on or before the annual due 

date. 
 

Duties: 
1. The case-manager is responsible to obtain and provide current classroom based input for MET. 

2. The case-manager is involved in meetings which lead to an eligibility determination and 

responsible for drafting the initial IEP and for coordinating/leading the IEP meeting when 

student is found eligible for sped. services. 

3. The case-manager is responsible to update Student Profile in e-IEP-PRO before each IEP 

meeting. 

4. The case manager is responsible for coordinating related services and ensuring all related service 

providers sign quarterly progress reports AND are invited to all IEP meetings in timely manner. 

5. The case manager is responsible to ensure the required members of the IEP team are in 

attendance, including a minimum of 3 different team members, (or 2 and parent on phone). 

6. The case manager will inform the parent/guardian of aligned quarterly progress data on each 

student’s annual measurable goals (AMG’S). 

7. The case manager is responsible for following all FERPA guidelines and implementing a systematic 

data collection protocol for both pre and post data for each quarterly AMG. 

8. The case manager will ensure that compliance deadlines are anticipated in advance to ensure they 

are successfully maintained, including current vision and hearing results, annually. 

9. The case-manager is responsible to give their school nurse/health aide a copy of their caseload 

by August 15th of each school year so that updated vision/screening can be completed. 

10. The case manager is responsible for communicating all IEP team determined accommodations 

and/or modifications to ALL of the students’ teachers and documenting receipt of within the 

first 5 days of school or 5 school days after an annual or initial IEP. 

11. The case manager is responsible for coordinating communications among all team members, 

including all general education teacher(s) and nurses for students requiring medical management. 

12. The case-manager is responsible to make sure all qualified providers for Medicaid are at all IEP 

meetings. 

13. The case-manager is responsible to write service minutes on each IEP in minutes per week for 

four days per week or per month. 

14. The case-manager will inform their site based registrar of any changes to a students’ LRE. 

 

PD  
 
POSSIBILITIES… 

 

THAT HAVE WORKED FOR ME… 
 

Bring ALL 
Sped. Staff 
Back One 
Day Before 
Rest of Staff 

 
(IDEA BASIC) 

Welcome Back Special Services PD Day 

July 18th,2016 

Teaching should be such that what is offered is perceived as a valuable gift 

and not as a hard duty. 
~Albert Einstein 

I. 8:00 – 8:30     Welcome/Introductions/Expectations 

 

II. 8:30 – 10:00     eIEP-PRO Version 16 Overview 

 

III. 10:00 – 10:15     Break 

 

IV. 10:15 – 11:50     Breakouts (See backside for who goes where/when) 

a)       Prior Written Notices  

b)       Best Practices for Meaningful IEP Meetings  

c)       Bridging BT and Specially Designed Instruction 

d)       Behavior Intervention Plans and Strategies 

 

V. 12:00 – 12:30     LUNCH 

 

VI. 12:30 – 2:30     Assistive Technology    

 

VII. 2:30 – 3:00     Announcements 

a) PD on Placement vs. Location 

b) 2016-2017 PD Calendar Handout 

c) Procedures Manual 

d) Case-Manager Responsibilities Handout 

e) Current Caseloads 

f) Supply Money/PO’s/Timecards 

g) PRO Passwords 

 

 

VIII. 3:00     Questions/Closure 
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1. Agenda For 
     Every 
     Meeting 
 
2. Inspirational 
     Quote on  
     Every    
     Agenda 

1. Monthly 
 
2. Site Based 
 
3. Principals’ 
    Attendance 
    is   
    Mandatory 

	

	

CUSD #21 SPECIAL SERVICES SITE  

DEPARTMENT MEETINGS 

2014-15 School Year 
 

MONTH/ 

TOPIC 

HR 
2:30 – 

3:30 

West 
2:30 – 

3:30 

HHK/ 

CHS 
7:30 – 

8:20 

STH 
2:40 –  

3:40 

MV 
3:30 –  

4:15 

STFHS 
8:30 -  

9:25 

SELF 
2:30- 

3:30 

August 
Open Forum 

8/25 8/18 8/6 8/28 8/21 8/21 8/21 

 
September 

Procedures 
Manual 
Updates 

 

9/15 

 

9/15 
 

 

9/26 

 

9/25 

 

9/18 

 

9/25 

 

9/18 

October 
Related 
Services/ 
IEP Meetings 

 

10/27 

 

10/20 

 

10/24 

 

10/23 

 

10/30 
 

 

 

10/23 

 

10/30 

November 

Data 
Collection 

 

11/24 

 

11/17 

 

11/21 

 

11/20 

 

11/13 

 

11/20 

 

11/13 

December 

Section 504 
 

12/15 

 

12/15 

 

12/12 

 

12/18 

 

12/11 

 

2/18 

 

12/11 

January 
ESY 

1/26 1/19 1/23 1/15 1/22 1/15 1/22 

February 
FBA’s/BIP’s 

2/23 2/16 2/27 2/19 2/26 2/19 2/26 

March 
 

No  

meeting 
No  

meeting 

No  

meeting 

No  

meeting 

No  

meeting 

No  

meeting 

No  

meeting 

April 
End of Year 
Check out 

 

4/20 

 

4/20 

 

4/17 

 

4/9 

 

4/2 

 

4/9 

 

4/2 

May 
Sped. Staff 
Recognition 

 

5/25 

 

5/18 

 

5/15 

 

5/14 

 

5/21 

 

5/14 

 

5/21 

PD 
 
RESOURCES… 

 

THAT HAVE WORKED FOR ME… 
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CURRENT 
EVENTS 

Special Services Professional Development 

August 26, 2016 

 

I. Introductions/Purpose 

 

II. Olympic Rules 

 

III. “Let the Games Begin”/Semi-Final Round 
a) PEA Determination 

b) Aligning METs with IEPs 

c) AT and IEPs 

d) Case Conference Summaries 

e) BIPs 

f) Restraint and Seclusion 

g) Compensatory Services 

 

IV. Break 

 

V. Medicaid Presentation 

 

VI. “Let the Games Continue”/Final Round 

 

VII. Questions/Other 

HAVE  
FUN! 

PROFESSIONAL  
 

RESOURCES 
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FOLDABLES 

MAKE 
 

IT  
 

RELEVANT 

MONEY SAVERS… 
 

That Have Worked For Me… 
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Behavior     
Rubric 

Behavior 
Intervention 
Plan (BIP) 
Support(s) 

When 
Implementing a 

New BIP 

All Related   
Services Staff 

Receive 
$300.00 for  
Outside PD 

 
(IDEA Basic) 
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Outside  
PD  
Reflection/ 
Follow Up/ 
Application 

Created	by	KM	7/09	

	

PROFESSIONAL	DEVELOPMENT	REFLECTION	WORKSHEET	

Name:		____________________________________________________________________________________	

Name	of	PD:		_______________________________________________________________________________	

Date(s)	of	PD:		______________________________________________________________________________	

Please	select	3	new	strategies/concepts	you	learned	in	this	PD	opportunity	and	write	a	brief	summary	of	what	each	

one	meant	to	you:	

Name	of	Strategy	 Summary	of	Strategy	 Non-linguistic	Representation		
(picture/icon	that	means	something	to	you)	

	
	
	
	
	

	
	
	

	 	

	
	
	
	
	

	
	
	

	 	

	
	
	
	
	

	
	
	

	 	

	

Think	of	one	student	that	has	challenged	your	skills	as	a	teacher	this	past	year.		Please	write	a	brief	narrative	and/or	

snapshot	of	that	student	and	what	you	found	particularly	challenging	about	trying	to	teach	this	student:	

__________________________________________________________________________________________________

__________________________________________________________________________________________________	

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________	

ALL Special 
Services Staff 

Receive 
$150/$250 

Annual 
Supply 
Money 

COURSE 
 

CORRECTIONS, 
 

ALWAYS… 

EXIT SLIPS SURVEYS 
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CELEBRATIONS… 
 

That Have Worked For Me… 

CELEBRATION  
 

RETAINS  
 

SPED. STAFF 

EDUTOPIA 
School Leadership,  
August 11, 2016 

“School Leaders: 6 Strategies for 
Retaining New Teachers” 

 
1. Create a New Teacher Retention Plan 

2. Celebrate  

3. Plan for On-Boarding and Include Social Bonding in On-Boarding 

4. Schedule Regular Check-Ins 

5. Provide Coaching 

6. Bring New Teachers Together 

 

 

“GOTCHA 
MAKING A 

DIFFERENCE” 

November	5,	2014	
	

Makin’	A	Difference	

CUSD #21 

SPECIAL SERVICES 

	 	

	

	

	

	

	 	

	

Name of Nominee: Click	here	to	enter	text. 

Position and Site: Click	here	to	enter	text. 

Above and Beyond Action(s) to be Recognized, with specific example and details:  

Click	here	to	enter	text. 

 

 

 

 

Nominator(s): Click	here	to	enter	text.       Date: Click	here	to	enter	text. 
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Your School 
Board is 

Your 
Friend… 

REFRESHM
ENTS 

SHINY 
PENNY 

OF  
CHANGE, 

AKA 

YOU! 
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YOUR 
Great 
Ideas? 

QUESTIONS? 

THANK 
YOU 

Katherine Minard, Director of Special 
Services for Coolidge Unified School 
District 

katherine.minard@coolidgeschools.org 

450 N. Arizona Blvd., Coolidge, AZ 85128 

520-723-2065 

mailto:Katherine.minard@coolidgeschools.org
mailto:Katherine.minard@coolidgeschools.org
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