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POLICY

Overall:

Monthly:

Meet with:

a. PBIS team.

b. Health Services Program Manager  
c. Speech therapists and teaching staff

d. EI specialist (as needed)
e. EBISS Leadership team
f. Send out Weekly Data Sheets first of each month.

g. Review Weekly Data Sheet entries.

h. Receive Weekly Data Sheets, sign, and return to staff for filing. 

i. Attend EIT meetings at EI. Determination of eligibility is done here for children who have received speech evaluations.

j. Monthly committee meetings
Over the year:

a. Review 2 files a month
b. Review all special needs folders twice yearly
c. Observe each classroom once

d. Set up and facilitate Pre-Sets and Post-Sets for PBIS.

e. Facilitate observation children for EBISS in chosen classrooms. 

f. Collect data for PBIS and EBISS for submission at year end. 
g. Monitor screenings and referrals for disabilities and mental health
h. Attend IFSP meetings for reviews and/or new IFSP’s. 

Committees:

a. Health Advisory Committee

b. Management Meetings

c. Budget Committee

d. ERSEA Committee

e. Genesis Earth

f. EIC, LICC, SICC 

g. BESST Committee(0-8 Mental Health Working Group)
h. PBIS Committee

i. EBISS Committee

j. Interdisciplinary Team
August:

Contact Douglas County ECSE staff to help set up IFSP’s for incoming children. 

Contact Coos County ECSE staff to set up IFSP’s for incoming children.

Attend IFSP placement meetings for incoming children.

Speak to speech therapists about first day of school. 

Write Weekly Data Sheets for children who have current IFSP’s. 

Put notes in database concerning children with IFSP’s: 

a. paperwork available

b. IFSP meeting dates

c. Communication with staff and ECSE team members

Prepare pre-service training in disabilities, screenings, Positive Behavior Interventions and Supports, and data entry.

Prepare for monthly items on Positive Behavior Interventions and Supports (PBIS) to be put in newsletter.

Help teams prepare PBIS training to present at parent meetings. 

September:

Make sure each classroom has a notebook with developmental, social/emotional, and Initial Speech Screeners in them.

Alert teaching staff to children on IFSP’s and/or behavior plans from previous year. 

Send teachers Weekly Data Sheets on children with IFSP’s.

Oversee above screenings to assure compliance to 45-day deadline. 

Deliver Initial Speech Screeners (ISS) to ECSE evaluators.

Meet with Interdisciplinary team to discuss children who score in the moderate or at-risk range in developmental/social/emotional screeners.

Send referrals to ECSE for developmental and/or speech concerns.

Set up monthly meetings with teachers and other therapists to discuss children referred or with IFSP’s. 

Set up monthly meetings with PBIS team. 

Prepare and implement training on PBIS for staff. 

October:

Begin monthly speech meetings with speech therapists and classroom staff.

Continue to send referrals to ECSE as needed. 

Follow-up with ECSE team about evaluations, testing, etc.

November:

Follow-up with ECSE team about evaluations, testing, etc.

December:

See monthly duties.

January:

See monthly duties.

March:

Begin communication with school districts about children transitioning to kindergarten who are on behavior plans or IFSP’s. 

Prepare for and attend above transition meetings. 

April:

Communicate with EI/ECSE staff about children transitioning into Head Start from EI classrooms. 

Set up observations of EI classrooms and gather paperwork on EI children.

Assist teaching staff with kindergarten transitions. 

Attend transition meetings with school districts. 

May:

Observe EI classrooms and referred children.

Attend IFSP meetings of referred EI children as contacted.

June:

Prepare PIR numbers for submission.

Complete data entry for referrals and behavior plans. 

July:

Prepare for pre-service training.

Prepare Weekly Data sheets for incoming children.

Prepare for children on IFSP’s. 

This policy complies with Head Start Performance Standard 1304.51 (i) (2) in the Management Systems and Procedures 

on page 188
§ 1304.51 Management systems and procedures.

