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HPREC Related Service Providers’

End of the Year Checklist

Prior to the end of the school year, all employees must complete the following:

· Complete all assessments, IEPS, and progress reports for students.

· Finalize all documents in TIEnet (IEPs, Assessments, Service Logs, Parent Contacts, etc.)

· Turn in all special education documentation to special education coordinator/director according to district policy.

· Organize all therapy materials and therapy room. Make sure to clearly label all HPREC equipment (chairs, file cabinets, etc).

· Check out with special education coordinator/director (make sure to let them know 15 days in advance when your last day will be) and have end-of-year meeting within 5 days of your last day.

· End of year closure with students on caseload.

· Contact HPREC’s Director of Programs 15 days in advance when your last day will be.

· Turn in laptop and all printers to HPREC. You will want to back up all documents prior to turning in your laptop. Please make sure that there is a nametag on your laptop and laptop case! Also, please label which school the printer came from. You will turn these into Margo Thomson.

· Submit any orders for tests and/or protocols which will be needed next year. Please check with your colleagues so we do not get duplicate orders.

· Turn in Medicaid Service Log to Vicki Rea.

· Turn in last timesheet to Gary Gabriele.

· Supervision documentation logs submitted to the Director of Programs (from both the supervisee and supervisor).

· On your last day, call into HPREC to ensure that we formally know that you have completed your contract.

Please sign and submit this Checklist on or before you last day.  Thanks.


Signature of HPREC Staff___________________  Date__________

Signature of Director_______________________ Date___________
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If you have not heard, the NMPED has distributed NEW IEP forms. �On May 28th (beginning at 8:30), an HPREC task force comprised of SPED Directors, teachers, and related service personnel will meet to revise the TIEnet IEP to correspond the new state IEP.  I would like to personally invite you to attend this work session. You input is important! 








