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Relationship of New Directors and Their Coaches

Guiding the New Director to Increased Effectiveness

As new directors, we are quickly overwhelmed by the vast expectations of the position. At times the best we can hope for is to tread water without making any major/legal blunders. 

This manual is designed to offer insight and guidance. Some may view it as a life preserver, something to cling to until help arrives and the new director becomes a better and stronger swimmer. This manual is a quick overview of programs, possible “help lines”, and resources. 

Other than from reading and prior knowledge and experience, the best help will come from a “coach” -- a trusted and experienced colleague who is geographically close and quickly available. The new director chooses the coach. This decision should be based on trust, the relationship, and the ability to be of help. Possible coaches can be recommended by the professional organization for Directors of Special Education/Pupil Services (WCASS), a professional regional cooperative (CESA – RSN), or a trusted and knowledgeable colleague. 

To be more successful, the newly employed Director of Special Education/Pupil Services needs support from an experienced Director of Special Education/Pupil Services, especially during the first years. Better administrators create better environments for staff and better learning opportunities for students. 

The responsibilities of the new director will be to quickly assess situations that arise daily, confidently resolve as many as possible, and seek the help of the coach for those with a resolution in question. The first responsibility of the coach is to answer any technical or legal question. 

If the question is more general or has to do with relationships (parents, students or staff), the responsibility of the coach is to guide the new director through the questioning and problem solving process and to help the new director reach a resolution befitting the situation and the district. Advice or suggestions can be given if requested, but generally speaking, solving this type of problem for the new director does not help the new director “learn to swim”.

In general, it is expected that contact between the coach and the new director will occur at least weekly the first couple of months and at least monthly for the rest of the first year. 

Following the premise of pupil services and special education, the support provided by a coach needs to be individualized. New and/or inexperienced directors have completely different needs, which are further complicated by the innate levels of administrative competence, the types of personal and professional experiences, and the specific needs and history of the district or cooperative. 

The coach may also be a mentor in the Professional Development and Licensure process for those with the Initial Educator License. Mentors in that program need to be trained. WWWDPI, CESA, the Association of Wisconsin School Administrators (AWSA), and some universities and colleges provide the training, usually in one day. Mentors are assigned by the district and are there to help the newly licensed director (i.e. WWDPI “Initial Educator”) to meet the license renewal requirements and become a better director. More information is available in the Resources section of the Appendix. 

For quick accessibility, most of this manual is in the Appendix which includes descriptions of programs and staff, special education topics, timelines for possible responsibilities of the Director of Special Education/Pupil Services, quotes about leadership and inspirational sayings, advice from experienced colleagues, lists of useful resources, and several “standards” that Directors of Special Education/Pupil Services should be following. 

This manual is to be used as a reference. The extent of use will be determined by the knowledge and experience of the new director, the range of assigned responsibilities, and the issues that arise. 

Gary E. Myrah, 
WCASS Executive Director
Note: First Edition (2010): Authored by Thomas A. Balliet, PhD; First Revision (August 2015) was prepared by Gary Myrah.
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OVERVIEW OF PUPIL SERVICES

COLLABORATIVE PUPIL SERVICES XE "COLLABORATIVE PUPIL SERVICES"  
Professionals in the disciplines of…
· school psychology,
· school counseling, 
· school social work, 
· school nursing, 
· special education, and 
· administrators of special services 
… provide a variety of primary, proactive, preventive, developmental, remedial, and supportive services to assist all students in becoming resilient, lifelong learners and good citizens. 
Wisconsin school districts have moved from the traditional approach of pupil services programming with professionals from each discipline working in isolation to pupil services staff working as a team and in conjunction with teachers, administrators, parents/families, and community partners. This collaborative model increases the effectiveness of the services provided by utilizing available resources most efficiently. 

The Wisconsin Alliance of Pupil Services Organizations (WAPSO) offers a valuable professional development opportunity designed especially for pupil services teams and professionals. Trainers will come to your community to present on topics chosen by you at a time convenient to you. There is no cost for the trainers or the presentation materials. Training modules are designed to provide professional development connecting to different pupil services and administrator standards delineated in PI 34, as well as content standards in the four pupil services areas. 

Coordinated School Health [CSH].
The Wisconsin CSH Framework is composed of six components: 1) healthy school environment; 2) curriculum, instruction, and assessment; 3) student programs; 4) adult programs; 5) pupil services; and 6) family and community connections. These six components form a multi-strategy approach, which seeks to address the entire range of youth risk behaviors and promote the health, well being, and positive development of students and other members of the school-community. [Ref:http://sspw.WWDPI.wi.gov/sspw_cshp]

Pupil Service Progams
Child Abuse & Neglect: 
Make sure that all staff are informed that they are mandated to report all suspected physical, sexual, or emotional abuse situations are referred immediately to the county social services or police agency responsible for receiving them. It is also critical the staff report the incident to the appropriate principal or pupil services staff.  Who investigates, the extent of the investigation, and how that investigation takes place will be determined by the representative from the county child protective services agent and the school officials. [Ref: http://sspw.WWDPI.wi.gov/sspw_can] 

Acquired Immune Deficiency Syndrome (AIDS)/HIV/Sexually Transmitted Disease (STD). 
WWDPI provides educational resources, training, and technical assistance for the development and promotion of youth (PreK-12) prevention education programs, with an emphasis on preventing HIV and other sexually transmitted infections (STIs). Since no one needs to inform the district an HIV positive student, parent or staff is present in the district, Universal Health Care and safe(r) sex practices should be taught as the expectation.  [Ref: http://sspw.WWDPI.wi.gov/sspw_aidshiv] 
Alcohol and Other Drug Abuse (AODA) 

The WDPI provides assistance to school districts to develop comprehensive AODA programs which encompass both prevention and intervention services. Prevention programs are designed to help students avoid or minimize future problems related to alcohol and other drug use, while intervention programs are designed to help students who are already experiencing problems. Resources are provided to districts in four general categories: training, technical assistance, information dissemination, and grants. (Ref: http://sspw.WDPI.wi.gov/sspw_aodaprog)  
Attendance, Suspensions and Expulsions 
Wisconsin public schools share responsibility with parents/guardians to follow compulsory attendance laws, and to ensure schools are safe places to learn. Students are required to stay in school until they graduate or until the end of the school term, quarter, or semester during which they turn 18 years of age. Instruction in a home-based private educational program (home schooling) may be substituted for attendance at a public or private school. Unexcused absences constitute truancy, and more than 10 unexcused absences in a semester constitute Habitual Truancy. (Ref: http://sspw.WDPI.wi.gov/sspw_disciplineexpulsion)  

School-Age Parent Program
A school-age parent is any person under the age of 21 who is not a high school graduate and is a parent, an expectant parent or a person who has been pregnant within the immediately preceding 120 (calendar) days. School districts are required to make program modifications available to school age parents, both mothers and fathers, that will allow them to continue their education. State law also prohibits public schools from denying admission to or participation in any curricular, extracurricular, pupil services, recreational or other program or activity based upon pregnancy, or marital or parental status. (Ref: http://sspw.WDPI.wi.gov/sspw_schlageparent)  

Suicide Prevention 
Many Wisconsin youth experience symptoms of depression, think about suicide, make plans to die by suicide, and even make a suicide attempt each year. Wisconsin continues to have one of the highest youth suicide rates in the nation. The WWDPI provides information and resources for youth suicide prevention to school staff, administrators, school boards, and other members of the school community. Make sure your staff knows the signs and symptoms and who to contact immediately when they have suspicion that a student or staff is contemplating an action that could end the person’s life.   
(Ref: http://sspw.WDPI.wi.gov/sspw_suicideprev) 
Violence Prevention
Children need safe school environments to ensure the highest level of learning can occur. Youth violence can have many different forms, including physical fighting, sexual violence/assault, intimate partner violence, bullying and suicide. Violence can occur against another person, against self and against property.  It is vital that students, parents and educators take the proper steps to prevent youth violence. The National Youth Violence Prevention Center recommends the following steps: Develop a safe school plan, Establish before and after school programs, Teach conflict resolution skills, Ensure youth have positive adult role models, Learn to recognize warning signs, Enforce school policy, and Report threats, crime, or suspicious activity. (http://sspw.WDPI.wi.gov/sspw_vpassessment)

Special Education 
This is a very highly regulated system of providing individually tailored instruction and support to individuals who qualify using criteria determined by law and rule. As much as possible, those supports are to be provided in regular classrooms, which then potentially allows the special education staff to support other children with academic or behavioral needs in that classroom. (Ref: http://sped.WDPI.wi.gov/ )
Programs
Comprehensive School Counseling 
The program includes the elements of school counseling curriculum, individual student planning, responsive services and system support. The three domains which school counseling programs embrace - academic development, personal/social growth, and career development - cannot be addressed without learning taking place. School counseling programs are an integral part of students' daily educational environments, and the program is designed to produce positive changes in student behavior and student learning. Outcomes include increased academic achievement, improved attendance, social-behavioral skill development, individual planning and family/community involvement. (Ref: http://sspw.WDPI.wi.gov/sspw_counsl1) 
School Nursing and Health Services 
The school nurse has the responsibility for providing leadership in the areas of school nursing practice, school health policy and school health programs. Technical assistance is available from the WWDPI on a number of topics including legal issues, school health program planning, implementation and evaluation, education programs and related services for children with special health care needs, school health records, medication administration and emergency services. (Ref: http://sspw.WDPI.wi.gov/sspw_schlnurse) 
School Psychology
School psychologists help students succeed academically, socially, and emotionally. They collaborate with educators, parents, and other professionals to create safe, healthy, and supportive learning environments for all students, strengthening connections between home and school. By collaborating with pupil services colleagues, teachers, parents, and community members, school psychologists create safe, healthy, and supportive learning environments and strengthen connections between home and school improve educational outcomes for all students. (Ref: http://sspw.WDPI.wi.gov/sspw_schpsych) 
School Social Work 
The mission of school social work is to assure academic success, educational equity, and social justice for every student by reducing or eliminating the social, economic, and environmental barriers that may interfere with a student's ability to maximally benefit from his/her education. Special emphasis is placed on students who live in poverty, belong to other disenfranchised groups, and/or whose families are in crisis. Categorical aid reimbursement is available for a portion of school social work salary/fringe costs. (Ref: http://sspw.WDPI.wi.gov/sspw_sswguide) 
Special Education 
Generally, the special education staff is considered part of the pupil services team and their services are considered part of the continuum of services needed to provide free and appropriate (FAPE) services to all children. This is a highly regulated field because it is based on Civil Rights legislation. Basically, every child has a civil right to be in a regular education classroom as much as possible. Since the laws, rules, regulations, and court interpretations change on a regular basis, it is suggested the new director sign up to receive the bulletin updates listed below. (Ref: http://sped.WDPI.wi.gov/) 
SPECIAL EDUCATION TOPICS
Disability Areas:



Reference:
	· Autism, 
	http://sped.dpi.wi.gov/sped_autism 

	· Deafblind
	http://sped.dpi.wi.gov/sped_deafblind 

	· Emotional/Behavioral Disability
	http://sped.dpi.wi.gov/sped_ed 

	· Intellectual Disability 
	http://sped.dpi.wi.gov/sped_cd 

	· Hearing Impairment
	http://sped.dpi.wi.gov/sped_hi_deaf 

	· Other Health Impairment
	http://sped.dpi.wi.gov/sped_ohi 

	· Orthopedic Impairment
	http://sped.dpi.wi.gov/sped_oi 

	· Significant Developmental Delay
	http://sped.dpi.wi.gov/sped_sdd 

	· Specific Learning Disability
	http://sped.dpi.wi.gov/sped_ld 

	· Speech or Language Disability
	http://sped.dpi.wi.gov/sped_speech 

	· Traumatic Brain Injury
	http://sped.dpi.wi.gov/sped_tbi 

	· Vision Impairment
	http://sped.dpi.wi.gov/sped_vision 


For the following terms go to the WDPI webpage within the Special Education Section entitled Special Education Topics   (http://sped.dpi.wi.gov/sped_tm-specedtopics)  This provides a weblink to offer additional information on most of the terms below.

Adaptive Physical Education

Adaptive skills resource guide

Adequate yearly progress (AYP)

Advocacy

Alternate assessment (WAA)

Annual performance report

Assessment/accountability

Assessment statistics, SPP Indicator #3Assistive technology

ADHD

Attention deficit hyperactivity disorder (ADHD)

Audiology

Autism (A)

Blind

Bulletins

Carry-over

Caseloads

Categorical aids

CEIS

Early intervening services coordinated (CEIS)

CESA

Cooperative educational service agency (CESA)

Chapter 115, Wis. Stats.

Charter schools

CCI

Child caring institution 

Child count

Child find

Child (preschool) outcomes, Indicator #7

Children’s homes, providing FAPE in

Cognitive disability (CD)

Complaints

CSPD

Comprehensive system of personnel development 
Consent for evaluation or placement

Consent, revocation of

Consultants

CEIS

Coordinated early intervening services 
Council on special education 

Cross categorical

CIFMS 
Continuous improvement and focused monitoring systems 
Data

Data profile

Day treatment services

Deaf

DB

Deaf-blind 
Determinations

Directory, leadership personnel

Disabilities

Discipline

Discretionary grants

Disproportionality in special education

Dropout statistics, SPP Indicator #2

Due process

EBD

Emotional behavioral disability 

EC

Early childhood 
Educational environment

Educational environment statistics, SPP Indicators 5 & 6

Educational audiology

Educational interpreting

EIPA

Educational Interpreter Performance Assessment
Eligibility criteria

ESEA

Elementary and Secondary Education Act (No Child Left Behind)
Evaluation

Evaluation – timely, Indicator #11

Expulsion/suspension statistics, SPP Indicator #4

Extended grade band standards

ESY 

Extended school year 
FAPE

Free Appropriate Public Education

Federal data

504 section
Flow-through grants

Forms, sample

Foster homes

FBA 

Functional behavioral assessment 
Funding

General education settings, special education in

Graduation procedures

Graduation rates, SPP Indicator #1

Grants

HI

Hearing impairment 
Hearings, due process

High cost special education initiative

Highly qualified teachers

Home-based (home schooling)

Homebound

Hospital, 

hospital, providing FAPE in
IAES 

Interim alternative educational setting 
IDEA law and regulations

Inclusion study

IEE

Independent educational evaluation 
Indicators – State Performance Plan (SPP)
IEP

Individualized education program 
Information update bulletins

Inservice

Introduction to special education (publication)

Interpreters

Jail, providing FAPE in

Laws, special education

Leadership, special education

Leadership conference

Leadership directory

Learning disability, significant discrepancy

Licenses, special education

LPP

Local performance plan 

LRE

Least restrictive environment 

MOE

maintenance of effort (MOE)
Media site live web casts, mediation

Mental health day treatment servicesMission statement

Model special education policies & procedures

Monitoring

Need for special education 

MIMAC-NIMAS: National Instructional Materials Accessibility Standard (NIMAS)

National Instructional Materials Access Center (NIMAC) 
Notice

No Child Left Behind – (See ESEA)
OCR

Office for Civil Rights 

OI

Orthopedic Impairment 
open enrollment

opening doors – transition handbook and brochure

OSEP 

Office of Special Education Programs (Federal)
OT

Occupational therapy 
OHI

Other health impaired 
Paraprofessionals in special education

Parent information

Parent involvement survey, Indicator #8

parent rights statement
PE

Physical education 
PT

Physical therapy 
PI 11

Wis. Admin. Code: Rules governing WDPI regarding special education
Placement

Policies & procedures, model

Post high school outcomes survey

Preschool grants

Preschool transition, part C to B, Regulations related to IDEA
Private placement

Private schools

Procedural compliance, self-assessment

Procedural safeguards

Profile, data

PPS

Program Participation System (PPS)
Publications, special education

Pupil nondiscrimination / Pupil discrimination prohibited 118.13, Wis. Stats
Pupil records

Reach (responsive education)

Records

Referral, model notices to parents

Regional service network (RSN)

Regulations, special education

Related services

Residency, provision of FAPE

Restraint, seclusion and

RCC

Residential Care Centers 
Revocation of consent

Sample special education forms

SAP

School age parent 

School psychological services

Section 504, 
Regulations related to nondiscrimination
Seclusion and restraint

Self-assessment of procedural compliance

SDD

Significant developmental delay 
Significant discrepancy, learning disabilities

SLD

Specific learning disabilities (aka LD)

Special education paraprofessionals

Special education plan

Special education data reports

S/L

Speech/language disabilities
Special education in general education settings

Special education in plain language: Booklet designed for parents
SPP

State Performance Plan 
Staff list, WDPI special education team

State Superintendent’s Fall Leadership Conference: Critical conference held annually in October/November
SPDG

State personnel development grant 
Summer school 

Surrogate parent

Suspension/expulsion statistics, SPP Indicator #4

Task force on caseloads

Timely evaluation, Indicator #11

Training

Training, media site live web casts

Transition

Transition – WSTI

Transportation

TBI

Traumatic brain injury 
VI

Visual impairment 

Web casts, media site live

Wisconsin Administrative Code

WIAA


Wisconsin Alternate Assessment (WAA)
WCNVI

Wisconsin Center for the Blind and Visually Impaired (WCBVI)
WSD


Wisconsin School for the Deaf (WSD)
WSPEI


Wisconsin Statewide Parent-Educator Initiative (WSPEI)
WSTI 


Wisconsin Statewide Transition Initiative (WSTI)
Timeline of Responsibilities

WDPI offers a calendar of Events and due dates on its website: 

Dr. Barb Van Haren, Director of Special Education at WDPI sends out a weekly bulletin. Request to be on the mailing list (possibly from your CESA RSN) and read it. 

Ideas for Weekly/Monthly responsibilities
1. Monthly Special Education and Pupil Services Newsletter.  Update and post on staff section of website or email to staff. It is a quick way to get accurate information to all your staff.

2. Medicaid Eligibility – If you are claiming reimbursement, determine how your district procedures affect you. Someone needs to determine eligibility, get parent permission and the letter from the doctor, inform affected staff, bill for transportation, receive monthly hours from staff, send invoice for services, and check to see if reimbursements have been received.

3. Students turning 17 or 18 years of age. Send letters/notices to them regarding their rights when they turn 18.  Student Data Base can help with this.

4. Keep updating files.

5. Are you going to recognize staff birthdays? It is a nice touch that promotes good relations. Cards, small gifts (bookmarks?), phone messages are all inexpensive, quick, and effective. Have a birthday list handy.

6. Do you have any responsibilities for staff evaluation this month? 

7. Check the status of your budgets.
August
1. Write a welcome back to school letter to staff. Meet briefly and individually with as many of them as you can during the summer. 
2. What are your responsibilities for the first days when staff and students return? 
3. What are your responsibilities for IEP meetings?
4. Local Performance Plan additional data collection information sent by WDPI.
5. Individual Student Enrollment System training update information sent by WDPI.
6. Due Sept. 1st.  Preschool Outcomes, entry status – report entry data for all students with disabilities who entered between July 1 and June 30 of previous school year.
7. Due Sept. 1st.  Report Exit data for all students with disabilities who entered between July 1 and June 30 of the year selected for the cycle…
8. Start to enter contact information for each student with a disability who is currently in their senior or last year of school during current school year and who should exit through graduation with a diploma, certificate of attendance, reaching maximum age of attendance or by dropping out. 
9. Principal’s Checklist of Responsibilities for Health Care Procedures. If medical or health care are part of your responsibilities, make sure you and the other administrative staff understand assigned tasks. Many districts have a manual. Read it. Develop a method to keep track of your responsibilities. 
10. Health Emergency Contact Information for all staff should be collected and available 24/7. 
11. Medical Concerns. You have at least some responsibility for Health Care, if only for students with disabilities. Hopefully, buildings collect information regarding medical concerns. This information should be collected and shared with appropriate staff so no one can claim ignorance, for example, of a student’s extreme allergic reaction to peanuts. 
12. Is First Aid one of your responsibilities? If so, it may help to E-mail First Aid Kit Locations to principals, building secretaries, and nurses to determine if the records are accurate, to remind them to restock for the year, and to document the preparedness of the district for emergencies.

a. First Aid Kits e-mail reminders to principals and building secretaries and nurses to fill the First Aid Kits if not done already.

13. If someone (you?) has the responsibility for gathering annual Census information AND that information contains information regarding possible disability status of preschool children, the information should be sent to appropriate staff for follow up if you haven’t already investigated that status. 

14. Standardized Testing. If this is one of your responsibilities, is there some sort of report to the Board or public that you have to do? At some point, you will have to get ready for the state testing program. What are your responsibilities? 
15. Age 5 Census Listing. If you district collects Annual Census data, the data regarding 5 year old children needs to get to each elementary building before school starts so they can cross check with enrollments.

16. Reaction to Crises. What is your responsibility in the event of a major emergency (bomb threat, tornado, student with a gun)? You want to be ready… It might be good to have all you need (walkie talkies, staff and room phone #s, radio/TV contacts, floor plans, first aid kit) in something like a Red Emergency Bag so you are ready to grab it and go… 

17. Pupil Services Calendar. This might be a good time to get regular meetings with your staff on your calendar. 
18. Teacher Schedules. Itinerant or part time staff are difficult to find when you need them. Get their schedules from them so you know when they work and in which buildings. 

19. Update Residency Form. You may have students from different districts or communities attending your schools and programs. There should be an easy way for you to keep track of this information as some reports require separating them out from resident students. 

20. If not done already, send letter to the coordinator for the Chapter 220/Open Enrollment Program in the Milwaukee Public Schools (MPS) and a list of MPS students attending your district under the Chapter 220 and Open Enrollment programs.

21. Board Report Listing make sure you have a listing of when your  Board reports are due to the school board and then make sure you start working on the report at least one month in advance. Have a system to collect necessary data.
September

1. Third Friday Count and the October 1st Counts are coming up. What are your responsibilities? Alternative school students? Private school students from your district? 
2. Alternative school students. Do you need new contracts?

3. PI-7504 Homeless Children & Youth Program Report due to WDPI by September 30.  Who has the information you need? 

4. District/State Testing (Wisconsin Student Assessment System – WSAS) information should start coming in. Watch testing dates. What are your responsibilities? Who gets the booklets? How do they get distributed? Who notifies the principals? What directions need to be given to principals, staff? Do you need Braille/Large Print versions? How are special education students given the tests and alternatives?

5. Keep student data updated because on 3rd Friday you need to run a listing of all special education students by teacher. As you get the files for students newly identified after 3rd Friday, keep updating students. There is a WDPI report due between 3rd Friday and October 1 and you need to keep these files current. There are several reports due to WDPI throughout the year, and the information needs to be current each time.
6. If Alcohol, Tobacco, and Other Drug Abuse (ATODA) is your responsibility, contact building principals or whomever to remind them of organized activities for your region (e.g. Red Ribbon week) and see what activities are planned and what your responsibilities are for the district.
7. Near the end of September Wisconsin Student Number Locator System (WSLS) and ISES count dates and year end applications are closed for creation of Wisconsin Student Assessment System (WSAS)  roster file #1.
8. Near the end of September the Individual Student Enrollment System (ISES) initial Discipline submission period ends.
October

1. October 1 Child Count date.
2. Beginning to mid October 
a. Procedural Compliance Self Assessment documents and requirements sent to selected districts. 
b. Local Performance Plan -  additional data collection due.
c. ISES discipline review and revision period.
3. Mid October to the end of October
a. PPS (Program Participation System) – Part C to Part B transition data from previous school year is due. 
b. ISES discipline lockdown.
c. ISES count – year end data submission lockdown.
d. Statewide ISES count and year end record validation.
4. Late October to mid-November – 
a. ISES count and year end review and revision period. 
b. WSLS and ISES count date and year end applications are closed for creation of WSAS  roster fine #2.
5. Wisconsin Student Assessment System. Any memos need to be sent? Do schools or special education staff need more booklets? Are testing schedules established. 
November

1. Mid-November
a. last date to report ACCURATE October 1 Child Count data.
b. last date to report ISES count date and year end data.
2. Verify contact information for previous school year’s high school exiters.
3. WSAS. When is the testing window? What are your responsibilities? Who collects the completed tests? Who checks accuracy of counts? If there are errors made by a school, call them in to correct as there are often too many for you to correct. Who sends them out? 

4. Holidays. Are you going to send cards? Best wishes? Small gifts? Remember to be sensitive to those who have different religious beliefs… 
5. How are Referrals for Special Education Services in private schools handled in your district? How are they notified? When?

6. Who does Kindergarten Registration in your district? Do you have any responsibilities? When does registration take place? The process should start a couple of months before registration 

December

1. Mid-December

a. WDPI Creation of statewide ACCESS for ELLs pre-ID file.
b. Consider sending holiday cards or whatever to individual buildings or staff, if that is what you decided. It is a nice touch...

2. Do a December breakdown of special education per grade. This will help when you need to start projecting staffing for next year.

3. Budget. When is yours due? How is it determined? Do you need to get something to staff regarding possible needs for next year? 

4. If you work on collecting CENSUS information, it may be time to start. 

January

1. Kindergarten registration may be this month. Whose responsibility is it?  If you get calls from parents you can suggest the parent going to the school district website or WHERE can they find out? 

2. There is another COUNT day.  The 2nd Friday in January. Is this your responsibility? Are you ready? Do you have alternative schooled students?  Make sure you can get the attendance for each of those students from the alternative school by 2nd Friday. The students need to be in school on the Thursday before 2nd Friday, 2nd Friday and the Monday after 2nd Friday.  You need the attendance for each student on that schools letterhead.  This can be faxed to you. Mistakes take time to clean up and reflect negatively on whomever has the responsibility. Encourage accuracy and double check. 

3. Do you need to remind buildings about replenishing their first aid kits?

4. What is the procedure in your district for nominations for the Kohl Teaching Awards? 

5. Update staff emergency contact information cards.

6. Do you participate in the 220 program? Is part of it your responsibility? If so, send letter to the Milwaukee Public School 220/OE coordinator as to who you are expecting to return to your district next year.

7. Start watching for WCASS Award applications, which should come through the regional WCASS.

8. Update your enrollment in special education charts so you can be ready to more accurately project building and class enrollments for staffing for next year.

9. Do you have the responsibility to collect School District Census information for projections and for WWDPI report? Find out what your district procedure is for determining the census.
10. What is your district’s deadline for non-renewals? Do you have any staff in this situation?

11. If you have summer school responsibilities, it is time to start planning.

February

1. Parent Involvement Survey will be sent from WWDPI. Any information you need to get to be ready for this? 
2. ATODA/Tobacco/ATS grant interim reports due to WWDPI @ February 5th.
3. Request and receive username and password to access outcomes website at www.posthighsurvey.org. Enter exited (from the previous school year) student’s contact information onto website.
4. Even if  you don’t have to do a Special Education Enrollments & Projections Board Report, it is good to prepare the data so you can better propose appropriate staffing.  Start working on it.

5. Watch for WCASS Award application.

6. Who in your district needs information regarding 3-year old children receiving special education?

7. Watch for the Herb Kohl Scholarship Information.  Who has the responsibility and how is it shared?

8. Sometime during the month you will get Phase 1 - WKCE scores.  Who gets them? Who needs them? Who analyses them? Who reports results to press? 

March

1. Personalize and send exited student District letter with WWDPI letter to former students (from the previous school year).
2. ATODA/Tobacco/ATS renewal applications due to WWDPI @ March 26th.

3. After getting WCASS award applications, what is your district’s process for reviewing them and sending them in? 

4. No time like the present to start the hiring process for next year.

April

1. High school exiters (from the previous school year) are contacted for the Post High School Outcomes survey.
2. Census? Testing? Staffing projections? Reports? 

3. Check your budgets for balances. Order what you need. Consider whether you will “lose” balances and if it makes sense to buy now for next year? How will you pay for new staffing or projects next year? Start thinking about your IDEA grant request for next school year. 

4. Do you have any responsibilities in helping staff help students transition from EC to Elementary to Middle School to High School to post high school?

5. ATODA/Tobacco/ATS budget requests to WDPI. Last day is May 1st.

May

1. State Performance Plan Indicator Improvement Plans will come from WDPI.

2. End of the month, ask principals/special education teachers for their order for WSAS Braille or Large Print Test Booklets.  A form will come either via e-mail or mail to ?whom?.  When school starts in fall, ask again if anyone needs a large print or Braille WSAS test booklets.  The due date is around September 15th or so.  

3. If you are getting a new administrative staff member for next year, send congratulations/welcome letter along with descriptions of your areas of responsibility so they have a better idea of the programs available in the district. Meet with them so they understand you, your role, and your programs.

4. Remind staff to return materials if they have checked any out from you or your office; it is way too easy to lose track of your stuff.

5. Check with nurses regarding “End of Year Medication Information and Procedures”.  Do you need to share it? With whom?

6. If you have Test Reporting responsibilities, have the high school counselor in charge send AP score results to you so you can include them in your report.

7. Are there any end of year staff or student “Awards” programs or activities you have responsibilities for or should know about?

8. Who does your district’s Performance Report? If it is you, go to the WDPI website to get the instructions.  Send requests for information and data to buildings to be completed before the principal/secretary leave for summer break.

9. Gather the WDPI Group/Foster Home Membership information if it is your responsibility. Then do the report if you have any students.  Do you need to confirm with Business Office?

10. Send “Notice of Services Ending Due to Age” toward the end of May for students who will be 21 years of age.  Check with the special education staff  to make sure the parents know about this notice coming.  (Some years you may have no one aging out.

June

1. Grants. The fiscal year or many grants ends June 30 and starts July 1. Get reports ready to send. Write grant proposals for next school year. Usual due dates are July 1, but you can send some proposals in late. However you cannot expend monies until they are sent in, and some require board approval before they can be sent, so do this earlier rather than later. 

2. Who has responsibility for Homebased (Homeschooled) Students? If it is you, do you need to report on them to Superintendent or School Board? 

3. Send memo to each special education teacher regarding their proposed class lists for next year.

4. Medicaid Billing Usually, this has to be in by the end of June.

5. From the High School Secretary request a copy of the Graduation program or list.  Mark current special education students who have graduated.  Pull their files. Check with Registrar to make sure they received their diploma.  There may be some 5th year special education students (who graduate with their class but do not get their diploma until they leave at age 21). Do not pull their files.  Go through the file cabinets to find if you have any files on students who were dismissed, never placed, moved, etc.. Check birthdates.  Pull their files.  Get current addresses (if not in Data Base) of students who are no longer in the district.  Send a letter regarding keeping the file or not.  You can keep a file for 7 years with permission.  If you don’t get permission you keep only the last IEP and Team report for 5 years.  Update data base or records with what you are doing with the file.  Without permission, you can keep complete files for 1 year after graduation.  Send letter to student/parents to return by the following June.

6. Last year graduate files.  For those that you have permission to keep, go through the file and keep the last IEP, IEP Team, any previous Team reports, teacher reports, where parent has given permission to evaluate, placement page, referral form, any medical reports, etc. that you feel are necessary.  Mark on folder as to when to destroy.  You do not need to keep previous IEP’s from each year or updates of IEP’s, invitations, notes, protocols, teacher files (unless there is something that is not in the file that you feel would be necessary.  All this extra material is destroyed (shredded)  

7. Parent Involvement Survey is due.

8. Complete report and send to WDPI – contact information for each student with a disability who just finished their senior or last year of school and who has exited through graduation with a diploma, certificate of attendance, reached maximum age of attendance or dropped out. 

July

1. State Performance Plan Indicator Improvement Plans are due. 

2. Most WDPI grant requests (IDEA, ATODA, Title) are due. 

3. Start to report Program Participation System (PPS) – Part C to Part B Transition data from current school year. 

4. Preschool Outcomes, Entry Status starts. Report entry data for all students who enter between July 1 and June 30.

5. Mid July. 
a. Initial ISES count date and yearend data submission information sent by WDPI. 
b. Information regarding the October 1st child count is sent by WDPI.

6. When does your data base allow you to “roll over” enrollments to get ready for next school year? Who does it? 

7. How do you keep information regarding schools, classrooms, etc. over time? Sometimes it is a good idea to have a quick place to look up students and their possible 18 year history with the district. Update Special Education cards if that is the system your district uses so you are ready by the time school starts.

8. Revise Annual Notice to Parents Records (one of many “notices” required by law) if needed. Publicize in Handbooks or however your district does it.  

9. Annual Notice – Homeless Children. Make changes if necessary.  Make copies and send to each guidance counselor to post in their offices or however your district publicizes it.  Call County Dept. of Human Services to see if there are any Homeless Shelters in your county.  If there are, send them a copy of the Notice to post.

10. Homeless Students Packet – check with WDPI to see if there are any updates for Homeless Students.  Send packet to Psychologist, Social Worker, Guidance Counselors, and Principals.

11. Get copy of current School Calendar, School Board Meetings, Administrative Team meetings, Parent Advocacy meetings, or others you need to know about and enter dates on your calendars.

12. If you do Census or transportation, get information regarding possible Kindergarten students to Transportation Company (if appropriate) and principals to crosscheck with enrollment. 

13. If you seek reimbursement for Medicaid students, update Medicaid Transportation Logs for the school year and submit to whomever gets them in your district. 

14. Update Transportation lists of special education students requiring special transportation and get them to whomever provides transportation to your students.  Your student database should be able to get this information for you easily.

15. You may wish to provide a letter to parents regarding resources available to them in the schools and in the community.  If you have a Parent Liaison, they may be able to help. When finished updating letter, send a copy to each special education student.  This could be included when the Parent/Student Rights brochure is sent.

16. It may be a nice gesture to send the Graduating Class list to special education teachers. Some would like to know a student they had many years ago has actually and finally graduated… 

17. If you have responsibility for Health and Nursing Services, you should provide a Dispensing Medication in School Memo.  Check with nurses for updates.  Input into the school handbooks, your  district’s website and Student Registration information.

18. Staff Health Emergency Contact Information. Someone needs to collect and be able to quickly access Emergency Contact information for all staff. Is that you? How does your district collect and store the information? If someone needs the information when the buildings are closed, how can you gain access if you need it? 

19. If you participate in the Chapter 220 or Open Enrollment programs near Milwaukee, send letter to the coordinator for the Chapter 220/Open Enrollment Coordinator at Milwaukee Public Schools and a list of MPS students attending your district under the Chapter 220 and Open Enrollment programs.

20. Staff Access Listing. Start updating list of staff who can have access to special education student files.  This may take until the beginning of September after most staff has been hired. This list needs to be posted. Where does your district post it?

21. Staff Listing. Start updating for staff and paraprofessionals.  Check building assignments, email addresses and phone numbers.  This will also take until about September.  This is a handy reference for secretaries and for you to quickly and easily contact staff or refer people to them. 

22. Suicide Prevention & Reaction to Unexpected Death. If this happens, staff need to be able to access a wide variety of district professionals 24/7/365. Whoever runs the district response needs to start the process immediately upon notification. Waiting until school starts in the morning is not an option.  Update listing (new staff added or take off anyone who is no longer available).  If adding a new member, make sure to call them to find out if they are willing to have their home phone number on the list.  Also, check to see if current phone numbers are current and if someone wants to add a cell phone number.  After updating, send to ALL staff with reminder to keep the information confidential.

23. Nondiscrimination Policy check to see if any changes are necessary.  After making changes, publish it (in a local newspaper? ) wherever it was published in the past. Watch for actual publication.  Cut it out with the date and attach to current purchase order. You may need the documentation if a problem arises.

24. Red Ribbon Week.  If ATODA is one of your responsibilities, many districts use this national recognition week for activities. Is this part of your districts ATODA grant? 

25. Read the Teacher Contract and any other contracts you need to follow. Do you need to supervise or evaluate staff? Who? How? How often? Format?

26. Read district policy and procedure manual so you can follow the expectations.

27. Review your budgets. Know the procedures your district uses for purchases.

28. Are all your staff hired? 

29. It would be good to write a brief introduction and welcome back note to your staff. 
Wisconsin Department of Public Instruction 
STANDARDS
Administrator (WDPI)  XE "ADMINISTRATOR STANDARDS" 
Standards for Administrator Development and Licensure in Wisconsin

1) To receive a license in a school administrator category in Wisconsin, an applicant shall complete an approved program in school administration and demonstrate proficient performance in the knowledge, skills and dispositions under all of the following standards.

2) The administrator has an understanding of and demonstrates competence in the Ten Teacher Standards.
3) The administrator leads by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared by the school community.

4) The administrator manages by advocating, nurturing and sustaining a school culture and instructional program conducive to pupil learning and staff professional growth.

5) The administrator ensures management of the organization, operations, finances, and resources for a safe, efficient, and effective learning environment.

6) The administrator models collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.

7) The administrator acts with integrity, fairness, and in an ethical manner.

8) The administrator understands, responds to, and interacts with the larger political, social, economic, legal, and cultural context that affects schooling.

Pupil Services (WDPI)  Subchapter II—PI 34.04 Pupil Services Standards
1) The pupil services professional understands the teacher standards under s. PI 34.02.

2) The pupil services professional understands the complexities of learning and knowledge of comprehensive, coordinated practice strategies that support pupil learning, health, safety and development.

3) The pupil services professional has the ability to use research, research methods and knowledge about issues and trends to improve practice in schools and classrooms.

4) The pupil services professional understands and represents professional ethics and social behaviors appropriate for school and community.

5) The pupil services professional understands the organization, development, management and content of collaborative and mutually supportive pupil services programs within educational settings.

6) The pupil services professional is able to address comprehensively the wide range of social, emotional, behavioral and physical issues and circumstances which may limit pupils’ abilities to achieve positive learning outcomes through development, implementation and evaluation of system-wide interventions and strategies.

7) The pupil services professional interacts successfully with pupils, parents, professional educators, employers, and community support systems such as juvenile justice, public health, human services and adult education.
Teacher (WDPI) Subchapter II—PI 34.02 Teacher Standards
1) The teacher understands the central concepts, tools of inquiry, and structures of the disciplines he or she teaches and can create learning experiences that make these aspects of subject matter meaningful for pupils.
2) The teacher understands how children with broad ranges of ability learn and provides instruction that supports their intellectual, social, and personal development.

3) The teacher understands how pupils differ in their approaches to learning and the barriers that impede learning and can adapt instruction to meet the diverse needs of pupils, including those with disabilities and exceptionalities.

4) The teacher understands and uses a variety of instructional strategies, including the use of technology to encourage children’s development of critical thinking, problem solving, and performance skills.

5) The teacher uses an understanding of individual and group motivation and behavior to create a learning environment that encourages positive social interaction, active engagement in learning, and self-motivation.

6) The teacher uses effective verbal and nonverbal communication techniques as well as instructional media and technology to foster active inquiry, collaboration, and supportive interaction in the classroom.

7) The teacher organizes and plans systematic instruction based upon knowledge of subject matter, pupils, the community, and curriculum goals.

8) The teacher understands and uses formal and informal assessment strategies to evaluate and ensure the continuous intellectual, social, and physical development of the pupil.

9) The teacher is a reflective practitioner who continually evaluates the effect of his or her choices and actions on pupils, parents, professionals in the learning community and others and who actively seeks out opportunities to grow professionally.

10) The teacher fosters relationships with school colleagues, parents, and agencies in the larger community to support pupil learning and well being and who acts with integrity, fairness and in an ethical manner.
ISLLC ADMINISTRATOR STANDARDS

 Interstate School Leaders Licensure Consortium

 A Project of the Council of Chief State School Officers

	ISLLC Evaluation Standards for Education Administrators



	1.   Vision

	An education leader promotes the success of every student by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by all the stakeholders.


	2.   School Culture and Learning

	An education leader promotes the success of every student by advocating, nurturing, and sustaining a school culture and instructional program conducive to student learning and staff professional growth.


	3.   Management

	An education leader promotes the success of every student by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.


	4.   Collaboration

	An education leader promotes the success of all students by collaborating with faculty and community members, responding to diverse community interests and needs, and mobilizing community resources.


	5.   Integrity, Fairness, Ethics

	An education leader promotes the success of every student by acting with integrity, fairness, and in an ethical manner.


	6.   Political, Economic, Legal

	An education leader promotes the success of every student by understanding, responding to, and influencing the political, social, economic, legal, and cultural context.



CASE STANDARDS

The Special Education Administrator:

· Makes serving and supporting exceptional children and their parents the primary responsibility;

· Strives to be proficient in current professional practice;

· Supports study and research guided by the conventions of scholarly inquiry;

· Respects the privacy of students and parents and holds as confidential, information in accordance with State/Provincial and Federal laws;

· Regards colleagues, parents and students with respect, courtesy, fairness, and good faith;

· Upholds and advances the values, ethics, knowledge and mission of the profession;

· Fosters and supports maximum self-determination and independence on the part of exceptional children;

· Utilizes impartial professional judgment in evaluating the needs of exceptional children and their parents;

· Accepts the responsibility to provide meaningful training experiences to colleagues, general educators, and the public;

· Promotes the general welfare of exceptional children.
Coaching Professionals 

Definitions

Coach – means an experienced pupil services administrator who provides guidance, support, assistance, stress reduction, help with problem solving, answers, networking, direction, motivation, advice, reflection and ideas for better practice to new directors of pupil services and special education. Generally, they do not have input into any evaluative process. 

Initial educator – means an individual who has successfully completed an approved program and who is licensed by the department for the first time in a particular level or category. (PI34.01(23))

Mentor – means an educator who is trained to provide support and assistance to initial educators and who will have input into the confidential formative assessment of the initial educator and who is not to be considered as part of the formal employment evaluation process. (PI34.01(34)) They provide guidance to initial educators through their licensing process. 

New Director – means the professional recently assigned the responsibility of administrator in charge of special education and/or pupil services in a school district or regional cooperative. A New Director may be an experienced administrator in another capacity or district, have experience with some of the newly assigned responsibilities, or have no prior administrative experiences. 

TIPS FOR COACHES

The best coaches are respected by their peers, role models in their profession, confidential and honest, and have strong interpersonal and problem solving skills.

Coaches empower their protégés by creating conditions that foster their creativity, talent, ability, and potential while releasing them to do what they know how to do and giving them enough direction so they know why they are doing it. . 

Coaches release the energy of their protégés. 

Coaching is more like being a gardener than a mechanic. Franklin Covey.

Coaches get results through credible praise, encouragement, higher expectations, giving the responsibility to the protégé, gentle nudges, and being a mirror to the actions and possibilities. 

A coach is on the same team as the protégé and helps hone basic problem solving skills. 

Coaches help the protégé to create a vision and plans and tactics to achieve the vision. 

The job of a coach is to enable another person to perform better. Madeline Hunter.

Trust. It is all about Trust. 

Accentuate the positive, be liberal with praise, eliminate criticism, compliment, give credit, follow through on offers to help, accept blame, give challenges, listen. Padgett Thompson. 

The deepest secular need in human nature is the craving to be appreciated. Wm James.

Feedback fuels progress. 

People grow when you call attention to their strengths. 

The job of the coach is not to solve the problem but to give enough direction and encouragement for the protégé to solve the problem. 

Coaching New Directors -- Responsibilities of WCASS Program Coordinator

Keep in contact (monthly?) with WWDPI (Patty Devine?) to identify new directors.

Survey new directors to determine their needs and interests as well as best method for contact. Suggested survey questions follow in another document.

Contact existing directors within the county or CESA of the new director to be the Coach.

Send this manual to New Directors and their Coach. 

Provide opportunity for new directors and coaches to start working together at the Spring WCASS and Summer New Director’s conferences. Review this Manual with them. 

Establish a “forum” – moodle, chat, strand or whatever to encourage regular contact between new directors, coaches, and last year’s new directors and coaches. 

Use the forum or email to pose weekly questions through the first year. Possible questions follow in another document.

Report to membership through email and at conferences regarding the information new directors need and how the members can help them succeed. 

At conferences, help new directors make contacts with existing directors and encourage existing directors to meet them. Perhaps a session or lunch or breakfast meeting for directors with less than two year’s experience would help. Perhaps colored nametags or nametags with ribbons or something would help identify them for the general membership. 

At end of year, survey new directors and their coaches regarding how the program can be improved and whether they will continue the relationship another year. 

Contact Viterbo or another university to explore the possibility of university credit for new directors and coaches. If possible or needed, manage the system. 

Leadership, Inspiration and Being the Best You Can Be
The first step is learning how to become an effective manager. That is the nuts and bolts of the first year and the bulk of information in this document. The larger task is to become an effective leader. This requires you to develop a vision of how you want to be perceived as a leader, a vision for the programs you lead, and a persistent focus of efforts to achieve those visions.

The following are quotes, comments, thoughts, and ideas found by the major author to be helpful in the continual striving for improvement. Unfortunately, not all are able to be attributable to the proper author.  You may find these are appropriate to include in various communications with staff. 

LEADERSHIP

Wanted: Men and women with heart; visionaries who not only prepare people to face present challenges but also encourage them to pursue today the answers to tomorrow’s questions; good communicators who are also good listeners; resourceful models of creative approaches to problem-solving; realistic, flexible, customer-oriented innovators with both good business sense and the common touch; compassionate and empathetic; trustworthy, supportive and equitable team-players, committed to unifying and empowering those with whom they work; positive thinkers, confident in their own knowledge and abilities and yet perpetual learners continually seeking better ways to improve the quality of life for those around them. 

A true leader has the confidence to stand alone, the courage to make tough decisions, and the compassion to listen to the needs of others. He or she does not set out to become a leader, but becomes one by the quality of action and the integrity of intent.  Successories. 

Have a mission that matters. Be: A big thinker, Ethical, A change master, Sensitive, A risk taker, A decision maker, A wise user of power, An effective communicator, A team builder, Courageous, Committed. Sheila Murray Bethel in Making a Difference. 

Be: Indefatigable, Positive, Child friendly, Child focused, Visable, A cheerleader, In charge, A team player, Trustworthy, Kind, A role model, An insulator for your staff, “Political”. Alan Bursuk.

Shelve your ego. Take blame. Give credit. Grow your staff. Be tactfully honest. Respect others. Be consistent to build trust and security. Appreciate and recognize your staff. Embody your vision and mission. Joan Lloyd. 

LEADERS are their own persons, ask what and why, innovate, inspire trust, have long range perspectives, eye the horizon, challenge the status quo, focus on people, communicate, originate, do the right thing. MANAGERS are good soldiers, ask how and when, administer, rely on control, have short term views, eye the bottom line, accept the status quo, command, imitate, do things right. Warren Bennis. 

Leaders have a moral compass, know their life’s mission, have courage under fire, have integrity under pressure, serve the people they lead, give back to others, are humble, have a sense of humor, have unspoken power that comes from influence, are well prepared for their role, have their priorities straight, appreciate and acknowledge the contributions of others. Joan Lloyd. 

4 Roles of Leadership: Pathfinding – what is our purpose? Aligning – how do we align parts to achieve our vision? Empowering: giving appropriate responsibility and authority. Modeling: walking my talk.   Covey.

Leaders have the desire to achieve, the ability to handle people, and the mental ability to lead. Leaders are decisive, persistent, confident, trustworthy, persuasive, communicative, and good followers. Toastmasters. 

Great leaders are survivors, make the most of opportunities, look for ways to add value, ignore critics, continually improve themselves, have a vision, have a passion, are selfless, never give up, help others grow, create synergy, need to make a difference, have guts, have strong values, don’t believe in luck, recognize the need for balance, like being the role model. Joan Lloyd. 

Leadership Characteristics: Strong sense of purpose, persistent, self-knowledgeable, seeks new learning, enjoys work, magnetic personality, mature in relationships, takes risks, sees mistakes as opportunities, and serves the needs of others. Warren Bennis and Burt Nanus. 

BEING THE BEST YOU CAN BE

The goal should be to make your district or department the best place for the best people to work. 

Ask of everything: is there a better way?  Is this the best we can do? 

Who was your best boss? Why? What characteristics can you make your own to become a “best boss”? What characteristics from your “worst boss” do you want to avoid?

It is not what happens to you, but what you do about it, that is important. 

Quality is never an accident. It is always the result of high intention, sincere effort, intelligent direction and skillful execution.  Willa Foster.

The real contest is always between what you have done and what you are capable of doing. Geoffrey Gabardino.

Are you a thermometer or a thermostat? Do you reflect the temperature or establish it?

The question is not IF you will make a difference, but what difference will you make?

The world cares very little about what you know. It is what you are able to do with that knowledge that counts. Booker T. Washington.

Excellence is to do a common thing in an uncommon way.  Henry Ford.

Excellence is the gradual result of always striving to do better.  Pat Riley.

Do not follow where the path may lead. Go instead where there is no path and leave a trail. T.S. Eliot. 

The Optimist Creed. Promise yourself to be so strong that nothing can disturb your peace of mind; to talk health, happiness and prosperity to every person you meet; to make all your friends feel that there is something in them; to look at the sunny side of everything and make your optimism come true; to think only of the best, to work only for the best and to expect only the best; to be just as enthusiastic about the success of others as you are about your own; to forget the mistakes of the past and press on to the greater achievements of the future; to wear a cheerful countenance at all times and give every living creature you meet a smile; to give so much time to the improvement of your self that you have no time to criticize others; to be too large for worry, too noble for anger, too strong for fear, and too happy to permit the presence of trouble.

You are only as good as the people you hire. Ray Kroc.

Success: to laugh often and much; to win the respect of intelligent people… ; to earn the appreciation of honest critics and endure the betrayal of false friends; to appreciate beauty; to find the best in others; to leave the world a bit better…; to know even one life has breathed easier because you have lived.   Ralph Waldo Emerson. 

The difference between ordinary and extra ordinary is that little extra. 

You become successful by helping others become successful. 

Example is not the main thing influencing others – it is the only thing.  Albert Schweitzewr. 

An outstanding pupil services administrator develops innovative and effective programs that improve the quality of services to children. WCASS Outstanding Special Services Administrator Award Criteria.

INSPIRATION

The kind of world we live in tomorrow depends on the type and quality of education our children get today. 

There is no limit to what you can do if you don’t care who gets the credit.  

The final test of a leader is that he or she leaves behind in others the conviction and the will to carry on.  Walter Lippmann.

We are continually faced by great opportunities brilliantly disguised as insoluble problems. 

Always give people more than they expect to get. 

The smallest good deed is better than the grandest good intention. 

The quality of a person’s life is in direct proportion to their commitment to excellence in their chosen field.  Vince Lombardi. 

The highest reward for a person’s toil is not what they get for it, but what they become by it.  John Riskin. 

Aim at the sun. You may not reach it, but your arrow will fly far higher than if you aimed at an object on level with yourself.  J. Hawes. 

The essence of genius is taking an idea which some people think is ludicrous, and seeing the possibilities.  Chuck Martin. 

Influence is like a river – always flowing, constantly changing, always impacting visibly or invisibly, directed but never controlled. Have purpose. 

As tough as it is, it is easier to build a child than to repair an adult. 

Most of us remember little of what our teachers said, but much of what they stood for. Wm Arthur Wood.

What do we live for but to make life less difficult for each other? George Eliot. 

You are expected to reach unattainable goals with inadequate tools. The miracle is that, at times, you accomplish this impossible task.  Haim Ginott. 

You have the opportunity to impact thousands of lives, tip the scales of justice just a bit to favor the struggling, knit together the fabric of a community, nurture the hopes and dreams of students no one else sees, and transform student lives. Paul Houston. 

Courage is not the absence of fear, but rather the judgement that something else is more important than fear.  Ambrose Redmoon.

One person with courage is a majority.  Andrew Jackson. 

Success is a journey, not a destination.

What you do today, right now, will have an accumulated effect on all our tomorrows. Alexandra Stoddard.

Far and away the best prize that life offers is the chance to work hard at work worth doing. Theodore Roosevelt.

How wonderful it is that nobody need wait a single moment before starting to improve the world or themselves. Anne Frank.

If you want a place in the sun, you have to put up with a few blisters. Abigail Van Buren

Challenges are stepping stones or stumbling blocks depending on how you interpret them. 

Family. Then work. Keep your priorities straight. 

10 Tips to Help Lower Employee Stress
By Don Sadler 7/8/2011
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Stress is simply a fact of life in the modern workplace. Virtually every business owner and employee, regardless of the size of the enterprise, must deal with the impact of stress in the workplace.

The negative impacts of workplace stress are many and varied: increased employee absenteeism and turnover, higher insurance and workers’ compensation costs, lower employee productivity, and lower sales and profits, to name just a few. In fact, the American Institute of Stress estimates that stress in the workplace costs U.S. businesses more than $300 billion a year.

Here are 10 tips to help you reduce the level of stress on your employees and in your workplace in general:

1. Create an environment of open and honest communication: Poor communication with management is one of the primary causes of stress among employees. Don’t let them just wonder about the direction of the company or the security of their jobs; share with them openly and honestly both the good news and the bad. 

2. Empower your employees: A lack of empowerment is another main cause of workplace stress. As much as is feasible, allow employees to make critical decisions and direct the outcome of their jobs. 

3. Adopt flextime and other flexible work schedule arrangements: Most employees today lead hectic lives outside of the workplace. Allowing them to alter their work schedules in ways that are more conducive to their personal and family lives can be a huge stress reducer and also engenders a tremendous amount of loyalty and goodwill among employees. 

4. Reward and praise outstanding performance: Don’t hesitate to recognize employees for a job well done. Verbal praise often carries even more weight than financial rewards, though even modest monetary rewards such as movie tickets or a free lunch can go a long way toward reducing stress. 

5. Set the proper tone at the top: Employees often feed off of the attitudes they sense from ownership and management. Try not to let your own personal stress show through and filter down to the rank and file. 

6. Establish a zero-tolerance policy on harassment and discrimination: Make it crystal clear to all employees that these will not be tolerated in your workplace under any circumstances. 

7. Encourage healthy social interaction: “The workplace that plays together stays together.” While you can’t force employees to socialize together, try to create environments that make it easy if they want to, whether it’s picnics, holiday parties, or other planned social events outside the workplace. 

8. Provide opportunities for career development: Not seeing opportunities for career advancement and development can be demoralizing and demotivating, ultimately leading to increased employee stress. 

9. Offer stress management training and education: Many companies offer classes and instruction on a variety of different stress management techniques, including meditation, proper exercise, muscle relaxation, conflict resolution, assertiveness, and even massage therapy. 

10. Try to control the pace and volume of work: A fast-paced, high-volume work environment will likely lead to increased employee stress. While controlling the pace of work isn’t always possible, try to limit the duration of high-stress periods if you can, and let employees know that a reprieve is on the way. If you know that the upcoming month will be especially busy, for example, let employees know in advance and tell them when things should slow down so they can see the light at the end of the tunnel. 

(Don Sadler is a freelance writer and editor specializing in business and finance).
----------------------------------------------------------------------------------------------------------
SET YOURSELF UP FOR SUCCESS WITH WORDS TO LIVE BY AT WORK

Changing Workplace – Joan Lloyd

 Milwaukee Journal Sentinel - 6/27/99

A few weeks ago, I shared some life lessons learned through experiences on the job.  It appears that a number of you have earned your PhD in the school of life, as you responded to my suggestion to send in the lessons you’ve learned.

Here are some samples:

· Be careful what you say.  If you have something that you know should be held in confidence, whether someone told you or you discovered it on your own, keep it to yourself.  If you reveal it, eventually everyone will know you are the source.  Then you will either be regarded as back-stabber, underminer or just plain untrustworthy.  You will be out of the loop, permanently.


· Never steal the credit for someone else’s idea, even if it seems to be something insignificant.  If your colleagues know you are careful to give them the credit they deserve, they will always want to share their ideas with you and work with you.


· Never forget that the workplace is like a submarine.  You may not think so, but people know more about you than you realize.  They remember things about you, things you’ve done, things you may have forgotten.  They know your strengths, weaknesses and vulnerabilities in a very short time.

· Make new people feel welcome.  Introduce yourself to new employees.  It only takes a couple of minutes and it plants the seed for a trusting relationship.

Anyone who starts a new job feels nervous and a little lost.  Even if the person isn’t in your department, break the ice by explaining who you are and what role your department plays in the company.

Put away your political feelings.  Don’t avoid this person because you’re a manager and he/she isn’t (or vice versa) or because you feel it is disloyal to the worker who left the position or because your work doesn’t interface.  Someday it might.

Don’t bad-mouth other employees to this new employee.  It makes you look bad.

Someday, this new employee could be you.

· Don’t worry about things you can’t control.


· When someone does something you don’t like, it doesn’t mean they don’t like you.
People eventually move along, whether it’s the good ones, bad ones, the irritating ones or the ones you thought would never leave.

· Time is a great equalizer.  Many times you can win just by being patient.

· Approach challenges by exploiting your strengths and talents, instead of trying to rival those of someone else.  No one can set you apart on your merits if you don’t do it yourself.

· You are the only one with the power to change your life.  Depending on or waiting for someone else to do it is an exercise in futility.  If you hear yourself grumbling about your company or your job, it’s time to do something about it.  If you are full of excuses and reasons for not taking the first steps, you don’t want it badly enough.

· Choose your battles carefully.  Avoid always fighting or never fighting for what you feel is right.  

If you pick fights on the small things, your colleagues won’t know what issues are really important to you.  You eventually will lose the impact of your input because people will say, “He’s always combative about everything.”

People also will avoid communicating with you.  If you never stand up for what you want, you’ll look like a wimp who can be taken advantage of.


· Don’t ignore your enemies.  It falls into the same category as knowing your competition.

If you pay no attention, you can be oblivious to the moves they are making, which could hurt you later.  This doesn’t mean you need to focus all your energy on them.  It only means you need to keep them in your peripheral vision.


· Be careful what you ask for, you may get it.  For example, my friend wanted to travel to exotic places in her career.  But now she realizes just how exhausting and isolated it is to live out of a suitcase.


· Seek out successful people to socialize with and learn from, even if they intimidate you at first.

Success really does breed success when you are elevated by good ideas and positive attitudes.  If you associate with negative people or mediocre people, your own standards gradually become lowered and you don’t even realize it’s happening.


· Examine ethical issues, and before taking action, always ask yourself, “If my parents were in the room, would they approve of this decision?”
---------------------------------------------------------------------------------------------------------
Confidentiality – From a Mothers Point of View

Dear Teachers and Staff:

I’m glad my child’s records are now confidential – not to be read by anyone but school staff and not to be sent to another agency or school without my permission.  The records contain information that I don’t want just anyone to know.  I can now read my child’s file if I wish and, if it contains anything I want removed or corrected, I have the right to request this.

These rights are very important to me and my child because they protect our reputations – what others think and say about us.  Unfortunately, our reputations have no protection against loose talk – only your caring about us and your being careful.

SO PLEASE REMEMBER:

1. When you talk about me or my child to someone, she could be my best friend, my worst enemy, or my sister-in-law’s sister-in-law!  She may report it all back to me (making me dislike you) or tell it to my mother-in-law (when I find out, I’ll kill you!)

2. When you talk out loud in the Pizza Hut about that horrid little Scotty who’s driving you crazy – someone may hear you who knows just who Scotty is.

3. When you speculate about the reasons for any trouble my child is having (Sometimes I think Scotty is hard of hearing) others may repeat them as fact.  (Did you know – I heard from Scotty’s teacher that Scott has a hearing problem?).

4. I am especially sensitive to opinions about my child’s behavior and how his misbehavior might be my fault.  I very often feel (and sometimes say) that I’m a poor mother but no one else had better even suggest it.

5. You have no idea what information about me that I want kept confidential.  It could be:  my boyfriend’s name, how often I move, whether I am on welfare or receiving food stamps, whether you saw me at the Gopher or Mr. Frank’s, whether my dad was an alcoholic, even my address and phone number.  In other words, you shouldn’t be talking about me at all!

I know you hear this rule being broken every day – in school and out – and I know people who ask questions can make it hard for you sometimes.  So to help you out, I am giving you some answers (free!):

Q
“My that Scotty is a brat – doesn’t his mother know how to discipline him?”

A
“Scotty is like all the other children in the room – he has his good days and bad days.”

Q
“What’s the matter with that little girl – why does she have crutches?”

A
“She has crutches because she needs them to walk – just like you need glasses to see.”

Q
“Is his mother divorced or what?”

A
“In our program, we consider such information confidential.”

Q
“How did Scotty get in Head Start?  His parents have plenty of money.”

A
“Applications and admissions are handled by the main office.”

Remember – just because somebody is nosy, doesn’t mean you owe them any information.

Finally, I would like to ask you to be aware of what my child hears.  If someone remarks about him or me when he is listening, be sure your answer doesn’t give him the idea that there is something wrong.  (Such as – “You shouldn’t ask if Scotty is Indian.”  “That’s not anything we can talk about.”  “We can’t talk about that now.”  “His mother doesn’t want anyone to know about that.”)  He will remember your answer long after you’ve forgotten.

Thank you very much,

Scotty’s Mom

RESOURCES

DEPARTMENT OF PUBLIC INSTRUCTION
· Licensing
· Directories (INCLUDING CESA, WDPI, Public & Private School): 
OTHER RESOURCES

WCASS
CASE 

(Council of Administrators of Special Education)
NAPSA 
(National Association of Pupil Services Administrators)
QEI 

(Quality Educator Interactive - sample PDPs)

USDOE
(US Dept of Education) 
OCR

(US Office of Civil Rights)
