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Part-Time Special Education Account Clerk Job Description

Preschool

Draft preschool special education reports.

Send monthly reminders for re-evaluations and annual reviews.

Format documents to upload into IC for staff to use.

Create ad hocs in IC and run caseload summaries to review dates of testing.
Assist staff with enrollment or IC issues.

Score protocols.

Assist with planning, organizing, and conducting quarterly preschool screenings.
Assign classrooms/students in Work Sampling.

Assist with verifying KEDS data 3 times per year.

Assist with collecting data for Preschool Performance Report.

Special Education

* * & @

Draft special education multidisciplinary reports.

Ensure that all necessary documents are in the testing folders

Score protocols.

Format forms that need uploading in IC for staff to use.

Run and send monthly reminders of all testing and annual reviews that are due.
Assist with Child Count Report and SEEK report.

Run monthly discipline reports and have each school verify to send to the state at
the end of the year.

Assist with End of Year and Indicator 11 and 13 reports.




