Special Education Facilitator Commitment
Hardin County Schools

2010-2011
Hardin County Schools established the role of the Facilitator for each school in order to insure that all special education personnel and administrators are fully informed of policy, procedure and best practices.  The Facilitator is responsible for the following:

1. Attends monthly facilitator meetings with the director of special education. 

·  If you are unable to attend another person from the building should attend.

2. Communicates, in a timely manner, to the building’s staff on issues that are discussed at facilitators meetings related to special education. 

· Schedules and facilitates special education departmental meetings with all special education personnel attending.  An administrator and support team members are encouraged to attend.  

3. Provide IEP Case Managers with district special education department staff names, positions, job description and phone numbers so they will contact the appropriate staff for assistance.

4. Insures that all teachers in their building are supported with all issues related to special education.
· Frequent interactions with all special education staff of their needs and more frequent interactions with new special education teachers.

5. Serves as Infinite Campus manager within the building.
· Insuring that there is structured system of entering new students into Infinite Campus.  

· Another individual may complete this information; however, the facilitator should understand the procedure if another person is responsible.
· Reporting problems with Infinite Campus to the district.
· Will forward any updates regarding IC as they are received from the district.

6. Manages the school’s IDEA PART B allocation, including all spending.
· Having discussions with the special education staff and then completing requisition forms, etc.

7. Maintains the IDEA PART B inventory for all special education teachers within the building.
· Insuring that all special education staff’s inventory is located and maintained within the building.  If personnel are no longer employed, the facilitator will work directly with the secretary in special education to insure that inventoried items are either returned to the district or reassigned.

8. Communicates to the director of special education (or designee) monthly on staffing, caseload, class size and any other issues related to special education within the building.  Info due to special education office on or before Facilitator meeting date.
9. When trained on a topic at the district, Cooperative and/or state level, may be expected to train on those topics at the school level.


As the facilitator for my building, I agree that I will adhere to the above responsibilities.  I also understand that if I am unable to follow through with these responsibilities, the role of the facilitator may be reassigned.  

SCHOOL
______________________________

FACILITATOR SIGNATURE
_________________________  
DATE  __________

PRINCIPAL SIGNATURE______________________________  
DATE  __________

