	Task
	Item Attached

	Workload Analysis (lists services for all students you service)
	

	Combined Report (lists all students you case manage)
	

	Schedule (listing specific times and student names or intials)
	

	Send the three items to Donna Nagorski at:

     201 E 3rd Street

     Fairmont, MN 56031
	


Workload Analysis

· This is located in the “Reports” Menu.

· This is based on the “Provider Number” located on the service grid. If a student is missing from your “Workload Analysis”, go to the Service Grid and add the provider number.

· Cross off students or specific services on the “Workload Analysis” no longer receiving those services.
· Add any students and ALL of the services for that student not on the report.

· Sign the bottom of the form to verify the report is accurate.
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SERVICES

Special Education and Related Services (primarily direct instruction and services)

Order Service Location
&1 ---Select Service-- v X v Active
---Select service specific- v
Other: | Special Education: Autism Spectrum Disorders
Frequency Indirect Min_Direct Min Anticipated duration Start Date End Date
5 X |week v |5 45 1 year v |8 14 2011 12 2012
Provider Supervisor Direct minutes Indirect minutes Service hours
3375 375 63

Add Special Education Services

Child Specific Paraprofessional Support
O Non-child specific adult support is described in accommodations.
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Combined Report

· Go to the “Reports” Menu.

· When you get to this screen:
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· Leave all fields as indicated and click “Update”

· Print this report.

· Cross off any students you do not case manage.

· Add any students you case manage.

· Sign to verify this information is accurate.

Schedule (This should not create additional work; use your schedule you follow or your substitute notes.)

· Make sure your schedule indicates the start time and end time for each period.

· Make sure the schedule indicates the student’s names or initials.

Click blue Provider link to determine provider number.  See next set of directions.





Go to the services page of the student’s IEP, IFSP or ISP.  


For each student that you provide services to input your service provider ID number.





If you case manage the student and someone else provides the service, you will not enter your number in this box.








