Memo

To:
All Adult Education Instructors

From:
Nancy Ordonia
Re:
Instructions for Documenting Students with Disabilities

I have spoken with Jody Swenson and am enclosing all the necessary paperwork that needs to be sent in to document special needs students.

Students must fill out the purple sheet (front and back), release of information form, and location of documentation form.  When you have all three forms completed, please send them to my office.  We will then process the students.

It is very important that we get this done as soon as possible after the student enrolls, so that Jody can call and get the documentation from the outside agency. As soon as she receives the documentation, she will enter the special needs code in our computer system.  Once a student is in the system as having special needs, we receive weighted funding for LCP’s.

Please call Nancy Ordonia at 729-6020 if you have any questions.
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