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To:

Educational Vision Services Staff
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Laurence Gardner, Director

Re:

2011-2012 EVS Guidelines and Procedures

Date:

September 2011  Updated 11/14/11
Welcome back.

All memos, forms and calendars will be available on the EVS website. The address is: http://edvisionservices.org/ 

The following are guidelines and procedures for the new school year.  Please note materials due and submission dates.

1.  Provider Schedule with Mandate As Per IEP – All Teachers
· Complete, sign, date and send “Provider Schedule with Mandate As Per IEP” Form (see Website) to your Supervisors by September 27, 2011.  All forms must be typewritten. No exceptions.  Supervisors will forward copies of “Provider Schedule with Mandate As Per IEP” forms to the EVS office with coversheets by October 5th.  Send original to your supervisors. No faxes please. Emails are fine.
PLEASE MAKE SURE THE DATA ON YOUR FORM IS ACCURATE AND COMPREHENSIVE.
· Update “Provider Schedule with Mandate As Per IEP” forms as changes occur and send to your Supervisors. Clean copies and emails are acceptable.

2.  Database Caseloads – All Teachers

· Complete student database caseloads and email to your Supervisors.  October 14, 2011 is the due date for all database caseloads.   If you need assistance, contact your Turnkey Trainer or David Cohen.  Keep your caseload current and use it to generate EVS forms.  Fill out and update ALL fields. 
3.  Instructional Time – All Teachers and Paraprofessionals

· Teachers and paraprofessionals will adhere to the schedule of the school where the majority of their day is spent.  Include specific start time and end time for each day on your EVS schedule.  Discuss any scheduling complications with your supervisor. You must work a 6 hour and 50 minute day and must attend the Monday staff development sessions unless otherwise instructed and approved by your supervisor.
· Give every school where you provide service a copy of your scheduled times at that site.
· Classroom paras must assist the teacher with instruction and the preparation of instruction unless otherwise directed by EVS supervision. Classroom paras must spend the entire day (6 hours, 50 minutes) with their assigned class with the exception of a duty-free lunch. This includes breakfast and student lunch period.
· Individual paras must spend the entire day except for duty-free lunch with their assigned student unless notified otherwise by the classroom teacher or EVS supervision.
· Paraprofessionals may not eat in the classroom during instructional time. Classroom paras must keep hands-free while escorting a student or students from one location to another.
4.  Daily Sign-In – Related Service Teachers and Traveling Paraprofessionals

· Sign in each time you enter a school to provide service.  This is imperative.  It documents your attendance at that site on that day.  Sign-in procedures at sites may vary and you should follow the procedures at the school.  Ideally, you will sign in at the security desk and in the visitor’s book in the main office.  If a school asks you to use the timeclock, you will be required to do this.

5.  Teaching License – All Teachers
· Ensure that every school where you provide service has a copy of your DOE License on file.

6.  Monthly Attendance Record – Related Service Teachers and Traveling Paraprofessionals

· Complete Monthly Attendance Record (see Website) at the end of each month and send the original, signed form to EVS by USPS or by email (no faxes), Attn: Renée Gerber, by the 5th of the month for the previous month’s attendance. The principal or principal’s designee must sign.

· If you scheduled times differ on different days, note each day’s time in the upper corner of the box on the monthly attendance form.

· If adjustments cause any modification in your official work hours, note this in the corner box on your record, and notify the EVS Payroll Secretary, Renée Gerber, preferably by email.  Secure a school signature (principal or principal’s designee only) for each school where you have provided service during the month.

7. Student Bussing

· Bussing is arranged for students when bussing is mandated on the IEP. All bussing issues should be discussed with the school bussing coordinator. Schools have a computer link with OPT to initiate and correct bussing. EVS does not have this computer link so we can not make corrections. Please contact your school bussing coordinator to arrange bussing or correct bussing mistakes. Do not call EVS or EVS staff to assist or arrange bussing.

8.  Carfare Reimbursement 
· Use the TRAC system to request approval to use your vehicle. This must be done on a monthly basis and may be done one or two months prior to the month of use of your vehicle. Use the TRAC system to request reimbursement for ground transportation and private vehicle use as well as bus tolls for field trips. The TRAC website is http://dfoforms.nycenet.edu/trac/. Send TRAC request to Laurence Gardner, the EVS TRAC approver. Make request each month. Requests that are two months late or later may not be approved.

· Use an unlimited MetroCard if you take public transportation and your carfare exceeds the cost of the metrocard per month. If your expenses are less than the cost of the monthly metrocard, you will only be reimbursed the actual cost of the trips.  Teachers and paras who pay a reduced fare should indicate the same on the reimbursement form, e.g. $1.10 instead of $2.25 per trip.

· For private vehicle use, the maximum amount allowed per day is $8.40.

· Complete all items on the TRAC form. Incomplete forms will be rejected and sent back to you for correction.

· Carfare between schools is reimbursable. Carfare from work to home or home to work is not.

9. Cumulative Absence Reserve (CAR) and Payroll Information- All Staff

· Your CAR is online. Do not call your payroll secretary for CAR information. Use the online services. The website is https://payrollportal.nycboe.net/payrollportalweb/main.aspx. Login using your email user name, password and a choice of either your EIS number, social security number or employee payroll number (reference number).

· Your payroll information is also online. Use this site to review yearly salary, paycheck history and per session history. Do call Renee Gerber for this information.
10. Student Eye Reports – All Teachers

· Review IEP folders in September and ensure that each student’s folder contains a medical eye report that has been completed within the past 3 years.  If a current medical eye report is not available, write to parents and send an E12S eye report form for completion by student’s doctor.  (See Website for a suggested letter to parents.)  E12S reports must be filed in the school folder and must also be forwarded to your Supervisor and the appropriate IEP team.

· Document your efforts to secure required medical information.  Notify your Supervisor by email if your efforts are unsuccessful.  It is essential that EVS has current medical eye information on every child we serve. Include the information on your student database.

· Enter correct eye information into the EVS database.

11.  Legally Blind Registration Forms – All Teachers

· Complete all sections of the State Education Department Registration Form for each student who is classified as legally blind (vision of 20/200 or less in the better eye after best correction or a field restriction of 20 degrees or less).  Use student database and/or IEP files to identify legally blind students.  Send one registration form for each legally blind student to EVS, Attn: Renée Gerber. Registration forms are due by December 21, 2011.
· The 2011-2012 legally blind registration form will be on the EVS Website.

12. Braille/Large Print Book Orders – All Teachers

· Place orders for Braille and large print books as soon as possible.  See website for forms.  Send Braille and large print book orders to EVS, Attn. Laurence Gardner, for processing.  Deadline for ordering books for September delivery for the 2012-2013 school year is May 31, 2012.

· Order braille books in electronic format whenever possible and appropriate for use with braille notetakers. This will increase efficiency and reduce bulk and cost. Order from Bookshare.org, Guttenberg Project, APH and NIMAC. Contact David Cohen for technical assistance. You may also contact the publisher for electronic file. Most publishers are very cooperative and willing to help. 

· Verify that your students have received the Braille and large print books you have ordered by e-mail to Laurence Gardner with ISBN number. Sign and send to EVS, Attn: Laurence Gardner, packing slips that accompany any books that you receive.  Be diligent about the verification of Braille and large print books. We need this information to pay our invoices.

· If you do not receive a Braille or large print book that you have ordered, e-mail Laurence Gardner. Follow up. Be diligent. We want all of our students to receive their books. We dependent on you to tell us if they do not.

13.  Supply Requests – All Teachers

· Use current form (see Website) when ordering supplies from EVS.  Send forms directly to EVS, Attn: Laurence Gardner.  Supervisory approval is not necessary.  Requests for supplies will not be honored without the submission of a Supply Request Form. Last date for placing SY 12-13 requests is March 12, 2012.
14. APH Materials Request – All Teachers

· Use current form (see Website) when ordering APH supplies. Send requests directly to EVS, Attn: Laurence Gardner.  Last date for placing SY 12-13 requests is May 10, 2012. (Every teacher should have the latest APH Catalog.  If you do not have it, please call 800-223-1939 to order.  Product information is also available at the APH website:  www.aph.org.)

· Label all APH materials “Property of EVS NYCDOE.”

15. Materials Verification – All Teachers

· Verify receipt of all books, materials and supplies sent to you by EVS by signing and returning to EVS, Attn: Laurence Gardner, the packing slip that accompanies your order and by e-mailing your verification to Laurence Gardner.  If packing slip is missing, please e-mail a note confirming receipt. Note: We can not pay our bills without this verification.
16.  Inventory – All Teachers

· Maintain a current and updated inventory of EVS equipment that is purchased by the Department of Education.  An updated inventory of EVS computers, assistive technology and other equipment having a value of over $200 that is kept in your classrooms or used by you or your students must be submitted to David Cohen annually.  Teachers are responsible for all equipment on the inventory.  During the next several months, you will receive a copy of your most recent inventory on file at the EVS office.  Review the inventory carefully, make all necessary additions and deletions, sign the revised inventory and return one copy to David Cohen by the date indicated in your memo.  Completion of your inventory is a critical issue to EVS and is a matter that requires scrupulous attention. Remember to sign and date this form. This is a DOE requirement.

· Ensure that all EVS equipment is labeled “Property of EVS NYCDOE.”
17.  Disposition of Obsolete Equipment– All Teachers
· Disposition of equipment must be discussed with and approved by the responsible Turnkey Trainer who will complete the required DOE form. Disposal of equipment must be authorized in writing by the EVS Director.

18.  Return of Equipment– All Staff

· Retrieve equipment from student when students graduate or leave public school system. Equipment should be returned to David Cohen.
· Staff who retire or leave the DOE must return all DOE equipment to David Cohen upon departure.
19. Off-Site Equipment – All Teachers

· Complete an off-site equipment form (see Website for staff/student forms) for any equipment that is lent to students or school personnel for home use.  The Director of EVS must approve off-site use of equipment in writing before the equipment is removed from the site.

20. Equipment Repairs – All Teachers

· David Cohen will be responsible for all repairs of equipment including APH Braillewriters, APH braille notetakers units, laptops, desktop computers, braille embossers, Braille notetakers, etc. The turnkey technology trainers will assist him.

21. Lesson Plans- All Teachers

· All teachers must write lesson plans which contain a teaching point for all lessons conducted. The lesson plan must include the date and name of the student or students.
· Lesson plans must be sequential and available for review by supervision throughout the entire school year. 
22. Standardized Testing – All Teachers

· Meet with school testing coordinators in October to order Braille and large print standardized tests.  It is your responsibility to make certain that all orders are placed correctly.
· Check the SED website for test administration regulations and to review prior standardized tests. It is your responsibility to be fully prepared to administer standardized tests and to follow mandated IEP test modifications. http://www.emsc.nysed.gov 
23.  IEP Reviews – All Teachers
· Forward the following documents to the IEP team when you are notified of a scheduled triennial or requested review:

1. All students – Vision Progress Report with recommendations and most recent functional vision assessment.

2. Students receiving O&M – O&M Progress Report with recommendations
3. Students not receiving O&M – O&M Screening Checklist to trigger O&M evaluation or to document that an O&M evaluation is not warranted.

4. Current eye report.

You may not increase/ decrease a related service or recommend a para without conferring with your supervisor. Supervisors must confer with the Director in matters relating to the mandating of additional paraprofessionals.

24.  IEPs – All Teachers
· Complete IEPs by the anniversary date of the last IEP Conference. Make sure the IEP team in your school has the updated IEP by June 1. The team must put the IEP in the computer to enable the school to be eligible for special ed funding.

25.  IEP Changes– All Teachers
· Secure approval in writing from your Supervisor for all recommendations for an increase in Vision or O&M instruction.

· Complete all recommendations for 12:1:1 students articulating to high school, by March 2012.  All major IEP changes must be completed no later than March 1, 2012, to be placed into effect by September 2012.

26.  Parent/Teacher Conferences – Open School Week – All Teachers
· Attend the mandated afternoon and evening Parent/Teacher Conference sessions scheduled at your site.  These are usually scheduled during dates identified by Districts as Open School Week.  If you serve students at more than one school, please attend the school where your presence will be most valuable.

27.  Parent Communication – All Teachers
· Continue to communicate with parents and guardians on a regular basis regarding educational objectives for their children including the completion of homework and appropriate study techniques. Document your communication.

28.  Registration with Special Organizations – All Teachers
· Make sure that all appropriate students are registered with these organizations:

1. Andrew Heiskell Library for the Blind and Physically Handicapped (212-206-5400).  Classes, but not individual students, must register annually.

2. Learning Ally (formerly RFB&D) (800-221-4792 phone, 609-987-8116 fax, custserv@learningally.org ).  For students who are in need of this service, send completed applications (available by phone or from the Learning Ally Website: www.learningally.org) with parental signatures directly to Learning Ally. Teachers may pay for student registration fee and annual renewal fees. Request reimbursement using the “reimbursement form” available on the EVS website. Alternatively, completed applications may be sent to Laurence Gardner for processing and payment. All reimbursements must receive prior written approval by the Director.

3. NYS Commission for the Blind and Visually Handicapped (212-825-5710), 20 Exchange Place, 2nd Floor, New York, NY 10005.  All legally blind students should be registered with CBVH.  Ask the parent to call or write to CBVH for an application.

29.  Transition Services – All Teachers

· Consult with your Supervisor for Transition Services for students who are 14 years and older.  Transition Services will be handled by the responsible teacher with assistance from Jeannine Hobbes.

30.  Field Trips – All Teachers

· Secure written approval from your Supervisor at least 2 weeks prior to the date of a proposed field trip.

· Follow provider school procedures and arrange transportation through your school. EVS will not arrange transportation for field trips. Field trips must be linked to the instructional curriculum. 

31.  Conferences – All Teachers

· Submit applications to attend any professional meeting to me on form OP201 (meeting within New York City) or OP221 (meeting outside New York City) at least 5 weeks prior to the date of the event.  You must include supporting documentation including an agenda or brochure.  Attendance at conferences, conventions and meetings that deal with topics relevant to the education of students who are blind and visually impaired is an important part of our Staff Development and you are encouraged to apply for and attend these meetings.
32.  Reimbursement Requests – All Teachers
· Seek reimbursement for class activities related to educational trips or the development of ADL skills by following these procedures: (NB: Tax and tip are not reimbursable.)
1.  Before expenditure   Secure written approval in advance from the Director by email or by completing form (see Website) and returning to EVS, Attn: Laurence Gardner.

2.  After expenditure   Return signed approval with:

a.
Original receipt with date, name of organization/store issuing receipt and with each expense listed.  (If receipt does not provide a detailed listing of items, mark on receipt or list items separately.)

b.
Roster of all people included in the expenditure (staff members and students).

c.
You must receive prior written approval for expenditures from the Director by email or letter. You must attach this written approval to your reimbursement form. If you do not receive prior written approval, you may not be reimbursed for expenditures.

33.  Teacher’s Choice Program – All Teachers

· There will be no Teacher’s Choice Program this year.
34.  Keyboarding Assessments – Teacher with students in Grades 4-12
· Submit keyboarding assessments for all students in Grades 4 through 12 by January 16 and May 15 to EVS, Attn: Jeannine Hobbes.  Baseline assessments should be included in the January report.  We hope to be able to document significant progress in student’s keyboarding skills.

35.  Braille and Technology Assessments- Teachers with braille and technology students

· Submit Braille assessments to Laurence Gardner and technology assessments to David Cohen. We need this information to document progress in these areas.

36.  Functional Visual Assessments- All Teachers

· Complete for all students annually in the Fall. Form on EVS website.

37.  O&M Screening Assessments- All Teachers

· Update annually in September. See website for form.
38.  Student Attendance – RS Teachers and IEP Paras
· All related service teachers and IEP paraprofessionals must record student attendance on SESIS. Additionally, you must record the first attend date by telephoning the IVR system. You must obtain an IVR confirmation number, 718-596-4080, and enter it on your schedule/caseload. For assistance contact the IVR Helpdesk. Phone: 718-935-2400
39.  Staff Absence – All Staff
· Report your absence or lateness to Renée Gerber at the EVS office on the morning of your absence by 7:30 AM.  You may leave a voice mail message at any time at 917-256-4259. Email is preferred. Additionally, all Related Service Teachers and ADA paras who are absent or late must fill out an Application for Excuse of Absence Form and forward it to Renée as well as indicating the absence on your EVS Monthly Attendance Record.  12:1:1 teachers and paras should follow the absence procedures in their schools.

· Note that pedagogical staff and secretaries are permitted ten days of absence due to illness per school year.  If you exceed this allotment, or if you are late more than 2 times per month, you may be subject to disciplinary action.

· Note that paraprofessionals are permitted five absences due to illness per school semester.  If you exceed this allotment, or if you are late more than 2 times per month, you may be subject to disciplinary action.

· Every employee earns one day towards the CAR (Cumulative Absence Reserve) each month worked.  This adds up to 10 days per school year (September through June).

· Paras are allowed 5 self-treated sick days per term (September through January, and February through June).  If additional absences occur, medical documentation is required to avoid payroll deduction.

· Teachers are allowed 10 self-treated sick days per school year (September through June).  If additional absences occur, medical documentation is required to avoid payroll deduction.

·  If you are absent more than 3 consecutive days, a medical note is required.  It is recommended that you submit a medical note when you visit your physician.

· Self-treated absences are for personal illness.  They may not be taken for other reasons.  

· Each EVS employee is allowed 3 personal business days subject to the approval of the director for reasons other than personal illness.  These days can be requested for the care of sick child or for any personal business.  These 3 days are included in the 10 self treated sick days allowed each school year.  

· Religious observance days must be requested 7 calendar days in advance.  Approval is at the discretion of the director.  Religious observance days are not automatically granted.   

Whenever possible, you should notify the EVS office 7 days in advance when you know you will be absent.  We know exigencies occur.  If you cannot follow the above guidelines, communicate your needs and give us as much advance notice as possible.  We will try our best to accommodate you requests.

40. Staff Arrest – All Staff
· Notify the Director of EVS and the Office of Personnel Investigations in writing promptly as per District 75 Memorandum #154 in the event you are arrested.  See EVS Memo dated 9/2/03 on website entitled Arrest Notification Procedures.

41.  Reporting Incidents – All Staff
· Remember your obligation to report all serious incidents promptly.  Contact the administration of your school and your EVS Supervisor immediately in the event of occurrences including but not limited to corporal punishment, parental neglect, student to student sexual harassment, accidents.  Do not wait to report incidents/accidents.  Report immediately!
42.  Per Session – All Staff
· Staff must receive prior written approval from the Director in order to be reimbursed for per session activities. Time cards must be used.
43.  Related Service Assignment Forms (RSAF) – All Staff

· When the DOE can not assign a vision teacher to a vision mandated student, the DOE issues a RSAF and sends it to the parent. This occurs mostly with students attending private and religious schools.
· The parent looks for a NYS certified vision teacher with the assistance of the CSE and EVS. There is a listing of RSA providers on the DOE website. In order to have your name placed on this listing, you must complete the appropriate application, available from Renee Gerber, and return it to Laurence Gardner with a copy of your NYS teaching certificate. RSA work pays $90 per hour. Parents will check the listing to identify providers. When a provider can not be identified from the listing, EVS often advertises for a provider. It behooves all vision teachers interested in RSA work to apply to be included on the listing. Apply early.
· If you are an approved provider on the listing, you may serve early intervention (EI) students without a waiver from the conflict of interest committee. You may also serve school aged students in any district including the district where you as a related service or 3R teacher. Three to five year old students also have a mass waiver. Check with the Director as regulations change from time to time.
· Maria Leo issues RSAF for District 75 upon the request of the EVS office. Parents must complete the form with the name of the provider and return the form to Maria Leo (mleo2@schools.nyc.gov 212-802-1535). Generally speaking, vision teachers should not serve more than two RSA students. If you wish to serve a third student, you may need a waiver.
· Because regulations change, I strongly recommend that you obtain my permission in writing before serving any RSA students.
44.  Observations – All Teachers

· EVS teachers can be observed at any school at any time with or without advanced notice. Teachers should make sure to follow their schedules. Schedule changes must be reported to the EVS office to avoid misunderstandings. The workshop model is preferred. Lesson plans must be available for review on the date of observation.
45.  Staff Development – All Teachers

· Staff development will be conducted periodically throughout the year. Teachers in need or who have request additional staff development should contact their supervisor and Jeannine Hobbes for assistance. Jeannine will be happy to schedule individual sessions of assistance on such topics as the workshop model, writing teaching points, the curriculum, assessment, adaptive techniques and others.
I wish you all an enjoyable, satisfying and productive year!

Email Addresses

Laurence Gardner, Director/Supervisor, Bronx & Manhattan- lgardne@schools.nyc.gov
Maria Fridas, Supervisor, Queens/ Staten Island- mfridas2@schools.nyc.gov
Giovanka Brignoni, Brooklyn- gbrignoni@schools.nyc.gov 

David Cohen, Technology Coach- dcohen2@schools.nyc.gov 

Jeannine Hobbes- Staff Developer- jhobbes@schools.nyc.gov
 

Renee Gerber, Payroll Secretary- rgerber@schools.nyc.gov
EVS website- http://edvisionservices.org/
Helpdesk- 718-935-5100
INDEX

APH Materials……….14

Braille/Large Print Orders……….12

Braille and Technology……….35

Bussing……….7

CAR……….9

Carfare Reimbursement……….8

Conferences……….31
Database Caseloads……….2

Disposition of Obsolete Equipment……….17
Equipment Repair……….20

Eye Report……….10

Field Trips……….30

FVA……….36
IEPs……….23, 24, 25

Instructional Time……….3

Inventory……….16

Keyboarding……….34

Legally Blind Registration……….11

Lesson Plans……….21

License……….5

Material Verification……….15

Monthly Attendance Record……….6
Observations……….44
Offsite Equipment……….19

O&M Screening……….37

Parent/Teacher Communication……….27

Parent/Teacher Conferences……….26

Per Session……….42

Registration with Organizations……….28

Reimbursement Request ……….32

Related Service Assignment Forms……….43

Reporting Incidents……….41

Return of Equipment ……….18

Schedules……….1

Sign In……….4
Supply Request……….13

Staff Absences……….39

Staff Arrests……….40

Staff Development……….45

Standardized Testing……….22

Student Attendance……….38

Teacher’s Choice……….33

Transition……….29
District 75 * Laurence Gardner * Director *  Educational Vision Services * 400 First Avenue, New York, New York, 10010

917 (256 (4201 EVS Office: 917 (256 (4259 - FAX: 917 (256 (4230 – Email: lgardne@schools.nyc.gov


[image: image2.jpg]