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The Role & Responsibilities of a Case-Manager (Secondary)

1.
Which students need a case-manager?

· Students who have been identified as having special needs (i.e. “coded” and on the 1701 SPED list) and who therefore must have an IEP (Special Education Services- M.P.P.G., Section C: Developing an Individual Education Plan. -Section 1.5 in SSS Handbook.)
· Students who have received (or who are likely to receive) more than 25 hours of additional support… who therefore must have an IEP (Special Education Services- M.P.P.G. Section C: Developing an Individual Education Plan. in SSS Handbook.)
· Students who are of significant concern to staff, parents, and/or administration
2.
What are the responsibilities of a case-manager?
· A case manager may work with other personnel in the school to provide the following as necessary:

Adjudication: For students in grade 10 - 12 the case manager should consider whether the student qualifies for adjudication of provincial examinations by working through the SD#42 Adjudication Process with the psychologist assigned to the school. (Handbook of Procedures for Graduation from Ministry of Education 2010-2011-Section 1 in SSS Handbook)

Assessment: The case manager must periodically evaluate a student’s progress as specified in the student’s IEP. This may be through informal methods such as observations, feedback from the student’s subject teachers, a review of grades, the student’s own self-evaluations, feedback from a student’s parents, and through assessment procedures such as an Informal Reading Inventory. The case manager may also conduct formal assessments (i.e. Level B instruments such as the KTEA-II, PPVT-4, TONI-3, GORT-4, or the TOWL-3) which, will assist in determining whether a student warrants a referral on to Student Support Services (e.g., for Psychology services). Such assessment will also support adjudication applications.
File Review: Construct file reviews to assist in planning for students; for example, for IEP 

meetings, SBT meetings, Suspension Review meetings, referrals to Student Support Services, 

Transition meetings, and Integrated Case Management (ICM) meeting.

IEP: The case manager is expected to coordinate the development, documentation, and 

implementation of the student’s IEP. This will involve many activities including meeting/planning with the student, parents, and the student’s subject teachers, sharing the final IEP with all involved including the classroom teachers, Special Education Assistants and/or Child Care Worker, monitoring the student’s progress, evaluating the efficacy of adaptations and/or modifications and fine-tuning the IEP, planning and administering adapted or modified tests for subject teachers, organizing year-end review meetings and planning the student’s IEP for the next school year. 

The case manager should consult the following resources: (a) A Guide to the IEP Process in School District #42, (b) Section C: Developing an Individual Education Plan of the Ministry’s Manual of Policies, Procedures, & Guidelines, (c) the Ministry resource booklet, Individual Education Planning for Students with Special Needs-A Resource Guide for Teachers and (d) the BC School Superintendents’ resource, A Parent’s Guide to Individual Education Planning. These documents are available on the School District #42 website at http://schools.sd42.ca/sss/resources/for-teachers/handbook/.
Liaise/Advocate: The case manager is responsible for: (a) acting as the liaison person/coordinator and advocate for student/s with school staff, school district staff (including SD#42 Work Experience Coordinator) and involved agencies and ministries (e.g. RCMP, MCFD, Mental Health Services), (b) obtaining informed written parental consent for exchanging information with outside agencies (Release of Information Form), and (c) planning for and facilitating transitions, e.g., Grade 7 to 8 and Grade 12 to post-secondary education and/or employment)

Records/Documentation: The case manager is responsible for: (a) recording and filing support program information including IEP, SPED Permission Form (Section 3 in SSS Handbook) and Minutes of School-Based Team Meetings (Section 4 in SSS Handbook) that pertain to the student, (b) ensuring that any new confidential reports (e.g. psycho-educational reports, Children’s Hospital reports, letters from physicians, etc.) are filed in the student’s Confidential Red File and that copies are forwarded to Student Support Services. 

The case manager should consult the following resources with regard to record keeping and 

confidentiality: (a) S.D.42 Handbook – Section 4.2 and 4.3: G4 and Red File Organization Details, at http://schools.sd42.ca/sss/resources/for-teachers/handbook/, (b) Freedom of information and Protection of Privacy (MPPG: G20 p. 97) and (c) Student Records: Use and Management, (MPPG: H11 – Appendix 30). 
Referrals to District Staff: The case manager is responsible for (a) preparing referral forms 

and required documentation for submission to Student Support Services (e.g. School  Psychology, Speech & Language, Hearing, etc.) and (b) obtaining informed written parental consent for referral (i.e. parent signature on Request for Student Support Services Referral form - Section 3.1 in SSS Handbook).
School-Based Team Meetings: The case manager is responsible for gathering information about a student and presenting this information at SBT meetings as required; for example, for additional problem-solving, for considering program, courses and/or supports required, for accessing district support staff, and for accessing community supports.

Special Education Assistants/Child Care Worker: The case manager is responsible for working with the school administrator/s, the School Based Team and the student’s subject teachers to plan duties and schedules for SEAs and/or CCWs assigned to support the student (See MPPG – Section B: Roles & Responsibilities, BC School Superintendents’ resource booklet - Parent’s Guide to IEP Planning, and the BCTF/CUPE document, Roles and Responsibilities of Teachers and Teacher Assistants.
SPED List: For students with a Ministry designation and already on the 1701 SPED list, the case manager needs to ensure that all the necessary documentation to support the initial ministry coding designation is filed in the student’s Confidential Red file within the G4 file. The case manger also needs to ensure that documentation is kept current (especially for D – Physical Disabilities of Chronic Health Impairment and H – Students requiring Intensive Behaviour Intervention or Students with Serious Mental Illness.
The case manager needs to ensure that requests to provide a student with a Ministry designation and add to the 1701 SPED list are discussed with the school psychologist followed with the necessary documentation being sent to Student Support Services by mid September or mid February in order to meet the Ministry’s deadlines for supplemental funding. SSS will notify case managers by email of the applicable due for any given year. 

 For further information on the criteria for ministry identification and placing a student on the 1701 SPED list, consult with the psychologist assigned to your school as well as Section E of the A Manual of Policies, Procedures and Guidelines: Special Needs Categories. 
Other: The School Based Team (SBT) may well identify additional responsibilities for students’ case managers. 

The Ministry has defined the SBT as: 

“…and ongoing team of school-based personnel which has a formal role to play as a problem-solving unit in assisting classroom teachers to develop and implement instructional and/or management strategies and to coordinate support services for students with special needs within the school.” (Special Education Services - M.P.P.G, Procedures and Guidelines, Section C: Developing an Individual Education Plan. - Section 1 in SSS Handbook.)

Note: other individuals may also be included in a SBT to assist with problem-solving. The Ministry has stated that:
“The school-based team includes a small group of regular members, usually including a school principal, a learning assistance or resource teacher, a classroom teacher, and a counsellor. On a case-by-case basis as needed to plan for individual students, the team should also include the student’s referring teacher, and involve the parent, the student, and, as appropriate, district resource staff, and representatives from community services, regional authorities, or from other ministries.” (Special Education Services-A Manual of Policies, Procedures and Guidelines, Section C: Developing an Individual Education Plan. - Section 1 in SSS Handbook.)
4.
Who Could be a case manager?
· Although Ministry documents do not specify who could be a case manager, there is a clear expectation that case managers should be appointed; for example:

“Though planning occurs collaboratively, the principal of the school should ensure that for each such student a case manager is appointed to co-ordinate development, documentation and 

implementation of the student’s IEP.” (Special Education Services-A Manual of Policies, Procedures and Guidelines, p. 17)
“Upon the request of the referring teacher or parent, it [School Based Team] provides support through extended consultation on possible classroom strategies, and may become a central focus for case management, referrals and resource decisions. It should appoint a case manager, identify the need for additional services and/or initiate referrals to access other school, district, community or regional services. The school-based team can also initiate or facilitate inter-ministerial planning and service delivery.” (Special Education Services-M.P.P.G., p. 14. -Section 1.5 in SSS Handbook.)
· It makes sense that the staff member (Support teacher, Counsellor etc.) who works directly with a student and/or who is most familiar with a student should be the case manager. As a consequence, the staff member designated as a student’s case manager may very well change over time as a student’s needs change. 
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