To: Putnam Preschool Providers

From: Putnam School Districts
RE ATTACHMENTS: 1. New Annual Review Template 




    2. GOALS




    2. ESY





    3. District CPSE and other Contact Information

1. New Annual Review Template 

· All Putnam Preschool Providers must use the new Putnam School Districts Annual Review Report Template

· All Annual Review Reports must be received by District CPSE prior to Meeting


Option One:


Print Hard copy of Putnam School Districts Annual Review Report Form (attachment) 
and complete report by hand

· If needed, use reverse side of form for additional information

· Write child’s name on bottom of each page

· Sign
· Date

· Follow your agency policy regarding submission of report to District CPSE

· Report must be reviewed with parent prior to Annual Review Meeting


Option Two:

Complete Putnam School Districts Annual Review Report Fillable Form (attachment) 
on computer
· Complete on computer for each child
· Print

· Write child’s name on bottom of each page

· Sign

· Date

· Follow your agency policy regarding submission of report to District CPSE

· Report must be reviewed with parent prior to Annual Review Meeting


Complete all six sections of annual Review Report Form:

1. Progress toward Goals:

· List all of your goals and discuss progress

2. Present Levels of Performance (PLEPS):

· Address areas that pertain to your work and observations
· Reminder: NEEDS should be addressed in Goals created for next year


3. Question: 
· Use descriptions and information that create picture of child and help parent and committee understand how child’s needs affect his/her ability to learn or participate in age appropriate activities.

4. History of Service 
· Complete fully

5. Background Information 
· Complete if relevant


6. Service Location 
· Indicate whether service takes place at school/daycare/facility, at home, or both
· Indicate what hours/time of day you work with the child; if not in home setting, also indicate what activities are taking place during your session (i.e. circle time, snack, etc.)

2. GOALS – for following year

· By regulation, goals are ‘developed during the Annual Review’

· SUGGESTED GOALS - may be submitted to CPSE but SHOULD NOT GO TO PARENTS
· 2-3 maximum goals in your area – skills you think child can master within IEP period

· Goal Sheet attached may be used as a guide – these are ‘suggested goals’ 
· Goals should incorporate NEEDS listed in PLEPS

· Goals must be measurable

· Custom goals can be created to meet child’s individual needs
3. ESY

· Regulations state ESY services are only to prevent substantial regression; all children are expected to regress
· Not designed to ‘maintain skills’

· Putnam Related Services, SEIT and SCIS providers must use the Putnam Districts ESY Form (attachment) if you still feel ESY should be recommended
· Recommendation made on case by case basis by CPSE and are based on data and documentation provided
· Please help parents understand these regulations so their expectations are realistic and disappointment is avoided 

4. CONTACT INFORMATION
· Please feel free to contact Putnam County CPSE Chairs with questions or concerns

· Please feel free to contact other resources provided on the list
