[INSERT PROGRAM OR DISTRICT NAME]
Department of Special Education
Child Find Services
Staff Roles and Responsibilities

Personnel assigned to the following positions have been assigned responsibilities related to the Child Find Identification process.  Each person has received training regarding the policies and procedures for Child Find activities for which they have the designated responsibility.

ROLE:  District Child Find Contact/ Coordinator

Person Assigned: ______________________    Position: _____________________________

RESPONSIBILITIES:

  ¥ 	Provides district/program coordination of Child Find efforts
  ¥ 	Maintains documentation of Child Find activities
  ¥ 	Conducts and maintain documentation of Child Find public awareness efforts
  ¥ 	Maintains documentation system for Child Find referrals 
  ¥ 	Coordinates or be responsible for the coordination of Early Childhood Intervention interactions in compliance with federal or state guidelines
  ¥ 	Maintains a dissemination network information regarding community agencies, facilities, individuals, and communication with these groups and individuals
  ¥ 	Promotes collaboration and cooperation among state and regional agencies who serve children
  ¥ 	Maintains documentation of district training required under Child Find
  ¥ 	Distributes Child Find information and training materials within the district/program
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements

ROLE:  District Child Find Assessment Personnel

Positions Responsible:  Educational Diagnosticians and Psychologists, Other Staff as Appropriate

RESPONSIBILITIES:

  ¥ 	Assists with district/program coordination of Child Find efforts
  ¥ 	Maintains documentation of Child Find activities
  ¥ 	Maintains documentation system for Child Find referrals 
  ¥ 	Processes referrals and conducts assessments in a timely and appropriate manner
  ¥ 	Maintains documentation as required for compliance with timelines and other guidelines
  ¥ 	Complies with state Child Find system requirements regarding assessment and evaluations
  ¥ 	Participates in IEP development and placement decision-making as designated
  ¥ 	Distributes Child Find information and training materials as requested
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements





ROLE:  Campus Child Find Contact/Coordinator

Positions Responsible:  Campus Secretaries, Counselors, or Others as Assigned

RESPONSIBILITIES:

  ¥ 	Assists with district/program implementation of Child Find efforts
  ¥ 	Documents Child Find activities as assigned
  ¥ 	Documents dissemination of Child Find information and materials as requested
  ¥ 	Performs other duties as assigned to maintain and support Child Find efforts and requirements


 ROLE:  Elected District Officials

Positions Responsible:  Board Members

RESPONSIBILITIES:

  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Supports procedures that provide compliance with state or federal Child Find guidelines
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements


 ROLE:  District and Campus Administrators

Positions Responsible:  Central Office Administrators, Principals, Assistant Principals, and Others

RESPONSIBILITIES:

  ¥ 	Assists with district/program implementation of Child Find efforts
  ¥ 	Maintains responsibility for the gathering of documentation of Child Find activities
  ¥ 	Distributes and/or displays Child Find information and training materials as requested
  ¥ 	Provides assurance that required Child Find training has been provided to assigned staff 
  ¥ 	Maintains documentation as required for compliance with timelines and other guidelines
  ¥ 	Participates in IEP development and placement decision-making as designated
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements

ROLE:  Instructional Personnel

Positions Responsible:  General and Special Education Teachers and Paraprofessionals

RESPONSIBILITIES:
  ¥ 	Assists with district/program implementation of Child Find efforts
  ¥ 	Provides necessary documentation of Child Find activities and referrals
  ¥ 	Maintains documentation as required for compliance with federal and state guidelines
  ¥ 	Participates in IEP development and placement decision-making as designated
  ¥ 	Distributes Child Find information and training materials as requested
  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements

ROLE:  District and Campus Professional Support Personnel

Positions Responsible:  Counselors, Instructional Coordinators, Other Staff as Appropriate

RESPONSIBILITIES:

  ¥ 	Assists with district/program coordination of Child Find efforts as designated
  ¥ 	Maintains documentation of Child Find activities as designated
  ¥ 	Maintains documentation system for Child Find referrals as designated 
  ¥ 	Participates in the referral process as required in a timely and appropriate manner
  ¥ 	Maintains documentation as required for compliance with state or federal guidelines
  ¥ 	Participates in IEP development and placement decision-making as designated
  ¥ 	Distributes Child Find information and training materials as requested
  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements

ROLE:  District and Campus Office Staff

Positions Responsible:  Central Office and Campus Secretaries, Clerks, and Support Paraprofessionals

RESPONSIBILITIES:

  ¥ 	Assists with district/program implementation of Child Find efforts
  ¥ 	Participates in gathering of documentation of Child Find activities as assigned
  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Distributes Child Find information and training materials as requested
  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements











ROLE:  Other District and Campus Personnel

Positions Responsible:  Maintenance Workers, Janitors, Cafeteria Staff, Bus Drivers, and Others 

RESPONSIBILITIES:

  ¥ 	Completes required training regarding the Child Find process and procedures
  ¥ 	Performs other duties as necessary to maintain and support Child Find efforts and requirements

