MATERIALS
Special materials, equipment, and textbooks are often needed to meet the special needs of students with disabilities.  There are multiple sources through which needed supplies and materials can be obtained. The Exceptional Children’s department tries to provide as much flexibility to schools as possible.

SPECIAL EDUCATION and REGULAR EDUCATION FUNDING

Materials purchased through Exceptional Programs come from the total EC budget.  There is no separate EC funding for materials; the same monies are used for materials, staff development, salaries, equipment, and other special needs.  Teachers are encouraged to only purchase items that are needed; unspent monies remain in and benefit EC Programs.  In other words, we do not let any of our monies revert due to not being spent!
Special education monies are meant to provide for students’ special needs, not their basic supplies.  Special education monies cannot supplant regular education monies. All school-aged students including students with disabilities generate money equally for supplies.  Special education teachers should receive a prorated supply budget and/or equal access to the supply cabinet.  In whatever manner the school allocates monies, regular monies must be used for exceptional children in the same manner/amount as for regular education students.

In addition, each school receives an allotment from the EC Department to be used for special education needs. For school-age students, monies can be used to provide for students in inclusion or pull-out classes or to train staff (regular or exceptional) who work with these students.  These monies may be used for materials, equipment, hardware, software, field trips, staff development expenses, or almost anything else judged to be a special need.

For preschool, monies may be used for materials, equipment, hardware, software, field trips, staff development expenses, general supplies, snacks, or almost anything else judged to be a special need.  Note that preschool amounts are more than school-age amounts because preschool classes are expected to also supply snacks and many basic supplies from these monies.

Monies are not allocated to individual staff members but rather to each school based on the number of EC staff assigned to the school.  Assistants are included in allotment formulas because there generally are more students or more severe students served in schools with assistants, not to give monies directly to assistants.  Principals may distribute these EC funds as needed to support special programs at their school; pooling resources at the school level can maximize use.  School allotments include monies for both school age and preschool along with a breakdown that specifies how the total amount was determined so that it may be fairly distributed at the school level.  School-age and preschool should each get approximately the amount of monies generated for them.












TEXTBOOKS
Schools receive textbook allotments to serve all students, including students with special needs.  Students with special needs who are included in regular classes certainly will receive their texts from this allotment.  Students with special textbook needs may also access the textbook allotment as long as the texts are on the state-adopted list.

To order texts, special teachers must work with the textbook coordinator at their school.  Once ordered, textbooks are distributed from Johnson Street.  Textbook monies can sometimes be utilized for learning materials other than bound textbooks; special education teachers are encouraged to work with their schools to identify monies that can support special needs students’ needs for learning materials.
LARGE PRINT TEXTBOOKS

Large print books for students who are visually impaired may be ordered from the textbook coordinator at the school.  These textbook requests must be ordered by March 1.  It is very important to place this order on time and work with the staff at the school in which the student will be placed for the upcoming year.  Be aware that there is often a delay in obtaining these books.  Also, these books are large print duplicated copies of the regular books and are big, awkward, and void of color.

EQUIPMENT
Some students require unusual or expensive equipment.  Separate monies are budgeted in EC to cover these requests; schools do not use material allotments to cover these costs. 

Needless to say, equipment can be very expensive.  Therefore, EC is very careful to order only equipment that is needed in order for a student to benefit from special education. Remember we must provide Free Appropriate Public Education, not access to the best of everything!

Most equipment will be approved by or ordered by a specialist.  A physical therapist, occupational therapist, VI consultant, HI consultant, or audiologist will help with most equipment needs.  They can identify needs and help find the most efficient equipment (some homemade equipment is excellent).  IEP committees should not recommend equipment that has not been recommended by the appropriate specialist.

TECHNOLOGY

Computers and other technology should be made available to students with special needs on the same basis as it is made available to general education students.  For example, if a computer is available for all teachers at a school, all will include EC teachers.  EC students should have the same access to computers/computer labs as their general education peers.  When there are computer needs for instruction, those requests should be directed to Media and Technology (the technology educational director) for action.  The EC department allocates monies to Media and Technology each year in order to ensure that special education needs are addressed.

All special education teachers and therapists need regular access to computers in order to utilize EasyIEP.  Printers should be in confidential locations.  Extra monies have been set aside in order to provide at least some ink cartridges.  
ORDERING PROCEDURE
Materials from EC monies are ordered at Central Office.  Submit requests to the office on typed purchase orders; the EC office will review, sign, code, and order.  Materials will be sent directly to the school.  Invoices must be sent to Central Office in order to pay bills.

Please note the following for using EC monies:

1. Use for students with disabilities.  Do not use directly for students without disabilities.

2. Specialized equipment needs (assistive technology, PT, OT, VI, auditory trainers, Adaptive PE) will be handled by the appropriate specialist; monies are allocated to them.

3. Shipping/Handling and taxes must be accounted for even though some companies indicate no tax charges.  Taxes still have to be paid.

4. The EC Director or Curriculum Coordinator as well as the principal or designee must sign all orders and staff development requests from these monies.  The EC Department must sign all purchase orders.  If EC has not signed, they will not pay.  Submit your request on a typed PO, complete with principal’s signature.  EC will sign, code the PO, and order the materials.
5. If you need to purchase from a vendor that will not accept a PO, follow the following steps:

· Type a PO with teacher/therapist designated as the vendor.

· Make sure the PO states the materials that will be purchased; be as specific as possible and include the cost or at least a “do not exceed” amount.

· As with all EC purchases, the PO must be signed both by your principal or designee and by the EC Director or Curriculum Coordinator.

· After purchasing materials, submit receipts for reimbursement.  Receipts must include itemized lists of purchases and match the original PO.

· A check will be made to the person specified as the vendor on the PO.

6. Reimbursements for out of pocket expenditures will not be allowed unless handled through a purchase order; in no case will EC reimburse purchases without prior approval.

7. When needed for staff development, substitute teachers for EC staff will be paid from separate EC monies; substitute teachers for general education staff must come from the school’s EC allotment or other school funds. 

8. Contract staff (i.e., contracted speech therapists) may not use these monies for staff development.

9. CBI monies for high schools are allocated separately.

10. All funds must be obligated by March 1.
Be aware that sometimes there are reversions to the state so unspent monies may be taken.  The intent of monies is for use during the year they are available; buying for the following year is never allowed.
1/09


