Vermont Department of Education


Sample Educational Support Team Roles & Responsibilities

For Large Schools

EST Member

Before:

· Reads information in referral packet

· Is prepared to offer suggestions

· Is aware of potential issues

During:

· Participates

· Is clear, concise and non-judgmental about student/case being discussed

· Focuses on solution

· Is aware of jargon and clarifies

· Is tactful and a good communicator

· Is “student centered” (consider using student picture)

· Is collaborative

· Is aware of non-verbal communication

· Takes on specific meeting roles as needed

After:
· Follows up when assigned

· Maintains confidentiality

· Acts as Follow Up Mentor when assigned

Student

Before:
· Participates in student interview

During:
· Student attendance is decided on a case by case basis 

After:
· Communicates an understanding of plan

· Is willing to follow plan

Parent/Guardian

Before:
· Has been informed of concerns through staff contact, or parent has voiced concern

· Gives input 

· Notifies the classroom teacher if not attending the EST meeting

During:
· Is an active participant, when in attendance

· Gives input and suggestions

After:
· Supports implementation

· Gives feedback on effectiveness

EST Chair/Facilitator
Before:
· Coordinates meeting time, invitees, coverage with Clerk

· Reviews referral forms – sends back incomplete forms

· Assures preparation and distribution of referral packets

· Creates agenda

· Prepares to summarize referral packet information at beginning of EST meeting


During:

· Sets norms/ground rules

· Keeps things moving and focused – re-directs, as needed

· Heads off digressions 

· Focuses on solutions

· Makes sure meeting is “student centered”

· Makes sure all voices are heard

· Summarizes and reviews next steps – who does what, when

· Clarifies who should get the plan

· Assigns Follow Up Mentor

After:

· Assures plan distribution

· Acts as Follow Up Mentor when assigned

· Assures periodic self-evaluation of EST process and evaluation by teachers

· Assures opportunities to review EST trend data and prepare recommendations to School Action Planning Team

Referring Teacher

Before:

· Reviews academic and medical records 

· Contacts parent student and completes Guidelines for Gathering Parent Input and Guidelines for Gathering Student Input
· Collects data: work samples, assessment results & current levels of performance

· Completes and submits EST Referral Form and attaches Parent Input and Student Input forms and data

· Clearly defines and prioritizes the concerns for the EST

· Identifies focus question or problem for the EST

During:
· Clarifies as needed

· Participates in strategy development

· Advocates for student strengths and needs

· Advocates for what is do-able for teacher(s)

After:
· Implements EST plan 

· Asks for support, if needed

· Checks in with student and parent/guardian(s) as to how plan is working in collaboration with Follow-Up Mentor

· Continues to monitor progress and record data

Note Taker

Before:

· Brings necessary materials

During: 

· Fills out plan forms

· Takes any additional notes as needed

After:

· Works with Clerk to distribute plans

· Adds data to data trend sheets

· Acts a Follow Up Mentor when assigned

Timekeeper

Before:

· Brings necessary materials

During: 

· Participates

· Monitors time

After:

· Acts a Follow Up Mentor when assigned

Follow-Up Mentor

After:

· Initiates communication with student and teacher(s)

· Continues to check in with and support teacher(s) implementing plan

· Prior to EST review date, checks with teacher regarding date of follow up meeting

Clerk

Before

· Maintains EST forms and materials 

· Receives EST Referral Form from referrer

· Sends Other Staff Input form to applicable teachers 

· Reserves meeting location

· In coordination with EST Chair/Facilitator, copies and distributes referral packets according to the list of participants

· Coordinates with EST Chair/Facilitator and principal for coverage for classroom(s)

During

· Not present at meetings unless also Note Taker

After

· In coordination with Note Taker, distributes EST plan

· Maintains EST files, plans and notes

· Maintains calendar of referrals an follow-up meetings

· Adds data to data trend sheet (Excel worksheet)

· Distributes EST plans from the prior year at the beginning of every academic year
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