TRANSITION COORDINATOR

Formerly Known As - Designated Vocational Instructor ( DVI)
The Transition Coordinator in each high school coordinates transition services for students with disabilities.  These services are categorized as follows:

1. In School
a. Disseminates transition information to teachers/administrators.
b. Provides in service training to staff on transition topics, transition IEPs, and new changes that occur because of changes in the Individuals with Disabilities Education Act.
c. Serves as a resource to families, parents, and students in accessing transition services as well as providing information on transition topics.
d. Facilitates communication between teachers regarding Special Education students in transition.

e. Serves as a liaison to identify appropriate accommodations for student success in post secondary options or adult services.

f. Serves as a liaison to screen students for Community Assessment and Training Program (CATP).
g. Works in collaboration with guidance to provide effective transition planning.

h. Promotes self-determination activities with students.

i. Educates staff members in the transition planning process based on the work of Dr. Ed O’Leary.
2. Transition Planning

a. Serves as a resource to staff, students, and parents regarding transition service options.
b. Serves as the liaison between Milwaukee Public Schools and the Division of Vocational Rehabilitation and Milwaukee County Adult Services Division to ensure a smooth transition to adult services.

c. Keeps records of appropriate documentation during the transition process.
d. Assists students and families with postsecondary enrollment procedures if requested.

e. Coordinates yearly graduation list necessary for post school follow up study.

f. Maintains communication between postsecondary institutions, employers and employment training providers during the transition process.

g. Attends/participates in IEP meetings only when appropriate.  The Transition Coordinator does not need to be at most IEP meetings.  Most activity will take place prior to the IEP meetings such as serving as a resource to the IEP chairperson in regards to how to address transition in the IEP, how to write a course of study, how to get present level of performance information regarding transition, how to set up the long range transition plan, guardianship, community agencies to invite, post secondary entrance requirements, and contacts etc.  
h. Informs staff, student and family of community resources and services.

i. Is familiar with the Wisconsin Statewide Transition Initiative’s (WSTI)

 Point of Entry Manual (P.O.E.M.) in regards to community resources.

j. Coordinates tours relating to employment, vocational training, and education.

3. Assessment

a. Administers career interest inventories to help students determine career areas for exploration.
b. Facilitates referrals to the Community and Assessment Training Program (CATP).
c. Monitors student’s performance at various CATP assessment sites.
d. Facilitates CATP performance profile reports by communicating the results with students, parents, staff etc.

e. Collaborates with guidance in all standardized evaluative measures.
f. Proctors the accommodated SAT/ACT if requested.
4. Employment
a. Coordinates school and community work based learning opportunities for students. (job shadowing, internships, cooperative education, etc.)

b. Collaborates with IEP chairperson on appropriate job placements, and referrals to the Employment Training Program.
c. Assists students in applying for O.J.T. placements, as well as competitive jobs. 

d. Provides assistance to students on the job when necessary (includes competitive, O.J.T. and volunteer jobs)
e. Monitors student’s job performance periodically (includes competitive, O.J.T. and volunteer jobs)
5. Interagency/Business 
a. Identifies, establishes and maintains linkages with community resources.

b. Facilitates referrals to outside agencies and or postsecondary institutions.

c. Initiates and maintains collaboration with employers, local education institutions and adult service providers.

While these categories provide a definition of the basic roles and responsibilities of the Transition Coordinator, and a way of evaluating the Transition Coordinator, they are only guidelines and may change as the position and needs change in a building.
· The Transition Coordinator functions as a support and resource to staff, students, and families.
· The position is assigned to the local high school and reports to the Principal.

· The Transition Coordinator maintains a working relationship with the Supervisor of the School To Work Transition Program and the Special Education Supervisor.
· The Transition Coordinator attends a monthly meeting at the MPS to keep up to date with transitional activities, resources, speakers and openings in the Community Assessment and Training Program.

· As a rule of thumb, if there are more than 100 students in a building the Transition Coordinator should be full time to carry out the Transition Coordinator responsibilities.

· Less than 100 students would qualify for 2 -3 hours of release time per day to coordinate the responsibilities of the position.

· The Transition Coordinator should be a licensed Special Education Teacher in alignment with the No Child Left Behind Legislation.

· The Transition Coordinator needs to have knowledge of the Individuals with Disabilities Education Improvement Act, the American Disability Act and the Transition Services Process.
· The Transition Coordinator should have secondary certification and a minimum of 3 years of MPS secondary experience.

· The Transition Coordinator must be willing to work effectively with students of all disabilities, community agencies, parents, post secondary education institutions, and staff.

CONCERNS:
· How does the Transition Coordinator use allotted time?  Transition Coordinator time should be spent on the activities listed in this document.  The time should not be used to sub in classes, be the LEA in IEP meetings, write IEPs, etc.  Such activities pull them away from providing transition services to students.
· How does your Transition Coordinator impart information to staff and administration?  Department meetings, information in mailboxes, weekly meetings?

· Does your Transition Coordinator in-service staff on how to write transition IEPS?

· How do you keep track of where they are and how they are spending their Transition Coordinator time?

· Does your Transition Coordinator work with all students with disabilities?

· As new high schools start up: 

· No way of providing transition information  
· Students have no way of knowing about or gaining access to the Community Assessment and Training Program, On The Job Training opportunities, or Employment Training Specialists.

· No Division of Vocational Rehabilitation counselor is assigned to new schools so students are not accessing service opportunities prior to graduation.
CONSIDER HAVING A TRANSITION COORDINATOR POSITION

· In addition to our traditional and small schools, we also have charters, instrumentality schools, alternatives schools who should also be able to access all services.

· It is our hope that we can assign one person to act as the Transition Coordinator to represent these schools.

