Youth Corps Project: Exploratory Lead Teacher Duties
New Quarter 

1) Before each quarter ends, assign the students to new work experience placements.
2) Determine which staff will be at which site.  (Remember school staff, YEP staff and Bitterroot Education staff can all drive the school van.)  If YEP staff are going to provide coverage at a site they prefer to work with 2 of their YEP student caseload so their hours are billable.  

3) Update the work experience site schedule and post on bulletin board and give a copy to the front office staff for reference.

4) With Special Education teacher input, draft new students’ Training Plans.

5) Copy the Special Education teachers on the Training Plans and place a copy in each of the Site Notebooks for reference.

6) Reserve the school van for the entire school year for sites that require driving. 
7) Send the form letter to each site letting them know when new students will start; provide the students’ names and the school contact person’s name and number if they need to contact the school, and the scheduled dates and times.

8) Send each student’s parents a form letter notifying them of the new placement and the dates their son or daughter will be working there.

9) If you are having difficulty scheduling staff or students, talk to the principal BEFORE the new school class schedule is completed.

10) All new students entering the YCP project need to have a signed permission slip before they go to any of the sites.  
End of Quarter
11) Have the students send a group thank you card to each of the work experience sites before their last day.

12) Summarize each student’s performance on the Work Assessment Summary Form.
13) Send the summaries to their Special Education teachers and place a copy in the student’s file with their Training Plan.

Ongoing Needs
14) If support staff cannot make it on their scheduled shift, reassign staff if needed. (At least one support staff on the site should be trained for that site.)

15)  Oversee that students are attending the Exploratories class weekly.  Check in with their Special Ed teacher if they have missed 2 classes at one site.
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