CASELOAD SERVICE RECORD
GUIDANCE 
· All services to students, both general education and special education must be recorded monthly.

· Complete separate Caseload Service Records for general education students and special education students.
· Complete separate Caseload Service Records for EACH BUILDING you provide services for.
· Submit completed forms either in writing or electronically to your supervisor no later than the 10th of the following month.  NPSP providers will submit the Nonpublic Building forms to Lisa Blake each month.
· Service activities to Medicaid eligible special education students must be recorded using the EasyIEP system.  

· Fill in each cell of the table with a letter code indicating the type of service provided and a number showing the number of minutes of service provided.  Do not add notes to the cells.  These can be added to the bottom or back of the record.  
· Record multiple codes and minutes in the same cell when more than one service is provided to the same student in the same day.
· Codes can be added if need be on the bottom of the service record
CODE DEFINITIONS

	I = Individual Therapy
	Individual Therapy/data collection/assessing progress toward goals

	G = Group Therapy
	Group Therapy/data collection/assessing progress toward goals

	R = Classroom skill building/instruction
	Classroom skill building/instruction.  When no individual student is a caseload member the classroom description is written in place of the “Student Name.”  (i.e. “3rd grade”, “1st hr. Life Skills”)

	E = Evaluation

	Service with a student for the purpose of evaluation

	IEP = IEP
	IEP Meeting

	X = Therapy provided by assistant
	Service provided by credentialed therapy assistant

	M = Meeting
	Meeting on behalf of student w/ student present

	C = Consult
	Consultation on behalf of student w/o student present

	A = Student Absent
	Student’s absence prevented contact

	U = Student Unavailable
	Student attended school  but unavailable to receive service

	D/C = Services Discontinued
	Student dismissed from caseload, moved or made ineligible

	P = Provider unavailable for scheduled activity
	This entry can be written once across the entire column when it applies to an entire day.
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