
CLC Tip Sheet 
Things You Should Do to Monitor Your Client’s Education 
 

Before the School Year Begins: 
 
¤  Ensure the child is enrolled in an appropriate school and that all necessary tuition contracts and 

registration paperwork has been completed. 
 
¤  Inquire about any orientations or welcome sessions. 

 

¤  Ensure your client has the required school uniform, supplies, etc. 
 

¤  Ensure the school has a copy of your client’s IEP or 504 Plan. Do not assume the school will 
timely receive copies of school records from the child’s previous schools. If there are particularly 
significant evaluations or if your client has a history you want the school to be aware of, provide 
that information to the school as well with a detailed cover letter. Provide that letter and 
documentation to the Registrar, the individual the school identifies as responsible for special 
education services or the Principal if no other contact is identified, and retain a copy for yourself. 

 
¤  Make sure your client has transportation to and from school if needed. If your client is receiving 

transportation through the District of Columbia Public Schools, call the Parent Resource Center a 
few days before the start of school to confirm your client’s route number and pick up time. 

 
¤  Make sure your child has a plan for after care if needed. 

 
¤  Record reminders for key school year dates on your calendar (i.e., the first day of school, end of 

advisory periods, when progress reports and report cards are issued, parent/teacher conference 
dates, vacation days, etc.). If your client receives special education services, also set reminders for 
when triennial re-evaluations and annual IEP revisions are due. 

 
¤  Get a copy of your client’s transcript and determine how many credits your client has to graduate. 

 
Early in the School Year: 

 
¤  Get a copy of your client’s class schedule and review it for its appropriateness (i.e., proper 

classes/credits to meet graduation requirements, appropriate special education hours, etc.). 
 
¤  Make sure your client has all the supplies he/she needs for class (i.e., locker, any special notebooks, 

materials). 
 
¤  Call to introduce yourself to the client’s teachers and service providers and ask them the best way 

to communicate with them throughout the school year. Given the high case load of 



some service providers, it is also helpful to ask them who their designee is if they are unavailable, 
and get multiple contact mediums (fax, phone, email). Give them your business card! 

 
¤  Introduce yourself to the assistant principal or other personnel responsible for discipline and 

request to be notified of all disciplinary matters pertaining to the student. Give them your business 
card! 

 
¤  Schedule a school visit and class observation to monitor your client’s progress and services. 

 
¤  Request a 30-day IEP review meeting for a special education student in a new school in order to 

review the child’s services and meet his/her providers. 
 
¤  Line up tutors as needed to assist with the child’s areas of weakness. 

 

Mid-Year: 
 
¤  Consider school options for next year and whether you need to complete a lottery application. 

 
¤  Request annual IEP review meetings and consider whether ESY services are needed for the 

summer.  
 
Throughout the Entire Year: 
 
¤  Obtain copies of all progress reports and report cards as soon as they are issued. 

 
¤  Attend all meetings that pertain to the student’s progress. 

 
¤  Check in with the caretaker, teacher, tutor, or other persons close to the child to determine if the 

child is learning and making academic progress. 
 
¤  If your client is not making progress, consider whether SST/SIT meetings or evaluations are 

warranted to determine the source of the child’s learning difficulties. 
 
¤  Make sure there is a person (parent or other person who qualifies as the parent) qualified and 

identified to make educational decisions for the child if the child receives special education services. 
 
¤  Ensure that the school has accurate contact information for your client’s caregiver, especially after 

placement changes.   


