The following is what I call my “Building List.” It’s a list of the schools I serve and “important people” at that school. Some hints:

· For this example, I’m only showing two “generic” entries. My real list is long (one large entry for each school). I always use capital letters for the school, and then always format each school’s information the same way (phone, fax, then the next line is SPED teacher(s), the next is indented with Educational Assistant names, etc., etc.). In this way, it’s VERY easy to find what I’m looking for. The “upfront” time to organize it this way pays off in future years (thanks to computers!)

· Always date the form so you know the last time you updated it!

· Use the smallest font you can still read (once you print it off). Another option is to use a larger font, then reduce it when photocopying it. Remember to “cut and paste” to make it you-friendly! 
· After you think the list is fairly stable (in terms of no more changes needing to be made), consider making more than one copy (maybe at your desk, in your notebook(s), and at home---every once in a while I have to make a call from home.
· The people you include in this list changes over time. For example, for one year at a middle school, I had frequent communication with a student’s counselor, so I added that person to this list. When it wasn’t needed any longer, I dropped that person.

· Another example: at middle and high school I frequently add Registrar (to get info about schedule), and Attendance (so I can check if the student is present that day).
· Arrange the schools alphabetically or in any way that makes sense to you (all the elementary schools first, middle schools next, high schools and transition programs last, for example)

· At the end of the form I include “other” frequently used or at least very important phone numbers (my supervisors, etc.)


BUILDINGS LIST:  (4.27.09) draft
ELEM SCHOOL NAME  -  Phone
FAX: 

SPED TEACHER (s) (Phone)



Educational Assistant name(s)  (Phone)



, cust  -phone

Name of  Admin. Asst. (usually same phone as school name)

Name of Principal

MIDDLE SCHOOL NAME  -  Phone    FAX: Phone

SPED teacher  (phone)
 


SPED teacher (phone)

Custodians (phone)
Admin asst. 

  Registrar 

  Attendance

,  princ./ Asst. princ.

POOL  Phone

Pool staff
SPED Coordinator (phone)

SPED Coord. Admin Assist (phone)

SPED Director (phone)
SPED Director Admin Assist (phone)
Autism specialist (phone)

OT (phone)

S.SERVICES FAX:  5726



Bldglist 4.27.09
Mary Devine, PT – Corvallis School District
