
Resolving Caseload Concerns (Example 1) 
 
Caseloads will be reviewed at least twice per year by individual LEA special education teachers 
with their building principal and/or special education coordinator. In addition to scheduled 
reviews, caseload will also be reviewed under the following circumstances: 

• When a specified caseload is exceeded. If the caseload limit is or will be exceeded by 
10% for a period of 6 weeks, then a review may be requested in writing. 

• When a teacher has a concern about his or her ability to effectively perform the essential 
functions of his or her job due to caseload. 

 
REQUESTING A CASELOAD REVIEW 

• All requests must be in writing 
• Requests should initially be given to an individual’s principal/supervisor 
• A committee will be appointed annually to serve as a review team in collaboration with 

the building principal/supervisor 
• The person requesting the review is responsible for gathering relevant information to 

support their request. This information might include, but is not limited to: 
o IEPs 
o Schedule and instructional groupings 
o Collaborative/co-teaching assignments 
o Number of buildings 

 
PROCEDURAL STEPS 

1. Informal problem solving strategies in relation to caseload concerns have been exhausted. 
2. A written request for caseload review is submitted to your principal/supervisor. 
3. The request is reviewed for clarification with your principal/supervisor. The 

principal/supervisor tries to resolve the concern at this point. 
4. If the caseload concerns cannot be satisfactorily resolved, the request is then sent to the 

caseload committee. 
5. Within 15 working days, the caseload committee will review the request and give a 

recommendation to the individual’s principal/supervisor. 
6. Upon receipt of the committee’s recommendation, the principal will review the 

information and discuss it with the individual. 
7. Within 10 working days, the principal will meet with the individual and provide a written 

determination. 
8. If the person requesting the review does not agree with the determination, he or she may 

appeal to the AEA Director of Special Education. 
9. The AEA Director/designee will meet with personnel involved and will provide a written 

decision. 
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