Zachary Community School Board

Position Description

JOB TITLE:  Special Education Paraprofessional
REPORTS TO:  Designated Administrator/Supervisor
SCOPE OF RESPONSIBILITIES:

The paraprofessional assists in the delivery of special education and/or related services under the supervision of a teacher and/or other professional who has the responsibility for the delivery of services to exceptional children.  This position involves the performance of instructional and non-instructional tasks.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Instructional 
· Works with individual or small groups of students to reinforce skills/concepts
· Provides assistance to substitute teachers
· Assists with specific tasks as required by student needs (e.g., Braille, signing, crisis intervention, augmentative communication devices, etc.)
· Assists with materials to help meet individual differences
· Assists with organizing and arranging instructional activities
· Obtains, secures, prepares and operates A-V equipment and other instructional materials
· Prepares centers for work materials, listening stations, etc.
· Non-Instructional
· Follows all regulations and policies of the school and school board

· Attends faculty meetings and parent conferences when requested
· Provides assistance in meetings the physical needs of students with disabilities as demonstrated by the teacher or other professionals

· Provides assistance in meeting the material needs of the disabled students, e.g., cauterization, etc., after proper training is provided

· Provides assistance with physical restraints and behavior intervention techniques after training (e.g., crisis intervention)

· Attends and participates in pre-service and in-service workshops and training

· Collects money, takes attendance and completes absence and illness reports as assigned by teacher

· Inventories, labels, and files materials as assigned

· Assists with meals and snacks
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (con’t)

· Non-Instructional
· Helps students to office, first-aid room, rest room, recess, etc.

· Maintains discipline standards according to the regulations of the school system and the assigned teacher(s).

· Assists with specific tasks as required by IEP (e.g., diapering, feeding, toileting, wheelchair assistance, etc.)

· Performs other related duties as assigned by the teacher(s) and/or principal

· Transportation (On the bus to and from school and on field trips)
· Attends to the physical, emotional and behavioral needs of the special education students
· Assists the bus driver in loading and unloading special education students
· Assists the bus driver in maintaining an orderly and calm atmosphere
· Minimum Requirements As Identified By A.D.A.
WORK ENVIRONMENT/HOURS WORKED:
· Must work in a variety of settings, dependent upon the students’ programs needs. 
· The primary work area work will be in the home-based school and classroom and in the outside areas as assigned.  
· Other work environments required may be in or outside the community.  
· Hours worked will be determined by the Special Education Department on the basis of students needs.
COMMUNICATION SKILLS:
· Must be able to communicate in standard English both orally and in writing.  Communication must be commensurate with age and skill of listener. 
· Must be able to accurately compile and access data via a variety of means, summarize information, and provide written reports.
.EQUIPMENT USED:

· Must be able to use copy machine, classroom computers, audio visual aides, mobility support equipment, walkers, standing boxes, corner chairs, braces, hearing aids, wheelchairs, abductor blocks, augmentative communication devices, etc.
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PHYSICAL INVOLVEMENT:
· Must be physically capable of implementing health maintenance services for the medically fragile, chronically ill, and/or terminally ill special education student(s). 
· Must have the ability to lift at least 20 pounds, move and position students

· Must have the ability to be mobile in the school and community environment at all times in order to monitor 100% of the time in close proximity if needed
· Must be able to go on field trips or other educational activities into community requiring walking

· Must be able to position oneself on the floor to execute activities and tasks as needed by the student as well as t diaper, clothe and assist children on and off the toilet

· Must have ability to perform non-complex health procedures after training

· Must provide transportation to and from work locations.  All the above requirements must be performed independently

· Must understand and interpret written and verbal instructions from the teacher and administrator 

· Must have the ability to work independently after instructions are given

· Must be familiar with all curriculum areas in assigned classes

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision.  
· Must have the ability to maintain accurate records. 
· Must possess sufficient interpersonal skills to function compatibly with others
HUMAN RELATIONS INVOLVEMENT:
· Must be able to interact positively and be empathetic to students and parents
· Must be able to respond positively to supervision and to accept suggestions for improvement

· Must have the ability to work in-group settings with both adults and children

· Must be able to work compatibly with students, teachers, school personnel, and parents

· Must protect the confidentiality of students

MINIMUM QUALIFICATIONS:
· Meet the requirements as set forth by the State Department of Education
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TERMS OF EMPLOYMENT:
9 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

