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INTRODUCTION

Paraprofessionals are essential workforce members of early intervention and school programs.
Identified through a myriad of titles and job descriptions, paraprofessionals’ roles and responsibilities
have evolved along with the need for increased instructional supports for diverse learners. The
number of students with disabilities in least restrictive environments has increased significantly;
paraprofessionals often play key roles to ensure successful provision of services. Moreover, as the
needs of the children and students are becoming more complex, the skills required of paraprofessionals
are expanding. Traditionally, paraprofessionals have been undervalued in their roles as service
providers. As paraprofessional roles and responsibilities continue to grow, systems must work
diligently to ensure high quality personnel and services.

Paraprofessionals are a significant workforce in Connecticut. The total number of full time equivalent
(FTE) instructional paraprofessionals working in Connecticut schools during 2002-2003 was 12,946.
Non-instructional —paraprofessionals numbered 23,766. There were 7,381 instructional
paraprofessionals who were designated as special education paraprofessionals (CT State Department
of Education, ED 162 Non-Certified Staff Report, 2002).



RATIONALE FOR PARAPROFESSIONAL GUIDELINES

In November 2000, the Connecticut State Advisory Council on Special Education (SAC), requested
that the “State Department of Education, Bureau of Special Education and Pupil Personnel Services,
create a task force to develop standards for paraprofessionals who work with students with disabilities
and that the task force should include representation from school administrators, regular and special
education teachers, parents, private special education facilities and paraprofessionals” (B. Moran,
personal communication, 2000).

The Commissioner of Education, Dr. Theodore Sergi, responded to this request by charging the
Comprehensive System of Personnel Development (CSPD) Council to review the request and examine
the issues identified. In March 2001, the CSPD Council decided to reconvene a CSPD Task Force
Committee to review reports/recommendations regarding the training, responsibilities and standards
for paraprofessionals. The goal was identified as “the development of guidelines for public school
agencies, private providers and early intervention and support systems, including services to children
and youth with disabilities” (T. Maida and M. Kirner, personal communication, 2001). The
Paraprofessional Task Force, comprised of representatives from CSPD, SAC, the educational
community and parents, convened in September 2001.

These Guidelines pertain to paraprofessionals who assist certified or licensed staff in the delivery of
instructional and related services to children, students and their families. This document does not
address training or supports for staff that primarily have non-instructional duties such as clerical
support, recess or hallway monitoring, transportation or food service.

Although the Task Force that developed these Guidelines was charged with providing guidance for
staff that have a primary responsibility for working with children with disabilities, this document may
be helpful to a broader audience. The Task Force believes that most paraprofessionals interact with
children/students with and without disabilities, regardless of their assignment.

The Guidelines do not address individuals with the job title of speech aide or assistant, occupational
therapy assistant (OTR), or physical therapy assistant (PTA). Guidance or training, use and
supervision of individuals with these job classifications are addressed in the following State of
Connecticut, Department of Education documents: “A Guide for the Training, Use and Supervision of
Speech-Language Pathology Aides and Assistants in Connecticut” (1999), “Guidelines for
Occupational Therapy in Educational Settings” (1999) and “Guidelines for Physical Therapy in
Educational Settings” (1999).

These Guidelines are intended to assist Connecticut Birth to Three programs and school districts in
clarifying paraprofessionals’ instructional and support roles and responsibilities, and in identifying
methods and resources for training, supervision and evaluation. The Guidelines should be used as a
tool for local school districts and programs to define and execute a comprehensive support program for
paraprofessionals and for staff who support paraprofessionals.



TERMINOLOGY AND JOB TITLES

The Task Force chose to retain the title of “paraprofessional” for this document despite much
discussion that the term “paraeducator” might better represent the staff roles and responsibilities
addressed in these Guidelines. The term “paraprofessional” continues to be used in both the Individual
with Disabilities Education Act Reauthorization of 1997 and Elementary and Secondary Schools Act
legislation. Through earlier surveys, the 1989 Connecticut Committee to Study the Role of
Paraprofessionals identified more than twenty-five job titles for paraprofessionals. Today, many
schools and providers continue to use multiple terms as a means to define job roles, responsibilities,
compensation and benefit packages, and career ladders. These delineations are often helpful and may
be reflected in contract language and policy and procedures for the program or school. Nonetheless, a
job title is not as important as the definition of the roles, responsibilities, qualifications and level of
supervision required by the staff person. Confusion over job titles often stems from confusion over
roles and responsibilities, not titles.

For the purpose of this document the following terminology is used throughout:

Paraprofessional: an instructional assistant, instructional associate, Infant Toddler

Family Specialist, early intervention assistant, aide, teacher’s aide, special education
aide, one-on-one aide, teacher assistant, paraeducator, instructor, tutor, job coach or

educational support personnel.

Schools: school districts; public, private, magnet, charter schools; RESC programs;
preschools; and community-based early childhood programs.

Programs: an agency or organization approved by the CT Birth to Three System to
provide early intervention services to children with disabilities and their families.

Professional: a certified special or regular education teacher or licensed support
staff such as a speech pathologist, occupational therapist, physical therapist, school
psychologist, school social worker or school nurse.

Student: infant, toddler, youth or adolescent involved in an educational or
intervention program.

Task Force: the current Paraprofessional Task Force convened in September, 2001
by the Connecticut Comprehensive System of Personnel Development (CSPD)
Council and the Connecticut State Advisory Council on Special Education (SAC).



RECENT HISTORY OF PARAPROFESSIONALS IN
CONNECTICUT

Prior to the convening of this Task Force, there had been two formalized efforts to address the issue of
paraprofessional support for students with disabilities in Connecticut. The first initiative was a
committee formed in 1989 to study the role of paraprofessionals and to provide advice to the
Commissioner of Education regarding the preparation, qualifications, role, function and ongoing
development of the state’s paraprofessional workforce. This committee led to the development of a
definition of a paraprofessional, a listing of recommended minimum qualifications for school
paraprofessionals, a statement on career ladders for paraprofessionals and recommendations regarding
the role of paraprofessionals from both state and local perspectives.

The second effort was a subcommittee established by the CSPD Council in 1995. The mission of this
subcommittee was “to develop and disseminate a framework for training paraprofessionals in
education, early intervention, related services and personal care that can be used at the state, regional
and local levels” (CSPD Task Force on Paraprofessionals Report, 1996). The 1995 Task Force
recommended the following to the Steering Committee of the CSPD:

o Assemble a small group to draft guidelines for paraprofessional employment,

o Compile a biography of training materials and resources as well as a directory of
agencies/organizations that provide training to paraprofessionals in Connecticut;

o Continue to offer training to paraprofessionals and those with whom they work through
SERC and other agencies,

o [nvite faculty from institutions of higher education to participate in a symposium
devoted to the topic of preparing paraprofessional staff;

o Encourage the ConnCASE leadership group to focus their attention on the issues and
needs of paraprofessionals; and

e FEncourage the CSPD Steering Committee to continue to address the issues of
preparing pre-service teachers to work with paraprofessionals and to investigate
methods of recruiting and retaining paraprofessionals (CSPD, 1996).

For the purpose of this document, the following is the definition of a paraprofessional in Connecticut
schools or programs as described in the 1990 Committee report with minor revisions and an
endorsement by the current Task Force:

A paraprofessional is an employee who assists teachers and/or other professional
educators or therapists in the delivery of instructional and related services to students.
The paraprofessional works under the direct supervision of the teacher or other certified
or licensed professional. The ultimate responsibility for the design, implementation and
evaluation of instructional programs, including assessment of student progress, is a
collaborative effort of certified and licensed staff.



FEDERAL LEGISLATION FOR PARAPROFESSIONALS
WORKING WITH STUDENTS WITH DISABILITIES

Paraprofessionals were formally identified in federal legislation with the 71997 Amendments to the
Individuals with Disabilities Education Act (P.L. 105-17).

Subpart B - State & Local Eligibility: Specific Conditions, Personnel Standards
34 C.F.R. Section 300.136 (f)

“A State may allow paraprofessionals and assistants who are appropriately trained and supervised, in
accordance with State law, regulations, or written policy, in meeting the requirements of this part to be
used to assist in the provision of special education and related services to children with disabilities under
Part B of the Act”.

Part C - Comprehensive System of Personnel Development
34 C.F.R Section 303.360 (b)

“The personnel development of this part must: (3) provide for the training of a variety of personnel
needed to meet the requirements of this part, including public and private providers, primary referral
source, paraprofessionals, and persons who will serve as case coordinators”.

From the IDEA 1997 Statute:

Part D Subpart 1 — State Program Improvement Grants for Children with Disabilities
34 C.E.R. Section 653 (C) (3) (D) (i).

(C) Each State improvement plan shall: (3) describe the strategies the State will use to address the needs
identified under subsection (b) including:

(D) how the State will address the identified needs for in-service and pre-service preparation to ensure
that all personnel who work with children with disabilities (including professional and paraprofessional
personnel who provide special education, general education, related services, or early intervention
services) have the skills and knowledge necessary to meet the needs of children with disabilities
including a description of how:

(1) the State will prepare professionals and paraprofessionals in the area of early intervention with the
content knowledge and collaborative skills needed to meet the needs of infants and toddlers with
disabilities.



FEDERAL LEGISLATION FOR TITLE I
PARAPROFESSIONALS H.R. 1:
NO CHILD LEFT BEHIND ACT OF 2001

Title I Paraprofessional Requirements:

This recently enacted legislation identifies specific qualifications for paraprofessionals with instructional
duties in any program supported by Title I funds. The following information is outlined in Circular
Letter C-15, Series 2002-2003 from Commissioner Sergi to Superintendents and Principals in
Connecticut Public Schools. The following requirements only apply to paraprofessionals engaged in
instructional support who are paid with Title I funds in a Title I targeted assistance school and to all
paraprofessionals with instructional duties in a Title I school-wide program school (regardless of the
funding source). Those paraprofessionals who do not provide instructional support to teachers, such as
translators and parent liaisons, are exempt from these requirements.

No Child Left Behind Act (NCLB) Requirements:

“Title I” Paraprofessionals Providing Instructional Assistance (Title I Funded in Title I Targeted
Assistance Schools and Paraprofessionals, Regardless of Funding Source, in Title I School-wide
Program Schools):

1. Any “Title I” paraprofessional described above, providing instructional assistance,
who is newly hired after January 8, 2002, must have the following:

e A High School diploma or General Educational Development (GED) diploma,
AND

e Two years of college credit;
OR

e An Associate’s (or higher) degree.

2. For “Title I paraprofessionals hired before January 2002 as described above, providing
instructional assistance, each paraprofessional must have earned a high school diploma or
GED to maintain current employment. By January 8, 2006, each Connecticut Title I funded
paraprofessional in a Title I targeted assistance school or any paraprofessional providing
instructional assistance in a Title I school-wide program must meet one of the following

requirements:
e Have two years of college credit;
OR
e Hold an Associate’s (or higher) degree;
OR

e Pass a State Board of Education adopted Paraprofessional Assessment, which assesses
content knowledge in mathematics, reading and writing, and an understanding of how to
assist in the instruction of these topics.



ParaPro Assessment:

The Connecticut State Department of Education (CSDE) has worked collaboratively with 16 other states
and the Educational Testing Service (ETS) in the development of a state assessment for
paraprofessionals that meets the federal requirements. The resulting ParaPro Assessment was adopted
by the State Board of Education in December 2002, and is effective as of January 2003.

The ParaPro Assessment measures skills and knowledge in reading, math and writing, and measures the
ability to use these skills and knowledge to support instruction. The ParaPro Assessment is a 2 %2 hour
multiple choice test with 90 questions. This test is available in two formats. The paper and pencil
version is offered six times a year at select locations throughout the state; test results are available in
four weeks. The assessment may also be completed through the Internet, with unofficial results
immediately available upon completion. At the time of this publication, the cost of the assessment is
$40.00. A school district receiving Title I funds may use these funds to pay for the test and to support
paraprofessionals in meeting the requirement through ongoing training and professional development.
The ParaPro Assessment can be retaken if an individual does not pass. There are no limits on the
number of times a paraprofessional can take the test. A paraprofessional must obtain a passing score of
457 to meet the Connecticut standard. The paper and pencil version of the test can be retaken after 60
days. The Internet version can be retaken after 30 days. Individuals planning to retake the test should
participate in the same type of remedial intervention such as attending a workshop or use of the study
guides prior to retaking the test.

Paraprofessionals employed prior to January 2002 should take the time needed to prepare for this
assessment. The requirement for passing the test does not go into effect until January 2006. Several
opportunities are available to support paraprofessionals in test preparation. ETS offers the Test at a
Glance, which includes a sample test explanation, format, content and practice questions. This sample
test and additional tutorial support is available on the ETS website at www.ets.org/parapro/index.html.
There is also a study guide available for purchase from ETS. The study guide contains detailed
descriptions of test content, tutorial assistance, and a complete practice test (with answers and
explanation of answers). Preparation workshops are also available through the Regional Education
Service Centers (RESCs). The CSDE highly recommends that paraprofessionals go through either of
these preparation options or through options provided by local agencies/districts prior to taking the
assessment.

In addition, NCLB regulations (200.60) require LEAs to use a portion of Title I funds for professional
development to ensure that teachers and paraprofessionals meet the NCLB requirements for qualified
personnel. Parents may request information regarding the professional qualifications of the student’s
classroom teacher, including whether the child is provided services by a paraprofessional and, if so, their
qualifications. Additional information on Title 1 paraprofessionals is contained in Appendix C: “Draft
on Non-Regulatory Guidance: Title One Paraprofessionals”.
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CONNECTICUT LEGISLATION FOR
PARAPROFESSIONALS WORKING WITH STUDENTS
WITH DISABILITIES

Connecticut Regulations concerning children requiring Special Education [RSCA Section 10-76d-2 (g)]
require the following for school-based paraprofessionals: Provision shall be made for the direct
supervision of each aide in special education by a person certified or licensed in the area of
specialization to which such aide is assigned.

The Connecticut Birth to Three System identifies Personnel Standards for qualified personnel working
in the early intervention system [17a-248 (10)]. See Appendix A. The Personnel Standards identify two
categories of paraprofessionals, an Early Intervention Assistant and an Early Intervention Associate.
“These personnel can be valued team members and work successfully to support and extend the role of
early intervention professionals; however, it is expected that the number of staff in these job categories
will not exceed 25% of the total direct full-time equivalent early intervention staff” (CT Birth to Three
System Procedures Manual, 2000). The standards identify the job responsibilities as well as level of
supervision required for both assistants and associates. Additional guidance on use of paraprofessionals
in the Birth to Three System is included in Appendix B.

11



NATIONAL AND CONNECTICUT DATA

Pickett, Litkins and Wallace (2002), in a study conducted by the National Resource Center for
Paraprofessionals, found that there are approximately 550,000 paraprofessionals currently employed in
full-time equivalent positions across the nation. Of these paraprofessionals, 290,000 work with students
with disabilities. Their report identifies approximately 50,000 more paraprofessionals than were
reported in a 1996 study conducted by Wallace and McNerney (Wallace and McNerney, 2002).

The 1989 Committee of the CSPD conducted a survey of paraprofessionals in public schools based on
district size. In this study, “the number of paraprofessionals in CT varies from fewer than ten to over
four hundred, depending primarily on the size of the district. Small rural districts reported employing an
average of ten paraprofessionals; medium cities reported an average of sixty; fringe cities reported
approximately seventy positions and the large cities reported two hundred to over four hundred
positions” (Committee to Study the Role of Paraprofessionals Report, 1990).

The Connecticut State Department of Education, Bureau of Information Management and Analysis,
annually conducts a Fall Hiring Survey to determine areas of teacher and administrator shortage. The
Hiring Survey for the 2002-2003 School Year for Special Education Paraprofessional Positions
identified 176 full-time positions, and 57 unfilled part-time positions, available statewide. Of these
positions, two full-time and one part-time position remained open as of October 1. The average rating
of the applicant pool quality indicated that there were many acceptable applicants (ED-156 Fall Hiring
Survey, October 2002).

Worth noting from the Fall Hiring Survey is the ongoing identification of personnel shortages in special
education. Special Education Teachers and Speech Language Pathologists fell within the top 10
professional shortage areas (ED-156 Fall Hiring Survey, October, 2002). Job experience and training
make paraprofessionals ideal candidates to pursue a professional career in education. Paraprofessionals
have valuable experience in their schools and communities and have acquired interpersonal skills to
work effectively with children. Paraprofessionals are highly motivated and interested in teaching in
their home communities. Development of career ladders for paraprofessionals and opportunities to
receive college level course credit for training may assist programs and districts with recruiting and
retaining paraprofessionals and with addressing some of the identified professional shortages in
Connecticut. The report of the Connecticut CSPD Recruitment Task Force (2002) identified a career
ladder for paraprofessionals as a recommendation for addressing recruitment issues.

A survey conducted by the Task Force on the Use of Paraprofessionals in Connecticut’s Birth to Three
System, Public Schools and Private Special Education Programs (2002) and the executive summary of
the results of this survey is included in Appendix D. This survey shows wide variations in the numbers
of paraprofessionals employed by schools and programs and their needs. Many of the differences are
attributed to the different work environments. Over half of all respondents report having written job
descriptions, health benefits, opportunities to attend workshops, and formal performance evaluations.
The summary includes information on the highest and most pressing professional development needs.
All three environments identified need for future training in positive behavior supports and
implementation of behavior management plans, facilitating social interactions between children and
their peers, and teaming skills such as conflict management and problem-solving.

12



CREDENTIALING AND PARAPROFESSIONALS

Many states have implemented a paraprofessional credentialing program or are studying the merits of
such a program. A report compiled by the American Federation of Teachers on the status of state
paraprofessional standards and certification regulations is included in Appendix E. This document
demonstrates the wide variation in ways that states approach setting standards, issuing letters of
approval or permits, setting entry requirements based on education or training, or requiring certification
or licensure as defined in legislation. Of the 48 states included in the report, 22 had no specified
standards or regulations (including CT) and 8 had certification or licensing requirements.

The 1989 Paraprofessional Task Force was charged by then Education Commissioner Tirozzi to study
the issue of a certification requirement for paraprofessionals in Connecticut. “After careful
consideration of the advantages and disadvantages of a state certification permit system for
paraprofessionals, the committee decided by consensus not to recommend the establishment of a
credentialing system at this time” (Report of the Committee to Study the Role of Paraprofessionals,
1990).

The committee recognized the positive aspects of a credentialing system to provide a career ladder and
standardized quality for skills and training, but this was not outweighed by the concern for channeling
state resources and energy into the establishment of the system. At that time, there were no national
models for certification in other states. The 1995 Task Force reached this same conclusion and
suggested, “rather than attempting to introduce credentialing or State statute at this point, guidelines for
paraprofessionals would provide districts with suggestions for implementing more effective
paraprofessional employment practices” (CSPD, 1996).

The current Task Force agrees with the recommendations to postpone any discussions on a credentialing
system for schools in Connecticut, pending the impact of this document and future legislative changes
such as the reauthorization of the Individuals with Disabilities Education Act. The Task Force strongly
recommends consideration of a credentialing system at that time. The Connecticut Birth to Three
System is in the process of developing a credentialing system for all personnel who provide early
intervention services in the Birth to Three System. This credentialing system would only apply to
paraprofessionals in the Birth to Three System.

13
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JOB DESCRIPTIONS FOR PARAPROFESSIONALS

A job description for a paraprofessional is a critical tool in clarifying roles and responsibilities and
identifying qualifications and training needs. It should be used as the foundation for hiring, training,
supervising and evaluating staff.

On the Connecticut Comprehensive System of Personnel Development — State Advisory Council
(CSPD-SAC) Task Force Survey on Paraprofessionals (2002), the following percentage of programs
reported the use of paraprofessional job descriptions:

® 68% of Birth to Three programs;
® 66% of school districts;
® 94% of private schools.

All paraprofessionals should have a written job description that includes the following components:

e Specific Position/Title;

e Department/Location;

e Assignment Length — days per year/hours per day;

¢ Qualifications/Requirements for Given Assignment;

¢ Roles and Responsibilities — duties may include percent of time spent in
each activity;

e Range of Possible Duties Beyond Current Assignment (such as lifting,
toileting, behavior management techniques);

e Person Responsible as Daily Supervisor;
e Person Responsible for Evaluation;
¢ Any Physical Requirements (such as lifting);

e Entry Level Requirements for Education and Skills (such as those
mandated under No Child Left Behind Act qualifications for
paraprofessionals in Title I programs).

Appendix G contains a sample Job Description for a paraprofessional.
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SUPERVISION AND EVALUATION

“There is a difference between the person responsible for hiring and evaluation of performance (an
administrator), and the person directing day-to-day work with students (an educator or other licensed
person” (Wallace & McNerny, 2001). Just as it is important to identify the roles and responsibilities of
the paraprofessional, it is equally important to identify the roles and responsibilities of those who
supervise and evaluate their performance. Often the professional staff provides the day-to-day
supervision of the paraprofessional, while an administrator, such as a principal, program manager or
special education director, completes the evaluation. “Teachers should have supervisory functions as to
program implementation, including planning, assigning duties and checking with paraeducators as to
their comprehension of their assigned duties. Teachers must not be expected to have administrative
management duties such as the hiring or firing of paraeducators. Those duties belong to the
administration” (Wallace & McNerny, 2001).

“Although the law requires adequate supervision of paraeducators, it fails to address the question of
who is to provide such supervision. One key to adequate supervision of paraeducators is that those who
have been assigned such supervisory responsibilities have been prepared for those responsibilities”
(Paraeducator Task Force, NEA). Montana’s paraprofessional guidelines suggest the following training
for certified staff members prior to their being designated as supervisors:

time management;

goal setting and feedback technique;

effective communication and collaboration;

delegation;

role clarification;

professionalism and ethics;

problem-solving; and

knowledge of orientation information given to paraprofessionals
(Special Education Paraprofessionals in Montana Schools, 1999).

Paraprofessionals need supervision on a daily or regularly scheduled basis. The type and level of
supervision should be based on the skills and experience of the paraprofessional, the needs of the
students, the instructional setting, and the task assigned (NJCLD, 1998). Newly hired paraprofessionals
will require more supervision as will a paraprofessional who is involved with a new student or child.

“The supervision plan developed by the supervising teacher/provider and the paraprofessional must
ensure that the supervisor will have direct contact time with the paraprofessional as well as with the
individuals served by the paraprofessional” (NJCLD, 1998). The supervision plan may contain both
direct and indirect methods of supervision. “Direct supervision means on-site, in-view observations and
guidance while an activity is performed. Indirect supervision may include demonstrations, record
review, review and evaluation of audio or videotaped sessions, interactive television and/or supervisory
conferences that may be conducted by telephone. At no time may a paraprofessional perform tasks
when a supervising teacher/service provider cannot be reached by personal contact, phone, pager or
other immediate means” (NJCLD, 1998).
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“Supervision should provide information about the quality of the paraprofessional’s performance of
assigned tasks and should verify that instructional/clinical activity is limited to tasks specified in the
paraprofessional’s scope of responsibilities. Information obtained during direct supervision may
include data relative to (a) agreement (reliability) between the paraprofessional and the supervisor on
correct/incorrect recording of target behavior, (b) accuracy of implementation of screening and
instructional procedures, (c¢) accuracy in recording data, and (d) ability to interact effectively with the
student” (NJCLD, 1998). Each program and district should identify the standard of direct and indirect
supervision required for staff. All supervision should be documented to verify that is has occurred as
required. It is essential that supervisors of paraprofessionals have this responsibility noted in their job
description and time allocated in their schedule to provide ongoing and regular supervision.

The National Research Council on Paraprofessionals has identified standards for teacher/provider
supervisory competencies (1999). These are included in Appendix L.

Evaluation should be completed for paraprofessionals at a minimum of once per year. The evaluation
process and tool should be developed in conjunction with the job description and be based on the
competencies required for the position. In addition, the evaluation should be conducted with input from
the day-to-day supervisor of the paraprofessional. Many districts also incorporate a self-assessment that
is completed by the paraprofessional as part of the evaluation process. Some national models give
paraprofessionals the opportunity to provide feedback to the administrator on the effectiveness of the
professional as a supervisor, as part of the evaluation process. Some sample evaluation tools from
Connecticut are included in Appendix J.

In addition, administrators can advocate for their paraprofessional workforce by supporting the use of

substitutes for paraprofessionals, career ladders, reimbursement for training at institutes of higher
education and improved wage and benefit packages.
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STAFF DEVELOPMENT

Staff development is a critical and federally mandated aspect of paraprofessional support. Training
programs and job-embedded processes provide the knowledge and skills needed by the
paraprofessionals and by those persons who oversee the use of paraprofessional services.

“Paraeducator training programs should be long-range, comprehensive, and systematic. Often the
impact of training is lessened because it is based on available speakers or the current “hot topic” rather
than on progressive development of an identified set of knowledge and skills” (Pickett and Gerlach,
1997). Every program or district should have an annual staff development plan for paraprofessionals,
and for those who support paraprofessionals, which is based on a set of competencies such as those
described in these Guidelines.

Sound professional development decisions are determined through ongoing assessment of current
practices, needs and intended outcomes. It is often helpful to initiate a comprehensive paraprofessional
training program by conducting a needs assessment.

There are a variety of staff development approaches that can be used to enhance paraprofessional
services. Teaming paraprofessionals with certified or licensed staff in ongoing professional
development may ensure the acquisition of some competencies; other needs of paraprofessionals and
support staff will not be met in these broader formats. To assure the development of skills, training can
also occur within the instructional setting where professionals might model or coach the
paraprofessional while working directly with students. Some of the most effective training takes place
in daily or weekly team meetings, where the team can problem-solve and collaborate on strategies. It is
helpful for administrators to develop opportunities for ongoing training and communication. Although
there is often limited time for meeting, programs and districts have tried a variety of creative ways to
develop regularly scheduled meeting times, such as:

e adding time to the paraprofessional work day one day a week;

o scheduling meeting time during professional planning time one time a week,
including paraprofessional in regularly scheduled team meetings;

e hiring a substitute paraprofessional one day a month to free up different
paraprofessionals throughout the day for meeting and training;

o offering stipends for veteran paraprofessionals to mentor new paraprofessionals;

o offering early release time one day a week to allow paraprofessionals to stay after
work on another day;

o scheduling time in the early evening for all paraprofessionals to attend training a
few times a year,

e sponsoring a summer institute or supporting attendance at a statewide summer
institute;

e offering online training sessions that can be completed on personal time for either
course credit or as part of a career ladder; and

e supporting release time to attend state conferences and training.
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HIRING AND ORIENTATION OF PARAPROFESSIONALS

There are many factors associated with the hiring and retention of paraprofessionals. Mueller (2002)
found attrition of paraprofessionals to be related to inadequate training, undefined roles, poor salaries,
lack of career advancement, lack of recognition, isolation, stagnation, lack of support from authority,
lack of communication, lack of evaluation and guidelines, and engagement in roles that
paraprofessionals do not feel they should assume. These issues need to be addressed in order to develop
a stable and skilled paraprofessional workforce.

Although previous experience or training is an important aspect of hiring a paraprofessional, research
shows that interpersonal skills and attitudes of applicants and an interest in self-improvement may be
better indicators of how well a candidate will fit into a team (Pickett, 1997). It is helpful to include the
supervising professional as part of the interview team to help clarify the roles and responsibilities of the
position and to assess interpersonal styles for compatibility. The hiring and orientation process can be a
valuable time for initial training.

Once the paraprofessional is hired, the next step in the employment processes is the orientation. This
should take place prior to the individual having any contact with students or families and should be
viewed as part of the initial training program. The orientation to the program or district should include
the philosophy or mission of the school or program, roles and job duties, including the responsibility to
maintain confidentiality, schedules and expectations for performance. Policies or procedures should be
discussed, including contracts, evaluation, vacation and emergency or sick leave, calendars, dress codes,
complaint procedures, fire drill procedures, smoking regulations, use of phones, and parking. The
orientation to the building or work setting should include safety and emergency procedures, a review of
district or employee handbook, building/grounds map, lunch and recess procedures, use of building
equipment, and essential phone numbers/contact information. Once this information is covered, the next
phase of orientation should include specific family, child, student or classroom orientation.
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PARTICIPATION IN INDIVIDUALIZED FAMILY SERVICE
PLAN (IFSP) MEETINGS OR PLANNING AND PLACEMENT
TEAM MEETINGS (PPT)

Paraprofessionals who work as service coordinators in the Birth to Three System attend and conduct
IFSP meetings for their assigned families. However, this paraprofessional cannot be listed as the sole
individual on the IFSP to deliver service. There must always be a certified or licensed professional who
works collaboratively with the paraprofessional identified on the IFSP.

Paraprofessional attendance at Planning and Placement Team meetings is an individual district and
school-based decision. If a paraprofessional spends an extensive amount of time with a student, and
he/she is not attending the PPT, it is important that the supervising teacher obtain input from the
paraprofessional prior to the PPT.

If a paraprofessional provides specially designed instruction or a related service to a student as designed
and introduced by, and under the supervision of certified or licensed staff, this service should be recorded
on the “Summary: Special Education, Related Services, and Regular Education” (Page 5) of the IEP.
When paraprofessional support is listed, the individual paraprofessional should not be listed by name.
The person identified as responsible for implementation should be the certified or licensed professional,
with the paraprofessional listed as a support. The IEP should specify whether the student is in need of
one-on-one assistance, and if so, during which activities. If the paraprofessional needs to be available to
the student, but is part of the general classroom support, the use of the paraprofessional should be noted
under “Modifications/Adaptations” (Page 8) of the IEP.
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ONE-ON-ONE PARAPROFESSIONALS

“There is no question that paraprofessionals play an increasingly prominent role in educating students
with disabilities in the general education classroom. Their role in the classroom has expanded, based on
the belief that they are a key support mechanism to operationalize inclusive education efforts particularly
for students with severe disabilities” (Giangreco, Broer and Edelman, 2001). Giangreco voices the
concern that paraprofessionals in some instances have replaced the use of the most qualified teachers for
students with the most intensive needs. In addition, his research has documented that students with
disabilities who were placed in a general education setting with a one-on-one paraprofessional had less
general education teacher engagement than when the paraprofessional was program- or classroom-based
(Giangreco, 2001). In a different study, Giangreco, Edelman, Lusiselli and MacFarland (1997) observed
that “teaching assistants providing one-to-one support who hovered alongside the student with severe
disabilities in the regular education classroom interfered with the social and academic inclusion process.
In the instances where a one-on-one paraprofessional is required, it is important that the team provide
supervision and training to inhibit the student’s reliance on the paraprofessional.” In addition, Planning
and Placement Teams should consider a wide range of supplementary aids and services as supports for
students with disabilities in regular classrooms to limit the need for students to have one-on-one staff
support at all times.

If a school district is interested in evaluating their use of one-on-one paraprofessionals, they should

utilize the “Guidelines For Selecting Alternatives To Over-Reliance On Paraprofessionals” noted on the
resource list (Giangreco, 2003).
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INAPPROPRIATE ROLES FOR PARAPROFESSIONALS

While it is important to identify the roles and responsibilities of paraprofessionals, it is equally helpful to
identify the activities that are outside the scope of the responsibility for anyone in a paraprofessional

role.

The following list, which was created by the National Joint Committee on Learning Disabilities

(NJCLD, 1998), has been modified to reflect paraprofessionals in Connecticut.

Paraprofessionals used in programs serving individuals with disabilities shall not:

e

Be solely responsible for instruction or provision of professional services;

Perform or interpret standardized or non-standardized assessments, formally or
informally, unless specifically trained to provide such tests and evaluations and
supervised by a qualified teacher/service provider;

Participate in parent conferences, student conferences or any interdisciplinary teams in
place of the supervising teacher/service provider;

Communicate with the individual with disabilities, family, or others regarding any aspect
of the student’s service without the specific consent of the supervising teacher/service
provider; or, provide student or family counseling;

Assist with instruction/intervention without following the individual plan prepared under
the direction of the teacher/service provider or without access to supervision;

Sign any formal documents (e.g., service reimbursement forms or reports) as a substitute
for the qualified professional. Paraprofessionals should sign or initial informal progress
notes for review and have a co-signature by the supervising teacher/service provider;

Select individuals for services, assign grades, or discharge an individual from service;

Disclose educational, clinical, or confidential information either orally or in writing to
anyone not designated by the supervising teacher/service provider;

Represent himself or herself as a qualified teacher/service provider or be used as a
substitute for a qualified teacher/service provider unless he/she possesses the appropriate
certification/licensure to function as a substitute and is hired as a substitute.

(NJCLD, 1998)
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Katsiyannis, Hodge, & Lanford (2000) reviewed summaries of national due-process hearings, Office for
Civil Rights (OCR) rulings, Office of Special Education Programs (OSEP) memos, and court rulings
from 1990-1999 regarding the legal parameters associated with the use of paraeducators in special
education and found the following:

1. Public schools must supply services provided by paraeducators if these services are necessary
for a student to receive FAPE (free appropriate public education).

2. Paraeducators must be qualified to perform assigned services as indicated in the IEP.

3. Paraeducators who lack appropriate training may not directly provide special education
services.

4. Appropriately trained paraeducators may assist in the provision of special education services
only if certified special education personnel supervise them. (Wallace and McNerney, 2002).
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TEN TIPS FOR ADMINISTRATORS FROM CONNECTICUT

A comprehensive paraprofessional support program requires leadership by the building administrator.
Cathryn Riggs (2002) has developed ten tips for administrators to provide support for paraprofessionals.

They include:

1. Know the paraprofessionals by name and by position.

9.

10.

Ensure that paraprofessional job descriptions are relevant to current duties and
responsibilities.

Provide an introduction to agency, district or school policies for all paraprofessionals
assigned to the school or agency, including information about sick leave, personal time,
vacation, salary agreements, works hours, and so forth.

Assign responsibilities to paraprofessionals carefully, respecting job descriptions and
individual strengths.

Ensure that all paraprofessionals are clear about the “chain of command” for their
supervision and evaluation. Assist professionals in developing their supervisory skills.

Provide relevant training opportunities.

. Assist paraprofessionals in developing career goals.

Provide time in the schedule for paraprofessionals and teachers/providers to plan
together.

Provide opportunities for paraprofessionals to meet with you as a group.

Create a community where paraprofessionals are respected and where their contributions
are valued and acknowledged.

In addition, administration can advocate for their paraprofessional workforce by supporting the use of
substitutes for paraprofessionals, career ladders, reimbursement for training at institutes of higher
education, and improved wage and benefit packages.
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APPENDIX B

GUIDELINES FOR THE USE OF PARAPROFESSIONALS IN
THE CONNECTICUT BIRTH TO THREE SYSTEM

Included in the Connecticut Birth to Three System’s Personnel Standards are two categories of
paraprofessional generalists called Early Intervention Assistants and Early Intervention Associates.
Educational requirements for both are listed in Appendix A. These personnel can be valued team
members and work successfully to support and extend the role of early intervention professionals;
however, it is expected that the number of staff in these job categories will not exceed 25% of the total
direct full-time equivalent (FTE) early intervention staff. The following are more in-depth descriptions
of the use of these personnel.

Early Intervention Assistants

Early Intervention Assistants must receive at least one hour per week of direct supervision by a licensed
or certified early intervention professional who is qualified to conduct initial evaluations. They must
also have the availability of contact with a supervisor during work hours. They provide direct services
to children and families by performing routine tasks assigned by professionally licensed or certified
personnel. They take no independent action, but carry out written programs and service plans designed
by licensed or certified personnel.

Some examples of their duties may be:

e Observing and/or assisting with evaluation and assessment sessions;

e Participating in IFSP development;

e Assisting families and early intervention personnel in the delivery of services;

e Assisting in maintaining data and records;

e Participating in periodic conferences, team meetings with early intervention professionals;

e Developing a rapport with the child and family.

Early Intervention Assistants are not responsible for conducting evaluations, assessments, or planning
interventions. They may not function as service coordinators.

Early Intervention Associates

Early Intervention Associates must receive at least one hour per month of direct supervision by
professionally licensed or certified early intervention personnel and must attend at least one team
meeting per month. They may function independently, providing direct services to children and families
in home or community-based settings; however, their supervisor must countersign all progress notes.
They may perform all of the functions of the Early Intervention Assistant as well as serve as a service
coordinator.
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APPENDIX C

(E

No Child Title I
LEFT BEHIND .
Paraprofessionals

Draft Non-Regulatory Guidance

November 15, 2002

DRAFT GUIDANCE

TITLE I PARAPROFESSIONAL
NON-REGULATORY GUIDANCE
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A. GENERAL INFORMATION

A-1.

A-2.

Title I, as amended by the No Child Left Behind Act, has new requirements for
paraprofessionals. Why is this important?
What is a paraprofessional?

B. REQUIREMENTS FOR PARAPROFESSIONALS

B-1.
B-2.

B-3.

B-4.
B-5.

B-6.

B-8.

B-9.

B-10.

B-11.
B-12.

B-13.

B-14.

B-15.

B-16.

B-17.

B-18.
B-19.

What are the requirements for Title I paraprofessionals?

The statutory language refers to “two years of study at an institution of higher
education”. What does “two years of study”” mean?

The statutory language refers to “two years of study at an institution of higher
education”. What does the term “institution of higher education” mean?

What course(s) of study must have been pursued in the two years of study?

Do existing paraprofessionals have four years to meet the requirement that
paraprofessionals have a secondary school diploma or its equivalent?

Does the new requirement for paraprofessionals (explained in B-1) apply to LEAs
or schools that do not receive Title I funds?

Would a paraprofessional, hired before January 8, 2002 and currently working in
an LEA in a non-Title I program, be considered a “new paraprofessional” (and
subject to the paraprofessional requirements for new paraprofessionals) if that
individual is re-assigned to a program supported with Title I funds?

Do the Title I paraprofessional qualification requirements for new
paraprofessionals in Title I (explained in B-1) apply to paraprofessionals who are
laid off and then recalled? In other words, are these individuals “new’ or
“existing” paraprofessionals?

How do the new paraprofessional qualification requirements apply to
paraprofessionals in a school-wide program?

How do the new paraprofessional qualification requirements apply to
paraprofessionals in a targeted assistance program?

What if a paraprofessional has both instructional and non-instructional duties?
What is required if a non-instructional paraprofessional becomes an instructional
paraprofessional?

What are the requirements for paraprofessionals who work solely as translators or
bilingual aides?

What are the requirements for paraprofessionals, such as home-school liaisons,
whose duties consist solely of parental involvement activities?

What are the requirements for paraprofessionals who deal with special education
students?

Do the paraprofessional requirements apply to paraprofessionals working in Title I,
Part B, Part C, or Part D, Subparts 1 and 2, programs?

Once an instructional paraprofessional has met the requirements in B-1, is the
status of being qualified “portable”? That is, can the paraprofessional be deemed
qualified in other LEAs within a State?

What does it mean to “work under the direct supervision of a teacher”?

What are the allowable duties for paraprofessionals?
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B-20. Must a paraprofessional, who provides services to eligible private school students

B-21.

and is employed by an LEA with Title I funds, meet the new requirements?

Must a paraprofessional who provides services to eligible private school students
and is employed by an LEA with Title I funds, be under the direct supervision of a
public school teacher?

C. PARAPROFESSIONAL ASSESSMENT

C-1.

C-2.

C-3.

C-4.

One option for meeting the new educational requirements for paraprofessionals is
to test their knowledge and ability through a formal State or local academic
assessment. What is the purpose of this assessment?

What are the academic content areas in which Title I paraprofessionals must
demonstrate the ability to assist in instructing?

Does “assessment” mean a “paper and pencil test” only, or could the assessment be
a performance assessment evaluating demonstrable skills?

When must the assessment be administered for newly hired paraprofessionals?
Will the U.S. Department of Education approve proposed State or local
paraprofessional assessments?

D. RELATED ISSUES

D-1.

D-2.
D-3.

D-4.

Do the paraprofessional requirements apply to people working in schools as part of
the AmeriCorps program?

How do the requirements apply to volunteers?

Sometimes early childhood programs, such as birth-to-3 and Head Start programs,
or State-funded early childhood programs, are located in buildings housing Title I
school-wide programs. Do the paraprofessional requirements apply to
paraprofessionals working in such early childhood programs?

Some paraprofessionals work in programs for children ranging in age from birth to
age 20 that are supported by Title I, Part A funds. Are they required to meet the
Title I requirements?

E. FUNDING ISSUES

E-1.

E-2.

What funds are available for helping paraprofessionals in Title I schools meet the
new requirements?

May an LEA use the “Title II Improving Teacher Quality State Grant” funds to
provide training for paraprofessionals?
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A. GENERAL INFORMATION

A-1.

A-2.

Title I, as amended by the No Child Left Behind Act (NCLB), has new requirements
for paraprofessionals. Why is this important?

Properly trained paraprofessionals can play important roles in Title I schools where they
can magnify and reinforce a teacher’s effect in the classroom. Unfortunately, studies
(Chambers, et al, 2000) indicate that paraprofessionals are used in many Title I schools
for teaching and assisting in teaching when their educational backgrounds do not qualify
them for such responsibilities.’” NCLB includes higher standards that educators must
meet in order to ensure that highly qualified teachers and paraprofessionals teach
students, who need the most help.

What is a paraprofessional?

For the purposes of Title I, Part A, a paraprofessional is an employee who provides
instructional support in a program supported with Title I, Part A funds.

This includes paraprofessionals who:

(1) provide one-on-one tutoring if such tutoring is scheduled at a time when a
student would not otherwise receive instruction from a teacher;

(2) assist with classroom management, such as organizing instructional and
other materials;

(3) provide instructional assistance in a computer laboratory;
(4) conduct parental involvement activities;

(5) provide support in a library or media center;

(6) act as a translator; or

(7) provide instructional support services under the direct supervision of a teacher
[Title I, section 1119(g)(2)]. (Also see items B-11 through B-16.)

Individuals who work in food services, cafeteria or playground supervision, personal care
services, non-instructional computer assistance, and similar positions are not considered
paraprofessionals under Title I.

B. REQUIREMENTS FOR PARAPROFESSIONALS

B-1.

What are the requirements for Title I paraprofessionals?

All Title I paraprofessionals must have a secondary school diploma or its recognized
equivalent. This includes paraprofessionals who serve as translators or who conduct
parental involvement activities.

" See Chambers et al., Study of Education Resources and Federal Funding: Final Report, Washington, DC: U.S. Department of
Education, 2000.
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B-2.

B-3.

Additionally, Title I paraprofessionals, whose duties include instructional support and
who were hired after January 8, 2002, must have (1) completed two years of study at an
institution of higher education; (2) obtained an Associate’s (or higher) degree; or (3) met
a rigorous standard of quality and be able to demonstrate, through a formal State or local
academic assessment, knowledge of and the ability to assist in instructing reading,
writing, and mathematics (or, as appropriate, reading readiness, writing readiness, and
mathematics readiness) [section 1119(c) and (d)].

Paraprofessionals hired on or before January 8, 2002, and working in a program
supported with Title I funds, must meet these requirements by January 8, 2006.

The statutory language refers to “two years of study at an institution of higher
education” [section 1119(c)(1)(a)]. What does “two years of study” mean?

“Two years of study” means the equivalent of two years of full-time study, according to
the State definition of “full-time study”. In some states, that may mean 12 credit hours
per semester (requiring a total of 48 credit hours), while in others it may mean 15 credit
hours a semester (requiring a total of 60 credit hours).

The statutory language refers to “two years of study at an institution of higher
education” [section 1119(c)(1)(a)]. What does the term “institution of higher
education” mean?

Section 101(a) of the Higher Education Act (HEA) defines an “institution of higher
education” as an educational institution in any State that:

1) admits as regular students only persons having a certificate of graduation from
a school providing secondary education, or the recognized equivalent of such
a certificate;

2) is legally authorized within such State to provide a program of education
beyond secondary education;

3) provides an educational program for which the institution awards a Bachelor’s
degree or provides not less than a two-year program that is acceptable for full
credit toward such a degree;

4) 1is a public or other non-profit institution; and,

5) is accredited by a nationally recognized accrediting agency or association, or
if not so accredited, is an institution that has been granted pre-accreditation by
such an agency or association that has been recognized by the Secretary for
the granting of pre-accreditation status, and the Secretary has determined that
there is a satisfactory assurance that the institution will meet the accreditation
standards of such an agency or association within a reasonable time.

This definition applies to the statutory language on the educational preparation of Title I
paraprofessionals.
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B-6.

B-7.

What course(s) of study must have been pursued in the two years of study?

Paraprofessionals should be able to demonstrate knowledge of and the ability to assist in
instructing in the areas of reading, writing, and math, or in “school readiness” [section
1119 (¢) (1) (C)]. Paraprofessionals are expected to have a working knowledge of these
academic areas. (Also, see item C-2.)

Given that understanding, the State may determine what requirements, if any, it may
choose to place on the coursework taken during the two years of study.

Do existing paraprofessionals have four years to meet the requirement that
paraprofessionals have a secondary school diploma or its equivalent?

No. Section 1119(e) requires that all paraprofessionals have a secondary school diploma
or its equivalent without regard to the date they were hired. This requirement took effect
on the date of enactment of NCLB (January 8, 2002) and was, for the most part, already
in effect because the prior law required most paraprofessionals to hold a secondary
diploma or its equivalent.

Does the new requirement for paraprofessionals (explained in B-1) apply to LEAs or
schools that do not receive Title I funds?

No. Ifan LEA does not receive Title I funds, the requirements do not apply. Similarly, if
an LEA receives Title I funds, but a school does not receive Title I funds, the
requirements do not apply to paraprofessionals working in that school.

Would a paraprofessional, hired on or before January 8, 2002 and currently
working in an LEA in a non-Title I program, be considered a “new”
paraprofessional (and subject to the paraprofessional requirements for new
paraprofessionals) if that individual is re-assigned to a program supported with
Title I funds?

A new paraprofessional is one who is newly hired by an LEA. If a person is working as a
paraprofessional in another school — either a Title I or non-Title I school in the same
district - he or she is not considered to be a new paraprofessional, even if he or she
transfers to a new school within that district.

Do the Title I paraprofessional requirements for new paraprofessionals (explained
in B-1) apply to paraprofessionals who are laid off and then recalled? In other
words, are these individuals “new” or “existing” paraprofessionals?

Paraprofessionals who are regularly “pink-slipped” at the end of one school year and then
rehired at the beginning of the next school year, with the result that they have continuous
years of employment, are considered “existing paraprofessionals,” as their initial hiring
date is on or before January 8, 2002. However, an individual who has a break in service
and is re-hired at some later point would be considered a new paraprofessional.
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B-9. How do the new paraprofessional qualification requirements apply to paraprofessionals
in a school-wide program?

The requirements in B-1 apply to all paraprofessionals with instructional duties in a
school-wide program, without regard to whether the position is funded with Federal,
State, or local funds. In a school-wide program, Title I funds support all teachers and
paraprofessionals.

B-10. How do the new paraprofessional qualification requirements apply to
paraprofessionals in a targeted assistance program?

In a Title I targeted assistance program, the requirements in B-1 apply to all
paraprofessionals with instructional duties who are paid with Title I funds.

B-11. What if a person has both instructional and non-instructional duties?

In this case, the person falls under the definition of a “paraprofessional” and must meet
the requirements as stated in B-1, because he or she carries out instructional support
duties.

B-12. What is required if a person performing non-instructional duties becomes an
instructional paraprofessional?

In this case, the person is a “paraprofessional” as defined for Title I purposes and must
meet the requirements in B-1. In other words, the individual would have to hold a
secondary diploma or its equivalent and meet the new qualification requirements.
However, as an existing employee of the LEA, the individual would have until January 8,
2006 to demonstrate competency through post-secondary education or a formal State or
local assessment.

B-13. What are the requirements for paraprofessionals who work solely as translators or
bilingual aides?

A paraprofessional who is proficient in English and a language other than English and
acts as a translator to enhance the participation of limited English proficient children
under Subpart A of Title I must have a secondary school diploma or its equivalent but
does not have to meet the other requirements in B-1.

B-14. What are the requirements for paraprofessionals, such as home-school liaisons, whose
duties consist solely of parental involvement activities?

A paraprofessional with duties that consist solely of conducting parental involvement
activities must have a secondary school diploma or its equivalent but does not have to
meet the other requirements in B-1.
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B-15. What are the requirements for persons who deal with special education students?

The requirements for persons who deal with special education students differ depending
upon the situation.

If a person working with special education students does NOT provide any instructional
support (such as a person who solely provides personal care services), the person is not
considered a paraprofessional under Title I, and the B-1 requirements do not apply.

If a person works in a Title I targeted assistance program and has instructional support
duties and is paid with Title I funds, the B-1 requirements do apply.

If a person works in a Title I school-wide program school and has instructional support
duties, the B-1 requirements apply without regard to the source of funding that supports
the position.

B-16. Do the paraprofessional requirements apply to persons paid with funds under Title
I, Part B (Student Reading Skills Improvement Grants), Part C (Education of
Migratory Children) or Part D (Programs for Children and Youth Who Are
Neglected, Delinquent, or At-Risk)?

The paraprofessional qualification requirements in B-1 do not apply to individuals paid
with funds under Title I, Part B (Student Reading Skills Improvement Grants), Part C
(Education of Migratory Children) or Part D (Programs for Children and Youth Who Are
Neglected, Delinquent, or At-Risk), unless these individuals are working in a school-wide
program school. (See item B-9 for additional information.)

B-17. Once a paraprofessional has met the requirements in B-1, is the status of being
qualified “portable”? That is, can the paraprofessional be deemed qualified in
other LEAs within a State?

A State may, at its discretion, establish a policy whereby qualified paraprofessionals can
have reciprocity in the LEAs within the State.

B-18. What does it mean to “work under the direct supervision of a teacher”?

Paraprofessionals providing instructional support must work under the direct supervision
of a teacher [sections 1119(g)(2)(G) and 1119(g)(3)(A)]. A paraprofessional works under
the direct supervision of a teacher if (1) the teacher prepares the lessons and plans the
instructional support activities the paraprofessional carries out, and evaluates the
achievement of the students with whom the paraprofessional is working, and (2) if the
paraprofessional works in close and frequent proximity with the teacher. As a result, a
program staffed entirely by paraprofessionals is not permitted.



B-19. What are the allowable duties for paraprofessionals?

Paraprofessionals may be assigned to: (1) provide one-on-one tutoring for eligible
students, if the tutoring is scheduled at a time when a student would not otherwise receive
instruction from a teacher; (2) assist in classroom management; (3) assist in computer
instruction; (4) conduct parental involvement activities, (5) provide instructional support
in a library or media center; (6) act as a translator; and (7) provide instructional support
services [section 1119(g)(2)].

B-20. Must a paraprofessional, who provides services to eligible private school students

and is employed by an LEA with Title I funds, meet the new requirements?

Yes, such a paraprofessional must meet the requirements outlined in B-1.

B-21. Must a paraprofessional, who provides services to eligible private school students

and is employed by an LEA with Title I funds, be under the direct supervision of a
public school teacher?

Yes, a paraprofessional, who provides services to eligible private school students and is
employed by an LEA, must be under the direct supervision of a public school teacher
throughout the duration of the services/program being offered [section 1120(d)(2)].
(Also see item B-18.)

C. PARAPROFESSIONAL ASSESSMENT

C-1.

C-3.

One option for meeting the new educational requirements for paraprofessionals is to
test their knowledge and ability through a formal State or local academic
assessment. What is the purpose of this assessment?

The purpose of the academic assessment is to demonstrate that Title I paraprofessionals
have the appropriate knowledge and ability to assist in instructing students and are
competent in required instructional techniques and academic content areas.

What are the academic content areas in which Title I paraprofessionals must
demonstrate the ability to assist in instructing?

Title 1 paraprofessionals must demonstrate the ability to assist in instructing in the
academic content areas of reading/language arts, writing, and mathematics; or, in reading
readiness, writing readiness, and mathematics readiness.

Does “assessment” mean a “paper and pencil test” only, or could the assessment be
a performance assessment evaluating demonstrable skills?

The law does not require a paper and pencil test. However, there must be evidence that
the assessment is valid and reliable. Also, the assessment results must be documented,
i.e., there needs to be a record of the assessment and the individual’s performance on that
assessment.
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C-4.

When must the assessment be administered for newly hired paraprofessionals?

For a paraprofessional hired after January 8, 2002, the assessment must be administered
and passed before an individual is hired to work as a Title I paraprofessional.

Will the U.S. Department of Education approve proposed State or local
paraprofessional assessments?

No. Ensuring that all paraprofessionals have the qualifications required in section 1119 is
the responsibility of each LEA, working in tandem with the State, to ensure that those
paraprofessionals who would demonstrate their competence by passing a State or local
assessment are assessed in ways that meet the requirements of that section.

Paraprofessionals may meet these requirements by:

(1) holding the minimum of an Associate’s degree;
(2) completing two years of study at an institution of higher education; or
(3) passing a State or local assessment that will demonstrate their:

a. knowledge of, and the ability to, assist in instructing, reading, writing
and mathematics, or
b. knowledge of, and the ability to, assist in instructing, reading

readiness, writing readiness, and mathematics readiness, as
appropriate [Title I, section 1119(c)(1)(C)].

Note that the State or local assessment must ensure that more than just basic skills are
being assessed. The law requires that it be a test of subject knowledge and the ability to
assist in instructing.

Each SEA may use the following guidelines in approving assessments and then
communicate this information to the LEAs:

e SEAs and LEAs have flexibility to determine the content and format of any
assessment of paraprofessionals.  For example, while an appropriate
assessment might be entirely a written test, it alternatively could be a
combination of a written test on content (reading, writing, and math) and a
demonstration of competence in instruction (assessed through observations via
a series of rubrics).

e The content of the assessment should reflect both the State academic
standards and skills expected for a child at a given school level (elementary,
middle, or high school), as well as the ability of the candidate to assist in
instructing students in the content. Clearly, the assessment should be rigorous
and objective. Furthermore, each evaluation should have a standard that the
candidate is expected to meet or exceed. These standards for evaluation must
be applied to each candidate in the same way.

57



e The results of the assessment should establish the candidate’s competence as a
paraprofessional relative to the standards in section 1119(c)(1)(C), or target
the areas where additional training and staff development may be needed to
help the candidate succeed at meeting the standard before they are hired. The
results should be documented and the LEA should retain that documentation.

Moreover, an SEA may wish to go on record establishing which assessments it has
determined meet the statutory requirements; to what extent State policies permit LEAs to
develop, select or implement their own assessments for paraprofessionals; and what
requirements, if any, the State places on any local assessment. Keeping such formal
approvals on file, along with an explanation as to how the State (or local) assessments
meet these requirements, would be one way of making sure that the State (or local)
assessments, on which LEAs rely, comply with the law. The SEA could then
communicate this information to LEAs, so that each LEA is clear as to what the options
are when it comes to assessing paraprofessionals.

C-6. What level of rigor should the paraprofessional assessment have?

The paraprofessional assessment is expected to evaluate paraprofessional candidates at a
level equivalent to the second year of college. Having skills at the level of the second
year of college is the intent of the law. [See section 1119(c) and (d).]

D. RELATED ISSUES

D-1.

D-2.

Do the paraprofessional requirements apply to people working in schools as part of
the AmeriCorps program?

The National Community Service Act states that AmeriCorps volunteers are not
considered employees of the entities where they are placed [42 U.S.C. 12511 (17B)].
Unless AmeriCorps volunteers are considered employees under State law, the
paraprofessional requirements in section 1119 (see items B-1 and B-5) do not apply.
However, even though the requirements do not apply, districts should make every effort
to ensure that AmeriCorps volunteers, who provide instructional support in a Title I
program, have the skills necessary to assist effectively in instructing reading, writing, and
mathematics or reading readiness, writing readiness, and mathematics readiness, as
appropriate.

Do the new requirements apply to volunteers?

No. Private individuals frequently volunteer to assist teachers in the classroom and
support local schools by performing a variety of tasks for limited periods of time. Since
they are not paid employees of a school district, they are not covered by the requirements
for Title I paraprofessionals in section 1119 (see items B-1 and B-5).
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D-3. Sometimes early childhood programs, such as birth-to-3 and Head Start programs, or
State-funded early childhood programs, are located in buildings housing Title I
school-wide programs. Do the paraprofessional requirements apply to
paraprofessionals working in such early childhood programs?

The paraprofessional requirements do not apply to individuals working in early childhood
programs that are physically located in a Title I school, but are not part of the school-
wide program and are not funded with Title I funds, such as a Head Start program.

However, these requirements do apply to paraprofessionals with instructional duties in
Title I-funded early childhood programs. In a targeted assistance school, this means that
paraprofessionals with instructional duties paid with Title I funds in an early childhood
program would have to meet the requirements.

In a school-wide program school, all paraprofessionals with instructional duties, working
in the early childhood program, must meet the requirements, regardless of how their
salary is funded.

D-4. Some paraprofessionals work in programs for children ranging in age from birth to
age 20 that are supported by Title I, Part A funds. Are they required to meet the Title
I requirements?

Paraprofessionals in a targeted assistance program paid for by Title I funds or
paraprofessionals with instructional duties in a school-wide school program must meet
the qualification requirements without regard to the age of the children being served. See
response above regarding early childhood services funded solely with non-Title I funds.

E. FUNDING ISSUES

E-1. What funds are available for helping paraprofessionals in Title I schools meet the new
requirements?

A number of key ESEA programs authorize funds that can be used to improve teacher
quality:

e Under section 1119 of Title I, an LEA must use not less than five percent or
more than ten percent of its Title I allocation in the school years 2002-2003
and 2003-2004 (and not less than five percent in subsequent years) for
professional development activities to ensure that teachers and
paraprofessionals meet the qualification requirements in section 1119 [section
1119(D)].

e LEAs also may use their general Title I funds “to support ongoing training
and professional development to assist teachers and paraprofessionals”
[section 1114(b)(1)(D) and section 1115(c)(1)(F) and (d)].



e Schools and LEAs, identified as needing improvement, must also reserve
funds for professional development and these funds may be used for
paraprofessionals [sections 1116(b)(3)(A)(iii) and 1116(c)(7)(A)(ii1)].

e Title III, Part A, the English Language Acquisition, Language Enhancement, and
Academic Achievement Act, authorizes LEAs to use formula grant funds for
professional development of teachers and other instructional personnel providing
instruction to students needing English language acquisition and language
enhancement [section 3111(a)(2)(A)].

e Title V, Part A, Innovative Programs, authorizes LEAs to use funds innovatively
in certain areas for teachers and other school personnel [section 5131(a)].

e Title VII, Part A, the Indian Education Program, requires a comprehensive
program for meeting the needs of Indian children that, among other things, calls
for professional development opportunities to ensure that teachers and other
school professionals have been properly trained [section 7114(b)(5)].

E-2. May an LEA use the Title II, Part A, Improving Teacher Quality State Grants funds, to
provide training for paraprofessionals?

Yes. The law allows LEAs to use these funds to provide professional development
activities “that improve the knowledge of teachers and principals, and, in appropriate
cases, paraprofessionals” concerning:

¢ One or more core academic subjects that teachers teach; or

o Effective instructional strategies, methods, and skills, and use of challenging content
and academic achievement standards and State assessments to improve teaching
practices and student academic achievement [section 2123(a)(3)(A)].

Note that, provided that an LEA maintains records of the amount of Title I and Title II, Part A funds
used for these professional development activities, and the Title I funds are used as permitted in the Title
I statute and regulations, Title I and Title II, Part A funds may be used jointly for this purpose.

In addition, Title IX, section 91(1)(34) states that professional development programs can be created that
enable paraprofessionals to obtain the education necessary to become certified and licensed teachers.
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APPENDIX D EXECUTIVE SUMMARY

THE USE OF PARAPROFESSIONALS IN CONNECTICUT’S BIRTH
TO THREE SYSTEM, PUBLIC SCHOOLS, AND PRIVATE SPECIAL
EDUCATION PROGRAMS:

A Survey
Background and Methods:

As an important segment of the workforce in Connecticut, the paraprofessional has experienced an
increasingly significant role in both early intervention and education. This was underscored by a
specific reference in both the Individuals with Disabilities Education Act (IDEA) and the recent
Reauthorization of the Elementary and Secondary Education Act (ESEA). Therefore, the Connecticut
Comprehensive System of Personnel Development (CSPD) Council, in collaboration with the State
Advisory Council on Special Education (SAC), conducted a study focusing on CT paraprofessionals.

The research design consisted of a descriptive survey. The sample unit for the research consisted of the
professional who was considered knowledgeable about the paraprofessional workforce. They were
stratified into three separate environments that employ paraprofessionals:

= Birth to Three programs,
»  Public School Special Education programs;
= Private School Special Education programs.

One hundred (100) questionnaires were returned. This yielded a participation rate of about 38%, very
satisfactory.

Findings:

Census Data

The census data on the CT paraprofessional workforce reflected wide ranges and should be used
judiciously, as preliminary planning data. A follow-up study on the paraprofessional as a sampling unit
is recommended. The census data included information on the number of paraprofessionals per site,

part-time and full-time status, their wages/salaries, the student populations served, and their educational
levels at first hire. All of the findings can be referred to in the full report.

With that caveat, these results were obtained:

»  Public schools employ the largest number of both general and special education
paraprofessionals who work full-time and part-time.

= The average hourly rate for paraprofessionals is between 310 and $12 dollars per
hour, whether they work full-time or part-time.
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=  Birth to Three programs employ paraprofessionals mostly to serve their birth to
three populations. In the public school programs, over half of all
paraprofessionals work with elementary school students. Parallel findings were
reported in the data from private school programs. Middle and secondary school
students are also served by paraprofessionals in both the private and public
school programs. There is significantly a fewer number of paraprofessionals
(10%) providing services at the preschool level. In terms of transition or post-
secondary program clientele, few public or private school paraprofessionals
serve this student population.

= The level of education for paraprofessionals is quite diverse. A few reportedly
have high school preparation, but lack a high school diploma or GED. Many
have a high school diploma or GED. Others have graduated from college, and
some even have graduate degrees or coursework under their belt.

Services Provided

There is great variation regarding the services provided in the three different environments, with more
similarities existing between the public and private school programs.

Respondents (at least 50%) Reporting Services Delivered by Paraprofessionals: Birth To Three

1. Assisting families with meeting child’s needs in daily routines
Facilitating inclusion in community-based settings
Facilitating interaction with student/child’s peers

Attending the PPT/IFSP meetings

Providing service coordination

Conducting IFSP meetings

A R e

Designing or assisting in the design of IEPs or IFSPs
8. Conducting parental involvement activities

Respondents (at least 50%) Reporting Services Delivered by Paraprofessionals: Public Schools

[

Facilitating inclusion in general education classroom
Facilitating interaction with student/child’s peers

Assisting or preparing student instructional activities
Classroom management / organizing instructional materials
Modifying or adapting classroom curriculum

Computer laboratory assistance

Library or media support

One-on-one tutoring

L ® N s WD

Speech and language assistance



10. Facilitating inclusion in community-based settings
11. Providing health-related support

12. Occupational Therapy assistance

Respondents (at least 50%) Reporting Services Delivered by Paraprofessionals: Private Schools

Assisting or preparing student instructional activities
Classroom management / organizing instructional materials
One-on-one tutoring

Facilitating interaction with student/child’s peers
Computer laboratory assistance

Modifying or adapting classroom curriculum

Providing input into assessment and evaluations

Facilitating inclusion in community-based settings

A S AR B e

Job Coaching

Supervision and Evaluation:

The primary supervisors and evaluators of the paraprofessionals vary. For Birth to Three programs, it is
the director who performs both tasks. In public schools, the supervisory responsibility is shared between
the special and general educators. However, the principal and the special educator evaluate
performance. In private programs, it is the special educator who supervises the paraprofessional, but the
principal shares in the evaluation process.

When asked if teachers generally possess the skill to direct the paraprofessional, the consensus was
positive. This perception was colored by the comment that it varied among teachers depending on their
experience, years on the job, and other factors.

The Current State of Affairs:

Respondents were asked about the status of what currently exists regarding paraprofessionals. Again,
there were differences that can be attributed to the different environments.

Over half of the respondents in each of the three environments report having:

= Written job descriptions for paraprofessionals;

= Health benefits for paraprofessionals;

= Permission and opportunities to attend off-site workshops for paraprofessionals;
= Formal performance evaluation/reviews by a supervisor.
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Over half of the respondents in the Birth to Three and private school programs report having:

* Formal orientation when paraprofessionals are hired;

* Ongoing career development (PD) for paraprofessionals after they are hired;

= A paraprofessional handbook (employee handbook);

= Inclusion of paraprofessionals on committees, task forces, or program evaluation.

Over half of the respondents in the public and private school programs report having:

= Substitutes for paraprofessionals.

Over half of the respondents in the Birth to Three programs report having:

= Attendance at PPT/IFSP meetings by paraprofessionals;
= Inclusion of paraprofessionals as a member of the team (IFSP, EIP, etc.).

Over half of the respondents in the private school programs report having:

= Reimbursement for college coursework taken by paraprofessionals;
= QOpportunities for career advancement, upward mobility.

Over half of the respondents in the public school programs report having:

= A collective bargaining unit (union) for paraprofessionals;
=  Written contracts for paraprofessionals.

Professional Development Needs:

An important question asked respondents to rate the need for professional development among their
paraprofessional workforce. There were 27 areas and each reflected a degree of need.

The highest and most pressing needs are as follows and are categorized by environment where the
paraprofessional works.

All Three Environments:

= Positive behavioral supports and implementation of behavior management plans;
= Facilitating social interactions between children and their peers;
= Teaming skills, i.e., conflict management, problem-solving, etc.

Public and Private Schools:

= Knowledge of and skills to assist in the instruction of reading / reading readiness;
=  Knowledge of and skills to assist in the instruction of writing / writing readiness;
= Knowledge of and skills to assist in the instruction math / mathematics readiness.

Public Schools:

= Curriculum modifications and instructional strategies.
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Birth to Three Paraprofessionals:

= Human development and milestones for identified age groups;
= (Cultural diversity;

= Facilitating play;

= Family support;

= (Coaching/modeling intervention strategies for families;

= Knowledge of Federal, State, and district program regulations;
= Safety precautions;

= Data collection.

Birth to Three Paraprofessionals and Private School Programs:

= Knowledge of specific disabilities;
= State mandates (abuse/neglect reporting, universal precautions, etc.);
= Communication skills.

Private School Programs:

* Time management.

In addition, the following areas were expressed as moderate needs for paraprofessionals in these
environments.

All Three Groups:

= Ethical standards of conduct (confidentiality, etc.);
= Assistive technology.

Birth to Three and Private School Paraprofessionals:

= Supporting independence and self-advocacy in children and families.

Public School Paraprofessionals:

= Roles and responsibilities of paraprofessionals.

Birth to Three Paraprofessionals:

= Supporting students in community-based or extracurricular activities;
= Selecting appropriate materials and equipment;

= [FSP process;

= Preparing and implementing transition activities.
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Summary:

The importance of the paraprofessional in Connecticut educational environments cannot be understated.
They provide many services in Birth to Three and public and private special education programs, as
documented by the survey findings.

Previously, not much was known about this important segment of the workforce - how many were
employed part-time and full-time, the wage and salary scales, the educational background, the processes
of supervision and evaluation, their employment status, and their professional development needs.
Some of these data have been uncovered in this research study. Substantial information on the
paraprofessionals’ work environments, their professional development needs, and their valuable
contribution in service delivery have been quantified by hard data. Softer data were produced on the
demographic or census side. A follow-up strategy may consider an actual census of the
paraprofessionals. In the meantime, the need for professional development is firmly established. The
investment in the training of this key workforce participant will benefit schools, the classroom teacher
and the students themselves.

Respectfully submitted:
Susan Carroll, Ph.D.
David Carroll, M.S.W.
July 16, 2002
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APPENDIX D

THE USE OF PARAPROFESSIONALS IN CONNECTICUT’S BIRTH

TO THREE SYSTEM, PUBLIC SCHOOLS, AND PRIVATE SPECIAL
EDUCATION PROGRAMS:

A Survey

1. Please estimate the number of staff in the following positions in your program, private school, or
school district.

Birth to Three Providers:

TITLES Number - Full-time, Hours Number - Part-time, Hours
FULL-TIME per Week (est.) PART-TIME per Week (est.)
Early Intervention
Assistants
Early Intervention
Associates

Public Schools or Private Schools:

TITLES Number - Full-time, Hours Number - Part-time, Hours
FULL-TIME per Week (est.) PART-TIME per Week (est.)
Special Education
Paraprofessionals

General Education
Paraprofessionals

2. Please estimate the typical salary/wage range for each of the positions below.

Birth to Three Providers:

Positions Full-time Full-time Part-time Part-time
Salary Hourly Rate Salary Hourly Rate

Early Intervention
Assistants

Early Intervention
Associates

Public Schools or Private Schools:

Positions Full-time Full-time Part-time Part-time
Salary Hourly Rate Salary Hourly Rate
Special Education
Paraprofessionals

General Education
Paraprofessionals




NOTE: For the remainder of this survey, the term paraprofessional refers to school-based paraprofessionals, aides, tutors, paraeducators,
and Birth to Three System Early Intervention Assistants and Associates.

As of April 25, 2002, please estimate the number of paraprofessionals at each level.

____ Birth to Three (if different from the total number listed in Item #1)
__ Preschool

__ Elementary

_Middle /Jr. High

_ Secondary

Transition / Post-Secondary

3. For each level of education, please estimate the number of paraprofessionals at that education level.

Level of Education of Paraprofessionals at Hire Number

1. Some high school, but no diploma or GED
High school diploma or GED

Coursework from community college or trade school

Associate’s degree or two years of study

Bachelor’s degree

Al Il Bl Bl B

Post 4-year college, graduate or certificate courses

Comments on the above:

4. Please check all service areas that paraprofessionals currently provide to you.

___Classroom management / organizing instructional materials ___Modifying or adapting classroom curriculum
___Assisting or preparing student instructional activities ___ Translating or interpreting

_ Designing or assisting in the design of IEPs or IFSPs __ Providing service coordination

___Attending the PPT / IFSP meetings __Job coaching

___ Conducting IFSP meeting ___Providing input into assessment and evaluations
_ Conducting parental involvement activities _ Providing health-related support
___Facilitating interaction with student / child’s peers __ Speech and language assistance

__ Computer laboratory assistance ___One-on-one tutoring

___Library or media support __ Occupational Therapy assistance

__ Assisting families with meeting child’s needs in daily routines __ Physical Therapy assistance

___Facilitating inclusion in community-based settings __ Facilitating inclusion in general education classroom
___ Other (Please specify.)
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5. Who is the paraprofessional’s immediate supervisor (the person the paraprofessional reports to
on a daily basis)? Check all that apply. Please leave blank if you are unsure.

__ General Educator

__ Special Educator

__Birth to Three Program Director

_Service Coordinator

___ Director of Special Education / Pupil Personnel
__ Title I, ELL or ESL Teacher

__ Principal or Assistant Principal

_ Licensed Related Services Personnel (Nurse, Psychologist, SLP, PT, OT, etc.)

Other (Please specify.):

6. Who is responsible for evaluating the job performance of paraprofessionals in your program or
district? Check all that apply. Please leave blank if you are unsure.

_ General Educator

_ Special Educator

___ Birth to Three Program Director

___Service Coordinator

__Director of Special Education / Pupil Personnel

__ Title I, ELL or ESL Teacher

__ Principal or Assistant Principal

__Licensed Related Services Personnel (Nurse, Psychologist, SLP, PT, OT, etc.)

Other (Please specify.):

If possible, please attach a copy of the evaluation tool presently used to evaluate paraprofessionals.
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7. Please indicate whether each of the following is present in your program or district.

Comment below, if necessary.

Yes

To Some
Degree

No

Written job descriptions for paraprofessionals

Attendance at PPT / IFSP meetings by paraprofessionals

Reimbursement for college coursework taken by paraprofessionals

Mentoring 1" year paraprofessionals

Difficulty recruiting qualified paraprofessionals

Formal orientation when paraprofessionals are hired

Ongoing career development (PD) for paraprofessionals after they are hired

Inclusion of paraprofessionals as a member of the team (IFSP, EIP, etc.)

High turnover / low retention rate of paraprofessionals

10.

Health benefits for paraprofessionals

11.

Permission and opportunities to attend off-site workshops designed for
paraprofessionals

12.

Formal performance evaluation / reviews by a supervisor

13.

Opportunities for career advancement, upward mobility

14.

A paraprofessional handbook (employee handbook)

15.

A collective bargaining unit (union) for paraprofessionals

16.

Substitutes for paraprofessionals

17.

Inclusion of paraprofessionals on committees, task forces, or program evaluation

activities

18.

Written contracts for paraprofessionals

Comments on the above:
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8. Please rate the need for current professional development for paraprofessionals in the

following content areas.

(Circle a rating.)

. Extreme High Moderate Low No
Content and Skill Areas Need Need el | o o
1.  Knowledge of and skills to assist in the instruction of reading / 5 4 3 2 1
reading readiness
2. Knowledge of and skills to assist in the instruction of writing / 5 4 3 2 1
writing readiness
3. Knowledge of and skills to assist in the instruction mathematics / 5 4 3 2 1
mathematics readiness
4.  Roles and responsibilities of paraprofessionals 5 4 3 2 1
5. Human development and milestones for identified age groups 5 4 3 2 1
6.  Ethical standards of conduct (confidentiality, etc.) 5 4 3 2 1
7. Supporting independence and self-advocacy in children and families 5 4 3 2 1
8. Positive behavioral supports and implementation of behavior 5 4 3 2 1
management plans
9.  Facilitating social interactions between children and their peers 5 4 3 2 1
10. Curriculum modifications and instructional strategies 5 4 3 2 1
11. Supporting students in community-based or extracurricular 5 4 3 2 1
activities
12. Knowledge of specific disabilities 5 4 3 2 1
13. Cultural diversity 5 4 3 2 1
14. Facilitating play 5 4 3 2 1
15. Family support 5 4 3 2 1
16. Coaching / modeling intervention strategies for families 5 4 3 2 1
17. Selecting appropriate materials and equipment 5 4 3 2 1
18. Knowledge of Federal, State, and district program regulations 5 4 3 2 1
19. State mandates (abuse/neglect reporting, universal precautions, etc.) 5 4 3 2 1
20. Safety precautions 5 4 3 2 1
21. Data collection 5 4 3 2 1
22. IFSP process 5 4 3 2 1
23. Preparing and implementing transition activities 5 4 3 2 1
24. Assistive technology 5 4 3 2 1
25. Communication skills 5 4 3 2 1
26. Teaming skills (conflict management, problem-solving, etc.) 5 4 3 2 1
27. Time management 5 4 3 2 1

Comments on the above:
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9. To what degree are teachers / related services personnel / Birth to Three providers skillful in
directing and supervising the tasks of a paraprofessional?

Very Moderately Somewhat Not Very Not At All

Comments on the above:

10. What RESC (regional education service center) is your program/school district nearest to?

_ACES CES _ CREC _ EASTCONN __Education Connection =~ LEARN

11. Which Connecticut community-technical college is your program/school district nearest to?

__Asnuntuck _ Capital __ Gateway __Housatonic =~ Manchester ~_ Middlesex
_ Naugatuck _ Northwestern =~ Norwalk _ Quinebaug ~_ Three Rivers _ Tunxis

12. Please add comments or suggestions related to any areas covered in this survey.

Name of Person Completing Survey:

District or Birth to Three Program Name:

Position/Title:

Phone Number:

Thank you for helping the CT CSPD Council and State Advisory Council to collect this important information.

If you have any questions about this questionnaire, do not hesitate to contact
Words & Numbers Research, Inc. at (860) 489-5639, or email wordsnum@snet.net.
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APPENDIX F

JOB COACH COMPETENCIES FOR
PARAPROFESSIONALS IN SCHOOL SYSTEMS

Students with disabilities who receive training and support at a variety of job sites during high
school are better prepared for a successful transition to the working world. The job coach is the
key person who is responsible for knowing the student, and the supports and modifications needed
to be successful in the workplace. The job coach must create a safe environment in which the
student can explore and learn work, interpersonal and self-advocacy skills.

The job coach represents the school and serves as the liaison between the employment site, the
school, the student and parents. A diverse but critical array of competnecies is required of the job
coach, including good judgment and the ability to maintain professional behavior at all times.

Job coaches will demonstrate the knowledge to acomplish the following:

1) Ability to work effectively and maintain relationships with families, students, school personnel and
employers and co-workers:

a) Gathers and maintains data about the performance and behavior of individual students and
confer with special and general education teachers about student schedules, instructional goals,
progress and performance;

b) Participates as a member of the team responsible for transition planning and vocational
assessment for individual students;

c) Provides relevant employmnet information for inclusion in each student’s vocational portfolio;

d) Consults with teachers or vocational coordinators to assist with the design of individualized
transition and supported employmnet or other vocational training programs;

e) Demonstrates an understanding regarding the roles and responsibilities of professional and
paraprofessional personnel;

f) Communicates effectively with employers and co-workers to ensure students are integrated and
accepted into the work environment;

g) Familiarizes employers and co-workers with the special needs of students and models
appropriate interactions; and

h) Identifies cultural norms of the workplace.

2) Knowledge of the professional, ethical and legal standards of conduct in relationships with students,
parents, school personnel, adult service providers, employers and co-workers:
a) Has knowledge of the legal and human rights of students with disabilities and their families;

b) Is sensitive to the diversity in cultural heritage, lifestyles, and value systems among students and
families they serve;

c) Demonstrates the ability to practice the ethical and professional standards of conduct established
by the local school district where they work;

d) Understands the value of serving students in integrated settings; and
e) Maintains professional appearnace and attitude.
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3)

Skills necessary to assist in the assessment, planning, provision, and evaluation of instruction in the

cognitive and affective domains:

4)

5)

a) Communicates with colleagues, follows instructions and uses problem-solving and other skills
that will enable them to work as effective members of an instructional team;

b) Motivates and assists students to build self-esteeem and develop interpersonal skills that will
help avoid isolation in the workplace;

c) Demonstrates the ability to use computers, assistive technology, and adaptive equipment that
will enable students to participate more fully in school and at the workplace;

d) Demonstrates the ability to participate in pre-employment, vocational, or transition training in
classrooms or at the workplace;

e) Analyzes job requirements, sequences daily tasks, observes and records data, and provides
training at job sites using appropriate instructional interventions;

f) Encourages student participation in decision-maiking/self-advocaacy regarding future career plans;

g) Observes, understands, and monitors the student’s preferred learning style, work skills and
tolerances, and preferred modes of communication;

h) Identifies needed environmental or job modifications for the student to succeed in the workplace;

1) Utilizes appropriate instructional techniques, including reinforcement, cueing, prompting,
modeling and fading;

J) Assists in on-site observations to evaluate job performance;

k) Records progress in a consistent manner and shares informaiton with appropriate supervisory
personnel; and

1) Assists students to learn good work habits and performs jobs as specified.

Recognizes and maintains a safe and healthy environment at the workplace:

a) Follows health, safety and emergency procedures developed by the local school district and the
workplace; and

b) Ensures students understand and abide by the health, safety and emergency procedures
developed by the local school district and the workplace.

Demonstrates the skills in communication, conflict resolution and negotiation that facilitates a

positive and effective work environment:

a) Assists students in strengthening their skills to become more independent by monitoring and
supporting positive behavior at the workplace;

b) Describes behavior in measurable and observable terms;

c) Recognizes environmental factors that may precipitate behaviors and intervenes with appropriate
behavior management techniques;

d) Develops strategies to support students to acquire positive social behaviors and work habits;
e) Identifies strategies that may eliminate interfering behaviors; and
f) Motivates students to work in a productive and competitive manner.

Adated from Supported Employment Competencies for Direct Service Staff (APSE), May 2002
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APPENDIX G

SAMPLE JOB DESCRIPTION

The job description is useful in clarifying the roles of the paraprofessional and can serve as a
reference point in conducting an evaluation of paraprofessional performance. The job description
should specifically delineate the paraprofessional's duties in writing and may change from time to
time, depending on the needs of students and staff. Often included are the duties that
paraprofessionals are to perform and the duties that paraprofessionals are not to perform, as dictated
by school district policy, ethical and legal constraints, and school protocol. Administrative
concerns, such as working conditions, supervision, and evaluation procedures, may also appear in a
written job description. Job descriptions will vary depending on the needs of staff and students and
the duties expected to be performed by a paraprofessional.

Sample Job Description:

Job Description for Paraprofessional, Lincoln Public Schools

Position / Title: Paraprofessional
Department: Variable
Assignment: General Instruction
Assignment Length: 180 days

Essential Functions:

Note: This is a generalized job description. Specific duties and responsibilities vary, depending on
the assigned department or school. Applicants should be made aware of the specific functions of
the position prior to employment.

Frequent:
+ Performs office duties such as attendance reports, typing, filing, and
handling routine interruptions such as notes, messages and deliveries.
+ Performs routine supervisory duties such as lunchroom, playground, halls
and classroom.
+ Types, draws, writes and duplicates instructional materials.
+ Researches and assembles materials to be used in a particular unit
(per instructions from the respective teacher).
+ Prepares bulletin boards, graphs and charts.
+ Reserves films.
+ Checks papers, workbooks, homework and tests
(if object answers have been supplied by the teachers).
Helps in the care of the classroom.
Writes plans on chalkboard, overhead projector.
Reads to students; listens to students read.
Helps students with make-up work.
Assists in individual or group activities, games, flash cards, etc.
Assists students in interpreting and following directions of the teachers.
Drills to reinforce any skill the teacher has taught.
Alerts teacher to needs of students.
Assists teacher in checking progress of individualized study projects.

* 6 6 6 6 6 0+ 0+ o
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Occasional:
« Fills out attendance cards and cumulative records.
« Checks emergency sheets, class lists, etc.
+ Collects moneys for books, lab fees, etc.
« Assists with inventory of supplies and equipment.
+ Assists with field trips.
+ Contacts community resource people.
+ Makes educational games and aids.
« Assists when emergencies arise.
+ Performs any other delegated non-instructional responsibility assigned by
teacher or administrator.

Requirements:
a) High school diploma or equivalent. Good work attendance record.
b) Ability to follow teacher direction and written plans.
c) Ability to maintain student confidentiality.
d) Appropriate communication skills.
e) Ability to work in a team setting.
f) Ability to work with and meet individual needs of children as directed by
teachers and other professional staff.
g) Ability to work or learn to work various office machines.
h) For paraprofessionals hired in Title I position, see requirements on page 9.

Reports to (Evaluator): Building Administrator
Receives Guidance from (Supervisor):  Teacher, Building Administrator
Full Time / Part Time: Full Time, Part Time

D.O.T. No.: 249.367.074 Elementary

099.327.010 Secondary

Physical Requirements:
Standing - Frequent
Walking - Frequent
Sitting - Occasional
Bending / Stooping - Occasional
Reaching / Pulling - Occasional
Climbing - Never
Driving - Occasional
Lifting 40 1b. Maximum® - Occasional
Carrying 25 ft. - Occasional
Manual Dexterity Tasks - Frequent
Specify: *AV Equipment, TV / VCR, Recorders, Telephone, Typewriter / Word Processor,
Copier.

Other Requirements:

Effective oral and written communication skills.
Skills in human relations, leadership, and conflict management.
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Working Conditions:
a. Both inside and outside.
b. Climatic environment: Most district classrooms and other work areas are not
air-conditioned and are subject to extremes of temperature and humidity.
c. Hazards: Stairs, dust, drafts, communicable diseases, and others, depending on
assignment.

*Range of Possible Duties:
Job duties may vary depending on assignment. Individuals may be re-assigned,
as necessary.

Job duties may include:

a. self-care activities;

b. behavior management;

c. supervision of children outdoors and on transportation;
d. lifting of individuals.

* Modified by Task Force
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APPENDIX H

ROLES OF PROGRAM AND BUILDING
ADMINISTRATORS IN THE MANAGEMENT OF
PARAEDUCATORS

e Ensure that teachers and paraeducators understand the distinctions in their roles
and are aware of school and district policies.

e Inform parents about the roles of paraeducators in implementing their child’s
program.

e Involve teachers in the selection of paraeducators.

e Schedule opportunities for teachers and paraeducators to meet regularly for
on-the-job training and planning.

e Provide support that will help team members to resolve interpersonal or other
problems that may occur in classrooms or other learning environments.

e Ensure that paraeducators are appropriately prepared to carry out assigned tasks.
e Provide clear guidelines for the supervision of paraeducators.

e Provide leadership in the evaluation and systematic improvement of teacher
supervision and monitoring of paraeducators.

e Develop, in collaboration with teachers, performance indicators and instruments
for assessing the performance of paraeducators and guidelines for involving
teachers in annual performance reviews of paraeducators.

e Assess emerging training needs for teachers and paraeducators as educational
program team members.

e Provide teachers and paraeducators with information about career development
opportunities and support services available through district or institutions of
higher education.

Note: Adapted from Guide for Effective Paraeducator Practices in lowa, by lowa Department of Education,
Division of Early Childhood, Elementary and Secondary Education, 1998, Des Moines, IA: Author; and
Using Paraeducators Effectively in the Classroom [Fastback 358], by A.L. Pickett, S.F. Vasa, and A.L.
Steckelberg, 1993, Bloomington, IN: Phi Delta Kappa Educational Foundation.

82



€8 (6661) [9POIA S[euolssojoidered J0J I9JU9)) 90IN0SIY [BUOTIEBN

‘swed) uoneyuowddwr weirdoid pue Suruueld weidoid 0Ao9Jo
urejurew pue pring jey) sonbruyod) Surjew-uoIsIoap pue ‘GUIA[0S-wd[qoid ‘QANOBINUI JO SSQUIIBMY  °Q

"Sured)
Suruueld weidoid ur ojedronred 03 sjeuorssojordered anmbax Aew jeyy sarorjod Aoud3e / 10LISIp JO SsouAIBMY T/

‘swed) uoneyuawo[dwr
wea3oid ur sjeuorssojordered Sursiazadns 10J s1opraoad / s1oyoed) Jo sanifiqisuodsal ay3 Jo Jurpueisidpun ‘9

‘steuorssajordered jo uoneredald pue ‘uorsiarddns ‘saniiqisuodsar pue sojo1 ‘yuowAo[duwd a3 ddoudnyuI
1ey) soonoead pue sarorjod Aoud3e / 10L1SIP pue SUOIR[NSAI PUB SMEB] 9)B)S PUE [BIIPI, JO SSQUAIBMY  °G

"SOOIAIOS PUB sOOULIdAXI SuruIed|
pazienpIAIpur Jo AJ[Iqe[IRAR 9} SUISBAIOUI 0) dew s[euolssajordered jey) suonnqriuod Ay} Jo SSAUAIBRMY

‘sjeuorssojordered pue siopraoid / S19yoed) Jo sanI[IqIsuodsal pue sO[0I Y} Ul SUOIOUISIP JO SUIpUR)SIOPU €

‘steuorssajordered jo uoneredard pue ‘uonen[ead ‘uorsiazRdns JudwdFeue
JuawAo[dwd 9y ur SI[0I JOJRNSIUIWUPE PUE JOPIACId / JOYOBI) UI SUOIIOUNSIP Ay} JO SUIPUBISIdPU() T

"SOOIAIAS JO AIQAT[OP oy ul yoeoidde wed) e Jo anjea yj Jo Surpuesiopun |
:uR IpNuUI SAUIRAdwod IZpImouy] ‘I

:sa10u212d10)) J]1YS PUY 23PI]NOUY SUIMO]]O] dY [ IDAISUOUD(] SAIPINOA] / SA2YIDI ]
‘sreuorssajoidered asiaradng o] puy swed ] uonejudwddw] weidord JO SIOPLIT SY QAIS O

‘1 QAVANVLS
SHIONHALAdINOD AJOSIAYAdNS HHAIAOUd / HHHOVAL HOAd SAAVANV LS

I XIANHAddV



) (6661) [°POIA S[euOISsojoldered J0} J9JU0)) 90INOSIY [BUOHIEN

‘s1euorssajordered 03 Suniojuow pue urures) qol-oyj-uo d1ew)sAs apraoid 0y LIqy

e

‘sTeuorssajordered
Jo spaau juswrdo[aaap Jeuolissojoid pue syiduans ay) IN0qe UOIIBULIOJUT JUBAJ[SI )M SIOJRISIUIIPE
Kouage / sjedrourid opraoid 03 pue sjeuoissojordered Jo souewioyrad Aep-03-Aep oY) Jojuowr 03 AN[IQY “§

‘sTe03 JouIed] JO Judwdo[oAdp
oy} Ul ‘Sar[Iuej JuIpnjoul ‘sI9qUISUI Wed) JYI0 JO SI[01 oY) Sk [[om se ‘sarorjod Aouage / 101msip Aq paamnbai ji
‘swred) Suruueld weadoid Jo sroquidw sk $9]01 J19Y) Jnoqe sjeuorssajoidered yim uonewIojur aeys 03 AN[IQY ‘€

‘JuowugIsse
ue 1o A11ed 0) suonedlyIjenb 1oy uo paseq sjeuoissajordered 0y sysey aje3oop Arerrdordde oy AiIqy ¢

‘sdnoi3 pue s[enpiaipur 10j soAndd[qo
Surured] pue sjuowdanbax weadoid uo paseq sjeuorssojordered 10y sjuowugisse y1om uefd 03 AIqQy |

:ug Ipnpul sIUIRdwod NS II

:§a10Ua12d1o)) JJ1YS pUy 23pa|MOUY SUINO]O] Y[ dIDAISUOUD(] SAIPINOA] / SA2YIDI ]
‘sjeuorssojoidered asiaradng o] puy swed ] uonejudswd[dw] weidold JO SIOped] SY 9AIS O,

:(panunuo)) 1 QYIVANV.LS



8

(6661) [9POJA STeuolssajoidere 10J I9JUI)) J0INOSIY [RUOIIBN

‘[ouuosiad Koudde / [ooyos
pUR ‘SAI[IWE] ‘YINOA PUB UIP[IYD JO SUONNQLIUOD PUB ‘SIYSLI ‘SMIIA [} J0J 109dSaI 9JeIISUOWAP TR} S[[IYS [dpow 03 AN[IqY

'$90UQLIdAXA Furuaed S,pIyd JIdY} Ul sarrwe) 93e3ud jey) saniAnde ul sjeuolssajordered aajoaur A[djenndordde 03 Aiqy

‘JJB1S pue YINOoA ‘udIp[Iyd Jo Jurdq-[[om pue ‘yiedy ‘A1ojes
o 309101d puE SJUSWUOIIAUD PAINUID-IOUILI] dAnIoddns urejurewr 03 d[oy jeys sanianoe euorssojordered uerd oy Liqy

‘JJeIS PUB ‘YINOA ‘UdIP[IYD JO SUIIQ-[[oM PUB ‘UI[eIY ‘AJ9Jes U} 2Insud jey}
sampadsoid pue sarorjod [800] pue ‘1e)S ‘[eIdpa Inoqe sjeuorssajordered YIm UONBULIOJUT 90I0JUII JO/PUR dIRYS 0} AN[IqY

:ue IpNIUI $AUIPIdwWd IS

*SQ0URLIdAXA SuruIed] S,PIIYd 1Y} Ul sAI[rwe) Surge3ud Jo/pue ‘ddueulIo}dd ouIed Jnoqe
SoI[TWe) YIIm uorewIojul Surreys 1oy sanijiqisuodsal [euorssaojoidered pue 10p1aoid / 10UyoB9) UL SUONOUIISIP JO SSQUOIBMY

"SQOURLIdAXS FUTUIBA[ S,P[IYD 1Y} JO S103dse [[€ ur sarjIue] SUIAJOAUL JOJ SIAIFAIBIS ATIIIYJO JO SSOUAIBMY

"asnqge pIyod [ed130]0YydAsd pue ‘[enxas
‘TearsAyd pajoadsns Suntodar 10y sampadord pue sa1o1]0d JUSWUIIAOS [BI0] / d)e)S JO/PUk AOUIFE / JOLIISIP JO SSQUAIBMY

"SJUSWIUOIIAUD PAIJUID
-1oured] ‘9Antoddns ur oA pue udIp[IYO SUIAIdS 03 dew s[euorssajordered jey; suonnqruod Ay} Jo SuIpueISIOPUN

TUe IpNIUI SAUIAWo IZpIjMouyy

:SII1YS puy 23pajmouy Suimojjo.] dY ] dIDLISUOU(] SAdPIA0L] / SI1dYODI ]
‘syuowruosiauy oAnIoddng ‘parjua)-19ured] 0, AnqIuo)) sjeuolssojoidered jey ], dInsuyg o,

-C MAVANVLS

11

1



%8 (6661) [9POIA S[euoIssojoidered J0J I9JU9)) 90IN0SIY [BUOTIEN

‘Surures| ojoword 0} SJUSWUOIIAUD
Surziue31o pue saduaLddxd Furured| pazijenpiarpul Jo Suruue[d ay3 ur sjeuorssajordered aajoaur A[djenrdordde 0y Afiqy |

:ue pnpuI sAUIPRAwWd NS °II

"SJUSWUOIIAUD pue S9OUdLIddxd Surured] Surziue3io pue Juruue[d 01 9INQLIUOI AW SPIJU [BIOAAS IOYI0 0 SINI[IGESIP
JARY UAIP[IYD ASOYM SIIIWE] JO SIOUBISWNIIID PUB SPAAU A} Yum Ajurerrwne; [euorssajoidered moy jo Jurpue)siopun ¢

"SJUSWIUOIIAUD pue S9OULIddxd Surured Suiziuesio pue Suruue[d 03 9nqLIIUOD Aew sa3e)LIdY AjLIOUTU
o3en3ue[ pue OIUYIR ‘[RINND ISIDAIP WOIJ WO oyMm s[euorssajordered Jo sooudrradxa 91 Yy Moy JO SUIpuL)SIOPU 7

"SwASAs A3o1ouyo9) pue ‘yudwdinba ‘syerdew jeridordde Surkynuspt pue ‘sfenprAIpul 10y SONIANOE SUTUIRI]
SurAjrpow ‘spaou Suruaed| Sursougelp ur so[ou [euolssajordered pue 1op1aoid / 19O} UI SUONOUNSIP AY) JO SUIPURISIdPU ]

:ue Ipnpul SINUINIdwod Igpajmouy] |

SIS puy 23pajMouy SUIMO]]O] dY ] dIDAISUOU(T SAIPIAOAJ / SAdYIDI ]
‘sooudrnadxy Surured| Suiziue3i puy Suruue[d YA\ Sunsissy uj sjeuorssojoidered aajoau] Arendoiddy o,

‘€ MAVANVLS



L8
(6661) [9POIN S[euoIssojoidered J0J I0JUQ)) 90IN0SIY [BUOTIBN

“1op1aoad
/ 19yoed) o) AQ padooAdp 10 PA3a9[as A30[ouydd) dAnsIsse pue Juawdinba aandepe ‘sjerrojew ‘spoyiow asn 03 pue Jdpraoxd
/ Ioy0ed) oy £q padooaap sueld Surured] moqjoj 03 sjeuorssajordered aredard 03 Sururen qol-oy3-uo apraoid 03 AIqy

ok
pUB UIP[IYD [ENPIAIPUI 10J SIAIIIA[QO SUIUIRI| PUB SONSLIdIIBIRYD JNOQe s[euolssajordered yiim uonewojur a1eys oy AIIqQy |

Jue apnpul wumoﬂowoﬁaco s °II

“YINOA PUB UAIP[IYD [ENPIAIPUI JO SPAAU I} JOdWI
0} paxmbai axe jey} sA130[0UYI} 2ANSIsse pue Judwdinbo aandepe ‘s[errojewn ‘sar3ajens SurlIed] SNOLIBA JO SSOUAIBMY €

*$9oua19)21d / $9[41s Suruaed) noy) 3oeduwr yinok
PUB UIP[IYD JO SONSLIAORILYD IO PUR ‘S[AAJ] [eIudwdo[oAdp / AJ[Iqe ‘SaZeIIdy [BIN}[ND JUIIIP MOY JO Surpueisiopu) g

'$s9001d Surured| oY) Sunerroey
ur sanrqisuodsar pue sojox jeuorssojordered pue 10p1a0d / JOYOBI) UI SINLIB[IWIS PUB SOOUIIJIJIP JO SUIPULISIOPU) |

Tue IpnpuI SAUIIdwod IgpImouy] ‘I

:SII1YS puy 23pajmouy Suimojjos] dY ] dIDLISUOUI(] SAIPIAOA] / SI1dYIDI ]
‘soouorradxy Surured| uf sjeuorssajordered aAjoAu] A[rerrdorddy o,

‘v QAVANVLS



38 (6661) [9POIA S[euolssajordere J0J I9JUD)) I0INOSIY [RUOIIBN

‘saInpaooad
pue sardrjod Aoudde /JOLISIP U0 PAseq SANIANIE Surdody-proddl yiim Isisse 0} sjeuorssojordered aredard 03 AIqy “¢

"SPaau pue sYI3uI)S JOUILI[ INOJE UOHIBUWLIOUI JUBAJ[AI dIBYS A[9A1}03[qO
0} pue S[00) JUSWSSISSE ([euLIojur) [euonouny asn o} sjeuolssajordered oredard oy Sururen qol-oys-uo opraoid 03 AIqy ¢

"3se) oY) IO A1red o) suonesyyifenb s,jeuorssojordered ay) pue ‘sis9) oy Funonpuod 10y [090301d ) ‘sarorjod Aouae
/ IOLISIP / 91B)S UO PAskeq $1SI) JUIWDAIYIE Pazipiepue)s SuLrdjsiurupe ur sjeuorssajordered aajoaur A[rendordde 0y Kjiqy |

:uR IpnpuI SAUIPRAwWod NS “II
"Sp10931 1ouaed] [[e Sururejurewt pue Surredard 103 sampaosoxd pue sarorjod Aoua3e / J011SIP JO SSAUAIBMY €

"YINOA pue UIP[IYD [BNPIAIPUI JO SJUSUWIIASIYOL pue
douewLI0}1dd 9y} uo J10dax pue uonewIojul JAYIes A[9A1303[qo 03 s[euoissajordered Aq paisnbar s[[s a3 Jo Surpueisidpun ‘7

"$59001d JuoWISSAsSE Ay} Ul SANI[IqISU0dSaI pue S9[01
[euoissojoidered pue ‘sjeuorssajoird Loudde / JOLISIP PASUIDI] JOYI0 IIPIA0Id / 19yJed) Suowe SUOnIUNSIP AY) JO SSAUABMY |

‘ue IpnpuI SAUIRdwo IZpImMouy] ‘T

:SII1YS puy 23pajmouy Suimojjo.] Y ] dIDLISUOUD(] SAdPIAOL] / S4dYODI |
‘UPNo A puy UAIP[IYD JO SPAIN Surured| puy syiSuang oy ] Suissassy uj sjeuoissajoidered aajoau] Aoeudorddy o,

S MAVANVLS



(6661) [°POIA S[euOISSsojoIdered J0} J9JU0)) 90INOSAY [BUOHEN
68

‘uorsiazodns [euorssojordered orordwir 03 S[[IS UMO S,9U0 9jEN[RAD 0} AN[IQY '€

‘(senIIqe pue ‘s9[A)s Surured] ‘OInjonis
ATrurey A3Ioruylo ‘ormynd ur AJISIQAIP 03 APADISUIS FUIBISUOWAP PUB ‘SAI[IWER] PUB YINOA ‘UIP[IYD JO sy3u Sundadsax
‘Krenuapiyuod Jururejurew “o°1) sjeuolssajoidered 10§ 1onpuood [eOIYI0 pue [euoIssajold Jo spiepue)s [opowt 0) AN[IQY T

‘Kous3e
/101SIp / 91818 Ay} 10/pue dur(diosip a1oy Sunuasardar uoneziuedio [euorssdjord ay) Aq paysiqelsd sjeuorssojordered
Jo uoneredord pue ‘quowssosse ‘uoIsIAIadns oY) 10 30NPUOD [BIIYID Pue [eUOIsSajoid JO SpIepue)s Mo[[oJ 0} AN[Iqy |

Jue opnpul WQMQGQHQQEGQ s °II

‘sTeuorssajosdered jo
SIS Arostazadns pue diysioped] wedy daoxdwr 03 Judwdo[oAdp [euorssajord 103 sonrunizoddo pue s90IN0saT JO SSAUAIBMY €

‘sjeuorssojordered
Jo uoneredaid pue ‘quowssasse ‘voISIAIdANS ‘UONDI[AS Y} J0J Aoud3e / djel§ dy) Jo/pue durfdrosip 1Y) Sunuasardar
uoneziuesio [euolssajord oyl Aq PAYSI[qeIsd 10npuod JO sprepue)s [euoIssajoid pue [eo1y3d Ay} Jo SuIpue)sIopun ‘g

"s)y311 asay3 Sunodjoxd pue Junoadsar 103 Jers Aoudde / JOLISIP
[1e Jo Aiqisuodsal oy} pue SaI[Iwe) Iy} PUe YINOA pue udIp(Iyd [[& JO SIYSILI [839] PUR IAID ‘UBLUNTY O} JO SSQUAIBMY |

:ue Ipnpul S9NUINIduwod IGpajmouy] |

:SII1YS puy 23pajmouy Suimojjo.] dY ] dIDLISUOUD(] SA2PIAOL] / S4dYODI ]
QN 21y s[euoissojordered JO uolsiaIdng Y YIA\ PAIOAUUO)) SPIEPUR)S [EOIY}H PUY [BUOISSIJOIJ Jey ] dInSuyg O]

9 MAVANVLS



APPENDIX J

DANBURY PUBLIC SCHOOLS

PARAPROFESSIONAL - ASSISTANT TEACHER - ONE-TO-ONE TUTOR
PERFORMANCE EVALUATION

Employee Name: Date:

Activity or Tasks {s |[E |pD Ju |NO |

Taking Responsibility
Accepts and responsibly acts on directives from supervisor
Demonstrates support for district's mission, values and goals
[nvolves appropriate people in decision-making process
Completes all assignments in a timely manner

Attendance

Comment

Flexibility
Takes positive approach when adapting to change T T 1 1
Adjusts to changing work demands while maintaining the
continuity of ongaing work

Maintains composure under stress and adversity

Comment

Teamwork

Keeps supervisor informed of issues affecting classroom mgmt. T 1T 1 | |
Works to resolve conflict situations through negotiation and

consensus building | I | | | |

Comment
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Activity or Tasks
Communication
Practices listening, questioning and clarifying skills
Willingly discusses day-to-day issues with supervisor
Accepts constructive guidance to aide in self improvement
and goal achievement
Uses the most effective means of communication for each
given situation

Comment

S [E [0 [u [NO |

Diversity

Treats co-workers and students with dignity and respect
Works to value contributions of other employees

Demonstrates a commitment to a climate of openness, trust
and acceptance

Comment

LI 1 [T 1

Innovation and Creativity
Seeks new, more effective and efficient ways of improving
assignments and activities

S=Superlative performance
E=Effective [Does what is expected]
D=Developmental [Needs improvement]

U=Unsatisfactory

NO=Not Observed
Comment

Employee Signature

Date

Supervisor Signature

Date

Sep-99
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MIDDLETOWN PUBLIC SCHOOLS
PARAPROFESSIONAL
ANNUAL REVIEW FORM

Name: Date: School:
Current Assignment (i.e., Preschool, Resource Room):

Directions: Administrator shall complete this review form and meet with the employee to discuss the content. This form shall be used as a
constructive guideline.

1.0 Relationships with students Above Satisfactory Needs Not
Satisfactory Improvement  Applicable

Deals positively with students
Displays patience with students

1.3 Communicates effectively with
students _ _ _ _
1.4 Supports the student’s behavior

intervention plan

Comments:
2.0 Relationship with teacher Above Satisfactory Needs Not
Satisfactory Improvement Applicable
2.1 Follows teacher’s oral and written
directions _ _ _ _
2.2 Follows through on teacher’s
directions _ _ _ _
23 Asks for clarification when needed _ _ _ _
2.4 Reports pupil progress to teacher _ _ _ _
2.5 Has cooperative and congenial attitude _ _ _ _
Comments:
3.0 Responsibilities Above Satisfactory Needs Not
Satisfactory Improvement Applicable
3.1 Prompt in getting to assigned arecas _ _ _ _
3.2 Demonstrates initiative _ _ _ _
33 Seeks to improve skills required for
the job - - - _

34 Works independently and completes
work assigned
35 Maintains confidentiality

Comments:
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4.0 Additional Comments

4.1 Principal/Designee Comments:

4.2 Para Educator Comments:

4.3 Teacher(s) Comments: (Teachers will provide input to the principal or designee.)

5.0 Action Plan to Address Areas of Improvement (This is required if areas need improvement.

This is a non-disciplinary action plan.)

5.1

52

53

Employee Signature Title Date

(employee disagrees with review)

Employee Signature

Principal or Designee Signature Title Date
This annual review form will not be placed in the file unless the paraprofessional agrees.

I want this form in my personnel file.
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EAST HAMPTON PUBLIC SCHOOLS
East Hampton, Connecticut
Paraprofessional Performance Appraisal

___Part Time
___Instructional
____Program Assistant

Date:
Employee:
Year:

Instructions

Evaluate the employee in each of the areas listed under performance responsibilities. Check the rating that most
nearly coincides with your overall judgment of each quality. The care and accuracy with which this appraisal is
made will determine its value to you, to the employee and to the school system.

Paraprofessional 1- To be evaluated on the appropriate Para II or Para III criteria that would be applied if the
position were to be full-time.

Paraprofessional II - Evaluate items 1 through 13.

Paraprofessional III - Evaluate items 1 through 22.

(Always) (Most Often) (More Often Than Not) (Not Often)  (Rarely)

Performance Responsibilities: Excellent  Very Good Good Fair Unsatisfactory Not Applicable

1. Basic Skills

. Sensitive to Needs

. Interpersonal Skills

. Student Differences

. Discipline

. Public School System

. Communication

R[N N | |W(N

. Organizational Skills

9. Team Membership

10. Student Management

11. Plan and Implement

12. Student Support

13. Model Productive Behavior

14. Knowledge and Ability

15. Responsive Environment

16. Maintain Resources

17. Staff Notification

18. Supplementary Assistance

19. Evaluation Skills

20. Tutorial

21. Maintenance of Sp. Ed. Areas

22. Participates in Team Meetings
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Additional Comments:
Consider other elements of job performance, which may not be included but are job related, i.e., problem-solving,
judgment, poise, cleanliness etc.

Element Excellent Very Good Good Fair Unsatisfactory
Overall Appraisal:

Excellent __ Excellent on all Performance Responsibilities.

Very Good __ No fair ratings and majority of items rated very good or better.

Good ____ Most elements rated good or better but no more than one element rated fair.

Fair __ No unsatisfactory elements but at least two or more elements rated fair.

Unsatisfactory ____ One or more elements rated unsatisfactory.

Appraisal Comments: Comments are encouraged on all elements but are required on those elements rated Fair or
Unsatisfactory.

Date Signature Title

Rated by:

Reviewed by:

Approved by:

Employee:
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