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McPherson USD 418

Job Title:

Paraeducator

Salary Level:

Classified wage schedule.

Shift:
Benefit Package:
Duration of Contract:
Location:
Reports to:

Varies
According to district classified employee policies
Approximate 180-day contract, varies dependent on student contact days
Assigned location
Supervising Teacher

Adopted:
Summary
Provide instructional support to students so they can benefit from their educational program.
Education and Experience
High school diploma or general education degree (GED).
Qualifications Requirements
1.

High school diploma or general education degree (GED)

2. Criminal history record from the Kansas Bureau of Investigation and a passed drug test.
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.
Essential Duties and Responsibilities
The essential duties and responsibilities of this position will be the following:
1.

Understands program, classroom routines, and contributes to the instruction of students.

2.

Follows directions of the supervising teacher.

3.

Takes initiative to assist in the assignment/classroom.

4.

Demonstrates effective interpersonal skills.

5.

Promotes positive self-concept and demonstrates sensitivity in relating to students.

6.

Understands and maintains confidentiality.

7.

Understands and follows procedures of the local education agency concerning special education.

8.

Supervises students.

9.

Participates in community activities as assigned (swimming, bowling, lengthy walking, etc.)

10.

Completes inservice requirements and reports in a timely fashion.

Language Skills
Ability to read, analyze, and interpret general educational documents, technical procedures, and
governmental regulations. Ability to edit reports, correspondence, and procedure manuals.
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Mathematic Skills
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common
fractions, and decimals. Ability to compute rate, ratio, and percent; and to draw and interpret bar
graphs.
Technology Skills
Operation of computer keyboard and telephone equipment is essential. Knowledge of basic computer
operations of spreadsheet and word processing are fundamentals to many of the job functions of this
position.
Reasoning Skills
Ability to solve practical problems and deal with a variety of concrete variables in situations where
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral,
diagram, or schedule form.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions. While performing the duties of
this job, the employee is regularly required to sit; use hands to finger, handle, or feel objects, tools, or
controls; and reach with hands and arms. The employee is occasionally required to stand; walk; climb
or balance; stoop, kneel, crouch, or crawl; talk or hear. The employee must occasionally lift and/or
move up to 25 pounds. Specific vision abilities required by this job include those close and distance
vision.
Work Environment
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions. The noise level in the
work environment may vary.
Additional Functions in Specialized Programs
1. Willingness to take part in community activities including, but not limited to: swimming, grocery
shopping, job coaching, bowling, and field trips that may require extensive walking.
2. Ability to lift and move students once trained (up to 50 lbs.).
3. Willingness to aid in proper hygiene of students (changing, dressing, helping to feed, etc.).
4. Ability to carry out medical plans once trained (tube feedings, administration of medication, etc.).
5. Mandt Training required.
6. Acute understanding of how to differentiate communication, instruction, and approach based on
specific student needs.
7. Great need for flexibility.
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GUIDELINES FOR PARAEDUCATORS
Expectations
Expected Work Days
Paraeducators will be given a calendar stating workdays according to the district in which s/he
works. Typically, paraeducators only work when students are in session with a few exceptions
including: one workday before school starts at the beginning of the school year and possible inservices at the request of the supervising teacher, building principal, paraeducator facilitator, or
director of special education.

Attendance

Attendance is one of the most important facets of your job performance. We are legally obligated
to provide these services according to the student’s IEPs and a Paraeducator’s attendance is
required to fulfill this responsibility. Paraeducators make a huge impact on the positive
environments created in our schools. Excessive use of leave without pay may result in
disciplinary action, up to and including termination.

Employee Portal
Employees are expected to submit their leave form via Employee Portal before taking personal
leave or leave without pay (24 hours notice). Employees are expected to submit sick leave
requests via Employee Portal the day the employee returns to work. Employees will receive a
letter of reprimand if their leave form is four weeks late.

Dress Code
Building principals will establish dress expectations for staff in their buildings. Please refer to
them for guidance on dress code.

Cell Phones
Personal use of cell phones is discouraged during work hours and is not allowed while in the
classroom unless otherwise advised by the supervising teacher and/or building principal.

Email

Please check email daily. Important information is often disseminated through email. Be on the
lookout for the PARAGRAM for information from the paraeducator facilitators. Paraeducators in
outlying districts may find it helpful to forward the McPherson Gmail account to the home
district email account. Instructions for this are found in the Appendix.

Confidentiality
Confidentiality and professional ethics are essential. If at any time a paraeducator breaks
confidentiality, continued employment is in jeopardy. For more information on confidentiality,
please see the reading in Appendix G.

Instructional Duties
Paraeducators provide instructional or related services under the supervision of licensed or
certified special education professionals in an accredited or approved special education program.
Examples of allowable activities include: instructional support under the supervision of a special
5

education teacher; participation in IEP meetings or parent-teacher conferences at the request of
the supervising teacher; staff development; and student data collection and record-keeping, such
as maintaining observational and anecdotal records. Paraeducators also may assist the special
education teacher with paperwork related to the special education students for whom s/he is
responsible, which provides important support to those students and special education teachers.
If paraeducators participate in these activities, the time will be counted as student contact hours
for the purpose of computing special education reimbursement.
Instructional duties are the major role of any paraeducator. It is important to understand
that the teacher is responsible for curriculum and instructional planning and may or may not use
ideas and assistance provided by the paraeducator in the development of these plans. The
supervising special education teacher has final authority over the paraeducator’s duties, but it is
expected that they work as a team. A paraeducator may NOT be solely responsible for
preparing lesson plans or initiating original concept instruction.
A paraeducator may be assigned to support students with exceptionalities in a general education
program when one or more students with exceptionalities are included in that program.
Paraeducators are assigned to and supervised by a special education teacher who meets the
requirement in KSA 72-962(j)(1).
These paraeducators must confer with the special education supervisor in the program the
student is placed regarding the progress of the student in the general class setting. The amount of
time the special education paraeducator spends in the general classroom may depend on the
number of students in inclusion and the nature and degree of the student’s disability.
The paraeducator may also be utilized to assist a student(s) who is a physical or visually
impaired in regular class programs. In these situations the paraeducator may spend the majority
of the school day providing individual attention to the student, assisting with physical needs
and/or educational activities.
Paraeducators may work with and supervise pupils in the classroom, hall, restroom, therapy
area, gymnasium, on the playground, and in other specified instructional areas on campus under
the supervision of the special education professional to whom they are assigned.
A supervising special education professional may leave the class under the supervision of a
paraeducator. The length of time the special education professional is out of the classroom
should be kept to a minimum. If the supervising teacher must leave campus, another
professional on campus should be designated as the supervisor of the class. The designated
professional may be the principal or a certified special or regular education staff member.
Off-campus activities, such as work-study placements and community programming may be
supervised by paraeducators. The paraeducator may also accompany small groups of students on
shopping trips and other similar activities without a supervising professional being present. The
certified professional must work with the paraeducator and students at least twice a week
progressing toward the accomplishment of program goals. When the paraeducator is “on-site”
and the certified professional is not present, the paraeducator shall be subject to the direction of
designated on-site personnel. Designated on-site personnel shall be identified and a record
maintained in the administrative office of each district.
It is important that every paraeducator develop a good working relationship with their
supervising teacher(s). The special education teacher is the key to knowledge, culture, and
interaction. Learn by modeling the teacher. The special education teacher will develop an IEP
(individualized education program) for each special education student. Always ask the teacher
what goals the student should be working to achieve.
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Paraeducators are responsible for finding out what is expected of them in the classroom.
Communication between all team members is very important and vital to your own success
when working with students. Take time during the workday or other orientation times to find out
the answers to these questions:
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

o
o
o
o
o
o
o
o

Paraeducator Orientation Checklist: Special Education Supervisor
Names and educational needs of special education students.
Any student medical concerns or procedures.
Any student behavior plans and the paraeducator’s role in implementing the plan.
The paraeducator’s daily schedule (including times for your lunch and breaks, time to
complete any assigned record keeping).
The students(s) daily schedule.
Any regularly scheduled meeting times.
Procedures for reporting an absence from work.
Procedures for reporting when the student(s) in which a paraeducator supports is absent
from school.
Lines of communication and authority to follow regarding district policy, building policy,
questions/concerns about working assignments, question/concerns about students.
Orientation to school-wide rules and procedures.
The role of the paraeducator in interactions with parents.
How and where to get needed supplies and equipment.
What records or data the paraeducator is responsible for keeping.
What to do if the paraeducator feels s/he is being over or underutilized in the classroom.
Other duties or responsibilities of the paraeducator.
Paraeducator Orientation Checklist: General Education Teacher(s)
The paraeducator’s responsibilities to identified special education students.
The paraeducator’s responsibilities to all students.
The paraeducator’s responsibilities to the classroom environment and routine (i.e.,
bathroom, recess, assignments, requesting assistance, pencils, etc.).
Orientation to classroom rules, discipline plan, and the paraeducator’s role in discipline.
Orientation on textbooks, workbooks, teaching materials, and curriculum used.
Orientation regarding emergency procedures for fire, tornado, accidents, etc.
The paraeducator’s responsibilities during any “down time.”
Other duties or responsibilities of the paraeducator.

Aside from a positive relationship with the teacher, it is extremely important to get to know the
students. Get to know their learning habits and styles. Are they visual, auditory, or kinesthetic
learners? Find shared interests – they can come in handy when trying to relate a real-world
example to something learned in the classroom. Understanding how students learn best will help
paraeducators find the tools students need to be successful.
Feedback is crucial to student progress. Positive feedback heightens student confidence.
Reinforcement is needed to ensure students are on the right track. Specific feedback is more
helpful than general statements. Connect correction statements with positive statements. Use
humor to support the teacher/student relationship. Do not use sarcasm.
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Other’s perception of attitude is developed from verbal and nonverbal cues. The success of a
paraeducator is often tied to other’s perception of attitude. A positive attitude can be conveyed in
many ways. Remember to smile and be friendly towards others. Have a sense of humor and use
positive statements.
Professionalism is expected in the classroom. Students view paraeducators as role models and
positive examples should be set. Be positive, courteous, make eye contact, and keep confidential
matters confidential. Avoid negative talk about students or staff members. A paraeducator’s
demeanor can set the tone for the day for oneself, the students, and coworkers.

Responsibilities May Include
a) Providing opportunities and assistance to students to further their performance in
instructional and non-instructional tasks, and tasks done on a one-to-one basis or in small
groups.
b) Providing support to the teacher when involved in an instructional task while performing
a group activity.
c) Assisting in organizing field trips.
d) Reading aloud and listening to children read.
e) Assisting with supplementary work.
f) Providing special help, such as drilling with flash cards, spelling and play activities.
g) Reinforcing learning with small groups.
h) Supervising free play activities.
i) Hearing requests for help, observing student learning difficulties, and reporting such
matters to the supervising teacher.
j) Scoring objective tests and papers, and keeping appropriate records for the teacher.
k) Escorting children on educational trips outside the classroom (small group trips of 2 or 3
without the teachers are permissible with teacher approval).
l) Assisting in educational demonstrations for the class or small groups.
m) Supporting the teacher and student(s) in the areas of sewing, cooking, industrial arts,
swimming, community activities and physical education.
n) Assisting in setting up learning centers.
o) Providing assistance with individualized programmed materials.
p) Motivating students.
q) Building self-confidence by providing written or verbal reinforcement.
r) Increasing the services and resources available to the students.
s) Providing more individual attention.
t) Providing transportation as approved by the director of special education (should be very
limited).

Clerical Duties May Include
a)
b)
c)
d)
e)

Preparing materials as directed by the teacher.
Recordkeeping such as attendance and lunch count.
Handing out and collecting papers.
Assisting in grading and scoring papers.
Making visual aids for teaching such as: copying, laminating, videos, setting up computer
schedules.

Common Understandings between the Paraeducator and Teacher
a) Communication on a continuous and regular basis is a must to ensure a consistent
program.
b) Support for each other is necessary in disciplinary and instructional matters.
c) The paraeducator and teacher must help each other to reduce stress often found in special
education classrooms.
d) There must be good rapport between the paraeducator and all other staff members.
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e) Paraeducators and teachers should work out their schedules for recess and lunch.
f) As long as the teacher is in the building the paraeducator may be left alone for a short
period of time with students.

Additional Guidelines
a) Paraeducators will use “Certified Substitute Form” when working as a substitute teacher
(Appendix).
b) Supervising teacher cannot require paraeducators to stay past 4:00 p.m. or to come in
early on a consistent basis without consent from the director of special education.
c) All overtime must be approved in advance by written request to the director of special
education.
d) Staff development will be paid time when it runs past 4:00 p.m. if planned by the director
of special education or the paraeducator facilitator.
e) Use a “Paraeducator Claim for Professional Development Credit and Payment-Level I
Knowledge Points” (Appendix) for hours that exceed your contracted duty day unless
otherwise approved by the director of special education.

Ethical Considerations for Paraeducators
As an integral part of the educational team, paraeducators have a commitment to maintain ethical
standards of behavior in their relationships with students, parents, their supervisor, and other
school personnel. Therefore, paraeducators must do the following:
• Engage only in non-instructional and instructional activities for which qualified or
trained.
• Discuss a child’s progress, limitations, and/or educational program only with the
supervising teacher.
• Discuss school problems and confidential matters only with appropriate personnel,
and only when students are not present.
• Not communicate with parents. Such communications should be left to the
supervising teacher.
• Respect the dignity, privacy, and individuality of all students, parents, and staff
members.
• Refrain from engaging in discriminatory practices based on a student’s handicap,
race, sex, cultural background, or religion.
• Take responsible actions to ensure that the best interests of individual students are
being met.
• Serve as a positive role model for students in personal interactions and
communications.
• Use behavior management strategies that are consistent with standards established by
the local school district and classroom teacher.
• Follow the grievance procedures outlined by the local school district.
• Respect the confidentiality of information about students and do not communicate
progress or concerns about students to parents.
• Refer concerns expressed by parents, students, or others to your teacher or supervisor.
• Represent the educational agency in a positive manner in the community and refrain
from expressing negative opinions of the program and agency.
• Recognize that the supervisor has the ultimate responsibility for the instruction and
behavior management of children and follow the directions prescribed by the
supervisor.
• Express differences of opinion only when students are not present.
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Suggestions for Becoming a More Successful Paraeducator
1. Learn the names of students immediately.
2. Learn as much about each child as quickly as possible.
3. Lend personal assistance to students wherever possible.
4. Consult often with the teacher as to how you can help.
5. Give encouragement to students whenever and wherever you can.
6. Praise students’ efforts and successes.
7. Be patient in dealing with students.
8. Become familiar with the school building, grounds and personnel.
9. Learn the routine of the school day.
10. Get acquainted immediately with emergency procedures.
11. Learn the locations and how to use the equipment.
12. Get acquainted with school policy as it applies to you and your work.
13. Inform the teacher of any special talents, interests, or special experiences you have had.
14. Watch carefully how the teacher deals with and directs students.
15. Exchange telephone numbers with your teacher(s).
16. Get acquainted with other staff members.
17. Be mature in your conduct and demonstrate that you are a responsible person.
18. Ask for clarification when you do not understand as assignment or suggestion.
19. Be on time and leave at an appropriate time.
20. Be thorough and accurate in your work.
21. Listen to directions and follow them. If you’re unclear, ask questions. Don’t make
assumptions.
22. Take initiative. Perform the task before you have to be told.
23. Learn where materials and equipment are within the classroom and building.
24. Be on time and have good attendance. The teacher and students depend on you.
25. Give that little extra. Let people know you are proud of what you do and interested in
your job. Demonstrate enthusiasm and do your best to help the instructional process of
students.

Role, Responsibility, and Supervision
I. Role
The special education instructional paraeducator’s primary role is to assist in instruction of
exceptional students while being directly supervised by a certified professional. This frees the
professional from some of the more “routine tasks” and allows them to use their professional
skills and knowledge to perform diagnostic assessment, program planning and implementation.
By fulfilling their role, a paraeducator will help increase the quality of instruction and services
provided to the students in the special education programs.
II. Responsibilities
The responsibility of the paraeducator is to follow the program planned by the certified
professional. The professional assumes the primary responsibility for the instruction of the
students. Many times the paraeducator and the professional will have responsibilities that are
comparable and overlap. The following is a comparison of such responsibilities.
Supervising Teacher
1. Diagnoses education needs.

Paraeducator
1. Scores and complies data associated with
testing and other types of assessment; carries
out informal assessment.

2. Plans instructional programs.

2. Implement lesson plans.

3. Grades student’s performance.

3. Checks and scores work.
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4. Takes responsibility for new concepts,
skills, and each new classroom activity.

4. Reinforces and reviews concepts and
skills. Assists students in performing
activities initiated by the supervising
teacher.

5. Revises instructional programs.

5. Monitors student progress in instructional
programs and relates findings to supervising
teacher.

6. Designs instructional materials.

6. Helps develop instructional materials
designed by the supervising teacher.

7. Designs and implements behavior
intervention plans.

7. Monitors and reinforces student
performance concerning behavioral
interventions through observation; assumes
data collection, compilation and other record
keeping duties.

8. Communicates with parents.

8. Maintains records associated with the
parent conference procedure.

9. Responsible for behavior management.

9. Manages students during times when the
teacher is involved in the regular
performance of professional duties or has
logical emergency reasons for being out of
the classroom; plays supportive management
roles when supervising teacher is present.

10. Attends in-service workshops.

10. Attends in-service workshops for paraeducators.

The delineation of supervising teacher and paraeducator responsibilities may be further
clarified by following the list of paraeducator do’s and don’ts.
The paraeducator MAY:

The paraeducator MAY NOT:

1. Be left alone in the classroom for short
periods of time when the supervising teacher
is away. The supervising teacher remains
responsible for the classroom at all times and
must remain accessible.

1. Be used for a substitute for a certified
teacher, unless the paraeducator has a
KSDE substitute license.

2. Work without direct supervision with
individuals or group of students.

2. Teach independently new concepts and
skills.

3. Have specific instructional and management
responsibilities for the students.

3. Be given primary responsibility for
working with individual students.

4. Be involved in student staffing in prior
approved situations.

4. Be assigned to attend student staffing in
lieu of the supervising teacher.

5. Be used to support the integration of
exceptional students into regular classes by
tutoring these students in regular class
assignments and giving test orally, etc.

5. Be given primary responsibility for
mainstreaming one or more students or used
to teach regular curriculum content to nonexceptional students.

6. Be assigned record-keeping tasks relevant
to classroom assignment.

6. Be used to carry out clerical
responsibilities.

Unacceptable Responsibilities for Paraeducators
1. Shall not be solely responsible for the classroom or a professional service.
2. Shall not be solely responsible for the diagnostic and programming functions of the
classroom.
3. Shall not be solely responsible for preparing lessons plans and initiating original
concept instruction.
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4. Shall not grade subjective or essay tests.
5. Shall not be solely responsible for assigning grades to students.
6. Shall not be used as a substitute for certified teachers unless possessing the
appropriate substitute teacher’s certification.
7. Shall not assume full responsibility for supervising assemblies or field trips.
8. Shall not regulate student behavior by corporal punishment or similar disciplinary
means.
9. Shall not treat injuries or other medical needs of children without permission from
appropriate personnel.
10. Shall not be assigned to work with the most “difficult” student the majority of the day
in a ‘babysitting” type arrangement.
11. Shall not follow through on physical or occupational therapy unless under the direct
supervision of a physical or occupational therapist.
12. Shall not solely program and prescribe educational activities and materials for
students.
13. Shall not be solely responsible for preparing progress reports on students.
14. Shall not communicate with parents unless under the direction and supervision of
teacher.
15. The baccalaureate psychological paraeducator shall not be involved in psychological
counseling or psychotherapy.
16. The baccalaureate school social work paraeducator shall not be involved in
psychologist counseling or psychotherapy.
17. Shall not be responsible for the establishment of IEP’s.
18. Shall not give medications unless properly trained by the school nurse.

Behavior Management Considerations/Strategies
v Establish a positive relationship
o Find out the student’s interests.
o Talking about an interest can break the cycle of the meltdown.
v Be proactive, not reactive when behaviors occur
o Behavior management is an opportunity for teaching NOT an opportunity for
punishment.
o Know the student’s behavior plan if they have one. Talk with the teacher to make
sure you are following the recommended plan.
v Give at least 5 positive comments to every 1 corrective comment
o Make them sincere and be specific. Set some kind of counter for yourself to see
how many positive comments you make to students.
o Examples of positive comments: “You were one of the first ones to follow that
direction”, “You put those letters right on the line”, “I saw you struggled with
that assignment but you stayed with it”.
v Can you…
o Ignore the behavior? Ask yourself…
§ Can you teach?
§ Can the student learn?
§ Can his/her classmates learn?
§ Is the behavior not likely to escalate?
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o Use nonverbal communication?
§ Use proximity control (standing near the student).
§ Make eye contact.
§ Gestures (fingers to lips, nods).
§ Move your attention away from the student.
o Use verbal communication?
§ Tell the entire class/group your expectations.
§ Privately and quietly redirect the student.
§ Give choices – make sure you can follow through on these choices. Avoid
having one choice be a punishment.
v Be a pair of eyes and ears for the teacher
o If you pick up on a reoccurring problem, let the teacher know so it can be
addressed.
v Avoid embarrassing the student.
o Be as non-intrusive as possible to not interfere with instruction
o Be as private as possible.
o Avoid nagging, arguing, raising your voice, discrediting the student, cornering the
student, or invading personal space.
v Allow the student some independence
o Our job is to make the student as independent as possible. Encourage them vs.
always doing it for them.
v Avoid power struggles with students
o If you feel you are getting into a power struggle, try to find another adult that can
trade places with you.
v Thank the student when they are trying to improve (acknowledge what they are doing
correctly).
v Be aware of your own stress level
o Adults can become stressed as the stress level of a student rises. Have a plan to
keep yourself calm during a meltdown. Your stress level can make or break a
situation.
o Ask for help. Sometimes the most effective way to manage behavior is to leave
the situation to give you and the student a change of environment and new
perspective.
v Try to figure out the root of the problem
o Acting out behavior is usually the student trying to send a message. When the
problem originates outside the school, it can be difficult to identify.
v Get rid of the chair
o Do not sit beside the student unless you are helping them with an academic
problem. Sitting beside a student discourages other students from interacting with
the student you are helping. There are very few kids who will interact with a
student who is followed around by an adult.
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v Let the student know what is coming next
o If they have a visual schedule, review the schedule before the next activity starts.
If there is a change of location, remind the student of the teacher’s rules and
expectations before they walk into that class. If there is an activity that doesn’t
usually happen, remind the student of the change.
v Work with the student on calming techniques
o When you see them begin to get anxious, remind them of those techniques. Don’t
wait until they are ready to explode before you remind them. It is too late then!!
v Process with your team/supervisor after a meltdown to see what you did well, what you
could change if it happened again, and be a support to each other.
v The “Granny Rule”
o Would Granny be “OK” if she saw what you were saying and doing to any
student?

Emergency Safety Interventions
Upon employment all employees are required to view the powerpoint on ESI New Employee
training This power point is found at: www.mcpherson.com under the Staff Only tab. Please see
the KSDE Emergency Safety Interventions Bookmark for guidelines on seclusion/restraint of
students (Appendix H).

Professional Development
Effective and meaningful professional development is essential in providing paraeducators with
the knowledge, skills and attitudes necessary to effectively work with students. All
paraeducators are required to participate in professional development activities. The link to the
PDNow! website and Paraeducator Spreadsheet can be found by going to www.mcpherson.com,
choosing Special Education, then choosing Paraeducators.

Professional Development Sources

Professional development activities are available through the school district in which
paraeducators serve or though the McPherson County Special Education Cooperative.
The following activities may be used to satisfy the professional development requirement.
•
•
•
•
•
•
•
•
•
•

Professional development activities scheduled by the paraeducator facilitator
Professional development activities scheduled by local districts and requested by building
principal
Professional development activities scheduled by assigned building and requested by
building principal
Paraeducator/Supervising Teacher orientation scheduled by teacher (2 hours maximum)
Courses available from the PDNow! website
Books and videos
Attendance at workshop and conventions with prior approval from paraeducator
facilitator
Other activities approved by the assistant director of special education or paraeducator
facilitator
Application Hours or
Impact Hours
All new paraeducators need to fill out a ”Paraeducator Tiered Professional Development”
form (Appendix) to determine the required number of professional development hours.
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Contracted Time for Professional Development
• The employment contract for paraeducators includes a provision that allows up to 30 hours for
professional development activities conducted outside of the regularly scheduled workday.
However, paraeducators are only mandated to meet the minimum requirement of hours based on
years of experience.
• Paraeducators will be paid at their regular hourly wage for professional development activities
that occur within the 30 additional hours, unless overtime would apply.
• Professional development activities in excess of the 30 additional hours will not be allowed
unless requested by the building principal, paraeducator facilitator, or assistant director of special
education. Professional development activities beyond 30 hours should be documented on an
additional duty form.

Helpful Hints
ü Keep the approved professional development paperwork in a folder or notebook.
ü Original paperwork should be sent to the paraeducator facilitator at the Central Office.
Please make a copy for your records before sending in the original paperwork.
ü Keep your folder or notebook at school and bring it to all in-services
ü Keep blank “Paraeducator Claim for Professional Development Credit and PaymentLevel I Knowledge Points” (Appendix) forms in the folder or notebook to take notes
during an in-service.

Professional Development Requirements: K-12 Assignments Only
First Year of Employment (28.5 hours required)
• New Paraeducator Orientation
• Paraeducator/Supervising Teacher Orientation
• Mandatory Coop-wide Orientation
• ESI Powerpoint
• PDNow! (6 required courses)
• Book Study

3.5 hours
2 hours
6 hours
1 hour
9 hours
7 hours

Total required
28.5 hours
Optional
2.5 hours
Maximum allowed 30 hours
Years 2 & 3 of Employment (20 hours required)
• Mandatory Coop-wide Orientation
• PDNow! (4 courses-para’s choice)
• Paraeducator/Supervising Teacher Orientation
• Other credits

6 hours
6 hours
2 hours
6 hours

Total required
20 hours
Optional
10 hours
Maximum allowed 30 hours

15

Years 4+ (10 hours required)
• Mandatory Coop-wide Orientation
• Paraeducator/Supervising Teacher Orientation
• Other Credits

6 hours
2 hours
2 hours

Total required
10 hours
Optional
20 hours
Maximum allowed 30 hours
Licensed Teachers Year 1 (22.5 hours required)
• New Paraeducator Orientation
• Mandatory Coop-wide Orientation
• Paraeducator/Supervising Teacher Orientation
• PDNow! (2 courses- para’s choice)
• ESI Powerpoint
• Book Study

3.5 hours
6 hours
2 hours
3 hours
1 hour
7 hours

Total required
22.5 hours
Optional
7.5 hours
Maximum allowed 30 hours
Licensed Teachers Year 2+ (10 hours required)
• Mandatory Coop-wide Orientation
• Paraeducator/Supervising Teacher Orientation
• Other Credits

6 hours
2 hours
2 hours

Total required
10 hours
Optional
20 hours
Maximum allowed 30 hours
Attendance at the Mandatory Coop-wide Orientation is required. Paraeducators not attending
will need to use leave for their absence. Please log this through the Employee Portal.

PDNow! On-Line Courses
Professional development activities are available through PDNow! which is an internet-based
professional development website. The site provides relevant information to help paraeducators
learn the various facets of the support role they perform in the classroom and school. This
website also maintains a personalized transcript to help the paraeducator and the supervisor track
the courses that have been successfully completed.
Paraeducators may access PDNow! from any computer with internet access. Login, password
and account information will be provided. This work may be completed at home or in the school
building on days that are approved by the building principal or supervising teacher.
Currently PDNow! offers more than 200 courses. Each course takes approximately one hour to
complete. Paraeducators will receive 1.5 professional development credits for each successfully
completed course. Paraeducators will also be paid for 1.5 hours of employment for each
successfully completed course if the course is taken outside of the contracted duty day. Credit
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and possible payment must be requested using the “Paraeducator Claim for Professional
Development Credit and Payment-Level I Knowledge Points” form (Appendix). If the course
was taken outside of the contracted duty day please check the box at the bottom of the form to be
paid for the 1.5 hour of time in addition to receiving 1.5 hours of credit towards professional
development requirements.
Pre-K-12 paraeducators have various requirements of coursework from the Paraeducator
Learning Network. Following are the PDNow! requirements.
First Year of Employment
Six (6) courses required. Earns nine (9) professional development hours. Required courses:
• 103 Confidentiality*
• 104 Understanding the Many Types of Special Programs
• 105 An Introduction to IDEA’s 13 Areas of Disability (Part 1)
• 106 An Introduction to IDEA’s 13 Areas of Disability (Part 2)
• 107 Individual Student and Program Information
• 108 Introduction to Accommodations and Modifications
*This course must be completed within the first 30 calendar days of employment.
Years 2 & 3 of Employment
• Four (4) courses required. Earns six (6) professional development hours.
• Paraeducator may select any available courses in the PDNOW! library to meet this
requirement.
Years 4+
• PDNOW! courses are optional to complete professional development requirements.

Workshops and Conventions
Workshops requiring a registration fee, substitute expense, and/or travel expenses must be preapproved by the building administrator and assistant director of special education prior to
attending the workshop.
Workshops and conventions are not required. Paraeducators will only be paid for a contracted
workday for each day in attendance at a workshop or convention. If you choose to attend a
workshop on Saturday or Sunday, you may receive expenses but no wages. Paraeducators will
not be paid for travel time beyond the contracted day.
For expense reimbursements complete a “Claim for Reimbursement of Out-of-District Travel
Expense” form (available at USD 418 Central Office). Paperclip (do not staple) all receipts to the
form.

Books and Videos
Books and videos that have been pre-approved by the supervising teacher or paraeducator
facilitator may be used to earn professional development credit. Books: for every 50 pages read,
paraeducators receive 1 hr. credit. A one-page book report needs to be attached to the
“Paraeducator Claim for Professional Development Credit and Payment-Level I Knowledge
Points” (Appendix) form and turned in to the paraeducator facilitator. Videos: The length of the
video determines the amount of credit received. Notes taken while watching the video must be
attached to the “Paraeducator Claim for Professional Development Credit and Payment-Level I
Knowledge Points” form and turned in to the paraeducator facilitator. There is a library of the
books and videos that are available for checkout at the Central Office.
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College Hours
College hours may be substituted for paraeducator professional development credit except for the
required PDNow! courses. Each college hour earned will be counted as 20 professional
development hours applied to the years in which the coursework is completed. No salary
payment will be provided for college hours. Fill out the “Paraeducator In-service/College
Hours Request Form” (Appendix). Once the course is approved and course is completed,
paraeducators must send the paraeducator facilitator a transcript of the course.

Claiming Professional Development Points and Compensation
All professional development activities must be submitted to the paraeducator facilitator for
credit and for compensation when appropriate. Paraeducators must complete the “Paraeducator
Claim for Professional Development Credit and Payment-Level I Knowledge Points” form
(Appendix) within ten days of completing the workshop.

Deadline for Completing Professional Development Activities
All professional development activities must be completed and related professional development
forms (Appendix) submitted prior to March 1. An extension of this date may be granted by
submitting a written request to the paraeducator facilitator.
Paraeducators who do not complete the professional development requirements will not
receive a salary increase for the following year and are subject to immediate termination of
employment.

Documenting Professional Development
Professional development must be documented by submitting a “Claim for Professional
Development Credit and Payment-Level I Knowledge Points” form (Appendix). This form must
be completed and submitted to the paraeducator facilitator within ten (10) days of completing
the activity. Hours submitted using this form will be credited as Level I Knowledge Points.

Enhancing Professional Development
Level I Knowledge Points may be used for additional points by applying instructional strategies
that you have learned during the training.
Application Points may be acquired by completing a “Paraeducator Proposal for Application
Points” form (Appendix) and submitting it to the paraeducator facilitator for approval by the
paraeducator facilitator and director.
Once the “Paraeducator Proposal for Application Points” (Appendix) has been approved and
returned, have the supervising teacher complete the “Paraeducator Request for Level II
Application Points” form (Appendix). This form, signed by your supervising teacher, must be
submitted to the paraeducator facilitator.
Points acquired at the Knowledge Level will be doubled when submitted as Application Points.
Points submitted and approved at the Application Level may be used as Impact Points. In
order to receive Impact Points, you must present what you have learned to others and provide a
portfolio to the paraeducator facilitator. See the paraeducator facilitator if you are interested in
acquiring Impact Points.
Points acquired at the Knowledge Level will be tripled when submitted as Impact Points.
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Following is an example of how to maximize Knowledge Level hours.
1.

2.

3.
4.

Attend a 3-hour workshop, submit a “Paraeducator Claim for
Professional Development Credit and Payment-Level I Knowledge
Points” form and gain three Knowledge Level points.
Submit the “Paraeducator Proposal for Application Points” form and
when that is approved, submit the “Paraeducator Request for Level II
Application Points” form and gain six Application Level points (3
knowledge hours times 2 equals 6 application points).
Complete the requirement for Impact Level points and receive nine
Impact Level points. (3 knowledge point times 3 equals 9 impact points).
Total hours acquired: 18
•

Knowledge Level

3

•

Application Level

6

•

Impact Level

9

Less Than Full Year of Employment
The professional development requirement for paraeducators without a teaching license who are
employed for less than a full school year will be prorated using the table below.
Beginning Date
October 1
November 1
December 1
January 1
February 1
March 1
April 1
May 1

Months
Employed
8 months
7 months
6 months
5 months
4 months
3 months
2 months
1 month

Evaluation Procedures

Professional
Development Hours
Required
First Year, Years 2 & 3
20
17
15
12
10
8
6
4

Years 4+
10
9
8
7
6
5
4
3

EVALUATION

An evaluation should aid in a meaningful exchange of what is expected between the
paraeducator and the teacher, suggest areas where professional development may be useful, and
aid in deciding whether the paraeducator should be retained.
1. The supervising teacher will complete the Evaluation of Paraeducator Document.
(Appendix). Paraeducators are encouraged, but not required to use this document to selfevaluate as well.
2. The supervising teacher will gain feedback from general education teacher using the
General Education Teacher Evaluation of Paraeducator Document (Appendix)
appropriate evaluation form.
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3. The supervising teacher will review the document with the paraeducator and building
principal and all will sign the original evaluation. The evaluation conference should be a
conversation between the supervisor and paraeducator.
4. A signed copy of the evaluation will be provided to the paraeducator.
5. The document will be given to the building principal to review and initial.
6. The document will then be sent to the McCSEC office for the paraeducator facilitator to
review and initial.
7. The document will then be sent to the assistant director of special education to review
and sign.
Paraeducators will be evaluated according to the following schedule:
a) First year Paraeducator
• Evaluated once every 30 days for the first 90 days of employment.
• Fourth evaluation due before April 15.
Paraeducator facilitator will modify schedule for paraeducators hired after February 1.
b) Second year and beyond
• Evaluated once each year before April 15.
One may also refer to the guidelines for paraeducators and/or the paraeducator job description
for more information.

EMPLOYMENT

Mileage and Use of Personal Vehicle

Please refer to the Classified Handbook for instructions.

Determining Starting Wage

At the time of hire, each paraeducator will be placed at either Level 1, 2, or 3 on the district’s
Starting Wage Scale for Classified Employees (Classified Handbook). In order to be placed on a
Level 2, the paraeducator must provide proof of degree. In order to be placed at Level 3, the
paraeducator must meet one of the following criteria:
•
•

Hold a valid teaching license or
Be an individual who has retired as a licensed teacher.

Paraeducators hired as a Level 3 paraeducator will not be required to maintain a teaching
certificate in order to continue at Level 3.
Newly hired paraeducators are eligible to receive a related experience bonus of $0.15 for 3-8
years of job-related experience, $0.30 for 9-14 years of job-related experience, or $0.45 for 15 or
more years of job-related experience as determined by the Assistant Director of Special
Education, in addition to the base pay for Levels 1, 2, or 3.

Pay Information
Employees using the NETimeClock USD 418 online time clock are required to clock in when
arriving at work and clock out at the end of the day. Lunchtime will be automatically deducted
for paraeducators who have a duty-free lunch. For paraeducators without a duty free lunch the
lunch period will not be deducted. See your supervisor for what computer to use. All leaves
should be documented in the Employee Service Portal in addition to not clocking in for that date.
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Paraeducators using a paper time sheet should place the start and end time on the time sheet,
along with the total number of hours worked. In the event of an absence, please note this in the
appropriate column on the time sheet in addition to filling out a leave form in the Employee
Portal.
Contracted hours are merely an estimate and do not guarantee full pay unless actual hours are
worked. Please do not exceed your contracted duty time.
The pay period begins the 16 of each month and ends on the 15 . Additional Duty and Sub time
sheets are due in the business office one working day after the 15 of the month. Payroll is
automatically deposited into accounts by the 25 , or the last business day before, of each month.
th

th

th

th

Leave Information
Please refer to the USD 418 Classified Handbook for information regarding leaves.

Substituting for Certified Positions
A paraeducator who holds a teaching certificate or substitute teaching certificate may substitute
for the classroom teacher with approval of the principal. Please keep in mind that substituting
should only occur for the supervising special education teacher. McPherson USD 418 Central
Office shall have the paraeducator’s name on the substitute list prior to the paraeducator
substituting. Complete the “Certified Substitute Form” form (Appendix) when substituting
(available in buildings or at McPherson USD 418 Central Office). It is the paraeducator’s
responsibility to submit this form to the Payroll Clerk, after the supervisor has initialed the form,
one working day after the 15 of the month.
th

Substituting for Paraeducator or Aides
Pay for a paraeducator substitute is $7.25 the base pay for Level 1 per hour or the regular
contracted pay rate, whichever is greater. Complete a green “Classified Substitute Form”
(Appendix or available in buildings or at USD 418 Central Office). Paraeducators are
responsible for submitting this form to the Payroll Clerk after the supervisor has initialed the
form. If the paraeducator uses a paper time sheet the “Classified Substitute Form” should be
submitted with the paper time sheet. Be sure to complete this form when substituting otherwise
the time will be deducted from contracted hours.

Additional Duty
Additional Duty Forms (Appendix) are to be used for hours worked outside of your contracted
days that either exceed your professional development hours (approved professional
development that would exceed the 30 hours available) or for activities that are unrelated to the
position of a paraeducator (i.e. supervising an athletic event). For professional development
hours under the 30 allowed please use the “Claim for Professional Development Credit and
Payment-Level I Knowledge Points” form (Appendix).

Workers Compensation Work-Related Injuries
Please refer to the Classified Handbook for information.

Requesting a Transfer
A request for transfer will be sent via school email to paraeducators prior to the end of the school
year each year. Paraeducators wishing to be granted a transfer will fill out the form and return it
to the paraeducator facilitator before the last working day of the school year. Several
considerations will be taken in granting the request. These considerations include: involving the
sending/ receiving school and principal, student needs, interests/preferences, and available
positions.
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Resigning
Resignations must be submitted in writing to the paraeducator facilitator. Employees are
expected to provide a 15-day notice of intent to resign. Employees intending to not return to
work for the next school year may submit a resignation with an effective date of August 1 , thus
allowing the health insurance benefit to continue until the end of their employment.
st

The following must be turned in:
1. Signed letter of Resignation (with effective date).
2. Professional Development Paperwork: Paraeducators are responsible to submit a
minimum of 2 professional development hours for each month of employment, even if
employed for only 1 day in a month. Mandatory courses from PDNow! may also be
required if they were not yet completed. Please contact the Paraeducator Facilitator for
further guidance.
3. ID Badge
4. Check in with the business office at McPherson USD 418 Central Office to ensure all exit
paperwork is completed.
Common Terminology Used in Special Education
A
Accommodation
Special academic and/or behavioral adjustments that assist a student to participate in the general
education classroom, also known as supplemental aids and services. Accommodations do not change
what is being measured or taught, only the way it is delivered.
Adaptive Physical Education
A component of the educational curriculum in which physical, recreational, and other therapists work with
children who exhibit delays in motor development and perceptual motor skills. It is a related service some
children might need in addition to or in place of physical education.
Adequate Yearly Progress (AYP)
An individual school’s yearly progress toward achieving state academic standards
Assistive Technology Device
Any item, piece of equipment, or product system, whether acquired commercially, modified, or
customized that is used to increase, maintain, or improve the functional capabilities of a child with a
disability.
Attention Deficit Disorder (ADD)
A neurobiological disorder. Typically children with ADD have developmentally inappropriate behavior,
including poor attention skills, and impulsivity. These characteristics arise early in childhood, typically
before age seven, are chronic, and last at least six months. Children with ADD may also experience
difficulty in the areas of social skills and self-esteem.
Attention Deficit Hyperactivity Disorder (ADHD)
A neurobiological disorder. Typically children with ADHD have developmentally inappropriate behavior,
including poor attention skills, impulsivity, and hyperactivity. These characteristics arise early in
childhood, typically before age seven, are chronic, and last at least six months. Children with ADHD may
also experience difficulty in the areas of social skills and self-esteem.
Autism (AU)
A developmental disability significantly affecting verbal and nonverbal communication and social
interaction, generally evident before age three but not necessarily so, that adversely affects a child’s
educational performance. Other characteristics often associated with autism are engagement in repetitive
activities and stereotyped movements, resistance to environmental change or change in daily routines,
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and unusual responses to sensory experiences. The cause of autism is unknown; however, the number
of children diagnosed has greatly increased over the last decade.
Audiology
The determination of the range, nature, and degree of hearing loss including referral for medical or other
professional attention for the habilitation of hearing.
B
Behavior Intervention Plan (BIP)
A plan that is put in place to teach a child appropriate behavior and social skills. It should be positive in
nature, not punitive.
C
Cerebral Palsy (CP)
An impairment of the nervous system designated by a number of neuromuscular disabilities which are
characterized by disturbances of motor function resulting from damage to the brain and central nervous
system.
Comprehensive Evaluation
An evaluation that includes consideration of the school, home, and community. It shall be nondiscriminatory and multi-disciplinary which shall include physical, psychological, and educational data. An
evaluation is used to determine the need for special education services to begin or to continue.
Comprehension
The ability to understand and gain meaning from reading.
Confidentiality
The privacy of information about students and their families. Confidential information may be about
problems and disabilities, test scores, background, etc. Paras and other educators are required by law to
respect the confidentiality of this information.
D
Developmentally Delayed (DD)
A deviation from average development in one or more of the following developmental areas that require
special education and related services: Physical, cognitive, adaptive behavior, communication, or
social/emotional development.
Disability
A substantially limiting physical or mental impairment that affects basic life activities such as hearing,
seeing, speaking, walking, caring for oneself, learning, or working.
Dyslexia
A reading disorder in which a child has difficulty distinguishing written symbols. This often causes children
to transpose letters.
E
Emotional Disturbance (ED)
A student identified as having an emotional disorder will demonstrate some type of behavior that
interferes with his or her ability to learn and achieve in the classroom. These types of behaviors may
include the following: social maladjustments, withdrawal, aggression, excessive extroversion, or
excessive shyness or timidity. These students may suffer from disorders such as depression,
obsessive/compulsive, schizophrenia, personality disorders, bipolar disorder, etc. .
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ELL (English Language Learners) / ESOL (English for Speakers of Other Languages)
A Title Program designed to meet the needs of students whose native language is not English.
Epilepsy
A group of nervous disorders marked primarily by convulsions of varying forms and degrees.
Extended School Year (ESY)
The delivery of special education and related services during the summer vacation or other extended
periods when school is not in session. The purpose for ESY is to prevent a child with a disability from
losing previously learned skills. The IEP team must consider the need for Extended School Year at each
meeting and must describe those services specifically with goals and objectives. Not all special education
students require an extended school year. Extended school year services must be individually developed
to meet the child’s unique needs
G
Gifted Education (GI)
A program designed for students who perform or demonstrate the potential for performing at significantly
higher levels of academic achievement. Objectives are met through the use of enrichment programs in
collaboration with daily activities.
General Education Intervention (GEI)
A group of teacher(s), administration, school psychologist(s), and special education representative(s) to
whom any teacher in the building can discuss learning questions about an individual student and with the
help of the team and strategize possible interventions to assist the student to increase learning.
Graphic Organizers
Visual representations of ideas that help students organize new information.
H
Hearing Impairment (HI)
A wide range of hearing loss which may lead to language and speech delays, misunderstood information,
or difficulty understanding concepts that are not concrete. Sign language or reliance on lip reading may
be the preferred method of communication of those with a severe hearing loss.
I
Inclusion
The practice of educating children with disabilities with their peers in a regular classroom setting. IDEA
requires that disabled children be educated in the least restrictive environment possible.
Individual Education Plan (IEP)
An intervention strategy used mostly for students with special needs. It represents a guideline of
strategies and goals to be followed for the school year and is put together by a team that include the
student’s teachers, special education teacher, school administration, and the child’s parent or guardian.
The IEP represents the school’s best assessment concerning the nature of the child’s difficulties and what
approaches hold the most promise for continued improvement. It is a written legal contract that says what
services the school will provide.
Individuals with Disabilities Education Act (IDEA)
The federal law that provides legal authority for early intervention and special educational services for
children birth to age 21.
Intellectual Disability (ID)
Significant sub average general intellectual functioning, existing concurrently with deficits in adaptive
behavior and manifested during the developmental period that adversely affects a child’s educational
performance. Formerly known as Mental Retardation (MR).
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L
Least Restrictive Environment (LRE)
To the maximum extent appropriate, children with disabilities, including children in public, private, or other
care facilities are educated with children who do not have disabilities. Special classes separate schooling,
or other removal of children with disabilities from the regular educational environment occurs only when
the nature or severity of the disability is so intense that education in regular classes with the use of
supplementary aids and service cannot be achieved satisfactorily.

M
Manipulatives
Physical learning aids that students use to help them understand abstract concepts.
Modification
A change in what students do or a reshaping of the materials students use. Allowing a student to
complete the test in a True/False format rather than short answer or allowing the student to do an activity
that is different from what the other students are doing are examples.
MTSS (Multi-Tiered System of Support)
Describes the idea of how Kansas schools will go about providing support for each child in their buildings
to be successful as well as the processes and tools teachers use to make decisions.
N
No Child Left Behind Act (NCLB)
Federal Law that provides guidance and money to assist schools and families in helping all children learn.
O
Occupational Therapy (OT)
Services provided by a qualified occupational therapist to improve or compensate in the area fine motor
skills.
Other Health Impairment (OHI)
Covers a variety of health conditions, which interferes with a student’s ability to learn. Health issues can
range from ADD/ADHD, asthma, diabetes, to orthopedic problems.
P
Physical Therapy (PT)
Services provided by a qualified physical therapists to the functioning of large muscle groups, such as
range of motion, walking, positioning, etc.
R
Related Service Personnel
Special education personnel other than the special education teacher, including therapists, counselors,
psychologists, and specialists.
Resource Room
A designated space where students go for special help, which can range from special education classes
to small group or one-on-one instruction in special needs like speech or reading.
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S
School Psychologist
A special education related service provider who works with students individually, provides small and
large group counseling, and administers formal testing and assessment.
Section 504 Educational Plan
A plan of educational goals and objectives written by regular education teachers for students who
demonstrate a need, but do not meet the identification guide lines for categories of disability in special
education.
Severely Multiply Disabled (SMD)
Severe to profound functional retardation in conjunction with severe sensory disabilities, motor
disabilities, severe emotional disturbance, chronic health conditions or severe communications disorder.
Special Education
Specialized instruction to fit the unique learning strengths and needs of students with disabilities. A major
goal of special education is to teach the skills and knowledge the student needs to be as independent as
possible. Special education programs focus on academics and also include therapy and other related
services to help the child overcome difficulties in all areas of development. These services may be
provided in a variety of educational settings but are required by IDEA to be delivered in the least
restrictive environment.
Specific Learning Disabilities
A disorder in one or more of the basic psychological process involved in understanding or using
language, spoken or written, that may manifest itself in a n imperfect ability to listen, think, speak, read,
write, spell, or to do mathematical calculations, including perceptual disabilities, brain injury, dyslexia, and
others.
Speech and Language Impairment (SL)
A communication disorder, including stuttering, impaired articulation, a language impairment, or a voice
impairment, that adversely affects a child’s educational performance. Students with speech and language
impairments often see a Speech/Language Therapist (SLP) for related services to meet his/her needs.

T
Traumatic Brain Injury (TBI)
An acquired injury to the brain caused by an external physical force, resulting in total or partial functional
disability or psychosocial impairment that adversely affects educational performance. Injury may lead to
impairments in cognition, language, memory, attention, reasoning, abstract thinking, judgment, problem
solving, sensory/perceptual/motor abilities, psychosocial behavior, physical functions, information
processing, and speech.
Transition Services
Services, training, skills, support, or instruction identified as necessary to help a special education student
successfully move from a school setting into a post-secondary setting (I.e., work, job training, technical
school, college, military, independent living, semi-independent living).
V
Visual Impairment (VI)
Impairment in vision that even with corrections, adversely affects a child’s educational performance.
Includes both partial sight and blindness.
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McPherson County Special Education Cooperative
Paraeducator Claim for Professional Development Credit and Payment
Level I—Knowledge Points
Name:

Work Location:

Date of Activity:

Date Submitted: _______________

Location of Activity:

Hours Claimed: ________________
(PDNOW-1.5 hrs.)

Title of Activity: __________________________________________________
What did you learn? How will you use this information?

IMPORTANT! BOX MUST BE CHECKED TO GET PAID
Check here if this activity was outside your regular contracted hours (not clocked in).

Signed:
Paraeducator

Date

Paraeducator Facilitator

Date

Turn this form in to the Para Facilitator within 10 days of completing the activity.

McPherson County Special Education Cooperative
Paraeducator Proposal for Application Points
Name:

Work Location:

Application Points may be earned by using instructional strategies learned during a Level I—
Knowledge Points activity. An instructional strategy is the implementation of instructional
materials, procedures, or actions that will be used to elicit particular learning outcomes.
1.

Please identify the Level I—Knowledge Points that will be used for application.
Title of Activity:

Date of Activity:

Knowledge Level Points Claimed:
2.

Of the Knowledge Level Points referenced above, what portion of the activity dealt with the
instructional strategy(ies) identified above?
%
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3.

How will you demonstrate your application of the instructional strategies identified above?

Signatures:
Paraeducator

Date

Supervisor’s Recommendation: I recommend that this paraeducator receive Application Level Points

Supervising teacher’s signature

Date

Number of Level I Points (_________) X (2) =

Level II Points Requested

Paraeducator Facilitator signature

Date

McPherson County Special Education Cooperative
Paraeducator In-service/College Hours Request Form
This form should be completed when a paraeducator plans to apply college hours to in-service hours;
or attend classes, a seminar/workshop, or other activity that may qualify for in-service credit not
offered through the school district or special education cooperative. This form must be completed
in advance and submitted to the paraeducator facilitator to determine if in-service hours will be
approved.

1. College course, seminar or workshop title:

College: _________________________________
Course Number: ___________________________
Enrollment Date: __________________________
Credit Hours: _____________________________
2. Description of course/seminar:
______________________________________________________________
____________________________________________________________
3. Explanation of how this will help in current paraeducator position:
______________________________________________________________
____________________________________________________________
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One hour of college credit = 20 in-service hours.
Other in-service hours will be determined by the Director of Special Education and/or the Para Facilitator.

__________________
Date

_________________________________
Paraeducator’s Signature

Recommendation: Number of hours granted: ________
Approved Not Approved ___________
Date

________________________
Paraeducator Facilitator

Approved Not Approved ___________
Date

________________________
Asst. Director of Special Education

Evaluation of Paraeducator
Paraeducator: ______________________________________ Date: ________________
Assignment: ______________________________________
Supervisor: _______________________________________
Paraeducators have the following expectations in working with students. The direct supervisor should complete the
evaluation with input given from general education teachers who have direct knowledge of the performance of the
paraeducator.
Please mark the most appropriate box

Exceeds
Expectations

Meets
Expectations

Improvement
Needed

Unsatisfactory

On time to classroom assignment
Stays for assigned class time
Proactive in preventing behavior difficulties
in the classroom in a positive manner
Engaged in the lesson
Engaged with the student
Understands and follows classroom routines
Communicates with the teacher
Exhibits willingness to assist students with
a variety of activities
Demonstrates knowledge of needs of
identified students
Uses positive classroom management
strategies
Takes initiative to assist in the classroom
Understands and maintains confidentiality
Professional development is completed on
time and is relevant to the job assignment
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Exhibits self control in stressful situations
Demonstrates professionalism in
appearance and interactions
Implements the IEP with fidelity
What is an area(s) the Paraeducator does especially well in the classroom?

What is an area(s) the Paraeducator can improve in the classroom?

Helpful Hints for Requesting Leave in Employee Portal
•

Available leave must be used before leave without pay.

•

Before clicking the submit button for any leave, please double check the date(s) and time (in hours)
requested to verify they are correct.

•

Remember that leave is requested in hours not days. You may use decimal points (example – 5.25). Do not
type the word “hours” in the box; you just need to type in the number.

•

Please leave a brief comment regarding the leave, especially if you are requesting leave that is not for a full
day. The approver needs to know exactly what times you will be gone. Sick leave and leave without pay
must have an abbreviated description of what the leave is for.

•

You may only request leave that you have available: you may not request leave if your balance is zero, and
you cannot request 5 hours of leave if your balance is 3.25 hours. In this instance, please use the remaining
leave available as one entry and submit another Employee Portal leave request as leave without pay.

•

If you are requesting a leave over a several day period, there are some simple rules:
o Leave cannot be requested over a weekend or holiday. Example: if your leave is for a Friday
through Wednesday, you will need to submit two leaves, one for Friday and then another for
Monday through Wednesday.
o Leave cannot be requested over a non-school day. Example: if you are requesting leave that begins
before Labor Day and goes after Labor Day, you will need to submit two leaves, one for the time
up to Labor Day and another for the time after Labor Day.
o Leave cannot be requested over two separate pay periods. The district pay period is the 16 of the
month to the 15 of the following month. Example: if you are requesting a leave that is for the 14
through the 16 of a month, you will need to submit two leaves, one for the 14 & 15 and then
another leave for the 16 .
th

th

th

th

th

th

th

Canceling a leave request:
• If the leave is still pending approval, you can simply cancel it.
• Once the leave has been approved, the time will be deducted from your account. If for any reason you do
not end up taking the leave, you should notify Central Office to cancel your leave request. Please email the
Payroll Clerk to correct your employee portal. Please carbon copy the email to your building administrator
and supervisor.
• If you need to change a request, please cancel the original request using the process above and then submit
a new leave.
Additional help and guidelines can be found in the Employee Portal.
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Automatically forward emails to another account
You can have your emails automatically forwarded to another address. You can forward all of your new messages,
or just specific kinds of messages. Note that spam messages aren't included when you choose to forward all new
mail.
To forward emails from another email provider to Gmail, you’ll have to change your settings in the other
account, not in Gmail. Visit your other email provider’s help center to find out if automatic forwarding is available
and how to set it up.

Forward all new emails
1.

Open the Gmail account that you want to forward from.

2.

Click the gear in the top right.

3.

Select Settings.

4.

Select the Forwarding and POP/IMAP tab.

5.

Click Add a forwarding address in the “Forwarding” section.

6.

Enter the email address you want to forward to.

7.

For your security, we'll send a verification email to that address. Open your other email account and find the
confirmation message from the Gmail team. If you’re having trouble finding it, check your Spam folder.

8.

Click the verification link in that email.

9.

Back in your Gmail account, reload the page in your web browser - look for the reload icon

.

10. On the same Forwarding and POP/IMAP page in Settings, check that Forward a copy of incoming mail is
selected and your email address is in the drop-down menu.
11. In the second drop-down menu, choose what you want Gmail to do with your messages after they’re forwarded,
such as keep Gmail’s copy in the Inbox (recommended) or archive Gmail’s copy.
12. Click Save Changes at the bottom of the page.
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