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INTRODUCTION

Traditionally, special education teachers, have been responsible for providing the educational experience within the special education classroom as well as a collaborative setting in a general education classroom.  Utilizing para-educators to assist in the delivery of special education services has proved to be extremely beneficial to expand and improve the quality of education for students.  Adding another adult to the classroom, however, creates a new set of dynamics regarding the sharing of successes and responsibility for problems.  The lead/supervising special education teacher and the para-educator must work collaboratively to provide quality services for our students.  Supervising teachers and para-educators working together need to negotiate appropriate roles which will allow both personalities to not only survive but to flourish.  
This activity is to be completed jointly by the special education teacher and para-educator early in the school year.  It is an important part of the annual Para-Educator Orientation and the para-educator will receive (1) hour of training credit, documented on the monthly inservice log.  This must be completed and turned into your principal prior to September 15th of each school year or within a month of start date in a new position.
    The activity is divided into six sections:




Section I     -    Interview

 


Section II    -    Role




Section III   -    Organization




Section IV    -   Communication




Section V    -    Discipline




Section VI    -   Summary 

[NOTE:  Please keep this booklet at the building level for reference.]
Section I

INTERVIEW

GETTING TO KNOW ONE ANOTHER
     In order to develop and maintain a good working relationship between the para-educator and supervising teacher, a meeting of minds must occur on how two different personalities are going to join together into a working unit.  In effect, the para-educator and the supervising teacher must get to know each other.  This doesn’t mean the teacher and para-educator need to exchange Sunday dinners, but at least they should begin the relationship with some idea of what each believes is important.

DIRECTIONS:  The teacher is to interview the para-educator by asking the following questions.  Report the response in the space provided.

INTERVIEW OF PARA-EDUCATOR FOR THE TEACHER:

1.  What is your full name? _____________________________________________

2.  Where were you born?  _____________________________________________

3.  What do you like to do in your leisure time? (hobbies, etc.) __________________

4.  Think back, what was your best memory of school?  (Best day or week).

      _______________________________________________________________

5.  Describe one person that has made a positive impact upon your life.

     ________________________________________________________________

6.  What was the happiest moment of your life?  ____________________________

7.  What do you expect to gain from this job?  ______________________________
8.  What concerns do you have about this position?  _________________________

      ________________________________________________________________

9.  What do you expect to be doing five years from now?  _____________________

10.  Describe your greatest strength.  ______________________________________
11.  Describe something you would like the teacher to know about you.

       _______________________________________________________________

17. What subject areas in school do you/did you enjoy?  Struggle with?  _________

       ________________________________________________________________

       ________________________________________________________________

13.  What tasks in a classroom do you enjoy doing?  _________________________

       ________________________________________________________________

17. Describe something that could happen in the classroom that would make you

       glad you are a para-educator.

        _______________________________________________________________

15.  What can you do that will help a student(s) in the class?  ___________________

       ________________________________________________________________

16.  How will you know that you are supported by the teacher? __________________
       ________________________________________________________________

17.  How would you want to be informed if there were a conflict/problem?  __________

My signature below documents that I was interviewed by my supervising teacher.
Signature of Para-educator: __________________________   DATE: _____________

Section I (continued)
DIRECTIONS:  The para-educator is to interview the teacher by asking the following questions.  Report the response in the space provided.  Don’t feel like your answers need to match.  Just be honest.
INTERVIEW OF TEACHER FOR THE PARA-EDUCATOR
1.  What is your full name?  ________________________________________

2.  Where were you born?  _________________________________________

3.  What do you like to do in your leisure time?  _________________________

4.  Think back, what was your best memory of school?  (Best day or week)

      ____________________________________________________________

5.  Describe one person that has made a positive impact upon your life.

     _____________________________________________________________

6.  What was the happiest moment of your life?  _________________________

7.  What do you expect to gain from this job?  ______________________________

8.  What concerns do you have about this position?  _________________________

      ________________________________________________________________

9.  What do you expect to be doing five years from now?  _____________________

10.  Describe your greatest strength.  ______________________________________

11.  Describe something you would like the para-educator to know about you.

       _______________________________________________________________

12.  What subject areas in school do you/did you enjoy?  Struggle with?  _________

       ________________________________________________________________

       ________________________________________________________________

13.  What tasks in a classroom do you enjoy doing?  _________________________

       ________________________________________________________________

14   Describe something that could happen in the classroom that would make you

       glad you are a teacher.

        _______________________________________________________________

15.  What can you do that will help a student(s) in the class?  ___________________

       ________________________________________________________________

16.  How will you know that you are supported by the para-educator? ____________
       ________________________________________________________________

17.  How would you want to be informed if there were a conflict/problem?  _________
My signature below documents that I was interviewed by the para-educator.

Signature of supervising teacher: __________________________ DATE: ___________
*Now proceed to Section II:  ROLE

Section II

ROLE

Role is defined as a pattern of behavior that a person is expected to exhibit.  The important thing to remember is that as a teacher and/or para-educator certain patterns of behavior are appropriate roles and some patterns are not appropriate.  Both teacher and para-educator must learn what is appropriate for their individual setting.

DIRECTIONS:  The teacher and para-educator are to complete this section together.  This activity includes ten situations.  Indicate your response in the space provided.  Possible solutions are offered to the right.

SITUATION
1.  The teacher has been summoned to jury duty.  The principal said “don’t worry, the para-educator can supervise your class in your absence.”  Do you think the role is:

Appropriate       Not Appropriate        Unclear
2.  Sue, a para-educator, is new to the class.  She seems nice enough, but she sits in the back of the class and waits to be told what to do next.  What is the teacher’s role?  ___________________
       ________________________________
____________________________________
3.  The teacher has spent a lot of time giving the para-educator specific instructions.  However, she completely ignores the plans and goes on her own.  What’s wrong here?  ________
______________________________
______________________________
POSSIBLE SOLUTION

1.  The role of a substitute teacher for certified teacher is not appropriate for a para-educator.  However, the para-educator may be asked to supervise the classroom for short periods when the supervising teacher is unavoidably called away.  The supervising teacher remains responsible for the classroom and must be available at all times.
2.  The teacher must assume a leadership role because the teacher is responsible for the classroom.  The teacher must make sure the para-educator know specifically what to do and when the task is to be completed.
The para-educator must be a good follower and attempt to follow the supervising teacher’s instructions as requested.  A written plan for the para-educator to follow might help alleviate the problem in this case.

3.  This is a tough situation and there are no easy solutions.  This is the time when communication skills are a must.  The para-educator must understand that he or she must follow plans.  Refer back to interview activity on communication of conflicts/problem.  If necessary, consult with the principal. 
SITUATION

4.  The teacher and para-educator go to the teacher’s lounge to plan the day’s activities.  This role is:

Appropriate      Not Appropriate      Unclear

5.  The teacher really doesn’t like sharing the responsibility of teaching so she has assigned the para-educator total clerical activities.  This role is:
Appropriate     Not Appropriate       Unclear

6.  A new instructional program is being utilized in the classroom.  The para-educator is reluctant to attempt a lesson because she hasn’t had any training in this program.  Does the para-educator have a right to refuse to do an activity?  What should the teacher do? _________________________________
7.  The teacher is on the faculty basketball team, so she asks the para-educator to collect money at the ticket table for the annual student/faculty basketball game.  This role is:

Appropriate       Not Appropriate        Unclear

POSSIBLE SOLUTION
4.  There is nothing wrong with the para-educator and the teacher going to lounge together as long as students are not left in the classroom without supervision.

However, planning time is for supervising teachers.  Para-educators are to have two fifteen minute breaks in their schedule.
5.  Expecting the para-educator to function only in a clerical capacity is not appropriate.

While it is appropriate to ask for assistance, teachers should not delegate primarily “clerical” duties to an “instructional” para-educator.

6.  The supervising teacher should never expect para-educator to engage in an activity if they have not developed competencies to successfully complete the activity.

On the other hand, the para-educator has an obligation to learn how to utilize the program with appropriate training as soon as possible.  The best way for a para-educator to learn is to work with the teacher.  First, the teacher should model the approach and the para-educator may take over as he or she gains the necessary skills and confidence.
7.  There is a limited number of afterschool activities that staff are required to attend as deemed by the building principal.  
While the para-educator is a part of the school community, unless required by the principal, the para educator has the choice to attend.  
SITUATION

8.  The para-educator seems to side with the students.  She appears to take their side especially when discipline is

necessary.  The teacher has become the ogre and the para-educator is Miss Nice.  What to do?

9.  It is necessary for the teacher to attend a staffing in the principal’s office.  The para-educator has refused to be responsible for supervising the classroom.  Who’s in charge?  
10.  It is 3:00 in the afternoon and the teacher is fading fast.  The principal recognizes that the teacher is ill and wants to send her home but the para-educator has an inservice program scheduled  and will not be able to help with the class.  Both the teacher and the principal think the para-educator should cancel attendance at the inservice program and help out. The para-educator says that’s impossible because the inservice is required.   Who’s right here?
POSSIBLE SOLUTION
8.  This appears to be a problem with role.  The teacher is responsible for discipline.  The para-educator must play a supportive role to the discipline procedure that is set up.  This is a time for the teacher to communicate with the para-educator about a need for support.  If the para-educator cannot agree with the teacher on how students are to be disciplined and the issue cannot be resolved, it may be best to consult with the building principal or special education coordinator.
9.  To expect a para-educator to supervise the classroom while the teacher is in a staffing is appropriate up to a time frame of 4 hours.  It is important to note that the teacher is available in the building if she is needed. 
10.  Inservice training is extremely important but the most important responsibility for all concerned must be the students in the classroom.  There are many training opportunities, and the para-educator could be allowed to make-up the session by substituting another activity.  The para-educator is needed in the classroom, so that is where he or she should remain.
ROLE REVIEW TEST

DIRECTIONS:  The para-educator should circle the correct response.










     CORRECT RESPONSE
1.  The para-educator scores           Role                 Not                         1.  Role Appropriate
     and compiles data associated     Appropriate       Appropriate    
     with testing.

2.  The para-educator is totally         Role                  Not

       2.  Not Appropriate
     responsible for planning and        Appropriate      Appropriate
     carrying out the educational

     program for one child.

3.  The para-educator assists           Role                Not

       3.  Role Appropriate
     students in performing                 Appropriate    Appropriate
     activities initiated by the
     teacher.

4.  The para-educator maintains       Role                Not

       4.  Role Appropriate
     records associated with parent    Appropriate    Appropriate
     conferencing and confirms

     conference dates.

5.  The para-educator revises           Role               
Not

       5.  Not Appropriate
     instructional programs                 Appropriate    Appropriate    
    designed by the teacher.
*  Now proceed to Section III:  ORGANIZATION
SECTION III

ORGANIZATION
Para-educators and supervising teachers will be more efficient and ultimately more successful if each role is carefully around specific tasks throughout the school day. Naturally, it is important to be flexible and make changes as needs arise.  However, most days have a definite pattern and your role must follow that pattern.  Below is an example of how roles can be organized around the daily schedule.

Typical Daily Schedule



Teacher





Para-educator


Responsibility





Responsibility
8:00-8:30
Discuss the day





Discuss the day



Welcome students




Welcome students

8:30-9:00
Opening exercise




Lunch count

9:00-9:30
Academic Group I




Prepare seat work for rdg. group 










Help student with problems.

9:30-10:00
Academic Group II




Help students with problems

10:00-10:30
Academic Group III




Drill with Reading Group I

10:30-11:30
Plan time





Break- 15 minutes

Support students in gen. ed.
11:30-12:00
Lunch






Lunch

12:00-12:30
Assessment of students




Data collection/reporting
12:30-1:00
Playground Duty




Support students in gen. ed.
1:00-1:30
Language with Group I




Read story to Group II

1:30-2:00
Language with Group II




Read story to Group I
2:00-2:30
Social Studies-read and discuss



Break -15 minutes










Small group work
2:30-3:00
Science-read and discuss



Small group work
3:00-3:30
Closing:  Sharing time




Help students with coats, etc.










Make sure students get on right










bus.

3:30-4:00
Debrief and plan for tomorrow



Debrief and prepare materials










for tomorrow

DIRECTIONS:  The para-educator and teacher must plan a daily schedule of specific responsibilities (roles) and designate time frames.



Teacher




Para-educator


Responsibility




Responsibility
Time Block
__:__ to __:__    
__:__ to __:__
__:__ to __:__  

__:__ to __:__

__:__ to __:__ 

__:__ to __:__ 

__:__ to __:__ 

__:__ to __:__   

__:__ to __:__       

LUNCH

__:__ to __:__    
__:__ to __:__

__:__ to __:__  

__:__ to __:__

__:__ to __:__ 

__:__ to __:__ 

__:__ to __:__ 

__:__ to __:__   

__:__ to __:__ 

· Now proceed to Section IV:  COMMUNICATION

Section IV

COMMUNICATION

One important point to remember is that all people communicate differently with people in different situations.  Your job is to communicate in the clearest, most efficient way possible.

One good way to exchange information is to provide a specific time and to debrief the day’s events.

Write the time(s) here
Another excellent way to communicate is to         

Here are some advantages you might
provide a special time to debrief at the 


consider.
end of the day.









1.  You can exchange information for
What do you think advantages of such an


      I.E.P. modifications.
activity would be to you as teacher and



para-educator?  List them below.



2.  You can determine what works for








      individual students.
1. 
 3.  You, as teacher, should suggest       








      to your para-educator how

2.  







      to handle specific problems








       regarding behavior or instructional








       programming.

3. 









4.  Meeting together gives a chance








     to “let off steam” and talk about 

4.                                                                                       frustrations.
5.  ______________________________________
*  Now proceed to Section V:  
DISCIPLINE

Section V

DISCIPLINE

Managing the behavior of students is one of the biggest concerns of the teacher and para-educator.  The teacher is responsible for the classroom discipline. The para-educator has a responsibility to uphold discipline practices and to be supportive of the teacher at all times.

It is essential that the rules are clear.  The teacher, para-educator, and students

must know the classrooms expectations.

DIRECTIONS:  The teacher and para-educator should complete this section together.

List the rules in your classroom:
1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

List the consequences/alternatives when rules are not followed:

1.  __________________________________________________________________

2.  __________________________________________________________________

3.  __________________________________________________________________

4.  __________________________________________________________________

5.  __________________________________________________________________

List the procedures to reinforce appropriate behaviors:

1__________________________________________________________________

2__________________________________________________________________

3__________________________________________________________________

4__________________________________________________________________

5__________________________________________________________________

EVALUATION OF ACTIVITIES/BOOKLET
Para-Educators please complete the questionnaire below.







Not         Somewhat      Very         Out-







Helpful     Helpful          Helpful     standing

1.  These activities were                              
      





1 2 3            4 5 6            7 8 9           10
2.  The most helpful aspect was

       

3.  The least helpful was 
   

4.  Suggestions for improvement:  

   

Detach and return this form to:  Kimberly Shaw, Director of Special Education at the IRMC
Your Name:  ______________________________________

Supervising Teacher’s Name:  ________________________
Thank You,

And Good Luck Working Together!
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