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Para Roles and Responsibilities

Some of your roles and responsibilities at Northview Elementary will be as follows:

Working with Students:
e Treat all students with respect and talk to them using a calm, assertive voice. (Yelling escalates
situations.)
¢ Follow the school rules to address bullying. (Olweus)
e Follow through with what you tell the students. Do not give empty threats or promises. Students need
to trust you. ]
¢ Do not refer to the student as a “special ed. student.” Use people friendly language. .
¢ Assist with the arrival and departure of children. :
¢ Assist with the instruction of personal hygiene with students in a respectful manner.
¢ Monitor and provide positive discipline as necessary.
e Praise and motivate the students frequently.
¢ Provide assistance with all instructional activities. —!
o Assist all students in the classroom and divide your time according to student needs.
¢ Provide more individual attention to students who need it.
e Read with students during appropriate times in the classroom.

I—

Working with General Education Teachers and Other Staff:
e Work together as a team and not as an individual.
¢ Build and maintain effective communication.

e Familiarize yourself with teacher rules and expectations for the classroom you are working in. —

Documentation:
e Fill out incident forms for bullying and behavior that result in a visit to IRC or office.
e Fill out behavior observations and sheets after training has occurred and whenever needed.
e Note: If you need to document something immediately and need someone to cover your classroom for —
you, please let a special education teacher know and we will find someone to cover for you.
Documentation is that important!

District and School Requirements: 5
e Complete the para in-service hours needed. You will receive additional information regarding this.
e Learn school policies and procedures. These can be found in the school handbook.
e Understand the chain of command in the district.
¢ Attend required meetings and professional development. —
e Familiarize yourself with the evaluation form.

As a para, you are a huge part of our special education team. In your role as a para, you will have =
a wide range of responsibilities. Please remember flexibility is a must. Always expect the unexpected. If -
we do not tell you enough, we appreciate all that you do and how flexible you are!

1
L =

(] (=) | =] | = (] (=) | =] | = (]

._I.‘._I-’._l.‘._l-‘._I.‘._I-’._I.‘._I-‘._I ‘._I-’._l.‘._l-‘._I.‘._I-’._l.‘._l-‘._l.‘._l-’._l.

-

ElE
|

|_‘ l__‘-l_
|

D e g 2
II_I.I_|.|_|.|_|.l_|.|_|.|_|.|_|.l_|.|_|.|_|.l_II_I.I_

—



:

= = = = = ) =
=)|[@lElElEEEEEEEE | E

Do’s and Don’ts for Paraeducators

Do

o Walk around the classroom and assist other students when the student(s) you usually
work with do not need assistance. (Avoid sitting in one spot)

¢ Verbally praise students for their hard work.

¢ Use assertive communication when speaking with teachers and students.

e Report ANY signs of abuse or neglect as soon as you see them. You are a mandatory
reporter by law. Document evidence as soon as possible.

e Use direct instruction when asked to teach a small group.

¢ Be confident! Students will test their boundaries. Be kind, but firm. Follow through
with what you tell the students.

e Report bullying.

¢ Use your cell phone for emergencies only.

¢ Ask us questions or share concerns.

e Follow your schedule, but be flexible if we ask you to do something else. Changes in
your schedule come from the special education teachers.

e Inform teachers of schedule changes. If they have questions, direct classroom teachers
to the special education teachers.

e Complete documentation every day before leaving.

e Respect the school. Our custodians work very hard. If you make a mess or see trash
on the floor, please be a good role model for the students by picking it up.

Don’t
e Take photos/videos of any student for social media or on a temporary basis without
prior knowledge of parent consent
¢ Grade the teacher’s papers
e Make copies for the teachers
¢ Put up bulletin boards for the teachers
¢ Implementing any behavior rewards without discussing with a teacher

e Speak with parents regarding their child. (Direct them to the classroom or special education
teachers.)

e Speak about students’ personal information to anyone who does not work directly with
the student

¢ Supervise the entire class alone in the classroom. (This is a huge liability concern.)

¢ Give any formal or standardized tests or interpret results without training

e Select, program, or prescribe educational activities or materials without the
supervision and guidance of a teacher

¢ Be solely responsible for preparing lesson plans or initiating original instruction

2
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Absences —
When you are going to be gone, and you know in advance, please let the special
education teachers, the administrator, and the secretary know as soon as you do. This —
will allow us to get a substitute for you. You will need to fill out a request for personal 1
time off form and give to our principal. -
If you get sick, are unable to come to work for personal reasons, or are running
late, or you are unable to come in to school for any reason, please call one of the |
following: —
Megan at (785) .
Dustin at (785)
Katy at —
You do not have to call/text all three, but you need to continue calling until you -
get a hold of one of them. If you leave a message, please continue on with the list until
you talk to someone in person. N
You will also need to call the following: —
Stephanie Lagerman, our school secretary, at (785) 587-2070 after 7:30. |
Dress -
When choosing your outfit, please remember that you are a professional who is e
setting an example for students. You want to establish credibility, professionalism, and .
respect.

e Your shirts need to be long enough to not show your midriff. They also need to I
be cut high enough to not show off your chest. Remember, you will be leaning |
over a lot to assist students. :

e T-shirts are not allowed unless they are NV Elementary t-shirts.

e Your pants should not have any rips or tears and should not look old. They —
should also not reveal your undergarments when you lean over or squat down. :

e Shoes should fit the activity level of the students on your schedule. -

e When wearing skirts, please keep in mind that you may be required to restrain a
student. Your skirt needs to nearly reach your knees. You may even consider 1
wearing shorts underneath. |

e [f you choose to wear tights, leggings, or other form fitting pants please wear a -
top long enough that it will cover the crotch and bottom areas without consistently
pulling it down. —
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Confidentiality

As a para, you will have daily access to information about students that must
remain confidential. You are required to keep confidential information such as academic
achievement, test scores, student behavior, attendance, family problems, and other
personal information. You must keep information regarding students and their families
confidential. It is required by law, and breaking confidentiality will result in termination.

Many times you will be asked questions about students you work with. You
could be asked about their educational performance, behavior, or what is wrong with a
student. Some people will want to know about student progress, their needs, their home
life and other information. You must act according to the laws that protect student
privacy. There are two questions to guide whether or not to share the information.

1. Is the person requesting the information directly involved with the student’s
education?
2. Will the student benefit if the person receives the information?

Below are some ways to avoid confidentiality problems.

« Do not point out or label children in public or anywhere outside of school.

% Avoid sharing personal information with anyone not directly involved with the
student.

Avoid using names if you are asked about your job.

Suggest that questions be directed to the teachers or parent.

Be careful not to distort, exaggerate or confuse information.
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Never use student information as gossip or as a joke.

Consider your words carefully in the workroom (teacher’s lounge), where it is
very easy to say something unintentionally.

Remember, children deserve the respect you would provide your own child.
Focus comments on student strengths and be positive.

At anytime if you don’t want to answer a question or are unsure whether to
answer, DON’T! (But do so gently and politely.)

Be direct and honest. “I’m sorry, but I cannot share that information with you.”
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Chain of Command for Problems

At times throughout the school year, you may encounter problems that you
yourself may not be able to handle. If the need arises, here is the chain of command you
should follow to report problems.

If the problem is with a student...
e Report to the general education teacher and the special education teacher

If the problem is with a general education teacher...
e First, talk to the general education teacher if you feel you are able to.
e Ifnot, talk to the special education teacher about what you should do.
e If you feel that this still hasn’t solved the problem, report to administrator.

If the problem is with the special education teacher...
o First, talk to the special education teacher if you feel you are able to.
e Ifnot, talk to the administrator.

If the problem is with another paraeducator...
e First, talk to the special education teacher.
e Next, talk to the administrator if needed.

If the problem is with another professional staff member...
e First, talk to that staff member if you feel you are able to.
e Ifnot, talk to the special education teacher.
e Last, talk to your administrator if needed.

If the problem is with a parent...
e First, talk to the special education teacher.
e Ifneeded, talk to the administrator next.

Our advice to you is to always try and talk to the person it is you are having troubles
with. We have found that is the best way to solve the problem. However, if you feel
unable to do that, please follow this chain of command. One thing we do not recommend
is talking to multiple, random people about the problem. Please report your issues in a
timely manner and do not wait for a long period of time. We do not want small issues to
become major ones, and we do not want major problems to go unresolved.
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Communication

Communication Styles

The three main types of communication styles are passive, aggressive, and
assertive.
Passive Communication:

o

People who use passive communication feel the need to ask permission
before making their own decisions.

Passive communicators are often taken for granted, unappreciated, and do
not get what they need because they do not make their needs clear.

They may think things like, “I’ll do anything to avoid conflict and to
please my boss.”

This type of communication is ineffective because it does not allow people
to have their needs met.

Aggressive Communication:

People who use aggressive communication use a loud, demanding voice.
They are not respectful to the listener.

Subtle forms of aggression are angry looks, an exasperated sigh, or
shaking your head in disbelief.

They may think, “I can do whatever I want to do just as long as I get what
[ want.”

Few paras display this type of communication on purpose. They may do it
without knowing it.

This type of communication is demeaning to students and other adults.

Assertive Communication

People who use assertive communication use “I” messages instead of
“you.”

They also say “and” instead of “but.”

To use assertive communication, state the behavior objectively. Do not
make judgments.

o Say, “He stomped his feet, crossed his arms, and used a loud voice
when the teacher told him to sit down,” instead of saying, “He
threw a fit about not getting his way.”

Assertive people name their own feelings and state what they would like
to happen, while also expressing concern for others.
This is the type of communication that we would like for everyone to
display.
When using assertive communication,

o Maintain good eye contact
Stand up straight
Speak slowly and calmly
Stop and think before you talk
Make short responses
Consider the consequences before you speak
Ask only open-ended or specific questions

6
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Dealing with behaviors

When you enter a classroom when a students is elevated:
e Remain calm

e If'you have a positive relationship with the student try to calmly talk to the student about what =

is going on. See if they want to go for a walk, help with assignment, come to the IRC, etc. .
e [fyou are new to the student assist the teacher with calling for help or managing the class while
the teacher talks to the student.
e Document the event in the student's progress log.

When you are in a classroom when a student is getting frustrated:
e Depending on the kid try to take a break from the work and come back 5 minutes later.

Activities could include: walk, sensory tub, drink of water, sensory dogs, etc. e

> Once you know the student you will know what works best. Students still need to complete
the task that was frustrated.
e If the student continues to become frustrated or will not take a break please call for assistance
with the student. I

When you enter the IRC:
e Ifastudent is sitting in a quiet chair, please ignore the student. Ask one of the resource teachers

if they need assistance. —

e [fastudent is being restrained, we will ask if we need assistance with restraining. Some .
students will become even more upset when people are around and involved in the situation.
Please take students that are in the classroom to the hallway or other room.

e Ifyou bring a student in the classroom, sit them in the quiet chair and come talk to a teacher
about the situation. Tell the student that they need to sit quietly while we decide what the next ]
step will be for the student.

The Mandt System =

Mandt is a system based on the philosophy of “putting people first.” “ It is based on the (|
principle that all people have the right to be treated with dignity and respect. It emphasizes the
importance of using dignity and respect while utilizing tools such as Positive Behavior Support and

Trauma Informed Services to prevent escalation from occurring. If this is not possible, to use a system — =

of gradual and graded alternatives for de-escalating and managing people, using a combination of :
interpersonal communication skills and techniques designed to de-escalate all the participants in an
interaction.” You will be asked as a paraeducator to complete this training when it is offered through

the district. Your certification will need to be renewed every year. The reason you are asked to obtain
this training is because you may encounter students who require you to utilize the skills you learn in
Mandt. If you are required to restrain a student, you may only do so if you are Mandt certified.
Information taken from The Mandt System Training Manual by David Mandt and Associates.
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Emergency Plans

In case of an emergency such as fire or tornado, there are exit guides located next to the
doors of every classroom. Please follow them accordingly. If you are working with a student in
an area in which you are unfamiliar with the designated exit in the event of a fire, take the
student out of the closest exit in order to leave the building immediately. In case of a tornado,
you will enter the nearest hallway with no windows. For other emergencies such as an intruder
or a need for poison control, see the emergency management guide for our school.

*If you see a person walking through the hallways with no badge on, please escort him or her to
the office so that he or she may check in and receive a badge. The badge lets staff and students
know that the person is not a threat and in the right place.

Suicidal Thoughts or Threats

If you are working with a student, and he or she alludes to suicidal thoughts or threats,
you must pay attention. He or she may state very bluntly that he or she wants to die and may
even have a plan for carrying it out. Either way, you need to inform the special education
teachers, the school social worker, AND the principal IMMEDIATELY. Before you do, please
find someone to stay with the student so that he or she is not left alone. Suicidal thoughts or
threats should not be downplayed by telling a student that they don’t really mean it. Each threat
should and will be taken seriously.

Suspected Abuse

As an employee of a school district, you are now a mandated reporter. If at any time, you
suspect that a child has been abused or have proof, you are required by law to report it to social
services. Abuse can be physical, mental, or emotional. If you are unsure about what you have
seen or heard, please speak with the social worker or administrator. No one can tell you whether
or not a situation needs to be reported. You must use your own judgment. Know that by telling
another professional, you are not relieved of your liability. It is your responsibility to report
ANY suspected or confirmed abuse. The number for social services is 800-922-5330.
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Evaluation

The purpose of evaluations is used in order to help us know the strengths you are
exhibiting while working in the classrooms. They also help us to communicate with you about
the areas in which improvement is needed and help us in making a plan to better support you.
Classroom teacher will help fill out evaluations throughout the year and will be discussed with
you. An overall evaluation will be conducted at the end of the school year to reflect your growth.

If any of the actions described in our district level para handbook occurs the para may
receive a range of actions from verbal warning up to termination based on the incident.

Here is an example written warning:

Written Warning

Employee’s Name: Date:

1. Has averbal warning been issued?

Yes No

2. Explain why this warning is being given. Check all that apply:

@l = [N [N NN LN 2N L] Ilﬂll

o Tardiness O Safety violation O Attire O Not following
schedule
O Excessive O Insubordination o Confidentiality O Inappropriate
absenteeism breech cell phone
usage
O Inappropriate o Other:
language/com
ments
Employee Signature:
Employer Signature:
9
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’%’4/\“%’ duecator Eval by C1 Teach
1 //\ araeducator Eval by Classroom 1eacher

Nl

\'1/ . please take some time to fill out this evaluation
form on . The input you give us will
help to ensure that the paraeducator assisting you is being as helpful
as possible. Your information will be kept confidential so please be
honest. If a problem arises. and we feel the need to speak with the
para based on your information given., we will speak with you first.
Thanks!
Felicity. Kelly. and Megan

Yes No

1. My paraeducator interacts well with my students.

2. My paraeducator seems knowledgeable in the

required subject areas.

3. My paraeducator has good academic strategies.

4. My paraeducator has good behavioral strategies.

3. My paraeducator knows how to praise a student

in a proper manner.

6. My paraeducator is always on time.

4. My paraeducator and I communicate well.

8. I work well with my paraeducator.

Area of strength:

Area of Improvement:

Please return this by:

-
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’ - Manhattan Ogden - USD 383 Classified Evaluation 1

Name: Assignment:
Paraeducator

Building: Evaluation Date: s
Northview .

Goal(s) for 2015-16: ]

Listed below are the performance areas under review. In addition to each
performance area being rated, the evaluator is required to provide comments when 1
“Exceeds Expectations” or “Needs Improvement” are selected, and as necessary '
when other ratings are selected.

Exceeds Meets Showing Needs Performance Areas |
Expectations | Expectations | Improvement | Improvement

A. JOB SKILLS and KNOWLEDGE: The employee 1
possesses the knowledge, skills and ability required to -
perform the essential functions of the job. —
B. PRODUCTIVITY and QUALITY OF WORK: The
employee on a daily basis demonstrates the desire and ability 1
to meet or exceed established quality standards.
C. WORKING RELATIONSHIPS: Works with and e
relates to others effectively.
D. COMMUNICATION SKILLS: 1
1. The employee communicates will verbally and -
nonverbally using any and all required —
technological tools.

2. The employee effectively carries out verbal and 1
written instructions.

E. PUBLIC RELATIONS: The employee positively —
represents the building/district when dealing with the public.
1. In-building, face-to-face h

2. Telephone/email etiquette
3. Rapport with students/parents/staff —

F. INITIATIVE: The employee shows initiative in 1
carrying out the duties of the job. .

G. OBSERVANCE OF SAFETY STANDARDS FOR
THE POSITION: The employee observes and S
demonstrates on a daily basis the knowledge of district
safety procedures required in this position. |
H. OBSERVANCE OF DISTRICT POLICIES and
PROCEDURES: The employee observes and demonstrates s
on a daily basis the policies/procedures set forth by the )
district. |
I. ATTENDANCE and OBSERVANCE OF WORK
HOURS: The employee is conscientious in punctuality and B
attendance. )
J. KRONOS - Use of Automated Time System. The |
employee uses the automated time system and is aware of
and follows Guidelines for Employee Conduct. |_
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USD#383 — CLASSIFIED EVALUATION

General Comments on the Performance Areas:

Explanation for rating(s) of “Exceeds Expectations” or “Needs Improvement”:

Area(s) of Strength or Concern:

Tentative Area(s) of Focus:

Employee Date

Evaluator Date

Signatures need not indicate concurrence, merely that both parties have discussed the evaluation document.
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Love and Logie Solution:

Using Enforceable Statements

any children have an uncanny
ability to get us pulled into trying
to control what we really cannot.

Truly powerful Love and Logic parents
recognize this and avoid this trap by
using enforceable statements. Enforceable
statements tell kids what WE will do or
allow...rather than trying to tell THEM
what to do.

When we set Love and Logic limits by say-
ing what WE will do or what WE will allow:

* We avoid looking like a fool when we
can’t get our kids to do what we say.

e We share some control with our chil-
dren. As a result, they are much less like-
ly to resist in order to regain control.

e We avoid getting sucked into trying to

control something we really can’t.
Examples of Love and Logic Enforceable
Statements:

« [ give treats to kids who protect their
teeth by brushing.

e Breakfast is served until 7:30. Get all
you need to hold you till lunch.

* My car is leaving at 8 am.

|5
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e I’ll listen as soon as your voice is as calm
as mine.

e I'll take you guys the places you want to
go in the car when I don’t have to worry
about fighting in the back seat.

e I’ll do all of the thi_rigs I do for you
around here when I'm feeling respected.

e I give allowance to those who finish
their chores.

e I'll provide TV and Nintendo when the
chores are done.

e ] keep the toys I have to pick up. You
can keep the ones you pick up.

e I’ll be happy to buy you the clothes I feel
are appropriate.

e I’ll be happy to listen to you as soon as
your father and I are finished talking.

» | loan money to those who have collateral.

e | loan the car to those who have made a
deposit equal to the insurance

deductible.

e I’ll reimburse you for your college
tuition for those classes in which you
earn a “B” or above. I’ll be happy to
give you the money when I see your
report card.

Cline/Fay

i:!,me and Logie

INSTITUTE. Inc
The Love and Logic People

2207 Jackson Street, Golden, CO 80401

1-800-338-4065
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LOVE AND10GIC ¥ LOVE AND:LOGIC Y. LOVE AND'LOGIC ¥ LOVE AND LOGIC:

LOVE AND.LOGIC ¥ LOVE AND LOGIC ¥-LOVE AND LOGIC ¥

Love and Logic Sofution:

Turn Your Word Into Gold
The Art of Enforceable Statements for the School

Love and Logic Technique

Ineffective Technique

Please sit down. I’'m going to start now. P’ll begin as soon as you are seated.

P’ll be glad to start as soon as you show me
that you are ready.

Please be quiet. It’s time to begin.

LOVE AND LOGIC ¥ LOVE AND LOGIC ¥ LOVE AND LOGIC

Open your books to page 54. 3 Tl be working from page 54.
T’m not going to line you up until everyone I’ll be lining people up as soon as it
is quiet. is quiet.

I allow people to sharpen pehcils when I
am not giving directions.

Don’t sharpen your pencil while I'm talking.

Feel free to go to the restroom when I'm

You can’t go to the restroom until I finish
not giving directions.

the directions.

You are welcome to stay with us as long as
you and others are not being bothered.

Don’t be bothering your neighbors.

Feel free to stay with us when you can
keep your hands to yourself.

Keep your hands to yourself.

Turn your assignment in on time or you’ll  Igive full credit for papers turned in

get a lower grade. on time.
P’ll listen as soon as your voice is as calm

Don’t talk to me in that tone of voice!

as mine.

You show some respect. I'll be glad to discuss this when respect
is shown.

Don’t be late for class. All of those who arrive on time go home
on time.

Lll-be-glad to accept-all-papers-that meet- - -
the neatness standard for this room.

£ AND LOGIC Y'LOVE'AND LOGIC ¥ LOVE AND LOGIC Y LOVE AND'LOGIC Y LOVE AND LOGIC ¥

~.Den’t try to-turn-in-sloppy- papers-to-me:

All owners of neat desks are welcome to
join us at recess.

Keep your desks organized and neat.

I loan paper to those who have not bor-

I’'m not loaning you any more paper.
rowed before.

If you can’t remember your pencil, you’re Feel free to borrow from anyone but me.

just going to have to do without.

51907 ANY 3N0 '
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continued on page 2

LOVE AND LOGIC ¥ LOVE AND LOGIC ¥ LOV
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call the Cline-Fay Love and Logic Institute, Inc. at (800) 33B-4065.
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Exceptionalities

Attention Deficit Disorder (ADD) and Attention Deficit Hyperactivity Disorder
(ADHD)
® Must have a doctor’s diagnosis
¢ Characterized by a difficulty in focusing and maintaining attention
¢ ADHD also includes hyperactivity or a need to move around frequently
o First observed early in a person’s life
e To assist in the student’s ability to concentrate, do the following:
o Remove distracting objects
Point to or highlight important information
Ask student to look at you before stating directions
Keep directions short and simple
Use the student’s name when speaking to him or her
Repeat directions if necessary
Praise the student for effort and attention to tasks
Break tasks or a series of directions down into smaller sets of steps
o Use kind verbal reminders to help keep the student’s attention focused
¢ To assist with the hyperactivity, try the following:
o Allow the student to stand to complete his or her work (if he or she
chooses)
o Use a disco seat (located in the special ed. room)
o During appropriate times, allow the student to come to the special
education room to jump on the trampoline
o Take a walk in the hallway
o Use weighted vests or lap mats (located in the special ed. room)
o Use a teacher approved fidget
e Remember that this exceptionality makes it challenging for the student to focus. The
student does not choose to become distracted.

0O O O O O O O

Autism
e Must have a doctor’s diagnosis.
e Affects verbal and non-verbal communication and social interaction.
e Usually evident before age 3.
e Students with Autism often engage in repetitive activities or movements.
e Students typically have resistance to changes in environment and daily routines.
e May have unusual responses to sensory experiences.
e Students with Autism vary widely in abilities, intelligence, and behaviors.
e For students with Autism, try the following:
o Provide structure and routine in the student’s day
Give directions step-by-step
Reinforce positive behavior
Provide both visual and verbal information
Use concrete examples

0O O O O
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o Be consistent and predictable
o Make clear expectations and follow through with them

Communication Disorders

Refers to delays or problems in speech, voice, and language functions.
Range from sound substitutions to the inability to understand or use language.
Communication is referred to as delayed if the student is noticeably behind his or
her peers in the acquisition of speech or language skills.
Terms:
o Speech disorder — difficulties producing speech sounds
o Voice disorder — unusual sound to voice
o Language disorder — impairment in ability to understand or use words in
context
Assist a student with a communication disorder by:
o Being patient and giving the student time to organize his or her thoughts
before speaking
o Modeling correct spoken language
o Do not allow other students to make fun of the way a student speaks
o Encourage the student to speak, especially about things the student enjoys

Deaf/Hard of Hearing (D/HH)

This term is used to describe a wide range of hearing losses.
Hard of hearing means that a student has an impairment in hearing.
If a student is deaf, the student cannot process language through hearing with or
without amplification.
Impairments in hearing can occur in one or both ears.
You can assist students with this disability by:
o Being aware of the student’s possible need to see the lips of oral speakers
in the classroom
o Arranging seating so students can see other students when they speak in
class discussions
o Providing many visual examples and written directions
o Learning some sign language if the student uses signs to communicate

Emotional and Behavioral Disturbance (EBD)

Long term characteristics: (A student may not display all characteristics.)

o Difficulty building or maintaining satisfactory relationships
Inappropriate types of behavior or feelings under normal circumstances
May have a pervasive mood of unhappiness or depression
May display hyperactivity
Aggressive behavior
Self-injurious behavior

o Withdrawals from others
What to try:

o Clearly define expectations

O O O O O
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O O O O O

Gifted

Clearly state consequences

Be firm but fair and consistent

Provide a structured, predictable environment

Understand and use the student’s behavior management plan
Reinforce positive behaviors

e Students who are gifted have extraordinary abilities in one or more areas.

e These students need advanced skills and assignments so that they are engaged and
learning.

e Allow students who are gifted the opportunities to be creative.

Learning Disabilities (LD)
e Students with a learning disability typically have a discrepancy between their 1Q
and their academic performance.
e Learning disabilities may affect listening, speaking, reading, writing, spelling, or
mathematical calculations, but may not affect every area.
e To assist a student with learning disabilities, try the following:

o

O O O O O O O

Focus on the student’s strengths

Provide structure and clear expectations

Use short, simple sentences when giving directions

Provide opportunities for success

Provide immediate feedback

Give the student extra time to complete tasks

Read directions aloud to students with reading difficulties

Students may also be given fewer problems since it may take them longer
to complete the work due to processing problems.

Intellectual Disabilities (ID)
e Students with Intellectual Disabilities usually score 70 or below on IQ tests. (The
average range of 1Q’s is 85-115.)
e These students develop at a rate that is below average and experience difficulty in
learning skills and adjusting socially.
e Students with ID can learn...they just do so at a different rate than their peers.
e Students with ID may need:

o

0O O O O O

Repetition and corrective feedback

High structure and clear expectations
Modeled appropriate behavior

Short, clear sentences when given directions
Demonstration of skills

Breaking tasks into smaller steps

Other Health Impaired (OHI)
e This area of special education includes a wide variety of health concerns.
e Some of the students with OHI may not need extensive special education services;
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they just need support from time to time.

e This category may include students with diabetes, asthma, or seizures.

e Students who have ADD or ADHD and need special education services are
usually classified as OHI since ADD and ADHD are not considered for eligibility
under their own category.

Physical Disability
e This category includes but is not limited to the following:
o Cerebral palsy — a disability in which brain damage before or at birth
causes a person to have irregular movement patterns
o Spina bifida — a birth defect that causes an abnormal opening in the spinal
column
o Lossofalimb
o Any other physical impairments
e Students with a physical disability may learn normally, but need special education
for support with classroom activities, especially physical education.
e Assist these students by:
o Learning about their unique needs
o Being patient
o Give the student opportunities to be independent — do not do things for
them if they can do them when given more time
o Treat them as normal students
o Arrange the classroom so that all students can access materials

Severe/Multiple Handicaps (SMH)
e Students who have this require ingoing extensive support in more than one major
life activity.
e People who have SMH exhibit a wide variety of characteristics that may include:
o Limited speech
o Difficulty in basic physical mobility
o Tendency to forget skills
o Trouble generalizing skills to various situations
o A need for support in major life activities
e Assist a student with SMH by:
o Helping, but not hovering
o Encouraging the student to be as independent as possible and to do things
without your help if he or she can
o Let the student speak whenever possible
o Include the student in conversations and give him or her opportunities to
respond, even if responses are nonverbal
o Give the student dignity and respect.

Traumatic Brain Injury (TBI)
e TBIl is an injury to the brain caused by an external physical force, such as a car

accident.
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e The injury may cause impairments in one or more areas, such as: cognition,
language, memory, attention, reasoning, abstract thinking, judgment, problem
solving, sensory abilities, motor abilities, perceptual abilities, behavior, physical
functions, information processing, and speech.

e Most individuals with TBI have been hospitalized and unconscious for an
extensive period of time.

e These students once functioned normally and are usually well aware of the
abilities that they have lost.

e Help these students by:

o Being sensitive to their feelings of loss

o Focus on their strengths

o Provide structure, routine, and clear expectations

o Use short sentences and clear vocabulary

o Provide opportunities for success

o Provide immediate corrective feedback

Visual Impairment (VI)
e Terms:

o Partially sighted — some time of visual problem has resulted in need for
special education

o Low vision — a severe visual impairment, not necessarily limited to
distance vision; inability to read a newspaper at a normal viewing distance
even with the aid of glasses or contacts; use a combination of vision and
other senses to learn

o Legally blind — indicates that a person has less than 20/200 vision in the
better eye or a very limited field of vision

o Totally blind — indicates that a person has no vision

e Relate to a student with a visual impairment by:

o Being sensitive to the student’s need to hear oral speakers

o Arranging seating so the student can hear other students as well as the
teacher

o Enlarge print and adjust seating for a student with partial sight

o Ask the student to listen before you give directions

o Repeat directions if needed

Source: Essential Skills for Paras by Marilyn Kaff, Ph.D. and Norma Dyck, Ed.D 1999
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Manhattan-Ogden Schools

Special Education Department

Review IEP

Individualized Educational Program

Baseline - Goal - Benchmarks/Objectives

has been observed to be on-task an average of 41% of the time. Off task behaviors mnhibt

's ability to complete classroom work and also present additional challenges in his peer
1s off task in the classroom he 1s talking, yelling, throwing objects, or

Baseline #1:
relationships. When
cryin
Goal #1.1:

upon observation by staff.

can be very emotional and give up easily on harder tasks.
will stay on task in the classroom 70 % of the time within the duration of the IEP based

Baseline #2: :is able to read a 2nd grade passage with 73% accuracy and 16 correct words per minute. He

was able to answer comprehension questions after reading the passage with 40% accuracy.

Goal #2.1: :will answer comprehension questions after reading a given selection
with 85 % accuracy as well as reading the passage with 90% accuracy within the duration of the
IEP based upon data collection. (Core Standard: RL.2.10, RF.2.4)

Baseline #3: [[__Jstruggles with using appropriate behaviors throughout the school day. Currently, he uses

appropriate behaviors 25% of the time.
Goal #3.1 :P& will demonstrate appropriate school behavior throughout the school 85 % of the time
within the duration of the IEP based upon observation by staff.

Related Services

Service From To Amount Setting Provider Freq
Social Work Services 09-22-2014 (09-21-2015 |30 minutes |G - Special Ed Stephanie | Weekly
Classroom in a Thomas
General Education
Building:

Special Education Services

0

Service From To Amount Setting Provider Freq

Special Education Services (extra reading) | 09-22-2014 |09-21-2015 |30 minutes |G - Special Ed Megan Rees | Daily

Classroom in a and/or

General Education Special

Building: Education

Teacher

Special Education Services (reading and 09-22-2014 (09-21-2015 | 150 minutes |C - Special Ed Direct |Megan Rees |Daily
math instruction) Services in a General |and/or

Ed Classroom in a Special



Service Model: Inclusion vs. Pull-out

At Northview Elementary, students who receive special education services are
served through an inclusion and pull-out model. This means that they receive their
special education services in the general education classroom most of the time. The
services include but are not limited to reading with a student, providing support during
assignments, increasing knowledge of multiplication tables, working on social skills, and
behavior management. These services will be delivered by you, the special education
teachers, and other service providers. The pull-out model consists of pulling students out
of their general education classroom and providing services in the resource room or
another convenient location. This will happen as well, but the majority of these services
will be provided by the special education teachers. This type of service is also provided
by the speech pathologist, by the occupational therapist and the social worker although
the social worker and occupational therapist sometimes provide direct services in the
classroom as well. At times, you may be asked to pull students out of the classroom to
help them finish work or a project or to provide accommodations for tests.

Modifications and Accommodations

Accommodations are done when a student still completes the same work as their
peers, but they have special circumstances for completing their work. An example would
be changing the amount of time a student can have to complete the same work as his or
her peers. For example, a modification would be eliminating the essay part of an exam
because the student struggles with writing. Accommodations are provided more often
than modifications. Every student’s IEP will have a list of allowed modifications and
accommodations. Please let us know if you feel others should be allowed for students or
if one if not effective.

Example IEP Accommodations:

| Program Modifications and Accommodations

Location Modifications/Accommodations | Frequency | Beg. Date| End Date| Implementor

Azzgaments

All Areas Wineten material read 10 saadent daily 1182004 HAT7/2013 MEGAN REES

All Areas Extend ume for completion of assgnments and datly 1182004 HAT2013 | MEGAN REES
=

All Areas Use parasducaions 10 ased student wih datly L e 172013 MEGAN REES
s‘(tl‘! lllll s
Pacing

All Areas Allow frequent bresks/vary ativities datly L8203 HAT/2013 | MEGAN REES

All Areas Cooperative leaming datly L8203 | 14772005 | MEGAN REES
Reizforcement

All Areas Repeaed review and dnill datly 182004 | 1174772005 | MEGAN REES

All Areas Check often for underzandag/review datly 1A82004 | 1174772005 | MEGAN REES
Text/Exam:

All Areas Read 1252 o student daily 117182014 1HAT/2013 MEGAN REES

All Areas Oches datly 1182004 1A7/2013 MEGAN REES
Separare, guier location

All Areas Frequen: breaks datly 182004 | 117472005 | MEGAN REES

All Areas Test in a small group setting datly 182004 | 1174772005 | MEGAN REES
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Behaviory IDOCL

Date: Time:

Name:

Location where the situation/behavior occurred:

Staff Member making the report:

Situation/behavior:

Witnesses/other involved:

23

zemoved fromthe elassoom oL lOCatoN o e

administrator contacted
counselor or social worker contacted

parent contacted

outside resources contacted

Other (please describe)

Follow Up:

Cleion Morton, Principal
Northview USD 383
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Name:

Think Sheet

Date/Time:

What | choose to do:

Push/Pull

k.

Bite

Use mean words

Pinch

Other:

Disobey rule
How | was feeling:
B & ®
Happy Mad Scared
[ 0‘ Other
Embarrassed Silly
Next time | should choose to:
? &

A

Use safe hands
and feet

Listen

Ask for help

,«‘/:

FoIIow dlrectlons

Take a break

Ask someone to
“Please stop”

Stay in my work
area

Say, “l don’t
understand”

Say, “« need my
space”

Other:

Student Signature:

23

Teacher Signature:




Student Name:

Reflection Sheet
Date/Time:

How did I get  AWith Pass
here?

Where did | UWRelaxation
goe Station
When did UBefore a Bad
you go? Choice
What | did was:

Qwith Adult Qwith Help
USafe Spot USafe Desk

UAfter a Bad
Choice

UAlready Here

UOther

Why was this behavior not okay?

Who could this disturbb or hurt2

How can | avoid this problem in the future:

I have had frouble with this behavior before:

OvYes UNo

Is it appropriate to apologize for the behavior | demonstrated? Y or N

If YES, who:

Before | return to class | need to:

Q
Q

*Completion of this sheet means | am ready to return to class and to follow class rules.

Student Signature:

Teacher Signature:
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ABCF Chart

(Antecedent, Behavior, Consequence, Hypothesized Function)

Date/Time Setting Antecedent Behavior Hypothesized Consequence Notes
(what happened Observed Function of (what happend
just before (use tally marks Behavior immediately after)
behavior) for number of
incidents)
Q Morning Q Given 0  Refusal 0 Get attention Q Ignored
Work Direction Q  Get object O Redirection
O Reading Q Correction O  Physical a  Get Self Q Seclusion
Q Math Q Transition Aggression Stimulation O Restraint
Q Hallway Q Unknown Q  Escape a IRC
Q Lunch Q Other Q Running Away Attention Q Office Visit
Recess (Specify) 4 Escape
Q Lunch Q  Property Demand
O Science Destruction O  Escape
Q Recess Activity
Q Social Q  Verbal
Studies Aggression
Q Transition
a IRC
Q  Other
(Specify)
4  Morning Q Given Q Refusal Q  Get attention Q Ignored
Work Direction 0 Get object O Redirection
Q Reading Q Correction Q Physical Q  Get Self- Q Seclusion
O Math Q Transition Aggression Stimulation O Restraint
Q Hallway Q Unknown Q Escape Q IRC
4  Lunch Q Other Q Running away Attention Q Office Visit
Recess (Specify) 4 Escape
Q Lunch Q  Property Demand
Q  Science Destruction Q  Escape
O  Recess Activity
Q Social Q  Verbal
Studies Aggression
Q Transition
a IRC
Q Other
(Specify)




Seclusion/ Restraint Documentation

Seclusion or | Start Time End Time Location/ People Time and
Restraint? Task Involved Date Parents
S or R Were
Notified
Was team or individual transport used? Y or N
Alternatives Used BEFORE Seclusion/ Restraint occured?
o Choices o Time to calm on own
o Prompts o Silence/Quiet
o Ignoring 0 Removing Audience
o Sensory Tools o MANDT Blocking
o Redirection (Verbal & Physical) o Verbal De-escalation
a Distraction o Change of Staff
o Positive Reinforcement o 1-1 Interaction
o Other:
Actions of Student BEFORE Seclusion/Restraint
o Threw objects or materials at others with intent to hurt
o Hitting/kicking/biting others with intent to hurt
o Hurting self
a Other:
Actions of Student DURING Seclusion/Restraint
o Climbing o Withdrawing
o Spitting o Threatening
o Cursing o Chewing on
o Crying o Hitting/Kicking Door/Walls
0 Urinating 0 Demanding
o Banging head on o Hitting/Kicking person:
o Taking clothes off o Other:
Actions of Staff DURING Seclusion/Restraint
o Ignoring o Reassurance
o Silence o MANDT Restraint
o New Staff o Calm Voice
o Watching for Safety o Clear, simple directions
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Actions applied AFTER

o Followed directions to SIT calmly (not yelling, aggressive, chewing, etc.)

o Staff offers immediate praise/acknowledgement

o Followed second direction (sit in chair, put on socks/shoes, hold staff hand)/Praise
again

a Problem solve with student about better choices (if calm enough to appropriately
participate)

a Completed original direction given before behavior occurred.

Were any injuries sustained during the incident? If yes, to whom? Describe.

Was there any physical damage that occurred?

What debriefing occurred with staff following the incident?
a SPED team meeting
o Parent conference
o Meeting with staff involved

What extent did the staff adhere to the procedural implementation guidelines?
a All guidelines were followed
a Guidelines not followed:

Will a follow-up occur to review or develop the student’s BIP as a result of this incident?
If so, when? Y or N

*Please complete a district incident reform in addition to this form as well as any other
data collection sheets. File together.
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Manhattan-Ogden USD 383
Manhattan, Kansas

EMERGENCY SAFETY INTERVENTION DOCUMENTATION

Date:

Dear:

The purpose of this letter is to inform you that on ,at (a.m./p.m.)
{date) (time)
the need for the use of an Emergency Safety Intervention was required for

(name of student)
K.A.R. 91-42-1(c) defines Emergency Safety Interventions (ESI) as “the use of seclusion or physical
restraint when a student presents an immediate danger to self or others. Violent action that is
destructive of property may necessitate the use of an ESI.” Whenever an ESI is used, the
parent(s)/guardian(s) must be informed within (2) school days.

Type of Emergency Safety Intervention Used: Seclusion - Restraint
Duration of Seclusion/Restraint: (minutes)  Location:
Name of Staff Member: Witnesses:

Description of Incident:

Please contact the building principal if you have any questions regarding this use of ESI.

{Signature of person completing report) {Date)
*Parent(s)/guardian(s) notified of this incident on by
{Date) {Name of staff member)

*Original provided to Building Principal

*Copy provided to Parents/Guardians

GAAF-1 8-13
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