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Welcome

Welcome to the world of education! You aambout to embark on a great adventure. It will be

an adventure with unique challenges and unique rewards; an adventure in which no two days
will be exactly alike. Your adventure will provide you with a wonderful opportunity to positively
impact the lives byoung people.

You will be a valuable member of an instructional team. Interact with that team
enthusiastically. You will be providing valuable assistance to students as they develop their
skills, discover their abilitieand gain confidence in their ogoetencies. Celebrate their

successes and help them understand that their mistakes are learning opportunities. You will be
able to provide the warmth, patien¢and enthusiasm your students will need to be persistent

in the face of difficulties. Help them to recognize their accomplishments along the way.

Enjoy each student. Make every minute count. Have high expectations and teach your students
the skills they ned to exceed your expectations. Be thoughtful and ever mindful of the
messages you send to your students, and make sure your messages communicate a belief in
their potential. Savor the excellent days. Accept the challenges as opportunities. Your time and
energy will be an invaluable investment in the future of Utah's youth.

Thank you for choosing to become a paraeducator. Thank you for your commitment; thank you
for your competence; thank you for caring.

Sincerely,
Nan Gray

State Director of Special Education
Utah State Office of Education






Table of Contents

T} (Yo [ Tox 1 o o [P 1
Utah Standards for Instructional Paraprofessionals............cccccouiiiiiiiiiiiiiiiieeeeeeeiie 2
Standard 1(Support instructional OPPOItUNITIES)........eiieiiiiiiiiiiie e eeaes 5
A.Have knowledge and proficiency in reading, math and writing.................ccoovvvveeennnnl) 6
B. Have knowledge of strategies, technique s, and delivery methods of instruction.....6
C.Demonstrate the ability to record relevant information/data about learners............. 10

D. Organize materials and peepared to support learning and the instructional proces&0
E. Demonstrate the ability to use assessment instruments specified by supervisor to

document and maintain dataL............ooooeiiiiiiiiiieeeeeeeeee 10
F. Demonstrate the ability to use strategies to facilitate effedtinegration into various

£ =] 1] o USSP 11
G. Use basic educational teChNOIOGY..........uuuuuiiiiiiiciieii e 12

l. Assist in providing objective documentation for observations and functional assesstBents

Standard 2Supportprofessionalism and ethical practiQes............ccccccveeieiiiiieiiiiiee e, 15
A. Have knowledge of and adhere to the distinctions in the roles and responsibilities of
teachers/providers, paraeducators, administrators, families, and other team memb#ss
B. Carry out respsibilities in a manner consistent with all pertinent laws, regulations,

POIICIES AN PrOCEAUIES........ceeiiiiieieeeeeeeeeeeeee e e e s e e e e e eaeas 16
(O =Ty o= Tox l oo ] 0110 [=T 1 U= 111 PP 21
D. Have reliable attendance, punctuality, and dependability.................oovvvreevrirrrnnnnnnnn. 25
E. Exhibit sensitivity to cultural, individual differences drgabilities...................cc..o........ 25
F. Adhere to the civil and human rights of children, youth and their families............... 28
G. Have knowledge of health, safety, and emergency procedures...............cccoeeuueeee. 28
H. Pursue and participate in staff development and learning opportunities................. 31
Standard 3Supporta positive learning eNVIrONMENT. .........uuiiiirireee e 33
A. Use proactive management strategies to engage learners.........ccccccceeeeeveeeiiiennnnn. 33
B. Support the supervisors behavior management plan...............ccccvvvvvveeienenennnnennnnnnns 38
C. Demonstrate knowledge of learner characteristics and Demonstrate knowledge of learner
characeristic s and factors that influence behavior...............ccccciii, 38
D. Assist in maintaining an environment conducive to the learning process............... 39
E. Assist in teaching children and youth social SKillS............ccccoiiiiiiiiii 41
F. Assist learners in using self control and self management strategies.....................s 42
G. Assist in monitoring learners and make appropriate decisions while coaching or tutoring in
(oL L= 0T a1 ST =] 1] o LT PP TP PPPPPP 43

H. Assist in providing medical care and/or teaching self care needs..................ccouee.. 43



Standard 4(Communicate effectively & participate in the teandpPess........ccceeveevvvevrvnnnnnn 45

A. Serve as a member of an instructional team............ccccceeviiiiiiiiiiiiieie e 45
B. Use effective communication SKIlS............eeuiiiiiiiiiiiiiiiiiiieee e 46
C. Provide relevant feedback and make recommendations regarding learner performance and

Programming tO SUPEIVISOL........uuuuuuuuuuiiesiaaasseaaaaaaseaaaaaaaaaaaaaaaaaaaaaaeaeeseereererrreeerreeen 47

D. Participate in instructional team MBNJGS. .......ccooeeiiiiiiiiiiei e 48
E. Select and use appropriate channels for resolving concerns or conflicts................ 48
F. Participate in conferences with families or primary care givers when requested.....50
G. Foster beneficial relationships between agency/school, families, children/yaudh,

(o0 0] 0410 111172 50
] (=] =] 0o P 55
Appendix

TOIMINOIOGY. ... ettt e ettt e e e e e e s s r e e e e e e e e e e e e e nnnbbeneees 58
Qualifying Students for Special EAUCAION..............eeviiiiiiiiiniiiiiiiiee e 62

Specific Learning DiSability..........c.uouu i 63

Intellectual DISADIIILY..........oooiieeece e 64

EMOotional DISTUIDANCE........coeiiiiiiiiieieiieetitiiet e e e e e e e e e aeaeaeas 65

] 0P 66

Hearing Impairment/DEaINESS. ........coii ittt 66

SpeecH.anguage IMPaIMMENT..........cc.uuuiiiiiiiiie e e e e e e 67

TraumatiC Brain INJURY........oeeeiiiiiieieeieee e e s e e e e e e e e e e e e e e e e aaaaaaaaaaaaees 67

Other DiSADIIITIES ... .uueieiiiiieeei it a e e e e e e r e e e e e e e e s s s snnrnreereeeesd 68
ADHD.....ceeeeeee e e et e e e e e e e e e e e a b r ittt aaaeaeeeeaaaan 68
Cerebral PalSy..........uuuuuiiiiicice et 69

People First LanguUage........cccoceeiiiiiiiiiiieee e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesssssssssnssnennndd O

Responsibilities Matrix for Paraeducator and Teacher Teams................cccoeeeeeee. 71

Teacher's Self Evaluation ChecCkIISL............couuiiiiiiiiiiiice e 12

Supervisor/Administrator's Self Evaluation CHigstK................ccccoooo 73

RESOUICES ...ttt e e ettt et e e e e et e e ee e e e e e e eeentnn e e eeanenne 74



Introduction

If you are reading this handbook, you have been hired by your school district to serve as a paraeducator.
Congratulations and welcome toprofession that has been providing valuable services to our schools
and children for over fifty years!

You may be asking yourself a number of questions regarding your neW/|edi is a paraeducator? Will
there be somebody to direct and guide my wokkRat kind of work will | do? Before answering these
jdzSatAz2ya AdGQa AYLRNIFIYyG G2 RSTAYS | FSg GSNyao

A Few Definitions

Paraeducator: A paraeducator is a paid school employee whose position is either instructional in
nature or who provides other direct seces to children, youth and/or their families.

A paraeducator works under thmipervisionof a certified or licensed school professional who is
responsible for the design, implementation, aaskessment of student progress.

Supervisor: Your supervisor ay be a teacher cainother licensed professiona¥our supervisor is
responsible foincludingyou in the"instructional team' Typically supervisors have many
administrative responsibilitiesThis couldnclude planning, scheduling, and assigning tagksr duties
will be based oryour experience and trainingrhey are responsible for directing and monitoring your
dayto-day work with students as well gévingfeedback on your

job performance.

Variousroles ofparaeducators:Paraeducatoss serve students on all Job titles across school
grade levels from preschool to high school. They: districts varyand include:

f Provide support to students with special needs I Paraprofessional

f  Supervis on the playground or bus T Instructional

I Serveas ajob coach in the community for students with assistant

moderate to severe disabilities T TSI OKSNDa

T Conduct small group sessions in readimgiting,and math aide/assistant

. Work in early childhood programs T Job coach

{ Assist norEnglish speaking students. . Home visitor

1 One-to-one aide

While job titles vary, to avoid confusion we use the term ' And many others
paraeducatorthroughout the handbook.

h@SNJ GKS &8SFNEEZ LI NI SRdzOI (i 2 NAtey mekely Geaedkulle® OK I y 3 SR
boards, bokroll, supervised recess, onade copies. Todayparaeducators may provide instructional
and clerical support for classroom teachers by allowing them more time for lesson planning and
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instruction. They may use the teacher's lesson plan to support and help children as they learn.
Paraeducators may provide students with emeone attention. In addition, paraeducators may
supervise students in the cafeteria, schoolyard and hallways, fielohtrips. They may record grades,
set up equipment, and help prepare materials for instruction.

How Many Paraeducatorare There?

¢KFGiQa | IMadtRardpdizStors wokkyh primary and secondary education schools. Some
work in preschools andhddcare centers. Still, others work in transition programs. To complicate
matters more, paraeducators may work full or part time. It is estimated that nationally there are
currently over 1,300,000 paraeducators. In Utah, we have approximately 8,500 paeders providing
key support services to our students.

,2dz YAIKG 0S 62y RSHIFERIZOM LIKR ya Kl WRKSR gl & FTNRY
model toward!l Yincllisio Y (#aSeiment in the general education classroofies)many students.

There are not enough special education teachers to provide the necessary services in classrooms which
requires school districts to hire paraeducatorsf&& S a i dzZRSy i Qa ySSRao

Today, paraeducatonglay a crucial role ihelpingstudents succesd in schoolsand areconsidered
essential members of educational teamds such, itsvital for teachers and paealucators to have a
clear and common vision of their roles and responsibilities

Research shows thataraeducatorsare better able tacarry out their robs and responsibilitieshen
they have appropriate resourceisiformation,job training, supervision, and professional development

This handbook provides you wiéim overview of issues rekad to your new job. It includes:

T 141 KQa {dF yRI dlRataeduchtds Ly &4 G NUzOG A 2 Y
1 Key information related to each standard

9 Descriptions of disabilities and ideas to support students

91 Definitions of terms frequently used by special education professionals
 Resources

ThisHandbookcan help you understand your role as you support teaching and learning. It can also give
your supervisor and administrator information on how they can support you.

The handbookan be used hy

i Paraeducators
1 Supervising teachers
i Administrators
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Utah Standards for Instructional Paraprofessionals

1

The content of this book is based on the Utah Standedinstructional Paraprofessionals
(2003). The Utah standards and corresponding knowledge and skill competencies were

developed to create approved performance
expectations for paraeducators. These
performance expectations are designed to be
used acrossigtricts.

Over the course of two years, the Utah
ParaprofessionaConsortiummet to discuss and
create the standards. This committed group of
more than twenty individuals came from
numerous districts, universitieend community
colleges the UtahPersonnéDevelopment
Center, the Utalstate Office of Education and
other agenciesThey continue to meet on a
monthly basis.

TheUtah Paraprofessional Consortium divided t
standards into two sections, core and supportin

In the Standards the term

GLI NI LINRPFS&aaarzy
instead of paraeducator because

G LI NI SRdzOF G 2 NE
individuals who workvith
students in K12 settings.

Paraprofessionals work in other
settings as well such as preschool
post high school, and transition.
This is why in the standards the
GSNY &LJI NF¥LNRFS

knowledge and skill competencies. There Competencieare common to all roles that a
paraprofessionamay assume. They are also baseddnb 2 / KA f R fddedaf
legislation(2002),IDEA (2004and state approve&pecial Education Standarnd®85).The Utah

State Board of Educatiapproved the Standards and Core Competencies in October, 2003
TheSupporting Competenciedescribeadditional knowledge and skilleeededby many

paraeducatorsb {2YS adzZlRNIAYy3d O02YLISGSYOASa

. SKAYRE

adzOK | &

considered aequired competencyfor all paraeducatorgven though it was nadriginally

F LILINE OSR & | . @2RENY 2LIS928 8y 03 O02YLISGSYOASa
specific roles€.g, personal assistants, job coaches, computer lab aides, €taining programs

at a district or university/community college /applied technology college should address such

role distinctions and skill needshe Utah State Board of Education reviewed the supporting

competenciesn October,2005.

The standards are on the following padtease note thaA\LLof the competencies must be
performed by the paraeducatamder the direction or supervision of licensed and/or

certificated personnel

Utah Paraeducator Handbook

Page3

v



‘swesboid uonelredaid yosmmrgo@Poyp|iyd Aes 1S3 enbuliinw ‘| apiL ‘sbumas uoneonpa [erpads pue [esausb ul punoy ale swea) [euonoNSUISal|IWe) 118y} pue YyinoA/uaip(iyo
0] S9JIAI9S 198.Ip Jaylo pue uoneanpa Buipiroid Joy Aljigisuodsas AepABp aney oym S[enpIAIpul 9SOy} 0} Siajaiwes) [euoloNIsU| Lauuosiad pajesyiuad Jo/pydsuadl| Buisivedns o) s1ajauosiaedns

Aunwuwospue
yinoA/ualpiyo ‘saljiwe} ‘jooyas/Aoushe
usamiaq sdiysuone|as [eyauaq Jalso4 9
paisanbal uaym sianib ared Arewud 1o
Saljlwe) YIM S9UaIa4u09 U) sredidnied ‘o

S]9||JU09 10 SUIBIUO0D
Buinjosal 1o} sjpuueyd aleudoidde asn 3
sbunsaw
xWeal [euononis) ul syedinied 'q
wJosinadns
01 bulwweliboid pue asuewiopad
Jautea| Buiprehal suonepuswiwodal
9xewW pue 4eqpas) JueAs|al apInold "D
:sapualadwo) bunioddng

(regJanuou ‘feqian ‘uanLm)
S||YS UONBIUNWIWOD 9ANJaYd 8sN ‘g
wea)
JeuononASUI Ue Jo JIaquisll B SESAIRS 'Y
:salpualadwo) 210D

spaau aleo Jjas Buiyoesy
lojpue areo [eaipaubuipinoid Ul 1sIssy H

sbumas juasayip ul Bunioiny
0 Bulyoeod ajIym suoisioap areudoldde
9xeW pue siauses| Buuonuow Ul ISISSY "9
salferens uawabeuew jjas
pue |0U092 J|3s Buisn Ul slaules| ISISsy o
SIS [eloos
yinoA pue ualipjiyd Buiyoes) ulisissy '3
ssaad Buiures| ay 03 SAIDNPUOD
juaWUOoJIAUS Ue Bulurelurew ulisissy 'd
loineyaq asuanjul
Jey) siojor) pue sonslialoereyd
Jaures| Jo abpajwmouy arensuowaq "D
:sa1oualadwo?) Bunioddns

ue|d Juswabeuew

Joineyaq ssiosiniadns ayr uoddns g
slauses| abebua

0} salbarengawabeuew aanoeold asn Y

:saroualadwo) alo)d

aniunuoddo Buluies| pue Juswdojanap
gels ui ajedippied pue ansind |

salnpasoid Aouabiawa

pue ‘Aajes ippay Jo abpaimouy aneH ‘H
saljiwey 119y} pue YINoA ‘uaip|iyo

Jo sybu uewny pue [IAID 8y} 01 dJaypy 'O
sanl|igqesIp pue sasualayip

[enpIAipul ‘[einynd 01 AUAIISUSS NqIyx3 o
Agepuadap pue

‘Aireniound ‘eouepuane ajgelas aneH '3
JUBWUOIIAUS Ylom aAnisad e 0]

21ngLIu0d pue apnime aanisod e aneH g

Ajrenuspyuod 1adsay O

:sapualadwo) bunioddns

alnpasold pue saloijod ‘suonenbal
‘sme| Juaunsad |le yum Juaisisuod

Jauuew e ul sanjigisuodsal 1no A g
slaquiaw wea) JaYlo pue ‘saljiwe)
‘slojensiulwptsieuolssajoldered
‘slapinoid/siayoeal jo sanljigisuodsal
pue S3]0J 3Y) Ul SUONDUNSIP

3yl 01 a1aype pue Jo abpsjmouy aneH 'V

:salpualadwo) 210D

SJUBWISSasSe [euonouny
pue SUONEeAISSIO 10} UOREIUSWNIO0P
aAnaalgo Buipinolad ul isissy

Aunge

pue ‘sajAls Bulures| ‘spasu Jaures|
0) 1depe @UOoNUBAILIUI JISeq asN
ABojouydal [euoneonpa diseq asn
(uonewuodsuen jo sspow

pauosse pue ‘Alunwwod ‘spunoibAe|d
‘s191uad Bulures)| ‘sqe| Jeindwod
‘salrelqrf-a) sbumas snouen

ojul uoneIBaUl BAIDBYS drel|IoR) 0)
salfalells asn 0] Aljigey) areasuowag
elep

urejurew pue Juawnoop 0} ylosiniedns
Aq paloads sjuswinisul JUBWSSaSSe

ssaooud

[euononJsul ayy pue Buiures| Loddns
01 pasedaid aq pue [eusrew aziueblQ
slaules)

NoQe elep yonewoul Juens|al
plo2al 01 Ajige 8y alensuowad
sue|d uossa| 4siosinadns 0}

uononisul

10 spoyaw Alani|ap pue ‘sanbjuyoal
‘salbarens Jo abpajmous aneH
ssaulpeas Bunum/Bbunum oiseqy
Ssaulpeal Ylew/yrewoiseqy
ssaulpeal Buipea./Buipesl oiseqy

S1OLISIP [00YDS [enpIAIpUI AQ paulLLIRIapSE

UIpJ022% UoNINIISUl BULIBAIISP Ul ISISSY

T

T

asn 01 Aljige ay) ajessuowaqg o
:sapualadwo) bunioddng

ul (Aouaioyoid pue abpajmouy aneH ‘v
:salpualadwo) 210D

5s920.d wea) ay) uil aredionred
% A|9A1193)J8 21R2IUNWWO0D

¥ A4VANVLS

UBWUOIIAUD
Buiures| annisod e poddng

€ A4dVANV1S

saonoe.d [ealyla pue
wsijeuolssajoid arensuowag

¢ A4VANV1S

sanunyuoddo
[euononasul Loddng

T A4VANVY1S

Page4

Utah Paraeducator Handbook



Standard 1

Support instructional opportunities

G¢KS YSRAZ2ONB G(SIFIOKSN) (GStfad ¢KS 3I322R (S OKSNJ SEL
0SS OKSNJ allianh X WEg &£

There are many different positions available to The teacher is responsible for
paraeducators. As a paraeducator you may have
accepted a job in &itle Ischool. You may find yourself
working in a charter school. You may be workinthw
students who are educationally diverse. The students The paraeducator is responsible
you work with may be English Language Learners (EQ). for supporting the teacher & lesson
The students you work with may be receiving special
education services.

designing and implementing

instruction.

plans

Title Ischools receive additional federal nmeg that are used to prose educational programs aimed at
ensuring students meet their educational godlitlel schools are committed to closing the achievement
gap between lowincome students and other student Students iTitle Ischoos may need special
programs in order taneet these goals.

Charter schools are public schools. They are created by individuals in a community that see educational
needsthat may not bemet by traditional public schools. Charter schaoly use innovative

instructional strategies and focus thegurriculum in a particular area such as the arts or sciences.

Charter schools are required to follow the state core curriculum. They are also required to meet federal
guidelines and are assessed for adequate yearly proguesiike all other public scluais.

English Language Learners are students who are learning English and speak another language as their
first language. These students may haveardtime understandingnformation in classes that are

taught in English. Federal law requires that stategedoppolicies regardingnglish language

proficiency. It also requires that Englisinguagd.earners be tested imath and reading These tests

may be given i K S & (natiReSafdguaat first. This means that schools need to work hard to

ensure that students who are Englishnguagd earners receive services that will help them meet

learning goals.

SpeciaEducation is specially designed instruction. There is no cost to parents. It should meet the unique
needs of a student with a disabilityhis instruction could be in a classroom, at home, in a hospital, an
institution, other settings, or in physical education. Special Education services could also include
speech/language pathology services, travel training, and applied technology educatio

SpeciaEducation students require specialized instruction. In order to meet their unique needs, teachers
often need to rely on help from paraeducators.
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Whether you are hired by a charter school or a traditional public school, working with studentrevho
in Title | ELL, Special Educationother students at riskan important responsibility yowill have isto
assist in instruction. In other words, yauill help teachesteach students. In ordeo be effective you
mustunderstandthe subjectdaught and know strategiethat help students learn.

Section 1: Core Competencies

A. Have knowledge and proficiency in
1 basic reading/reading readiness
1 basicmath/math readiness
1 basicwriting/writing readiness.

The school district that hired you will decide how much skill you need in reading, math, and writing. If
you are in a position where you will assist in teaching students these subjects, you probably have the
needed skillslf not, school districts may provide training. Also, you may find that you want to increase
your skills in this area.

Look for training opportunities. Training opportunities are listethtéb://utahparas.org/.

B. Have knavledge of strategies, techniques, and delivery methods of instruction

C.l 38Aa0 Ay RSEAGSNAY3I AyadNdOiGAz2y | O02NRAY3I

You may be sked to help teach students. As a paraeducator, you may detiysunder the direction
of the teacher. You DO NOT create lesson plans or plan instruction. You are part of a team who is
responsible for student learning.

In order to be effective in thisgsition it is a good idea for you first to have a basic knowledge of

instructional strategies. One of the most important things to remember is that students in Special

9RdzOF GiA2y YSSR RANBOGI SELX AOAG £A yeSiekbkifioANIy & 2 KSy
anyone who is providing instruction. It could be the teacher, the paraeducator, an intern, or another

person. Just remember, the teacher has the final responsibility.

Direct Explicit Instruction

Direct, explicit instruction refers to high ldgef student engagement within academically focused,
instructor directed situations using sequenced, structured materials.

What does this mean? It means the instructor tells the students what they need to know (teaches the
skill), and then models how to perform a task using the skill. After the instructor has determined the
students understand the learned skill they practicéwstudents until they can complete the task on
their own.

Ly RANBOGE SELXAOAG AyalNHOGAz2ys addRSEyda R2yQi y
Learning goals and expectations are made clear to the students. The instructor follavesractional
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cycle (lesson plan) which gives students many opportunities to respond, then provides feedback on their
responses

This is often called thEffective Teaching Cycl includes the following steps.

Opening: The opening of a lesson is used to:
1 gain student(s) &ention
1 present an overviewof the lesson
1 share expectations
1

Effective Teaching Cycle

. . . Opening
provide arationaleor reason why the lesson is
important v
9 activate studentbackground knowledge Lesson & Demonstration
1 provideareviewof any concepts that are v
important for the current lesson Guided Practice
Lesson and Demonstration (I dobn this section of the v
lesson, new material is taught. The instructor may spe Independent Practice

a small portion of the time lecturing or describing
procedures. After the new material is discussed, the
instructor models the new skill or strategy from
beginning to end. Once the skill is demonstrated, the
instructor will tell the student(s) to imitate or practice the skill.

When modeling skills or behaviors for students, the instructor should:

1 tell the student what step in the skill sequence is being modeled

9 clearly and unambiguously perform the skill

1 check for understanding

1 include nonexamples only after students are clear on the concept being modeled.
Always finish with a correct model. Students tendémember the last piece of information given

Guided Practice (We do)n this section of the lesson students practice new skills with assistance.
Corrective feedback is cruciliring guided practice. Students need to know what they are doing right
as much as they need to know what they are doing wrong. If students make an error, the instructor
needs to model the skill again, and then have the student complete the skill correctly. If the student is
correct, it is important to praise the studeniSee theAppendix for 101 ways to praise students.)

During this stage of the lesson, instructors should:

Encourage students to verbalize their actions as they progress through the skill
Closely observe students as they perform the skill so errors can be prevented
Give ample opportunities for students to perform the skill correctly

Stop errors immediately and provide corrective feedback

52y Q0 F2NHBSG PRARISAIINI AaS> tw!L{9X

=A =4 =4 4 =9
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Independent Practice (You dopfter the student has successfully practiced the ,skiu may move on

to independent practiceYou move on tthis stepONLY after thetudents have completeGuided
Practicesuccessfully. At this stage of the lesson, the student must perform the skill without instructor
assistance. If a student needs assistance, take note. This may mean that the instructor needs to reteach
the skill and/or because the student requires moragtice to master the skill.

Instructional Pacing

Instructional pacing is the speed or rate at which an instructor presents the task or |eSsments will
understand the material and stay engaged if the instrugi@sents thematerial at a speed thas

neither too fast nor too slow. Research shows that students learn best with moderately paced
instruction. When you are teaching, you need to observe the students. If they seem to be losing interest,
appear frustrated or confused, it may be due to yastiuctional pacing. Sometimes it is difficult to
determine if your instructional pace is appropriate for your students. Ask your supervising teacher to
observe you while you teach and give you feedback.

Active Student Response

Active student respons&dSR) occurs anytime the student makes a detectable response to ongoing
instruction. It is when you can hear or see a student responding to a prompt or question. Research
shows that lessons high in ASR produce higher student achievement.

Examples of ASRud include:

1 words read aloud
words spelled correctly
questions answered
packages sorted
envelopes addressed, etc.

= =4 -4 -

How can you increase student responses? There are a variety of techniques you can use:
1 choralresponding
1 responsecards
1 peertutoring

Remember, the teacher chooses the instructional techniddake sure that you are following the
GSIFOKSNRa LY YR AYyaidNHzGA2yade ,2dz Oy &Kl NB
Choral Respondintakes place wheall students in the class respond dyah unison to each question,

problem, or item presented by thiastructor. Choral respondinds appropriate for curriculum that

1 has one correct answer
1 hasrelatively short answersand
9 is suitable for fast presentation
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To conducChoral Respondingpu need to povide clear directionsinform the students of the type of

response desiredand provide a modelYou need to provida thinking paus¢hen gve a clear signal or

cued dzOK Fa | &Yy LELI! BNIGIA GKI $ &y eNR I KSBeNihmedaiee@dodick. B & 2 dz Y
all students make a correct response, give them praise. If some of the students make astatedhe

O2NNBOG |yasSNI gAlGK (KS §Hskabeisanie rgina few tridlsSader o KA & | LJILJ

Response cardare similarto choral responding in that all students respond to a given prompt or
guestion.Response cards are cards, signs, or items that each student holds up to display his or her

answer for the teacherResponse Cardimve an advantage ov€horal Responding bagse you can see

SIOK aiddzRSYy (i Qa [IyasaAsSSNNIDF 26N AGBK Sy | (]SS0 KASINISG 2. Thetea Saa St
FNB Gg¢2 GeLlSa 2F NBaLkRyasS OFNRazX AGLINB LINAYGSRE &dz
students write their answers oa white board, gel board, or piece of paper.

When using pre printed response cards:

1 Make the cads easy to see (consider sipeint type, color codes)

1 Make the cards easy for students to manipulate and display

1 Put answers on both sides of cards tadents can see what they're
showing theteacher.

9 Make the cards durable (heavy cardboard, laminati@art with a
small set of cards (perhaps only 2) and gradually add more cards as
students' skills improve

2 KSY dzAAYy3 GoNARGS 2yé NBaLkRyaS OF NRAY
1 Limitresponses to 3 wordsor problems.

1 Somestudentsmayhesitate to respond because they are concerned

about spelling If so,consider using the "don't worry" procedure 5euo1s

o writing new/key/technical terms and words on the board or X= 10

overhead projector ) e

0 pre-practice -

1 Keep a few extra markers on hand r

Peer Tutoringnvolves the delivery of instruction by one student to another.

It provides frequent opportunities to respond, a rapid teaching pace, immediate error correction, praise

for correct responses, anginforcement for correcting errors. Peer tutoring can be clagfe, use

same grade partners, or use cremge partners. In peer tutoring, students take turns being tutor and

(dzi $8® {GdRSEyGa GBLAOEf& dza$ Thowddge OF NR& G2 LINI O
For more information on setting up peer tutorifnglease see
http://www.interventioncentral.org/htmdocs/interventions/rdngfluency/prtutor.php
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D. Demonstrate the ability to record relevant information/data about learners

You may be asked to keep records or monitor the progress of a student. Most teackiera peogress
monitoring system in place. If you are to perform this task, ask the teacher for training on their specific
data collection procedures. Data you collect may come in many forms. It could be tally marks for
academic responses on a piece of papened observations during math facts, or recording assessment
scores. Teachers may also use spreadsheets or grading programs to summarize the data. If you are not
sure how to use these programs, ask for assistance.

You willprobablybe asked to monitor student progress ussapres orcurriculum based assessments
(CBAsYr curriculum based measurements (CBMSge Competency E below.)

Youmay be asked to grade student
performance on CBA® CBMs, themecordthe Jan's Graph
grade/score on a sre sheet. 20

25 & o &

20 /
15 /___.
10 s

Some teachers graph student performarase
seen inthe examplez2 ¥ WI y.(Yau mayNJ- |
need to use line graphs. This means you will
need toplot student performance on ehart

and connect lines representing student

Total Correct

. . A N Y R G G C <3 &
progressAgain, ask your tezner for assistance LI LU R R Rt
if you are not clear about charting and graphing
procedures.

E. Organize materials and be prepared to support learning and the instructional process

Like any job, organization is a key to success in teaching. If teaching materials are not ready and
organized before a lesson, valuable instruction time can be lost. Typically, students with disabilities are
already behind academically andmnot afford to miss any instructional time.

You may be asked to prepare lesson materials. Again, this does not mean you should write lesson plans.
However, you may need to copy lesson materials, organize supplies, and make sure everything is ready
beforeteaching begins. Be sure you know how to use the copy machine, where to get supplies, and
GKSNBE GKS G(GSFOKSNJ) 1SSLJA AyadNdzOGA2ylf YIFOGSNRARLFfA o
know these things, ask your supervising teacher.

Section 2Supporting Competencies

F. Demonstrate the ability to use assessment instruments specified by supervisor to
document and maintain data

If you are a paraeducator working ifféle Ischool or with students who are English Language Learners,
you may be part ochteam working in &esponse To InterventiqRTI) model. In Utah oi®TIimodel
usesathree-tier model of instruction. Irthis threetier model,assessment and intervention are blended
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to maximize student achievemertudents identified as at risk for poor learning outcomes are placed

in tiers that provide more intensive instruction. Assessment is a key component of tded.rSoudent
placement and student progress are determined using assessments. Usually these take the form of
curriculum based assessments (CBASs) or curriculum based measurements (CBMs). CBAs or CBMs use
course content to assess student knowledge and skiis more information oh (i | tkr€edtier model

go to:

Reading:
http://www.schools.utah.gov/sars/servicesinfo/pdfsfterread.pdf

Math:
http://www.schools.utah.gov/curr/math/sec/documents/Utah%27s%203%20Tier%20Model%200f%20
Mathematics%20Instruction% 6% 20web.pdf

If you are a paraeducator in special educatipmu may be asked to work with students receiving
individualizedservices. Each Special Education student hasteen Individualized=ducationPlan(IEP),

g KAOK 2dzif Ay Sa elecodditatz2REnyoiiter Ftudar? gragras®towards these IEP goals.
Data is usually in the form of scores on assessments (tests). Assessments used for monitoring progress
towards IEP goals are usually curriculum based assessments (CBAS) or curriculumeaaseements
(CBMs). CBAs or CBMs are tests based on the curriculum; thegurse content to assess student
knowledge and skills.

In any of these situationyou may be asked to give students CBAs /CBMs. If so, make sure you follow
the testing procedurs given to you by the teacher. The point of these assessments is to find out what
the students know (or can d&YITHOUT ANY ASSISTAMEMPing the students with the answerdNOT
allowedc including providing hints and prompts.

You may also have to score these tests and place the scores in a data monitoring system such as those
described previously in Competency C.

G. Demonstrate the ability to use strategies to facilitate effective integration into various
settings (e.qg, libraries, computer labs, learning centers, playgrounds, community, and
assorted modes of transportation)

You may be asked to help get studergady to move to settings outside the special education
classroom. Before we discuss what this entails we need to define some terminology.

Transition Movement from one situation to another. For example:
1 small children transition from prschool to elementey or, from one activity to another
1 in elementary students, transition from lunch to recess
1 in secondary school, students transition from one class period to the next
9 after high school, students transition from school to work.life
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Preteaching: Providng instruction on a skill before a situation arises where they will use the skill. For
example, give students rules before a transition: "Be sure to keep your hands and feet to yourself when
you line up for lunclg

GeneralizationThis occurs when studesitake skills learned in one class (or setting) and apply them in
another.

As part ofinstruction,you need to plan for generalization. In order for students to be successful in new
settings, you may be asked to gieach skills that students will usetimose settings. This can range

from academic skills (reading, writing, or math) to behavioral skills (social skills, organization skills, or
school skills). You also need to give the students opportunities to practice these skills with materials or
situations that are similar to anticipated settings. For example, have students in Resource Language Arts
class practice writing papers on science topics. Have students practice their newly learned sadral skill
role-plays. In math, students may learn how tmuat coins and dollars so they can make change for
customers at their job.

If a student needs to move from one setting within the school to another, you may need-tequk

the rules of moving through the school. For example, if a student needs to moafigeneral education

class to the resource room, teach him the route he should take and the behavior that is expected as he
walks through the building such as, use appropriate voice levels and language, keep feet and hands to
himself, respect school propw, etc.

H. Use basic educational technology

You may be required to use basic educational technology. This could be a computer, a piece of medical
equipment, or a projector. If you are asked to do tlyisy should be trained in their use. If you are not

sure how to use technologies, be sure to ask for help. It is always better to admit y@kdow

something rather than make mistakes. Have someone demonstrate.

I. Use basic interventions to adapt to learner needs, learning styles, and abilit

When you are instructing students, it is important 'rember that all students learn differently. Some
strategies you will need to help students learn are listed in
Competency C. Additional strategies include:

It is always better to

9 Use the child's name to get her attention before asking a
question or giving an instruction. ask for help tharto

1 Be inclose proximity to the student when giving an instruction
or making a request.

1 After giving an instruction, allow wait time-@lseconds). If a
student does not respond immediately, do not repeat the question or you risk disrupting his
thinking. This magause the student to begin again or lose his train of thought entirely.

1 Communicate in simple sentences giving one instruction or piece of information at a time. We are
prone to issuing strings of instructions that very few students can remember long leriodgllow

make a mistake.
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with any precision, especially students with Keep in mind
AutismSpectrum DisordefASD)See the
glossary of terms in the Appendix.

1 Use personal and meaningful vocabulary. The
children's reading material needs to be relevant

The teacher is responsible for:

1 Defining the behavior in observable

and measurable terms

to their own experiences. Determining the type of data to be
1 Thevocabulary used to introduce reading collected
concepts must be meaningful to the child. The Demonstrating howto collect the

names of family membersuch as Mommy or
Daddy or the names of siblings, pets, favorite
foods, toys, places, TV shows, and characters, R
serve as excellent vocabulary lugits. Students
get hooked on the readingrpcess or buy into Assisting you in summarizing the
the concept. data

data
Providing an appropriate data

collection form

9 Recognize that a child's spoken language may B
at a higher level than her reading comprehension. If so, you may need to adapt reading materials or
curriculum.

J. Assist in providingobjective documentation for observations and functional assessments

Finally you may be asked to help in observing studghehavior. These observations may be used to

assess individual performance or as part @irgctional based assessmefitthen observing students

the teacher will let you knowvhat behaviors you are looking for and what to do. They should also
provideyouvk 6 K | RFEGF 02ttt SOGA2y F2N¥ YR RSY2YyaiNIGS
used for monitoring student progress and making placement decisions, be sure you fully understand the
process.

Before we get started on data collection methotisQ & G F f 1 Y2NB F02dzi Fdzy OG A2yl
assessments or FBAs. FBAs are used as part of a problem solving process for determining why students
misbehave. In an FByour supervisor or other professionals are trying to determine the function of a

& 0 dzR Seyfaviér.arhabis to say, what is the student getting ouhefbehavior? Students behave for a

variety of reasons. A student may giggle loudly because he wants to gai@be i S OK S NI &

attention. A student may want to get out of completitige math assignmenandthrows it on the floor.

A student may want something tangible like a,teg takes it from her friend without asking. A student

may engage in sefftimulatory behavior because he likes the visual and physical stimulation he gains

when flappng his hands.

Without observing a studentt is hard to guess at why he or she misbet®w his is why we conduct

observations as part of an FBA. Before conidig@ny type of observation your supervisor or other

professional will specifically defirlee studenQd 0 SKIF @GA2NJ €2dz I NB (G2 206aSNBS
observation procedures.

One type of observation you magsist with is an ABGften referred to as an anecdotabservation
With an AB@ou are looking for what happens higbefore thed (i dzR @ugdi@Ravior(B=behavior)
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occurs(A=antecedenj and what happens right after thargetbehavior(Cxonsequencg For these
observations, you will write down the antecedetdrget behavior, and consequen@yer a continuous
period of time.

Identifying Antecedents, Behaviors, and Consequences

A Antecedentsare the events that happen BEFORE the student behavior occurs.
B Behavioris the specific way the student acts.

C Consequenceare the events that happen to the student IMMEDIATELY FOLLOWING the
behavior.

When you conduct an ABC consider the following questions:

Antecedent Behavior (student) Consequence
Where did it happen? What did the student do? 2 KIG 6SNB 2GKSN
Who was there? What did the student say? reactions?
What was said or done What did the instructor say or do?

immediatelybefore?

Ly 1./ 20aSNBFGA2Y A ay Ghere ar&dny gifferferdt typesiof data-@r flata2 6 4 S NI |
collectionpurposes your supervisor may want to collect data that can be quantified (counted) and
graphed.The most commoly usedare frequency, latency, and duration.

Frequencyis the number of times a behavior occuvighin a specific period of timeFor examplgif a
student has a problem with remaining lirer seat, you may be asked to observe the student during math
class and count each tingheis out of seat(target behavior).

LatencyhA & GKS GAYS AG GFr1Sa FNRBY | ( S$borBoNdcdulNIFS LJG 2 NJ
example if a student has a problem witktartingwork, you may be asked to measure the amount of
time it takeshim to beginworking after the teacher has givethe direction.

Durationis the amount of time a behavior occurs froredinning to end. For example, if a student has a
problem with temper tantrums, you may be asked to time how longt#mrum (target behavior) lasts.
Providing objective documentation of student performance, helps the teagplsrinstruction to meet
indvA Rdz- £ &0dzRSyiQa ySSRao
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Standard 2

Demonstrate professionalism and ethical practices

"Education...beyond all other devices of human origin, is a greatliegr of conditions of menthe
balance wheel of the social machinery...It dbester than to disarm the poor of their hostility toward
the rich; it prevents being poériHorace Mann)

Parents ad the community expect school personnel
and that includes youto keep children safe from
discrimination, abuse, improper relationships, and fro
exposure to harmful substances.

Here are a few things you must
know and guidelines to follow:

Avoid misrepreserigor

Paraeducators angrofessional educators must be falsifyinginformation.

honest in their communic&ns,showintegrity in their Follow policy when using

responsibilities andbe law abiding in all areas of their publicfunds or property

lives. Understand "breach of
contract”

The public expects teachers and othelults in the Avoid improper relationships

school tohelp theirchildren understand how they can by with students

Avoid the use of alcohol, use

better citizens and contribute to society. Theraiterm _ _
of illegal drugs, misuse of lege

used in education law "in loco parentis,” which means

. : L drugs, or use of pornography
"in place of the parent." This term highlights the while on school property or
responsibility of educators to protect studentSf when working with students
course, the courts do not intend for schiqeersonnel to
replace parentbut you need taake this responsibility
ASNA2dzafed | 26SOSNE GKA& R2SayQid YSIy @&2dz aKz2dzZ R

Section 1: Core Competencies
A. Haveknowledge of and adhere to the distinctions in the roles and responsibilities of
teachers/providers, paraedudars, administrators, families, and other team members

Find yourR A & (i jpbld€scrigtian. Look at what you are required to. dhenrefer to the specific
responsibilities the teacher has determined you shouldAlso, learn the things you should not do.

1 Never counsel students on personal issukéshe situation warrants it, refestudentsto your
professional peers in the school.
1 52yQi YS88(G addRSy(a 2cdbisinaluded hagif infinfa® phasa&,2 2t & S d
verbal, or written contact.
9 Paraeducators should not meet the personal neerdsstudents This can be hard when you see
a student coming to schoduringwinter without adequate clothing or coatr going hungry at
lunch. If it is necessary to address such needs, take your concerns to your supervisor and have
the school team comap with a solution. You should never provide personal items such as
clothing, lunch money, personal care items, or medicines (even aspirin).
1 DO NOText or use your cell phone while at work.
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B. Carry out responsibilities in a manner consistent with prtinent laws, regulations,
policies and procedures

Unlike paraeducator jobs in the past, there are federal laws thatlegg what you and your supervisors
do in the schools. You are required to obey the lawoifbreak the law or a policy unintentionally or
unknowingly, you will have the same punishment as someone who breaks the law on purpose.

The basics of professional ethics are often outlined in school or district policy. Of course, we all have a
set of personal ethicsbeliefs or principles that govern what we do in our private lives.

In some caseshere may be a difference between whatwyr job requires and what you choose to do in
private. Sometimes, you will feel that your personal beliefs are better than what you are required to do
for your job.You still have to follow the laas well aghe polides, and proceduresf yourLocal

Eduation AgencyLEA)public or charteschool anddistrict.

Avoid misrepresenting or falsifying information

In short, be honest. Whenevgpuare unsure about what is Dishonesty may take two forms:

right, err on the side of honesty. If you have a question, ask

before you act. You will save yourself a lot of grief. 1. Falsifying or deliberately
misrepresenting

Dishonestymay take two forms information

1. Falsifying or deliberately misrepresenting informatio . Omitting information
-that is, giving inaccuratinformation or changing
information provided by someone else. Some
examples could be:

| Listing classes or courses that you took but did notcomplét Sy & 2dz R2y Qi & K:
@2dz RARY QO .FTAYyAaK GKS Oflaa
i Stating or implying that you have licenghat you have not earnedcalling yourself a

bidSlI OKSNh 6KSy &2dz R2 y2i KI @S I GSIFIOKAy3 (

.SKAYR¢ 110G LINByGa KIFI@S | £S3Ff NAIKG G2

paraeducator rather than a teacher.) Ydwsld be especially careful if you have had a

job where you have been given the title of "teacher" even though your assignments and

gualificgions have been those of a paraeducator

Stating or implying that you have authority that is not yours

Changingtsidents answers on tests

Teaching students the answers to test items in advance

Giving unauthorized tutoring during tests

Changing grades with the teacher has given

=A =4 =4 4 =9
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2. Omitting information- that is, not providingall informationrequested Examplegclude:
1 not disclosing offenses and misdemeanors of which you have been convicted
9 failing toshareinformationabout previous employment
9 failing torevealthat you have a contagious disegseich as tuberculosig)seeSection
504 in PART I, Chapter 2. Mglwe protect the rights of people with contagious
diseases, we have to weigh that against the risk of giving that disease to others.

This applies tall types of communication. For example, you may be giiringrrect or minformation
in writing, verbdly, text messagesr in an email.

Youmay be asked for informatioon a number of issuedt needs to be accurate and complete. This
information may be giveto administraors, teachers, parents, or students. This could include:
9 information about youlqualifications, high school diplomas, staff development credit, university
and college degrees, academigaads, and emplayent history
9 information for compliance reports submitted to federal, state, and other governmental
agencies
9 information relating o the evaluation of students andf school pesonnel, including tests
results and grades
1 reasons given for absences or leaves
9 information submitted in tle course of an official inquiry amvestigation

Follow policy when using public funds or property

You may handle money in the course your employment. For example, you may handle lunch money or
funds collected for field tripfOnce money or propertis handed over to a school employeeis

considered "public fundsr public property' It becomeghe responsibility of the school system. For
example:

9 Items or equipment donated by a local business
9 Items on loan from a parent in connection with a class project

If you are trusted with public funds or property, you should be completely honestespbnsible. You
can do this by:

Usngthem only for the purpose for which they were intended

Keepng careful and accurate records of money received and spent

Keepng careful and accurate records of property received and how it was.used

Requesing hones reimbursement for expenses incurred on behalf of the school or for services
rendered

1 Keepnganything you are trusted with in a safe place to avoid loss or theft

=A =4 =4 =4

It would be unethical to:

1 Spend money on personal itemghar than schockelated items
1 Use donated or loaned property for yourself, famdy friend without prior permission
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1 Be unable to account for money or property entrusted to you
1 Be unable to accourior property loaned or donated

f  Submit requests for reitsursement of fraudulent xSy & S &

2NJ F2NJ LJ é

Make sure that you have your supervisor's approval before spending your own money on the school's
behalf. Butif you spend your own money for school supplies and wish to be reimbursed by the school,
you must show a receipt for the money spethool secretaries and education auditors cannot just
"take your word for if' because they must show that the expendiuwvas legitimate.

Alsqg you will probably develop
relationships with students, colleagues,
parents, patrons, and perhaps even
businesses. This places you in a position g
some influence in the school and
community. You should not use that
influence for persoal gain, or agree to use
your influence on someone elsddghalf for
gain.

This means that you should never accept
anything- gifts, gratuities, favors, or
additional money that is intended to
influence you.

Students will often bring small giftshese
are perfectly acceptable if their intention is
to expresgheir appreciation for your work
and not to influence your behavior. Itis a
good idea to check to see if your school
district has a policy on receiving gifts so yo
R2y QG 3SG &2dz2NBSE T

Unethical conduct includes but is not limited to:

1 Soliciting students or their parents to

purchase equipment, supplies, or services
from you as part of your private business,
in exchange for your using your influence ¢
their behaf in some way;

Promoting summer camps, athletic camps
or any other outof-school activity that you
are involved with, without the written
approval of your administration;

Tutoring students from your school for

remuneration, unless approved by the
school pincipal, local board of education, o
superintendent

Accepting gifts for personal use from
vendors or potential vendors in return for
your promoting their merchandise or
services with your teacher or students.

The critical distinctioms whether or not there is aconflict of interest Others could think thatqur
behavioris unethicat even if there is10 explicit agreement to use your infloce on the vendor's
behalf If someone offers yomerchandisdo use in school, you should refer tpersonto your

supervisor.

| YRSNAGE YR

GONBIFOK 2F O2yUNI Oi¢

The term "breach of contract" is a formal term referring to your agreement yotlr employer
(probably a school districtIhey agree to pay you for the work you dou agree to perform the work
While youprobably willnot have a written contractyou still have an agreement to do the work you

were hired to do.
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9 Your job description tells you what you agreed to do.

1 Aslong as you are an employee, youstdo the work.You cannot refuse to do certathings
or to work with certain students.

1 Youmustwork the days and hours you aassignedo work.

1 If you claim pay for 6 hours of wonk aday, you need to work th&ull six hours.

1 If you are told to be to workat a certain timeyou need to be at wrk AND ready to begin your
work by that time.

1 You are to serve students according to their needs as outlined by your supervisor. Your personal

needs and desires are secondary.

A breach idbreaking the agreement in any sort of way. Sometintesach of contracis accidental the
person who breaks the contract does so without realizingdr example, a job descriptiomay be
changedwithout the employee's knowledgeéNevertheless, breach gontract is seriousYou can
protect yourself by carefully reading your contract or discussing the job requirements with your
supervisorand then carrying out your duties

Avoid improper relationships with students

Improper relationships include:

Most state and local districts have poés that do

not allow them to hire people who have broken any act of child abuseéncluding
the law. They are often required to fire those wh physical ad emotioral abuse

break the law. any act of cruelty to children or any act
that endangers a student

committing or soliciting any sexual act
any act of sexual harassment or

Many school districts require a police backgrou
check before hing a new employe€elhey are
especiallyconcerned about improper
relationships between adults and cthien.

involvement with a student whether in
person or writing

An educator should always maintain a
professional, caring relationship with all students
both in and outside the classroom.

WeKk2dz RYyQi S@OSy KIFI@S G2 YSyYylGAz2y Keéldcaoishavekedal @S
guilty of abusing students. We want to avoid further problems at all costsvé&Sbave to discuss the
obvious.

The best policy is to avoid any appearance of an improper relation&skfor help froma supervisor if
you seea potential ppblem. Sometimes a studentisinterprefs theactions of an adult. Other times,
the student initiates thanappropriate relationshiplt doesn't matter who begins the problem/ork on
solving the problem before it blossoms.

All forms ofchildabuse aradespicable. When we hear about abuse, we usually think ofigdiysr
sexual abuseThere arealsoother kinds of abuseEmotional abuse usually receives less attention but
may be more commorit devastates a child or teen who suffers from it. It can és/\subtle. In its
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mildest forms, it includes argarcastic or criticadomments that belittleor reducea student's selt
esteem

Public school personnate our front-line protection against child abuse. Report all suspected or known
abuse. Learn thprocedures you should follow within your school setting for reporting abuse.

Follow these simple guidelines:

1 Use caution in the ways you touch studen¥ou may be accused of molestation if youch
students improperlylt can alsdead to unexpected sittions. Avoid hugging students. Avoid
touching a student frequently. Some acceptable ways of being friendly and supportive include
praise,rewards,and smilesYou may have to explain to students that we save our hugs and
affectionate ghysical expressioranly for family and very close friends. They need to learn the
boundaries ofyeneralsociety Indiscriminate hugging may set up a student for possible abuse
outside of the school setting.

1 Avoid the appearance of wrongdoindNever spend more than a few mitas in isolation with a
student (for example, behind shut or locked dootEyou are tutoring or coaching a student,
providing toileting care, or providing a service, leave the door open or have another adult in the
vicinity.

f Never meet a student outsielof the school setting or outside of school houss2 y Qi 32 G2 (K
homen2 NJ KI S (GKSY (2 @2d2NBE® 52y Qi KI @S a20Alf | C
to and from schoolDon't meet with them outside of the school setting.

f  Avoid sexual jokesanguage, or behaviars 2 y Qi  &522dy” (Rigur $t@Eis do it.

1 Be positive and kind in the way you treat ALL students/ou have to correca student, you
should be firm but kindCriticize the behavior, not thgerson. Telthe studentit is the behavior
that is objectionable, not the student. You shouldakxpress your belief that thean behave
more appropriately. Build student cidence rather than destroy it.

Avoid the use of alcohol, use of illegal drugs, misuse of lega$ douaise of pornography while on
school property or when working with students

In your private life, you may choose to use alcohol, drugs, or pornogrégtgn adult, you have the
freedom to do that. However, in your work with students youthei havethe freedom to usahese
things nor to promotetheir use by students. If students ask your apmabout these, you should
clearly state the school or district policy and your support for that policy. You must notrmimdethe
school policy by expresgj personal opinions that contradict it. This applies even if you believe your
personal beliefs are more ethical or moral than the school policy.

All educators must refrain from the use of alcohol, drugs, and anything that might be construed as
pornograply while they are on school premises or around studeftain what you do on your
personal time is your business as long as it does NOT affect students.
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You should avoid:

9 being on school premises or at a schepbnsored activity involving students Wijou are
under the influence of, possessing, using, or consuming alcohol

1 being on school premises or at a schepbnsored activity involving students while you are
under the influence of, possessing, using, or consuming illegal or unauthorized drugs

9 accessing "adults only" websites through a schmwhputert most districts have an automatic
dismissal order for pornography violations

1 taking adult magazines to the school to read or to share

9 driving under the influence (DUI) and/or other substances

Section2: SupportingCompetencies

C. Respect confidentiality

The short definition is "Keep private stuff 2 KI 0 Bducatoryrecards
private." In practice, it can be much more

confusing and complicated. Education recordare broadly defined in the law

lay GiK2aS NBO2NR&a:z 7
You are now a school employee and you mu materials, which

take appropnate step§ to §n§ure the () contain information directly related to a
protection of the confidentiality of any student: and

studentwith whom you work This means that (i) are maintained by an educational agency or
personally identifiable ata, information, and institution or by a person acting for such
education records collected or maintained b agency oringt G dzi A 2 y ®¢

the schoolgnust not be shared with others
who do not have a right to the information

[20 U.S.C. §1232g(a)(4)(A)

The Family Education Rights and Privacy Act (FERRAjederal law thagivesparents the right to
some control oveii KSA NJ OK A f R NdsofdalidelsRvithOl G A 2 y I €

9 Access to educational records
1 Parental right to inspect and review records
T Amendment of records

Destruction of records
FERPA protects the student's privacy interests in "education recdtdscation recordare school
records that are directly related to a student.
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1 You should consider the educational record to be
G SHSNE KAY3 Ay _ij KS aoOK?2 2 t NEB O 2 Bgﬁoﬁjséo"seﬂ Aall YFAY
student . . . used in making decisions that affect the life of -
the studenté

9 These include special education filexlasome information
in the permanent file such as the fact that the student is in to others,
special education. spoken or witten,

9 It could include information you have read in reports or in or out of school
information gained by observing the student. It can even
mean information that has been sharedarbally disclosed
by family or service providers.

9 Another type of education record that should be protected is a list of the names of students
who are served in special education. Sharing that information would violate FERPA but failing to
protect the student's privacy.

confidential informationabout
your students or their families

What information is confidential?
Keep aything that can be considergekrsonally identifiable informationconfidential. This includes

T {dzRSy i Qa yIYSE LINByiQa ylIYSsE | RRNBaa
9 Social security number

1 Personal characteristics

1 Other information that makes the student easily identifiable

How can you viate confidentiality?

T .8 Grft{i{Ay3a G422 YdzOK FyR @SNblffeé RAAOt2aAiAy3
1y26d¢

1 By sending information or copies of reports to agencies or persons without written parent
consent

1 By allowing unauthorized access

Thetwo federal laws that regulateonfidentiality are the Examples of

Family Education Rights and Privacy Act (FE&TIAhe confidential information

Individuals with Disabilities Education AREA) 1 Report cards

 Test scores
9 Special education IEP
1 Medical records
Disabilit cate ory, ifi |ns ecial
% Y g ¥ p LJN

Some people think that IDEA mirrors FERPA in its
requirements for keeping records confidentidhis is not
the caseWhile IDEAncludesmany of the same

NBIljdzA NBYSyiGiaz AlG SEGSYRA et ckionC BAEA2
addsprotection. For example, notices to parents are mor 1 Information about medications,

fully described in IDEA. One area that is especially behavior problems, or family
AYLRNIFYyG G2 @82dz2 GKS LI NJSRdAzQduds2 NE Aa OFff|fR aws
Accesg Record of Accesgquiresthe Principato keep 1 Any personal information

trackof anyone who access SpecieEducation records
such as IEP¥ou may have noticed the paper taped to th
FAEAY3 OFoAYySG Ay @2dzNJ Of FaaNR2Y® LGQa GKSNB F2NJ
accesses a file to sign (unless it is the parent of the student or an authorized employee). If you ever open
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thecabiSd ' yR NB@GASS || &a0dzRSyi(iQa FTAE(SI e2dateyatwhi 0 aA3dy
your purpose for looking at the file.

LT &2dz KIS LISNX¥Aaairzy (2 NBOASS | adadRRSydiQa SRdzO
record¢ and NOT ay of the other files in the cabinet. Look only at the pieces of information that you

are authorized to see.

What can happen when confidentiality is violated?

Students andamilies can be hurt. Trust wile lost. Employees can lose jobs. The school clisttan be
suedand you could be named in thawsuit.

2KIG Oy @&2dz R2 G2 LINBaSNBWS || alidzRSyiQa O2yFTARSY

First and most importantespect the studentand th& I YA f @ Qa NAIKG G2 LINRA G Oe o
information with anyone who does not have a legitimate righttoknov2 dz R2y Qi aKI NB Ay T2
with outside agencies without written parealtconsent. Special education records should be kept in a

locked cahiet and anyone who reads them must sign an access log.

You (the paraeducatod K2 dzf R f S Ny (2 atAadaSy G2é¢ l[dzSadrazya ¥
information, then refer them to the IEP teacher.

No matter how concerned you are aboutstuation,
you may not call parents or the local newspaper to
resolve the problem.

Go through your supervisor and exhaust all remedies
before you go to the next level of administration.
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Questions and Answers about Confidentiality

v @ L ilicengdl/dertificated employee, does confidentiality apply to me?
Answer. Most employees of the district know some information about a student that is
confidential. However, because you work in a classroom, you have direct access to confidg
information. Youmay krow who is in special education, who has a seizure disoadespecific
services a student receivedowever, you should never share that information. Respecting
confidentiality is critical foALLemployees.

Q. I have astudent in my class on an IEP. Mhayead the IEP®May | have a copy of the IEP7
Answer:Teachers have @sponsibilityto read the IEP. They should share the information of
the goals with you and other paraeducators who work with that student. You ne&ddw
what skills you will be supporting. If the teacher shares the IEP information with you, pleas
K2t R GKFG 1a O2yFTARSYUGALFf | YR R 2NRaENd mdriebfN
the information should leave the classroom.

Q. I work wth a student who has ADHD, is easily distraci@md sometimes runs away. |
know he is going on an overnight scout activity this weekemday | tell the Scout
Master to make sure the student takes his medicine?

Answer.NO. You cannot tell the Scout Mast¥our supervising teacher cannot, either,
dzy t Saa GKS LI NByid &A 3y a WithoubasigrieSpgarerial relchsel y
you can talk aboumnothing¢ not even the fact that the student is in your class. Consult your
teacher whenever you are thoubt about whether or not to disclose information. A better
way to handle this scenario is for the teacher to talk with the parent. The parent has every
right to discuss any concerns with the Scout Master.

Q. You are in line at the grocery store and yaweighbor asks about the fight at school.
Her son was hit by an aggressive student who is identified as Seriously Emotionally
Disturbed. Can you tell her about the diagnosis and that the student forgot to take his
medication?

Answer.NO. Tell her to contz the teacher or administrator if she needs more information.
This is a good time to practice your listening skills.
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D. Have a positive attitude and contribute to a positive work environment

There are many ways you can contribute to a positive veorironment. Having a positive attitude as
you go about your work each day is certainly one way to help the school. Support the team you work
with by being complimentary and supportive.

Avoid being a complainer. Think of solutions to the problems thatdroglou and then work with your
team to resolve them.

E. Have reliable attendance, punctuality, and dependability

Be there. Be on time. Students quickly learn who you are and may watch for you to be there to support
their learning.They are disappoined when youdo notshowup or youare unreliable. Teachers rely on

your punctuality and dependability, too. They neaxiyhelp in order to build and maintain momentum

for student learning. If you have an illness or family emergency, be sure to call the school and keep your
supervisolinformed. If your district or school has substitutéad outif you aresupposedo find a
substitutewhenyou are unavailable.

It is very important tchavea good attendance record.oushouldreport to work when scheduledou
need to khow whenyour workweekandworkdaybeginsandends You need ti&eep those hours
faithfully. This ismportant to your coworkers and supervisorsisl a significant factor in promotion
decisionsprobation, and daily operatiorof the classroom

Your good attendancprovides a model for studenend you can help to encourage their attendance.
Kids cannoto well in their academics without good school attendance.

F. Exhibit sensitivity to culturaldifferences individual differencesand disabilities

We are a nation ofliverse populationsgroupsandcultures The future of our society depends upon
our ability to talk effectively with one another, to reach mutual understanding, and to realize that in
diversity there is strength.

The valuing of diversity in the schools is no longer merely a social goal. With theumakéhe student
body changing so rapidly we need to learn new techniques and skills to understand, motivate, teach,
and empower each individual student regardlessaafe, gender, religion, or creed.

It is predicted that by the year 2056, the "average" U.S. citizen will trace his or her descent to Africa,
Asia, the Hispanic countries, the Pacific Islaralsost anywhere but white EuropBy the year 2075,

African Anericans, Alaskan Natives, American Natives, Hispanic Americans, and Asian Americans will be
the statistical majority irthe United StatesThe United States is changing significantly. Obviously, the
meaning of the word minority is quickly losing its digance, especially in America's classrooms.
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What does this mean to paraeducators in the classroom?
1 It means that along with the teacher, you mdisiow non-discriminatory practices
1 GiveEnglish language learners access to English langesgeesas well asociatbehavioral
and academic instruction.
1 Ensuethat all students with disabilities receive a free appropriate public education
9 Do your part to ensure that studenfsel accepted and in a comfortable environment
1 Work to ensure equal opportutyi for all students

Discrimination against students

The Equal Protection Clause of the 14th Itis against the law to discriminate

Amendmentguarantees proteton against against students on the basis of:
discrimination. Many state laws have further

defined digrimination. Discrimination is race
essentially a form of abuse, as it involves unfair national origin
and unequal treatment of studentsthat is, color

some students will receive a lower qualdj/ religion

education, or less encouragement and assistan

. . ender
to succeed, than others will receive. g

disability
Paraeducators neetb be mindful of treating all pregnancy
students fairly and equitably. Unfortunately,
discriminatory ationsare commonoften not
deliberate, but should bavoided. They happen out of thoughtlessness. Our beliefs govern our actions.
If we assume or believe that some students are less capableathans are we may inadvertently treat
students unequally and unfairly. We need to carefully examine our belefeansider their
implications on our work.

Here are some ways to help all students feel comfortable:

1 In math andsciencebe sure to gk girls and boys questions at similar levels of difficulty.

1 Provideappropriatelychallenging work foall students especially thosef other cutures, or for
whom English is not #ir first language

1 Planways in which you can include all students in an @gtr discussion

1 Give all students an opportunity to respond to questions. This may mean you wait loafting
on a student to answer. Remember, diverse students may need extra time to think.

1 Model positive behavioNamecallingor putdowns shouldheverbe allowed

* Discrimination against adults (based on race, color, religion, gender, disability, és ageglly illegal.
However, we focus here on discrimination against studemiey are our first responsibility.
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Ten Stepdoward Cultural Sensitivity

. Take the initiative to make contact with the "internatioffahe "outsider" andthe
"foreigner"” even if language is a problem at first

. Show respect for their culture and language. The student may be in culture shock
and grieving over the "loss" of his culture or at least the fear of losing his cultural
identity. Ask, "How would | feel if | were s shoes?"

. Learn how to pronounceames correctly. Their name is as important to them as
yours is to you. Practice saying it until you get close to how it should be pronouncs

. Be sensitive to their feelings about their homeland. Developing nations are not as
poor, backward or uneducatemsmanyNorth Americans tend to thinlRead about
their countries. Become informed.

. When speaking English, do so slowly and clearly. Remember, raising your voice d
not make English more understandable.

. Be yourself. Show that you care about them asgle@nd that you honestly want
to help.

. Take time to listen. If you don't understand, or you are not understood, take time tq
find out why. Explain or ask questions. A key question might be, "Would you help
me understand?”

. Be careful about promises. Im@ish we express the subjunctive (possibility,
probability or contingency) in a way that is sometimes misunderstood by
internationals.

. The key ingredient to developing and maintaining a et relationship with
internationals is olefashioned friendsip built of mutual respect and a desire for
understanding.

10.Don't allow cultural differences (preferences) to become the basis for criticism and
judgments. Differences are neither good nor bad. What we do with them is the ke

Office of Civil Rights
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G. Adhere to the civil and human rights of children, youth and their families

As a paraeducator, you must guard againsating students unfaly because they are "different” in any
way. Students have individual leamg needs Tomeet those needsgood teachers make distinctions
between students in the work that they assignthe behavior management strategies they nzesk you
to implement.This is a positive préice and not diseamination because it is based on the student's
individualizededucational needs.

H. Have knowledge of health, safety, and emergency procedures
Health

Many schools have declared themselves a "safe zone" which means that it is against the law to possess
alcohol, drugsind/or illegal substances, and pornography on the school grounds. Know your school's
policy with regardo the school premises. If you are not familiar witfoibtain a copy for your own
referencefrom your supervising teacher

You need tdknow how to keep yourself
and the children you support safe.
Universal health precautions refer to the In the health care field and in the

practice of reducing health risks to studentf| government's regulations of the Occupationa
and adults. This topic is so important that Safety and Health Administration (OSHA), th¢
many school districts have written policies|| term "universal health precations" refers to
that require persanel to wear gloves in the practice of assuming that any specimen g
the presence of blood or body fluids, tissue or blood may be infectious or

require firstaid kits at convenient locations contaminated Anyone at risk of toucing

throughout the school, orequire other .
o such specimens must wear gloves and use
similar safety/emergency procedures. You
other standard safety meases.

need to make sure you clearly understand
your school's policies irelation to these
procedureslf you have questions or
concerns, please check with your supervising teacher.

Whenever large groups of people come together, the chances of germs and diseases being transmitted
are increasedMany of these happen becausedifect contact from person to person, and through

indirect contact. Br examplediseases can be transmittedrough the air or via contaminated towels or
clothing.

Be alert to the diseases that are common in your community and ways in which you cact pmieself
and your studentsHere are a few things you can do to reduce your risk:

1 Use @od personal hygient keepinfections and disease from spreading. What your grandma
told you is true plenty of soap and fresh air, and use your own comb!
1 Do not share personal items such as cups, towels, or lip balm.
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1 Wash your hands after coming into contact with any secretions from a student. Wash your
hands thoroughlgeveral times during the ddygr at least 30 seconds.

1 Never touch or pick up used tisss that may be lying around the classroom, unless you are
wearing gloves or use another clean tissue as a barrier between your hand and the dirty tissue.

1 Use gloves if yotoilet students or bandaginjuries fromthe playground or parking lot. Use
disposdle latex gloves to protect against infectious diseases, especially-blmmddiseases.

1 Some of the most common communicalliseaseso guard against are hepatitis A, influenza,
impetigo, lice, ringworm, scabies, and tuberculosis (TB).

Safety

Respondeffectively tothreats andharassment Although wewill discusdehavior management in
Standard3, we may have to respond to @&mergency or chinging situationUnder such
OANDdzyaidl yOSasz Ahovixaded Withithiddiehiggibehavidr frdsyudents or adults

Sxual harassmeris a potential threat Your employer should have a policy on how to identify and
handle sexual harassment. You need to find it, read it, and understand it. You may want to do some
research on your own for technique$ dealing appropriately with sexual harassment. If it becomes a
problem for you, you will know how to handle it.

Other types oharassment and threatening behavior can be based on race or religious bElefs.
tactics that work with sexual harassment
often work with other types of
harassment.

If you feel threatened in any way by students or
parentsandespecidy if you are alone with them
you should:

Schoolwide behavior or discipline policies
should define appropriate and 1
inappropriate behaviorsThey should
clearlyoutline positive consgquences for
appropriate behaior and the negative
consequencefor inappropriate behavior.

immediately seek a monpublic place, where
other adults are preant

tell the parent or student that as a
paraprofessional you need to talk to them in
the presence of a teacher or administrator,

Schools adopt behavioral policies amave rather than alone

waysto make surehat they are safe if they are not prepared to go with you to
environments where students can learn another locationwhere you feel saferthen
without feeling intimidated or threatened. leave Find another adult, telhim or her about

Occasionally, however, studeninay the situation,and ask for support.
actually threaten you with violence. A
parent or other family member may take
exception to sometimg that you have said
or doneand confront you with it in a
threatening manner by shouting or making
threatening gestures.

YOU SHOULD NOT TRY TO HANDLE THE SIT
ALONE

Utah Paraeducator Handbook Page29



Often, these gestures or shimg are meant only to intimidate rather than as a prelude to violence.
However, school should be a safe place for you as well as for students. You should not have to be
exposed to threats of violence or actual violence.

EmergencyPreparedness

Schools arstill the safest place in the U.S. for students to be. However, since the 9/11 attacks on the

World Trade Center, we are more aware of potential problems. Tornadoes, earthquakes, and fires are

still in the news. In the event of any school emergency, yespansibility will be to help keep the

d0dzRSyia al¥So» DSG || O2LkR 2F @&2dz2NJ a0K22f Qa SYSNHS
unclear in the plan, ask your supervisor what your role will be. Your knowledge of what to do for

yourself and the stdents will help you to respond in a calm, decisive viEmythquakesUtah is
O2yaARSNBR aaSraavyaolrtte OGAOBSpeE 28 KIS SELISNRSY
earthquakes are likely to occur in the futu@ur population is concentrated the areas where they are

most likely to happen. Many of the older buildings including some of our schools have low earthquake
resistance. Be aware of expectations and evacuation procedures in case of an earthquake.

Fire Procedures/EvacuatiorEvery schodhas an evacuation plan to use in case of fire in the building.
Students and staff need to exit the building in a systematic, safe, and orderly manner in case of a fire or
other emergency. You must find, read, and understand this policy. You need toeleglpé&ople and

property safe.

Your school will have drills so that students and staff can practice and know what to de iofan
emergency. It also givesiministrators the opportunity to see that everyone knows how to evacuate a
building quickly andafely. Fire alarms and other equipment are checked to see if they function
properly. It is important to keep everyone safe until the fire department arrives.

School buildings have safety features that you can use. They should have:

1 Snoke detectorgn allcommon areas and corridors.

1 Manual Pull Fire Alarm Stations on the walls at each outside door entrance/exit.

1 Fire extinguishers throughout the buildindhese weigh around 15 pounds and require you to
pull a pin before aiming the hose and squeezing tardie. Take a few minutes to examine the
extinguisher and learn how and when to use it.

1 Emergency exits illuminated EXIT signs

Automatic sprinkler system

1 Most schools have an emergency power and lighting systaiohwill provide enough electrical
powerfor evacuation
9 Familiarize yourself with locations and operating procedures for the above safety features.

=
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Lockdownsare commonly used to protect students from potentially dangerous situations. When you

know the school procedures for emergencies you cabditer prepared to remain calm and support

others. Each school will have an emergency lockdown plan. Get to know it. If you serve in more than one
school, check them both, as they may not be the same. Ask your supervisor what your role is to be.

When sclool staff is aware of a breach of physical security, authonitiast be notifiedof the
dangerous situation. A possible procedure may be:

A. Students, faculty, and staff in the hallways shogiddo the nearest classroom or room.
B. Lock all dors and windowsClosewindow blinds.
C. Everyone should seek immediate cover under desks or tables and remain low to the.ground
Keepaway from windows or doors.
D. An adult (faculty or staff) should take a head count and get the names of each individual in the
room.
The §chobwi|| have avsignAaI to notify everyone when the school is considered safe.VCheck to learn Wbat A
UKS alFtt Of SINE aAdaylrt Aa FT2N e2dzNJ aOKz22f |yR 6KS
befor,e leaving the classroom. Your school h’asA an gerery preApgredness,pIan. It, shoulg be sklared
GAUK e2dzp LT €2dz KI gSyQu asSSy AUX uUul1S NbBaLR2yaAodA

I. Pursue and participate in staff development and learning opportunities

As a part of their personnel developmepitain, districts and
schools should provide paraeducators training opportunities
directly related to their daily work responsibilities. Additionally
they should offer basic training in current issues and strategies
related tosupportingteaching of studerd with disabilities.

As a paraeducator and a
member of the instructional

team,
Trainingcomes in many shapes and sizes. For exangple, it is important to improve your
districtmay provide d %houra I ¢ NBy Sa a¢ (NI knowledge and skills by

inform you about students with autism while another training ma
consistofad K2 dZNR Kl ¥ a SNIDA OS | 64
practices.Typicallyyou gain more information and skills from-on .
going, indepth training tied to specific follovwp by your to your joh
supervisor.

participating in ongoig,
training opportunitiesrelated

Possible training options for paraeducators:

T District workshos in general areas relating to ygob responsibilities

1 Gourses offered through a local community collegeh as the Salt Lake Community Qaler
university(see list of training resources tine Appendix)

1 On-ine courses related to specific academic/behavioral topics or other internet sources (see
resources irthe Appendiy.

1 Gonferences such as the Utah Paraeducator Confere@oencil for kceptional Children (CEC)

1 On-the-job trainingby your supervisofor specificskill development
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Common topicaddressed in paraeducator training:

Orientation to the role of paraeducators in your district as well as policies and procedures
Classroonmanagment strategies

Instructional strategies for reading, writingr math

Communication and teaming skills

Working with students with challenging behaviors

Small group instructional support

= A a4 =4 -4 =2

In many states and districts, teacher and paraeducator teams madsamed together on a particular
topic. When both members of the team hear the same instructional contdregbmeseasier to
AYLX SYSyid Iy OFRSYAO 2NJo0oSKIF@GA2NIt adNraGS3ae o

w»
(@]

52y Qi F2NBSG (ParaedutdtorsEididcdive GnRoing @ ffoandeedbackfirom
their supervising teacher as well as their administrator.

If you are asked to do
something for which you
have not been trained, let

your supervisor know that
you would be happy to
comply withthe request bu
first need specific training.
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Standard 3

Support a positive learning environment

"The task of the excellén (paraeducator)s to stimulate 'apparently ordinary' ppte to unusual effort.

The tough problem is not in identifying winners: it is
Patricia Cross)

Students need to feel safe, welcome, respected,
valued, and acceptedt school This extends beyond
the classroom to the playground, cafeteria, hallway
and any other area where students may gather.

A positive supportivelearning environment
encouragedearning Studentanustfeel safe to
inquire, participate, collaborate, and studs a
paraeducator it is your roleto supportyour
supervisingeachers in maintaining positive,
proactiveenvironment.Thisis one of themost
important things you can do for students.

When a classroom does not have a positsugpportive
learning environment, students struggleo matter
how well prepared your lesson.

Section 1: Core Competencies

A. Use proactive management strategies to
engage learners

in making winners out of ordinary pe@fle."

There are many ways you can support
your teacher in creating a positive
classroom.

1 Modeling appropriate academi
and social behavior
Caring about the needs of ALL
children
Offering encouragement

Answering questions

Praising ortask behavior
Redirecting oftask behaviors
Thanking a student for following
directionsquickly

Encouraging children

Assisting students iproblem
solving

This means taking the necessary steps to eliminate or prevent praitieforethey arise. When you

are aware of your suoundings, you can anticipate and addresdety issues, instructional questions,
and/or inappropriate behaviors. You don't need to wait for directions from your supervising teacher
once you have been trained amehderstandhis or herexpectations.

Using proactive management strategies rsdfudents remain on task and allsithe teacher toteach
with few interruptions.Forexample a paraeducatomaynotice a student across the room talking to
classmates, distracting them from listening to the teacher. Instead of waiting for the teacher to
intervene, the paraeducator walkpiietly over to the student and relirects the student's attention

back to the lesson.

We dten use the term "interventiohor éstrategg €

AY i SNDKLE y 38 1.3\ isterenfiondi K A &

strategyis anything yowsayor do to change thepresent situation
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No intervention works 100% of the tim@®ur best strategy is to keep the problem from occurring in the

FANBOG LXFOSo® LT (KIFG R2SayQi 62Nl X ¢S GGNB (2 StAY
Thesestr 1 SIASEa I NP RSAONAOGSR Ay ! (il KGaide[in&HLRBI, wS & G NR Ol
2008).Your special education teacher should have a copy of the LRBI for you to review andnwitiscuss

her or him.

Proactive management strategies amdelrventions are more effective if you have a good relationship
with the student.People are more likely to say yesthose whomthey know and like. Without a
mutually respectfutelationship, interventionsire less likely tevork. Here are some ways to build a
respectful relationship:

1 Be a good role modéh words and actions.

1 Have realistic expectations

1 Spend time wittthe student.

1 Be open to concerns or criticistnlSTENrst, and then

provide guidance and direction. Talk low
1 Show the student you care and understand their Talk slow

situation. Don't say too much!
9 Askthe studentfor help and advicewhen appropriate

52yQi NBIFOG® {GSLI 6O FTNRY Jo Moscarro F NHZ3 G N
prevent it from escalating and to give yourself and the student
time to cool down.

Some interventions are simple, such as talking to a student about a problem or situation. Othbes can
complicated and involve many individuals such as a behavior management plan for a disruptive student.

How do you know which intervention(s) midte more effective or which to use and with whom? Your

supervising teacher and/or other team members makattdecision. It is the role of your supervising

teacher to tell you which strategy(s) should be used and provide training as ne&lded. with the

GNF AYAYy IS @2dzN) adzLISNIDAEA2N] aK2dzf R IAPS @&2dz 2y32Ay3
chay 3S 6KSY S@OSNE2YS 2y GKS AYyadaNHzOGA2ylf GSFY A& N
way.

Before we talk abouspecific proactive management strategies, we need to review the ABCs of
behavior. Remember there is alwaysiateraction betweerad i dzR Bejfiaviér and thdearning

envionmeri ® L{iQ&a a Srae Fa !./Y
A Antecedents are the events that happen BEFORE the student behavior occurs.
B Behavior is the specific way the student acts.
C Consequences are the events that happen to the student IMM EDIATELY FOLLOWING

the behavior.
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For example:

A 9f AQ& LI NIXSRdAzOFG2NJ Fal1a KAY G2 o06S3aAy KA
B Eli throws his book on the floor

C 9t AQa GSHOKSNJ RANBSOGa 9tA G2 aGr1S alF asSra

Identifying Antecedents, Behaviors, and Consequences

Todeterminewhy & (0 dZRSY 1 Q& 0SKI GA2NJ A4 200dzNNAy 3

Antecedent Behavior (student) Consequence
Where did it happen? What did the student do? What were2 (0 K SNJ & ( dzR §
Who was there? What did the student say? reactions?
What was said or done What did the instructor say or do?

immediately before?

. @& dzy RSN&A I ¥y R &Y AzRBHF&iOryou candusedrbactlve strategies to prevent problem
behaviosfrom occurring by eliminating or adjusting the antecedents or by changing consequences

For exampleStudentsin a science class lose important instructional time because they always clean up
long before theclass lets out at 1:50. The ABC might look like:

A The clock on the wall displays 1:40
B Students see the clock and begin cleaningvithout instructor permission
C Students leave right when the bell rings

To correct the problem, you may consider charg the antecedent. First, at the beginning the period, it
is important for the teacher to explain the new clean up procedure which will increase instructional
time. Then later during class:

A The instructor prompts the students to clean up,
B Studentsbegin cleaning up
C Students leave when the bell rings

In the above example, thentecedentwas changed to influence student behavior. In the next example,
the consequence will be changed to influence student behavior.
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If Hannah (a studenwith DownSyndromejs working on learning to respect personal space and is

KFE@dAy3a RAFTFAOdzZ GASaz GKS ' ./ Qa Ylre €221 fA1SY
A The paraeducator enters the room
B Hannah runs up and hugs the paraeducator
C The paraeducator laughs and pats Hannah on the back

Because hgging adults is inappropriate in many situations, you need to change the consequence.

A The paraeducator enters the room
B Hannah runs up to hug the paraeducator
C The paraeducator extends her hand for a high five or a handshake.

Making small changes antecedents and consequences such as these may be all that is needed.

However, because behavior problems can be compigxyyd2 i SELISOG G2 afmliyixral | Y

problemns. Here are someroactive behavior strategigbat haveworked for others.

Positive reinforcement occurs when something is given to a student immediately following a target

behavior that increases the likelihood that the behavior will
happen again. This means the reinforcemantist be valued by

the student The Golden Rule for
choosingareinforcer is:

Types of positive reinforcemeiriclude:
1 Verbal praise
9 Social praise
9 Access to preferred

The cheaper, the faster,
the better

o Activities
o Material items
o People

Praise is one of the simplest ways to positively reinforce appropriate behavior. It is any verbal or
nonverbal action by the instructor that indicates

approval. Nonverbal praise may consist of an eyewin
pat on the backor a thumbs up. Verbal praise usually

When appropriate behavias not

consists of two partst) apraise wordand 2) a reinforced inappropriatebehaviormay
description of what wagood.dFantastic! You return
NEYSYGOSNBR (2 NIA&AS &22dzNl] KFYyR gAdGK2dzd G f 1 A
GW2KY S GKFGQA |y SEOQSt { Sk egpeaeiee
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To be effective, praisshould be:
I Immediatec Deliver the praise immediately followiniie desiredbehavior. The more
immediate the praise the more effective.
FrequentlycUse positive statements for every negative.
EnthusiasngDeliver the praise with enthusiasm asihcerity.
Eye contact Use eye contact when giving a praise statement.
Describethe behaviorg Be concrete and specific.
Anticipation¢ Build excitement through your praise statements and use of
reinforcement
vV Variety¢Use a varigy of termsand methods

> o mmmT

.S ddzNB G2 LIl e FGaSydAz2y oKSy @2dz dzaS LN} AaSo LF
increases, the praise serves as a positive reinforcer. However if behavior stops or decreases, the student
was not reinforced. Talkith your teacher and discuss other ideas for reinforcing the student.

Extinction (planned ignoring)

QEGAYOilA2Y 200dzNB 6KSy 6S sAGKK2f R NBAYTF2NOSYSy
Typically, this includes ignoring inappropriate behavior. For example, when a student talks out in class,

instead of responding to the studentjthhold your attention by looking and moving awajo make

extinction more effectivé 2 dz OF y dzaS GKS GLIN}I AaS | NRPdzyR¢ &G NIF GS3
hand quietly and praise him

Caution: Becausthe & (i dzR &l dutbéhaviorwasreinforced n the past, it may increase when it is
first ignored. With this in mind, follow these guidelines:

1 Useextinctiononly if you canolerate some disruption in the classroom. Continue to teach
praise other students for appropriate behavior2 ¥ Qi Ni2a LI2SyKR GA 2 NI f ay2Aas
(complaining, grumbling, etcfjom the student.

1 Peer as well as adult attention may reinforce a student. It is importantttthold attention
from all source#f extinction is going to work.

1 To be effective, extinction MUSE usedconsistentlyover time

Pre-Teaching

As discussed in Standardpte-teachingoccurswhen students are taughhe desired behavior before
they need to use itSpecifidnstruction is very importantTell the students exactly what they are to do
and practice, if possible.
For example, you are taking a group of students on a field trip to the ballet. Before going, you should:
1 tell and show the students how they should sit in the theater
1 have the stuénts practice
1 remind the students before leaving on the field trip how they shdidtlave and
1 remember to praie the studens for sitting appropriatelyat the ballet
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Consequences

Remember from the ABCs of behavior that consequences follow a behavarder to be proactive you
and the teacher should have planned for these in advance. Consequences should be logical and
connected to the behavior. It is logical because it "fits" the nature of the behavior. For example, if a
student completes his work ég, he is able to do something he enjoys such as reading a book. If a
student fails to complete an iolass assignment, she will have to finish it during free time. These are
examples of reasonable consequences that match the behavior.

For more informaibn on proactive strategies see:

http://www.una.edu/faculty/onlineacademy/State/Adobe%20Reader/DO%d0200PEN%20progra

m%20files/Management/During%Z®20Encouragement%20.pdf

B. Support the supervisd® behavior management plan

It is the responsibility ofour supervising teacher to create and implemehé classroom management
plan.As a nember of the instructional teanit is your responsibility to support that plahrough words
and actions This is importantStudents learn and progress when all team merstame on the same

page.

Paraeducators show support when thesompt orremind students to followclassroom expectations or
rules,enforce consequences, and encourage students to meet expectaixasaples ofupportingthe
behavior management plainclude:

1 reminding a student to stop talking and focus on the task at hand

1 praising students who are listening and paying attention

9 redirecting a student who is distracted,

T ail GKS (SIOKSNR& NBIjdzSads RANBOUGA Y IAntihuingital dzR Sy (i

talk to classmateand
9 praising astudent formaking a good choice

Section2: SupportingCompetencies

C. Demonstrate knowledge of learner characteristics and factors that influence behavior

A students disability affects his or her learning needs. It is important for you to understancghow
O K A disRuility affects learning. If a stant isclassified with one disabilitghemay also have
characteristics of other disabilities. For example, a student may be classitiediag aspecific
learning disabity. Dueto years of frustration in school, the student may have learned saatiag out
behaviorsthat interfere withhis or hisability to learn A good Individualized Education Plan (IEP)
addresses all behaviors of concern for that particular student.

The more you understand and relatedo? dzNJ & dedziR Styeiigthd, and learmrstylesthe more
you canassist and support thenstudents feel comfortable with someone who understands their
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frustrations, anger, or fear&our supervising teacher shouwicussacha G dzZRSy 4 Qa OKI NI OG SN
needswith you. There are also mamgsources available to help you. See the Appendix for glossary and
web resources.

D. Assst in maintaining an environment conducive to the learning process

Studentstake cues for their own behavior from adult examples. Show the students that you take
learning seriously by seti the stageHere are some examples of how you can support the learning
procesghroughout the day

Arrive on time and ready to work

- Be prepared

- Take charge of your responsibilities. Don't wait to be told unnecessarily.

- Greet and welcome the students to establish a safe learning environment.
- Begin promptly

- Eliminate distractions

- Encourage students to stay dask

- Remain focused

- End on time

Closing | - Help students make a smooth transition to the next activity

- Leave the work area clean and organized

- Take time to reflect

- Ask yourself, "What went well? Should | do anything differently? Were the
students engaged?"

Acceptadvice and suggestions graciously, then implement them.

Before

During

Review

A crucial time for the learning procesdligringinstruction. Here are somadditionalstrategies to keep
students engaged.

Scanning

Scanning is a strategy used by teachers and paraeduc&oasning is periodically glancing around the
classroom to see if students need help or redirection. With scanning you can also see students that need
praise. Work with your teacher to determine what actions should be taken in each of these situations.

With-it-ness

You need to be aware of your students at all times. Students
y2iA0S AT &2@05NBAdoRakHz hOB You get more of Ffof
groups periodically scan the classroom to assure other studen
are working. Provide verbal prompts to studeatsneeded.

what youreinforce!
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Specific Praise

Whenever you are providing instruction remember students do better when they are praised for
positive behavior. Also pise students focorrect answers, good effort, polite behavior, and anything
else you want to increase.

GivingHfective Directions

Students need to be told what you want them to dénfortunately,they do notalways know what is
expected of them. Because we are polite, we often ask students if they would like to do something.

10 Variables That Effect Student Behavior

Close the gap. Stand2feet from the student when giving a direction.
Givethe student time to comply.

Use eye contact.

52y Qi Faled ¢St
DAGS Y2NB aaidl
Stay calm.

Use descriptive requests.
Monitor your voice. Use proper tone and volume.

52y Qi yl3Id hyte IAAGS Go2 NBldzSalda
Praise the student when she complies.

f 0
NJIi €

1.
2.
3.
4.
5.
6.
7.
8.
9.

[ERN
©

For example:A paraeducator may ask studerts? 2 dzf R @2dz €t A1S G2 THSIG @2 dzNJ Yl
NBljdzSad 32084 a0dRSyiha obkE SANLIBA 2y ART (2F X EIT @b 2 8¢
2dzidé LT GKAA R2Sa y20G 62N)] 6S YIré ySSR (2 dzaS LIN

Predsion Commands a specific statement used to increase student compliance. Usually we like
students to comply withi8-10 seconds of thdirection.
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1." (Name) (Direction please.” It is important to use the same
wording in the same order witALL

2."__(Name) you needto__ (Direction ." directions. (e.g. "come here," "sit

down," etc.)

" " Compliance
PLEASE ) Reinforce!

Wait 5 seconds

Non-compliance

N4
"NEED Compliance

Reinforce!

Wait 5 seconds

Non-compliance
\ 4
Follow
Through!

It is always important to work with your supervising teacher to create a proactive classroom
environment. When all members of the team are on the same page, using proactive strategies
consistently, students have a moregitive experience and
learn more!

E. Assist in teaching children and youth social skills Explicit Instruction
Sodal skills, like academic skills, need to be taught. While so | do- Instructor
students may learn social skills by observing others, some

students need taeceive explicit instruction ﬂ

There are many social skills. Some examples of social skills 4 We do- Instructor and
Student

g

You do- Student

greeting or introdicing oneself
sharing

following directions

asking and making clarification
negotiating

accepting criticism

=A =4 =4 4 -8 4
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Basic appropriate social skills help a studmialkkeand keep friendsget and keep a job, and be
successful in lifeWhile a student may be lackisgveralimportant social skills, your supervisoray
identify only one or two towork on first Make sure you understand which specific social skills your
supervisor needs you to modahd supportso there is no misunderstanding

One example of assistimg teaching children and youth socials skills is saying, "Thankwargiven
something tangibleWhen given a compliment, student needs to learn to thank thaerson
graciously. You can model saylfidnank you" as you interact with students. When sats see you
doing this regularly, they are positively reinforced and will start doing it, too.

F. Assist learners in using self control and self management strategies

Selfcontrol and sekmanagement strategies are important skills needed to live a productive and
independent life. Without sel€ontrol, students may be at risk of hurting themselves or others. Many
students have difficulty organizingroblem solvingandasking for helpThis cammpacttheir
performance and interpersonal relationships at school, work and home.

Learning seltontrol and sedimanagement skillss difficult for some students because of their disability.
Students have to learn perseverance and develop the discipline necessary t@nugagprogress. It

is important for you to follow the plan outlined by your supervisor as you help students takeal in
their education.

Here are some examples your supervisor may want you to use as you assist students in using self
management strategies:

1 Allow the student time to think and respond before prompting or providimgm with the
answer.

1 Rehearse witlthe studentabouthow they couldrespond to a specific situation before class
begins or immediately after class ends.

1 Model selfmanagement skills at all times because students are always watching!

1 Use preteaching; pepare the student for activities thamh the past havériggered inappropriate
behaviors

1 Encourage the student to identify several appropriat®iceshe may use in groblem
situation.

1 Praise the student when henakes a good choice

Caution Occasionally, we unwittinglgre overprotectiveaswe try to make things easier for students.
We end up teaching them tdepend on us for too muctOver time, tudentslearn to depend on

parents, teachers, paraeducators, and othersodveproblems for them. Thegre reluctant totry new
things on thér own, whether it is physical, social, or academic. Instead, students will wait for prompting
or assistance from other3hisstudent behavioiis detrimental and icalled "learneehelplessness Our

goal is tateach students to be independerdctingon their own usingelfmanagement skills.
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G. Assist in monitoring learners and make appropriate decisions while coaching or tutoring
in different settings

It is importantfor youto understandand confirmyour
classroom teacher or supervisor's expectatibegoremaking When in doubt ask
coachingmonitoring,or tutoring decisions. It is better to ask
guestians before you begin than to assume or incorrectly
interpret your supervisor's intentions

for clarification

Monitoring includes collecting and recording academic and/or behavioral data on students. Collecting
and recording data is also called progress monitofiogmore cetail see Standard 1Y our supervisor
may havespecific information thashe needs gatherefibr a particular student

Academic Example Behavior Example
You may be asked to administer aone minute |! a i dzZRSy G Qa o6SKF @A 2 NJ
timed oral reading fluency (ORBal reading the student to bring a tracking notebook witter

fluencyscores can help your supervisor determir| to each classroom to documeher attendance.
the student's instructional level.

Procedure: Procedure:

The student reads otlbud to you from a selected| During seventh period, the student brings her
passage. You count the total number of words th tracking notebook to you. You review the
student attempted to read in one minute, add up attendance for each class period and record a p
all of the errorsand then subtract the total 2N) YAydza 2y GKS (S|l OK
number of errors from the total number of words
the student read.

Once the data has been collected, tieacher is responsiblfor interpretingthe dataanddetermining
the next step.

Some paraeducators work outside of a traditional classrsanh as a job coach or personal assistant
person in this role may be teaching a student job skiggpublic transportation or providing

personal care. You need to be trained propdayyyour supervisoso you can make appropriate
decisionsvhile on the jobwhenyour supervisor isn't aroundyour supervisor should tell you which data
to collect. It is your job to provide these dataytour supervisor on an ongoing basis an instructional
team you should discuss student performariegether and make decisions about next steps for the
A0dzRSY Q& LINPIANI Y

H. Assist in providing medical care and/or teaching self care needs

Some students require medical care during the school Gdyer students are either not able to
perform selfcare needs or they may require a lot of support.

SidzRSy (i Qa élcRe\n®ddd varjandiRay faclude suctioning, toilet training, tying shoelaces,
putting on a coat, using eating utensils, feeding, and other physical skills.
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It is illegal for you to help with medical or selire needs until you arproperly trainedby a nurse or
other professionalYou may also be required to document handling of medications or certain
proceduresThe laws were written to protect yguhe schooland the studentMore detailed
information is available in Standard/&s with everything else, if in doulaisk your supervisor.

You may be asked by your

supervisor to assist students with
these tasks. Yomnustbe trained
before attempting to assist
students If you have not been
trained, ask your supervisor for the
appropriate training.
Donot attempt to help a student

prior to training.
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