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Dear Para educator: 
 
Welcome to Alma Public Schools. As a Para educator, you will be assisting our 
special education students in a variety of ways. Each Para educator has different 
duties and responsibilities based upon the needs of the students with who they work. 
Each student we serve is unique. Because of the nature of your job, it is not 
uncommon to be overwhelmed at times. Being a Para educator is an extremely 
important position. Ask lots of questions and use this handbook as a resource. Your 
work is valued and appreciated. We could not serve our students without you!! 
 
Sincerely, 
 
Alma Public Schools Special Education Department 
Mrs. Jessica Howsden, Mr. Jesus Felix, Mrs. Barb Long 
 
Alma Administrators 
Mr. Jon Davis, Mrs. Stephanie Brandyberry 
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Para educator Definition: 
A Para educator is a person hired to assist a certified teacher in the instruction of exceptional 
children or in the provision of services necessary to provide the student with a free and appropriate 
education. 
 
The teacher must maintain the role of leadership and responsibility for the students, with the para 
educator in a supportive role. 
 
Para educator’s Purpose: 
The Para educator’s purpose is to improve the quality of the educational program offered 
exceptional children by assisting the instructor with students. 
 
The goal of a teacher is to motivate and guide each student to his or her fullest potential. Because 
of the pressures of time and number of students involved, assistance is needed to perform 
instructional and non-instructional tasks. By working with the teacher, a Para educator may help in 
providing many opportunities for students that would otherwise not be possible. The addition of a 
Para educator permits the teacher to devote his or her full attention to the accomplishment of 
major educational objectives. The special education Para educator has become an essential 
person in the provision of services for students with special needs. Para educators can help 
motivate students, build their self-confidence, provide more individual attention, and increase the 
effectiveness of services and resources available to students. Para educators can help overcome 
obstacles and work toward the quality education that is desired for all students. In addition, 
maintaining accurate, complete and current records for each individual student is a major 
responsibility for school staff. Appropriate placement, adequate instructional services, and effective 
school-home-community relations depend greatly upon the work accomplished by the staff. A Para 
educator can help to provide much needed support in these areas as well. 
 
Job Responsibilities: 
To promote the success of any special program, a team approach must be accepted and 
implemented by all personnel that serve exceptional children. The various stages of planning, 
implementing, and administering special services requires that all personnel agree that the express 
purpose of all special programs is that of serving the exceptional child and that all considerations 
be directed toward the welfare of the exceptional child. You have just become part of a team that 
has the ability to significantly affect the life of a child.  
 
Para educator’s job duties may include but are not limited to the following: 

§ Assist individual students in performing activities as directed. 
§ Assist with the personal care of students. 
§ Supervise children in hallways, lunchrooms, and on the playground. After school duties may 

also be assigned. 
§ Reinforce learning in small groups or with individuals while the teacher works with other 

students. 
§ Score/grade objective tests and assignments. 
§ Assist the teacher in observing, recording and charting behavior. 
§ Assist in preparation/production of instructional materials.  
§ Carry out instructional programs designed by the teacher. 
§ A para educator must work with all students. Picking and choosing the students that you 

want to work with is not an option. 
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§ Implement behavior management plans as directed by the teacher. All behavior should be 
discussed with the teacher; ultimately the teacher is responsible for student discipline. 

§ Operate and maintain classroom equipment. 
§ Perform clerical tasks. If you have extra time, check with your supervising teacher to see 

what else they may have for you to do. 
§ Assist in the preparation of IEP and MDT meetings if working within the Special Education 

room. 
§ Attend IEP and MDT meetings, if requested. 
§ Attend training and/or workshops as needed or assigned by the administration. 

 
Para educators may not do the following: 

§ Be solely responsible for a special education instructional or related service. 
§ Be responsible for selecting or administer formal diagnostic or psychological instruments or 

for interpreting the results of those instruments. 
§ Be solely responsible for selecting programming materials or prescribing educational 

activities. 
§ Be solely responsible for preparing lesson plans or initiating original concept instruction. 
§ Be assigned to implement the individual education program without direct supervision & 

involvement from the teacher and/or supervisor. 
§ Perform nursing procedures or administer medications without training and supervision from 

an approved health care professional. 
§ Work on non-school related items during the school day. 

 
Dress Code: 
Dress appropriately and professionally at all times. As a minimal guide, Para educators should 
not wear clothing which students would not be permitted to wear at school. Yoga pants 
and/or leggings are prohibited unless worn with a skirt/dress or with a shirt/sweater that 
extends to the mid thigh. Check with the administration on the specifics of the dress code if you 
have questions.  
 
Cell Phone Use: 
Cell phone calls and cell phone texting should only be used for emergencies or when you are on 
break. You should never be on your cell phone talking, texting, or on FaceBook or other 
social networks when students are in the classroom and/or under your supervision.  
 
Attendance: 
Attendance and punctuality convey how seriously you take your job. Be on time!  Your 
supervising teacher and the students you work with count on you being at work and on time daily. 
While attendance is important, we understand that situations out of your control arise but please try 
to keep these situations to a minimum. 
 
Absences: 
If you will be absent from work for any reason, please call Mrs. Howsden immediately so she can 
make arrangements for your absence at 920-1232 and Mrs. Brandyberry at 785-871-2188. If you 
have a planned absence, make sure that both Mrs. Brandyberry and Mrs. Howsden are notified as 
well as your supervising teacher. A reminder to the supervising teacher may also be helpful just 
prior to your absence.  
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It will be important for you to provide a schedule so that your substitute will have something to 
follow and know what their duties will be for that day. If you are one-on-one with a student, leave 
tips for the substitute on what works and doesn’t work with the student. 
 
Communication: 
Effective communication between the teacher and Para educator is vital if the students are to be 
served effectively. An environment conducive to learning can only be provided by communicating 
honestly and openly in a non-threatening manner. Poor communication skills and negative 
statements are at the heart of most problems. Communication goes far beyond verbal interaction 
and also includes non-verbal interaction. Remember your actions may actually speak louder than 
your words. Students pick up on negative feelings, actions and body language.   
 
If you have a question or concern, immediately ask the classroom teacher, the sped personnel or 
the administrators. It is to no benefit to talk about it to someone else that is not involved in the 
situation. Talk it out with the person that it involves. Remember clear and timely communication 
keeps everyone on track.  
 

Effective Communication Guidelines: 
1. Set aside a regularly scheduled time to communicate when students are not 

present. 
2. Ask questions of each other. 
3. Respect one another’s opinions and uniqueness. 
4. Tell each other of the positives you see in them. Be specific. 
5. Maintain eye contact. 
6. Display positive, genuine facial expressions. 
7. Avoid cutting off individuals who are speaking. 
8. Use appropriate voice, tone and loudness. 
9. Leave visiting with parents and school personnel to your supervising teacher. 

When asked, a simple response is “You’ll need to visit with Mrs. or Mr. 
______________ about that.” 

 
Attitude: 
A good attitude is of utmost importance as a Para educator. YOUR ATTITUDE MATTERS!   A 
positive attitude can be conveyed in many ways including the following: 

• Smile and be friendly. 
• Look for ways to assist others. 
• Have an appropriate sense of humor with staff and students. 
• Praise students for positive efforts. 
• Show students that you care about them and their interests. 
• Be willing to take initiative – show responsibility by looking ahead at what needs to be done 

without the teacher making all of the plans for you. 
• Be eager to assist the teacher. 
• Listen to directions and follow them. 
• Ask questions. 
• Never show disapproval in a task assigned to you in front of the students. 
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• Maintain appropriate actions, speech and dress at all times. 
• Speak with kindness… if you react in anger, the child or situation will escalate! 
• Always show respect for the student. (For example, ask a student before erasing their 

work). 
 
Confidentiality: 
It is imperative you maintain the strictest of confidentiality about the students. Keeping 
confidentiality and chain of command in mind, any concerns that may arise within the classroom, 
especially those regarding teacher and student interactions, should be addressed directly to the 
teacher or the administration. There are many Federal laws and state statutes that protect the 
privacy of educational records. The main Federal law pertaining to student records is the Family 
Educational Rights and Privacy Act (FERPA). Information on records fall under this law must 
remain confidential. Significant penalties can occur from failure to comply with the privacy act. 
Even conversations with non-school personnel or school personnel without an educational 
involvement with a specific child can be a violation of this act. 
 

Information and records covered under this act may include but are not limited to: 
Personal & family data 
Evaluation & test data 
Psychological, medical and anecdotal reports 
Records of school achievement & progress reports 
Disability information 
IEP and MDT information 
Copies of correspondence concerning students 
Records of conferences with students and/or parents 
Other personal data   

 
Terms to Know: 
 
Individualized Education Program: 
Each special education student has an individualized education plan (IEP) that the teacher uses as 
a guide for that child’s school activities. This program is developed in a combined yearly meeting of 
the child’s teachers, parents, and other support personnel. 
 
Multi-Disciplinary Team: 
The multi-disciplinary team is a group of persons whose responsibility is to evaluate the abilities 
and needs of a child referred for evaluation and to determine whether or not the child meets the 
eligibility criteria for a student with a disability. 
 
Children with Disabilities: 
It is important to note that each student is first an individual with many abilities and individual 
needs. The overall goal of each student is to develop skills that will enable him or her to function 
effectively in society and their environment. There are different disability categories to which a 
student may qualify for special services:  autism, behavior disorders, deaf-blindness, 
developmental delay, hearing impairments, mental handicaps, multiple disabilities, orthopedic 
impairments, other health impairments, specific learning disabilities, speech-language 
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impairments, traumatic brain injury or visual impairments. Descriptions for several of disability 
categories are listed below. 
 
Autism: 
Autism shall mean a developmental disability that significantly affects verbal and non-verbal 
communication and social interaction. 
 
Behavioral Disorders: 
A child with a behavior disorder has difficulty learning due to an extreme behavior problem or 
mental illness.  
 
Developmental Delay: 
A student with a developmental delay may demonstrate a significant delay in the function of one or 
more of the following areas:  cognitive development, physical development, communication, social 
or emotional development, or adaptive behavior or skills development. 
 
Mental Handicaps: 
A child with a mental handicap will display significant delays in thinking, communication, and life 
skills. These children generally require more time and repetition to learn things. 
 
Orthopedic Impairments: 
A child with an orthopedic impairment displays physical (motor) difficulties in mobility, writing, and 
sitting. Common orthopedic impairments are cerebral palsy and spina bifida. 
 
Other Health Impairments: 
A child who has other health impairment will have a medical diagnosis and a doctor’s verification 
that this diagnosis affects the educational achievement of this student. Examples of such 
diagnoses include attention deficit disorder, cancer, diabetes, bi-polar, etc. 
 
Specific Learning Disabilities: 
A child with a specific learning disability will demonstrate poor achievement in one or more of the 
following academic impairments as compared to their intellectual functioning (reading, writing, 
speaking, listening or math). They generally have average to above average intelligence. 
 
Speech/Language Impairments: 
A child with a speech / language impairment will demonstrate difficulty in understanding language, 
expressing thoughts or articulation. 
 
Traumatic Brain Injury: 
A child with a traumatic brain injury will have a sustained an injury to the brain that results in a 
disability which adversely affects the child’s educational or developmental performance. 
 
Information to ask the Supervising Teacher: 
Clarify hours and days you will be working; be sure to get a school calendar. 
What schedule will you be following daily? 
When do students arrive and depart? 
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What are the playground rules and regulations? 
Where are the supplies kept and how are they obtained?   
What should my response be when a parent raises questions on their child’s functioning in the 
classroom?  (A simple response is “You’ll need to visit with Mrs. or Mr. ___________ about that.”) 
What student records may you view? 
What is expected of you in terms of student discipline? 
On a day where there is not as much to do, what course of action should I follow? 
How does your teacher view the teacher/Para educator relationship? 
 
The Successful Para educator Will . . .  

Ø Enjoy your job including the adults and students that you work with. Never be negative 
about situations especially around students. 

Ø Learn about the students you will work with (strengths, disability, interests, etc.) 
Ø Show kindness and empathy in speech and actions with regards to all students. 
Ø Lend personal assistance to students when possible but encourage independence. Accept 

mistakes as part of the learning process. Offer support when necessary. 
Ø Check with the teacher as to how you can help. Never hesitate to offer your help. 
Ø Report to all duty assignments on time. Be vigilant while supervising students. 
Ø Be patient and use good judgment when dealing with students; use a calm voice. 
Ø Use positive body language when interacting with students. 
Ø Read through emergency procedures. 
Ø Get acquainted with school policy as it applies to you and your work. 
Ø Inform the teacher with whom you work of any special talents, interests, experiences, or any 

ideas that you may have. 
Ø Watch carefully how the teacher deals with and directs students. 
Ø Get acquainted with other staff members. 
Ø Maintain a professional relationship with students. Be very careful in regard to age-

appropriate hugging and touching. Physical reprimanding should never occur. 
Ø Ask for help when you don’t understand something. 
Ø If there is a conflict of a problem, talk face to face with the teacher involved. 
Ø View change as a challenge and opportunity. If you have questions or concerns, visit with 

the principal or your supervising teacher. 
Ø Read through this manual and the non-certified employee handbook carefully. 

 
Most importantly, we are here for to help and assist ALL students!  Things to remember… 

v Be Positive. 
v Be Happy. 
v Be Observant. 
v Be Kind. 
v Be Flexible. 
v Be Patient. 
v Be Professional. 

 
THANK YOU FOR ALL THAT YOU DO FOR OUR STUDENTS!  OUR SCHOOL DAY IS ABLE 
TO RUN SMOOTHLY BECAUSE OF YOUR ASSISTANCE AND TIRELESS EFFORTS! WE 
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APPRECIATE ALL OF YOUR WORK!  WE ARE FORTUNATE TO HAVE YOU AS PART OF 
THE ALMA PUBLIC SCHOOLS STAFF! 
 
Guidelines for Computer Use: 
 

1. The e-mail and Internet networks are provided to staff to conduct research and 
communication with others. Access to e-mail and the Internet is a privilege, not a right. 

 
2. Individual users of the District computer networks are responsible for their behavior and 

communication over those networks.  
 

3. Users shall not let other persons use their name, log-on, or passwords (except for 
authorized staff members). 

 
4. Users shall not use Alma Public School computers or networks for activities for personal 

profit. 
 

5. Users shall not use the computer to annoy or harass others with language, images or 
threats. 

 
6. Users shall not access or create any obscene, immoral or objectionable information, 

language or images. 
 

7. Network administrators may review files and communications to maintain system 
integrity and insure that users are using the system responsibility. 


