Paraprofessional Duties and Responsibilities

Classroom Organization and Duties

· Creating and maintaining filing systems for materials and students.

· Preparing displays, schedules, and bulletin boards 

· Duplicating materials 

· Typing instructional materials 

· Creating seating arrangements for various small group activities

· Taking Attendance 

· Locating instructional materials 

Student Assessment:

· Observing and recording academic behavior and progress 

· Checking student work 


· Keeping anecdotal records on student performance 

· Completing informal observation of student performance 

· Administering teacher – made tests 

· Becoming familiar with the student’s I.E.P.

Direct Instruction:

· Reinforcing subjects which have been taught by the teacher such as reading, math, spelling, vocabulary, P.E., and Adapted P.E. 

· Assisting small groups of students 

· Working one-to-one with students 

· Presenting information to a whole class 

· Providing appropriate feedback to students 

· Listening to students read 

· Modifying written materials (i.e., tape-record stories)

· Helping students work on projects or assignments 

· Helping students select library books 

· Actively participate 

Personal Care Management:

· Assisting students with tasks such as mobility, feeding, dressing, toileting, etc.

· Providing specialized care for students under the supervision of the school nurse.

· Maintain an inventory of supplies and initiate requests for supplies 

· Ensure that all required health, hygiene, and dietary needs are available for on-campus and off campus activities.

Behavior Management:

· Monitoring and supervising students in P. E., recess, lunchroom, etc.

· Monitoring student behavior with tracking charts, contracts, BIPs.

· Monitoring small and large groups 

· Assisting teachers with strategies to reinforce appropriate behavior

· Checking that students complete tasks and meet deadlines 

· Helping build self-esteem in students

Working with Parents:

· Directing parents to appropriate resources and personnel

· Directing parent concerns to classroom teachers

Working with staff:

· Co-Planning

· Planning and be prepared, asking questions 

· Working with assigned teacher(s) 

· Providing on-going communication regarding students 

· Following the chain of command (teacher, administrator, special education supervisor, special education director) 

Miscellaneous Duties:

· Completing documentation and paperwork for supplemental duties

· Performing other duties as assigned by administration, i.e., monitoring the lunchroom, assisting with bus duties and supervising students in community setting 

· Appropriate professional attire 

