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                 17. Who is responsible for communication with teachers of students placed in 
regular classrooms? 

 
                 18. Who is responsible for the development of the Individual Education Plan? 
 
                 19. Who is responsible for the supervision of students in the lunchroom? 
 
                 20. Who may serve as a playground supervisor? 
 
                 21. Who is responsible for the students participating in community-based 

instructional programs? 
 
1. Answer - Teacher 
 
 The paraeducator’s role is to work as a key element of the team of regular education, 

special education, and related services personnel.  The formal planning of the 
instructional program is the responsibility of the professionals with input from the 
paraeducator.  Good planning will more likely evolve if the professional and 
paraeducator plan together. 

 
2. Answer - Both 
 
 Both the paraeducator and the professional have the responsibility to monitor and 

reinforce student performance.  This also includes discipline.  The paraeducator may 
assume responsibility for data collection and compilation, if trained to do so by the 
professional. 

 
3. Answer - Teacher 
 
 The selection of diagnostic tests is a part of the determination of the educational needs of 

students.  The paraeducator should not determine what instrument or procedure is to be 
used.  In some cases, a para MAY administer diagnostic tests if special training is not 
required to administer the test or if special training has been given to the paraeducator to 
give the test.  The administration should be under the supervision/direction of the 
professional. 

 
4. Answer - Teacher 
 
 The paraeducator has not had the appropriate training to diagnose the educational needs 

of students.  This is the responsibility of the professional. 
 
5. Answer - Teacher 
 
 As educational leader of the classroom, it is the teacher’s responsibility for 

communication with the parents.  In most situations, the paraeducators may have lived in 
the community for many years and could even know the parents of the students on a 
personal basis.   
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 When this occurs, the paraeducator must exercise restraint and be sure that all  

communication regarding the education of students comes from the teacher or other 
professional school personnel.  Confidentiality is critical and paraeducators must be 
instructed not to discuss students’ families or activities with anyone in the community or 
with anyone at school, especially other paras and teachers. 

 
6. Answer - Paraeducator 
 
 A paraeducator may be responsible for maintaining records under the supervision of the 

professional. 
 
7. Answer - Paraeducator 
 
 The key words are “support and follow through.” Role problems may occur if the 

paraeducator is not aware of the management plan and instructed by the professional in 
their chosen techniques and procedures of classroom management. If the paraeducator is 
also a certified teacher, the role is still secondary to that of the designated lead 
professional in the room. 

 
8. Answer - Paraeducator 
 
 As determined by K.A.R. 91-12-61, a paraeducator must complete 20 clock hours of 

inservice each year. Failure to complete this requirement may result in a reduction of 
funding to the local district. A paraeducator may also take college credit hours which 
would also be counted and credited toward the professional. One credit hour is the 
equivalent of 15 hours. 

 
9. Answer - Paraeducator 
 
 It is suggested that a formal feedback procedure be established. This could be scheduled 

daily or weekly meeting time with the teacher, a written “check system,” or a 
combination of both. Planning time is a critical element of a successful team. 

 
10. Answer - Both 
 
 This is an appropriate role for the paraeducator if supervised by the teacher. The teacher 

may also wish to score and review students’ work. 
 
11. Answer - Teacher 
  
 The supervising professional has the responsibility to evaluate and revise the instruction 

program, if it is not meeting the needs of the student. Paraeducators working with the 
student should provide input. 
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12. Answer - Both 
  
 The paraeducator may construct materials for the classroom. The creativity of 

paraeducators should also be encouraged. Teachers and paras may work together  
 to help. 
 
13. Answer - Teacher 
  
 Assigning grades is the sole responsibility of the teacher.  The teacher MAY elicit the 

assistance of the paraeducator in recording grades and MAY ask for input from the 
paraeducator regarding his/her opinion of progress made by the student. 

 
14. Answer - Teacher 
  
 The introduction of new concepts is the responsibility of the teacher.  Paraeducator may 

follow up with reinforcement activities, individual help and group assistance after the 
concept is presented. 

 
15. Answer - Both 
  
 This is an appropriate role for the special education paraeducator and the teacher, as 

determined by the Individual Education Plan and under the supervision of the lead 
teacher. 

 
16. Answer - Paraeducator 
  
 The role of the paraeducator is to assist in the educational process of the special 

education student.  A portion of the para’s day may be filled with some clerical duties. 
 
17. Answer - Both 
  
 The teacher is the educational leader and it is the teacher’s responsibility to handle 

communication with regular education teachers who share in the education of any 
student placed in the inclusive setting.  The paraeducator should not be put in the 
situation of a relay between the two teachers, nor should they assume this role on their 
own.  Working together is the key. 

 
18. Answer - Both 
  
 The development of the Individual Education Plan is the responsibility of the special 

education team/special education teacher, and paraeducator, the parent, the students, 
administrator, school psychologist, regular education personnel and others deemed 
appropriate by the persons present.  The paraeducator may, however, be responsible for 
maintaining records, etc. 
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19. Answer - Both 
  
 Paraeducators can share lunchroom duty.  Professionals must keep in mind that this is a 

duty that can be shared and perhaps it could be set up on an alternating schedule.  Having 
a professional in the lunchroom at all times could help avoid liability in case of an 
accident. 

 
20. Answer - Both 
  
 It is recommended that paraeducators not be solely responsible for students on the 

playground.  Paraeducators can share this responsibility with certified staff members. 
 Procedures concerning first aid and school policies should be learned before assuming 

this duty. 
 
21. Answer -Both 
  
 Paraeducators may accompany students to community learning sites and remain as the 

supervisor.  In this case, paraeducators will be assigned to a designated on-site person for 
supervision.  Other times, the professional may choose to accompany the student and 
leave the paraeducator in the classroom.  In this instance, the paraeducator would need to 
be assigned to a certified staff member in the school building for supervision.  Possible 
temporary groupings of students to provide adequate instructional supervision may be 
necessary. 
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            SUGGESTIONS FOR BECOMING A MORE  
SUCCESSFUL PARAEDUCATOR 

 
1. Learn the names of pupils immediately. 
 
2. Learn as much about each pupil as quickly as possible. 
 
3. Lend personal assistance to pupils wherever possible. 
 
4. Consult often with the teacher as to how you can help. 
 
5. Give encouragement to pupils wherever and whenever you can. 
 
6. Praise pupils’ effort and successes. 
 
7. Be patient in dealing with pupils. 
 
8. Become familiar with the school building, grounds, and personnel. 
 
9. Learn the routine of the school day. 
 
10. Get acquainted immediately with emergency procedures. 
 
11. Learn the locations of and use of classroom equipment. 
 
12. Get acquainted with school policy as it applies to you and your work. 
 
13. Practice observing in a meaningful way every chance you get. 
 
14. Inform the teachers with whom you work of any special talents or interests and of 

special experiences you have had. 
 
15. Watch carefully how the teacher deals with and directs pupils. 
 
16. Exchange telephone numbers with your teacher. 
 
17. Get acquainted with other staff members. 
 
18. Be mature in your conduct and demonstrate that you are a responsible person. 
 
19. Ask for clarification when you do not understand an assignment or suggestion. 
 
20. Be on time and leave at an appropriate time. 
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TIPS FOR PARAEDUCATORS 
 

DO: 
 
1. Use a positive approach.  “Johnny, you may put the puzzles pieces on the table,” instead 

of, “Don’t dump the puzzle pieces on the floor.” 
 
2. Give the child approval and recognition for anything he/she does well. 
 
3. Find something about each child which you can approve and for which you can 

compliment.  Give eye contact for appropriate behavior. 
 
4. Let him/her know you have confidence in him/her and in his/her desire to behave well. 
 
5. Help a child to measure time in terms of his/her own comprehension.  If you feel he/she 

has been monopolizing a tricycle too long, suggest, “Two more times around the walk 
and then it will be Sally’s turn.” 

 
6. Give the child ample opportunity to feel useful and wanted.  Tasks successfully 

completed give him/her a great feeling of accomplishment. 
 
7. Set responsible limits and be consistent in maintaining them. 
 
8. Help children to understand reasons for rules and limits so they will regard them not as 

arbitrarily-imposed laws but as procedures that have been decided upon for the good of 
all concerned. 

 
9. Use the democratic approach.  Help children to evaluate their own behavior and, when 

possible, to have a share in establishing rules and limits. 
 
10. Look for the cause of misbehavior and treat the cause, insofar as you can, rather than the 

symptom. 
 
11. Make a game of “chores” children are unwilling to perform.  “Big,” “strong,” “surprise,” 
      “magic,” and “secret” are strong attention-getters and motivators for young children. 
 
DON’T 
 
1. Give a child a choice if you don’t want him to have one.  Instead of, “Marty, would you 

like to put the blocks away?” say, “It’s time to put the blocks away.  I’ll help you....We’ll 
do it together.” 

 
2. Give attention only for misbehavior.  Even negative attention or punishment is preferable 

to a child rather than being ignored.  Reward the kind of behavior you want repeated. 
 
3. Expect behavior that is beyond the child’s ability to achieve. 
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4. Be too hasty in solving children’s problems.  Give them an opportunity to work them out 
themselves before you step in. 

 
5. Be too busy to listen to a child and find out what is important to him. 
 
6. Forget that distraction or substitution often works better than the head-on approach in 

dealing with negative behavior. 
 
 

BEING A “PROFESSIONAL PARAEDUCATOR” 
 
1. Clerical duties - Communicate with teachers on what tasks need to be done ahead of 

time.  Remember, there will always be clerical tasks a paraeducator will be responsible 
for. 

 
2. Be thorough in your work.  Make sure you check it over to see that it is correct.  If 

uncertain on a particular area, talk to the teacher.  Inquire about the grading procedures 
of the teacher. 

 
3. Be accurate in your work.  Get work done on time. 
 
4. Listen to directions and follow them.  If unclear, ask questions.  Never assume you 

know all the answers on all the ways.  Never resort to your own methods unless 
discussed with the teacher first. 

 
5. Work only on teaching concepts the teacher has set for the student.  If unclear, ask 

questions. 
 
6. When teachers are busy with other students and you are unclear on a concept, keep the 

student busy until you can discuss the concept with the teacher.  This holds true when 
teachers are late getting to class.  Go ahead and proceed with the students assignment.  
Don’t sit and wait for the teacher to tell you to begin. 

 
7. Perform tasks before you have to be told.  Know what has to be done.  Don’t rely on the 

teacher to always have to tell you. 
 
8. Spend time before school or after school learning where materials and equipment are 

within the classroom and building.  Always return materials and equipment where they 
belong.  Don’t make the teacher hunt or have to ask you where it is. 

 
9. Let teachers know when the task is done, then proceed to another task. 
 
10. Become eager to assist the teacher both in clerical and in instructional tasks.  Don’t sit 

back and watch. 
 
11. Always conduct yourself as a professional, i.e. to manners, attitude, and appearance.  

Remember you are representing yourself and the school district. 
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12. Be a responsible person.  Don’t force the teacher to always plan tasks for you. Work 

with the teacher, not against him/her. 
 
13. Be on time to work.  The teacher and students depend on you. 
 
14. Don’t feel that you should begin or leave your job at the exact starting and stopping 

times.  Come a few minutes early and stay a few minutes later.  This gives you an 
opportunity to visit with your teacher on the events of the day and how the day went.  
This is all in being part of a professional team.  A little extra of your own time lets 
people know that you are proud of what you do and interested in your job and doing the 
best you can do to help the instructional process of the students. 

 
15. Establish a working relationship with the teacher and the students. 
 
16. If you take your job seriously, and are always trying to do a better job to become a good 

aide, then being an aide is hard work.  If you can’t dedicate yourself to this, then you 
may be in the wrong profession.  Make sure, for the program depends on this.  Being a 
professional takes hard work and dedication. 

 
17. Be polite and considerate of the students’ needs. Show them you care and are interested 

in them by assisting them in any way you can.  Don’t assist a student in a task, whether 
it be in class, recess, or lunch room, then walk off and forget the student.  Show the 
students you are there to assist them if they should need any more help. 

 
18. Learn the procedures of the school in regard to recess, restrooms, lunch, classrooms, 

drinks, and going from building to building. 
 
19. Never show your disapproval in a task assigned to you in front of the student or 

students.  Go ahead and perform the task or teaching concept, then discuss it with the 
teacher after school. 

 
20. Perform duties assigned to you by teachers and principals.  If you feel you should not 

perform the duties, then discuss it with them after school, or refer it to the principal’s 
office. 

 
21. Make yourself aware of the students’ needs and limitations. 
 
22. Don’t make parent contact about a problem the student is having.  Discuss it with the 

teacher and let him/her handle it. 
 
23. Remember confidentiality in relation to students and all school matters. 
 
24. Get to know the staff members in the building.  It will help with the communication 

factor of the student.  Don’t remain a stranger. 
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25. In general, cooperate, communicate, anticipate tasks and teachers’ needs within the 
classroom.  Take your job seriously.  Become interested and involved in the 
instructional process of the student.  Learn from the teacher. 

 
26. Learn from your mistakes.  Correct your mistakes.  Always strive to improve your job 

performance.  Take pride in your job and the duties you perform. 
 

QUALIFICATIONS OF A PARAEDUCATOR AND SUPERVISOR 
 
I. A paraeducator should possess personal characteristics similar to those of a professional 

teacher.  Some qualifications will be determined by the job description. 
 
  A.   Give special consideration to characteristics such as: 
 
 1. Adaptability 
 2. Cooperation 
 3. Creativity 
 4. Dependability 
 5. Energy 
 6. Experience with children 
 7. Good grooming 
 8. Intelligence 
 9. Resourcefulness 
 10. Tolerance 
 11. Versatility 
 
 B. Seek competencies that paraeducators in all special education programs should 

have: 
 
 1. Ability to work with children 
 2. Interpersonal relations/communication skills 
 3. Behavior management skills 
 4. Knowledge of characteristics of specific handicapped children 
 5. Subject matter skills 
 6. Organizational skills 
 7. Skill in operating office and audiovisual equipment 
 
II. In the classroom situation the teacher is the main supervisor of the paraeducator and 

decides which instructional tasks can effectively be delegated to the paraeducator based 
upon a paraeducator's experience and training.  The amount and quality of professional 
supervision given is crucial in deciding what duties paraeducators can and should 
perform. 

 
 A. Have a clear understanding of the supervisor's role and responsibilities in relation 

to the appropriate and effective utilization of the paraeducator. 
 
 B. Periodically evaluate the paraeducator's progress in meeting overall competencies 
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and those particular to specific categorical special education programs. 
 
  1. Help identify training needs for paraeducators. 
  2. Assist in developing training programs.  Work with the local facilitator to 

plan and implement training programs. 
  3. Explain a chart of authority within the school/ institution and special 

education cooperative. 
  4. Prepare a log of daily/weekly activities and responsibilities. 
  5. Establish policies for daily monitoring and supervision of the 

paraeducator's activities. 
  6. Set aside a specific planning time for each day and once a week for 

extensive planning for the following week. 
 
III. The paraeducator should be evaluated by the special education professional to whom 

they are assigned. 
 
 A. Base evaluation on the particular job description and duties to be performed and 

the competencies particular to specific categorical special education programs. 
 
  1. Provide periodic and objective feedback to the one being evaluated. 

2. Provide a summary of the evaluation to all involved with the evaluation 
process. 

 
 B. In the event the principal or special teacher develops a concern about supervision 

related issues, they are encouraged to resolve it between themselves, if possible. 
 
  1. If this is not possible, or when the issue involved is of a serious nature, the 

Coop administration should be informed by either the principal or teacher. 
  2. The Coop administrator shall then assist in resolving the problem. 
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HOW TO GET ALONG WITH YOUR SUPERVISING TEACHER 
 
1. Communicate with your teacher daily.  Your teacher should set up a regular time for 

you and him/her to evaluate the day, discuss problems, and plan for tomorrow. 
 
2. Offer suggestions if asked.  Don't get your feelings hurt if your suggestions aren't taken. 
 
3. If you have a neat idea you would like to try, talk it over with your teacher. 
 
4. Ask your teacher's opinion on your performance. 
 
5. Discuss problems NOW.  Don't let them grow larger by ignoring them. 
 
6. Try to follow instructions exactly. 
 
7. Ask if you don't understand. 
 
8. Remember—all final decisions are up to your teacher.  You work for him/her. 
 
9. Don't talk about school problems to people outside of school. 
 
10. Share responsibilities.  Offer to do something to help equalize the work in the room.  

Don't wait to be told to do something.  Look for things that need doing.  KEEP BUSY!! 
 
11. Be courteous to your teacher.  Be the teacher's friend and team worker.  A teacher has a 

demanding job, too. 
 
12. Offer to help out with little extras whenever you can,  such as supervising an extra 

activity, helping with supervision for the class program, preparing refreshments for the 
mother's tea, etc.  You'll be surprised how much you'll be appreciated. 

 
13. Support your teacher.  Don't "bad mouth" the teacher.  Attend extra events such as night 

programs, PTA, etc., when possible. 
 
14. Support your students and the special education program.  Have a positive attitude and 

emphasize the progress made. 
 
15. Don't be a complainer. 
 
16. Mind your own business. 
 
17. Show some enthusiasm for your job.  Be on time and be dependable. 
 
18. Be professional. 
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ESTABLISH TEAM WORK 
 
1. Communicate with your teacher daily, this is essential to building a program which is 

responsive to students. 
 
2. Offer suggestions or ideas but don’t get your feelings hurt if your suggestions or ideas 

aren’t taken. 
 
3. Ask your teacher’s opinion on your performance. 
 
4. Discuss problems NOW.  Don’t let them grow longer by ignoring them. 
 
5. Try to follow instructions given exactly. 
 
6. Remember, all final decisions are up to your teacher. 
 
7. Don’t talk about school problems to people outside of school. 
 
8. Give the teacher feedback, it helps in communication. 
 
9. Let teachers know your interest, hobbies, background, and experiences.  You may be 

able to contribute much to special class projects and special interest centers. 
 
10. Ask questions - the teacher may assume that you know what she (the teacher) is talking 

about when giving directions. 
 
11. Learn classroom procedures, i.e., to restroom, recess, lunch, drinks, fire drills. 
 
12. Share responsibilities—offer to do something to help equalize the work in the room.  

Don’t wait to be told to do something.  Work with the teacher as a team. 
 
13. Be patient—with yourself (teaching is a learned profession, it takes time) —with the 

teacher (some days are more demanding than others) —with the children (the courtesy 
and respect we show children will be imitated). 

 
14. Become familiar with the children in the classroom. 
 
15. Become familiar with the academic approach of the teacher. 
 
16. Become familiar with the various types of academic equipment and materials used in 

the classroom. 
 
17. Have a positive self-concept so that you are not dependent upon constant positive 

feedback from the children. 
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18. Enthusiasm and sensitivity to the feelings of children is very important.  On the other  
hand this sensitivity must not get in the way of giving the child security by the use of 
firmness and structure. 

 
19. Mutual respect and support between the teacher and the instructional aide must be 

shown at all times. 
 
20. There must be consistency in handling of rules and rewards in the classroom. 
 
21. Be prepared to give any practical assistance that the teacher feels necessary for the 

success of the program  (helping make teacher-made materials, copies, etc.). 
 
22. Work with teachers, not against them.  Have a positive attitude and emphasize the 

progress made.  Don’t be a complainer. 
 
23. Show some enthusiasm for your job.  Be on time and be dependable. 
 
24. Be a professional. 
 
25. If work problems arise and you have discussed them unsuccessfully with your 

supervising teacher, feel free to visit with the principal, but first make sure you have 
discussed the problem with your supervising teacher. 

 
 

WHAT PARAEDUCATORS NEED TO KNOW ABOUT TEACHERS 
 
TEACHING STYLES.  Teachers, like everyone else, have unique characteristics and ways 
of doing things.  These characteristics are rarely given much thought to the teacher because 
they are such an integral part of the individual’s teaching style; but for paraeducators who are 
in support roles, it is imperative that they know as much about these characteristics as 
possible.  Without mutual awareness and understanding of how the teacher prefers to teach, 
the effectiveness of the team can be undermined.  Every teacher has a style of his or her own. 
Their style may be flexible, controlling, permissive and/or a combination of all of these and 
more.  Most teachers have an array of teaching strategies they like to use in a specific 
situation or with a specific student.  They may be topic related, skill related, or concept 
related.  For other teachers, structured behavior management methods may serve as the basic 
approach for teaching skills, and helping students learn to monitor and maintain effective 
behavior.  Some teachers may rely on self-instruction, where as others will rely on incidental 
types of learning centers or various types of group or individual projects.  No matter what 
method a teacher uses, it is important for paraeducators to know the method the teacher has 
chosen and the reasons why it is used with a specific group or student. 
 
SUPERVISORY STYLES.  Just as teachers have unique teaching styles, they also have 
distinct supervisory styles.  One person may be very structured and provide specific 
directions based on rules, procedures, program and classroom structures developed by the 
teacher.  Another person may ask the paraeducator to share ideas and information and 
participate in the 
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decision making/planning process.  Still a third person may tend to be non-directive and 
prefer the paraeducator to learn by observing what the teacher does and then model the 
behavior. 
 
DISCIPLINE STRATEGIES.  Discipline for most teachers is something that they hold very 
close and very dear to themselves. How they discipline and why they discipline is known 
many times only to them. It is important for the paraeducator to understand why one student 
requires one disciplinary strategy and another student with similar behaviors does not. 
 
UTILIZATION OF TEACHING MATERIALS.  Teachers, almost like good mechanics, 
have their favorite tools.  In the selection and utilization of instructional materials, teachers 
very often will rely more on one type of material than on another, even though either one 
might work in the particular learning situation. Like discipline, it is important for the 
paraeducator to know why that particular material was selected and is of value in a particular 
learning situation. 
 
CLASSROOM ORGANIZATION AND RULES.  Both structure and rules are integral to the 
system of discipline and behavior management utilized in the classroom.  Structure, or lack 
of it, will very often determine the type of discipline that is used in the classroom. The 
paraeducator needs to know why a particular structure has been chosen by the teacher, and 
why and how it compliments the instructional delivery and/or process. 
 
The old adage that rules are made to be broken is not a procedure that is going to produce 
positive results in the classroom.  The difficulty with rules is that some are formalized and 
written, others are informal and unwritten.  It is the unwritten rule or unspoken rule that 
causes the most difficulty.  Often times it is difficult for both paraeducators and students to 
comprehend fully what these rules are and how they are being applied. 
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TEACHER CHARACTERISTICS AND PREFERENCES 
PARAEDUCATORS NEED TO KNOW 

  Instructional techniques and methods 

  Supervisory style 

  Discipline/behavior management strategies 

  How to use teaching materials 

  Classroom organization and rules 

 
 
 
 
 

STRATEGIES FOR EFFECTIVE COMMUNICATION BETWEEN TEACHERS 
AND PARAEDUCATORS 

  Be receptive; encourage others to share ideas and concerns 

  Ask for clarification of information and instructions 

  Ask for assistance when needed 

  Respect individuality and differences in backgrounds, values, and experiences 

  Develop a shared vocabulary and system of non-verbal cues 

  Work together to create a climate of cooperation, trust, and loyalty. 
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BASIC STRATEGIES FOR CLEAR COMMUNICATION  
BETWEEN TEACHERS AND PARAEDUCATORS 

 
There are a number of elements that must be present in any situation to insure clear channels 
of communication.  Some are commonplace and things we take for granted.  If the members 
of the team are not careful and do not pay attention, positive communication can be inhibited. 
For example: 
 
· The attitudes and feelings of both teachers and paraeducators need to be known, 

respected and understood.  They need to deal openly with their attitudes and feelings 
toward their roles and duties, their attitudes toward the students they work with, their 
attitudes toward instructional styles and management and their attitudes toward the 
value of the other person’s contributions.  When feelings are not shared and openly 
communicated the nature of the relationship will not grow and the team will be less 
effective. 

 
· An understanding of the similarities and differences among the people involved in the 

team must be recognized and understood.  They may include different points of view 
about educational strategies, different values, different cultural and religious heritages, 
different levels of education and experience and other factors that can affect the 
working relationship. 

 
· Teachers, paraeducators, and other education personnel should actively seek to develop 

and share a common vocabulary. 
 
· Teachers must make sure that directions and expectations are clearly understood and 

that paraeducators have the information and skills they require to perform their assigned 
tasks. 

 
· Paraeducators must be willing to ask for clarification or assistance if the assignment is 

not understood. 
 
· Teachers should determine what special interests, talents, and training the paraeducators 

have that will compliment and enhance their own skills and improve the delivery of 
education services to children and youth. 

 
· The team must actively work to create a climate of cooperation, trust, respect and 

loyalty by meeting regularly to discuss procedures and techniques that will establish 
and maintain open channels of communication. 
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INTER-PERSONAL PROBLEM SOLVING 
 
I. DEFINE: 
  · The problem as one person sees it 
  · The problem as the other person sees it 
  · Develop a common or shared definition 
 
II. ASK: 
  · Who is involved 
  · How are they involved 
  · What behaviors/attitudes of the different individuals need to be changed 
 
III. LIST: 
  · Areas of mutual agreement concerning problems 
  · Areas of disagreement 
  · The barriers to finding a solution 
 
IV. DEVELOP: 
  · A desired goal(s) 
  · A solution(s) by brainstorming various ideas 
  · A list of resources, information or assistance that will help you achieve the 

goal  
 
V. IMPLEMENT: 

 · The solution for a specific time period and evaluate the effectiveness of  
  the solution 

  · If necessary select and implement another alternative 
 
 

LISTENING SKILLS 
 
The following are suggestions for becoming a more effective listener. 
 
1. Be Receptive.  Try to prevent bias, prejudice or anger from distorting what you hear.  

Be willing to listen to new ideas, to pay attention, to look for the speaker’s meaning, 
and to encourage the speaker by looking at him or her. 

 
2. Concentrate.  Try to blot out distractions, such as noise, temperature or other 

environmental factors.  Follow the thread of ideas; be alert for transitions from one 
thought to another. 

 
3. Ask Questions.  Clarify points by repeating or paraphrasing the speaker’s ideas.  If the 

meaning is unclear, ask the speaker to restate the idea. 
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IT’S THE ‘PERSON FIRST’— THEN THE DISABILITY 
 
What do you see first? 
 
When you see a person in a wheelchair unable to get up the stairs into a building, do you say 
“there is a handicapped person unable to find a ramp”? or do you say “there is a person with 
a disability who is handicapped by an inaccessible building”? 
 
What is the proper way to speak to or about someone who has a disability? 
 
Consider how you would introduce Jane Smith who doesn’t have a disability.  You would 
give her name, where she lives, what she does or what she is interested in—she likes 
swimming, or eating Mexican food, or watching Robert Redford movies.  Why should you 
do it any differently for a person with disabilities? 
 
In speaking or writing, remember that children or adults with disabilities are like everyone 
else—except they happen to have a disability.  The following are tips for changing the way 
you think and refer to people who have disabilities: 
 
√ Speak of the person first, then the disability, do not use words that label or stereotype a 

person (e.g. say “she has cerebral palsy” do not use terms like C.P./spastic, “he is deaf 
and communicates in sign language” not “he is deaf and dumb”; “she uses a 
wheelchair” not “she is confined to a wheelchair”; “he has seizures” not “he has fits”, 
“he has a learning disability” not “is learning disabled.”) 

 
√ Emphasize abilities, not limitations. 
 
√ Don’t give excessive praise or attention to a person with a disability; don’t patronize 

him/her. 
 
√ Choice and independence are important; allow the person to do or speak for him/herself 

as much as possible. 
 
√ And remember a disability is a functional limitation that interferes with a person’s 

ability to walk, hear, talk, and learn. 
 
√ Handicap is a word used to describe a situation or barrier imposed by society, the 

environment or oneself. 
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CAUSES OF DISABILITIES 
 
There are several factors that may lead to a child having developmental and other disabilities. 
They may be genetic or they may be environmental, and they may occur during the prenatal, 
natal, or postnatal periods. 
 
GENETIC FACTORS.  Physical and other characteristics for all people are shaped by our 
genes.  They determine whether we are tall or short, bald or have brown or red hair, the color 
of our eyes and more.  Sometimes disabilities and other conditions are inherited as a result of 
the genes that exist in our parents.  Many times a child’s parents do not have the disability; 
they carry the genes from earlier generations.  Genetic causes may cause mild or severe 
disabilities that may or may not be life threatening.  Examples of genetically caused 
disorders are Downs Syndrome, Hemophilia, P.K.U., Rhetts Syndrome, Sickle Cell Anemia, 
and more. 
 
ENVIRONMENTAL FACTORS.  Sometimes circumstances in a child’s environment may 
cause the child to have a disability.  Toxins in the air, water pollution, lead poisoning are 
other factors that may have an impact on a child’s environment and lead to a disability.  For 
example, a child’s family may have economical or other disadvantages that make it difficult 
to provide experiences that stimulate or encourage learning. 
 
PRENATAL.  This term means before birth.  Many disabilities are the result of something 
happening to the fetus while it is still in the mother’s womb.  If the mother has poor nutrition, 
has hepatitis or measles, uses drugs, alcohol, or smokes, her child may be born with a 
disability.  Other factors that have been linked to these conditions are:  medicine taken during 
pregnancy and food additives. 
 
NATAL.  This term means at the time of birth.  Some disabilities result from conditions 
present at the time of birth.  Being born prematurely, having a loss of oxygen, long labor, 
excessive hemorrhaging or loss of blood for the mother, early separation of the placenta (the 
part of the tissue that is attached to the womb) and direct injury to the head if instruments are 
used are some events during the birth process that may cause disabilities. 
 
POSTNATAL.  This term means after birth.  In some cases children or youth become 
disabled after birth.  Injury to the central nervous system may happen in many ways 
including severe blows to the head as a result of an accident or child abuse, the inability to 
breathe, poisoning, tumors, and infectious diseases such as meningitis or encephalitis. 
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CATEGORIES OF DISABILITIES 
 
MENTAL RETARDATION.  Children or adolescents with mental retardation tend to learn 
more slowly than their peers in the areas of social interactions, cognitive growth and motor 
development.  They may also have difficulties learning things other people take for granted, 
like knowing their age, their address, dressing themselves, and carrying out other activities of 
daily living.
 
1Gold (1980) developed a definition of mental retardation that avoided reliance on IQ.  His 
approach was much more comprehensive and stressed the strengths rather than the 
weaknesses of individuals.  He suggested that the level of mental retardation is defined by 
the amount of power necessary for the teacher to use to teach that person.  In other words, 
Gold’s definition indicates that the teacher is as important as the learner.  If the teacher does 
not have the skills to assist a person in learning, then that individual is usually considered to 
be mentally retarded. 
 
Gold’s definition is important because all the tools and strategies for teaching people labeled 
as mentally retarded have not yet been developed.  As new and improved techniques and 
adaptive devices are developed for teaching children or adolescents who have been perceived 
as difficult to teach, teaching may seem to be easier and produce unexpected results. 
 
Twenty years ago for example, many persons with retardation were thought to be 
unteachable or capable of learning only minimal self-help skills.  Today, the same persons 
are performing academic skills to a greater or lesser degree and are participating in 
community activities.  This is due primarily to the fact that the teaching strategies and tools 
available to professionals and paraeducators who work with people with mental retardation 
have become more sophisticated and effective. 
 
PHYSICAL AND SENSORY DISABILITIES.  A few of the more common physical and 
sensory disabilities include:  1) Cerebral palsy, a disability present at or before birth that 
impairs the motor system. The impact on a child’s ability to be independent can be minimal 
or it may be so severe that the person may have little muscular control and may need 
assistance with eating and dressing and to use a wheelchair or other adaptive equipment.  2) 
Epilepsy, a condition where the person has involuntary lapses of consciousness which may 
last for a few seconds or may result in a major convulsion with motor movements.  3) Spinal 
cord injuries resulting in paralysis of one or more limbs and the trunk of the body.  These 
injuries may occur at birth as in the case of spina bifida or as the results of an accident. 
 
There are other disabilities that may tend to restrict physical activity such as skeletal 
deformities or amputations, rheumatoid arthritis, muscular dystrophy, and heart disease. 
 
Some children and youth with physical and sensory/motor disabilities may also have mental 

                     
Marc Gold, “Did I Say That:  Articles and Commentary on the Try Another Way System.”  Champaign, IL:Research Press, 
1980. 
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retardation, learning disabilities, speech limitations or vision and hearing loss.  Most do not.  
The biggest educational challenge for them, their parents and the education workforce is 
developing methods and adaptive equipment that will enable them to actively explore their 
environment and participate in activities in and out of school. 
 
LEARNING DISABILITIES.  Students with learning disabilities may have many labels:  
neurological impairment, minimal brain dysfunction, brain damage, dyslexia, attention 
deficit disorder.  A person who has a learning disability may have:  difficulty in visual 
perception but not be blind (may not see a circle as perfectly round), or is unable to see 
specific parts of a figure or word; difficulty in auditory perception (hearing things as others 
hear them) but not be deaf, difficulty in motor movements (walking, moving arms and 
fingers) but not be physically handicapped, and difficulty with cognitive learning (classifying 
things, ordering things and ideas) but not be retarded.  Students with learning disabilities 
may have average or above average intelligence.  They may display a wide range of 
behaviors that may include difficulty in monitoring and maintaining control of their 
behavior—hyperactivity, distractibility, impulsiveness, and perseveration. 
 
SEVERE EMOTIONAL DISABILITIES.  Children and youth with challenging behaviors 
demonstrate a wide range of ways of dealing with the world, including “withdrawing” from it 
and “acting out” upon it.  Many develop methods of coping with everyday living that are 
self-defeating and non-productive.  The primary difference between children and youth with 
severe emotional disturbance and their peers is in the degree to which they are able to 
monitor, control or change their patterns of behavior. 
 
Students who are withdrawn may find security by building walls around themselves.  They 
may have had experiences early in life that cause them to believe that it is not safe to express 
their real feelings to other people. 
 
Children or adolescents who act out may appear to have more control over their behavior 
than they actually do.  As a result, others interpret their actions as being deliberately 
vengeful, or deliberately provocative; that is doing something just to get even or setting up a 
situation that will lead to conflict.  Most people look upon these behaviors as “disturbing.”  
People who act out their emotions, unlike those who are withdrawn, defend themselves by 
acting out their feelings with impulsive, and often explosive immediate reactions.  They may 
find it difficult to deal with frustration—or to postpone immediate gratification of need— “I 
want it, and I want it now.” 
 
The term severe emotional disability is most often used to describe the behaviors of children 
and youth who have been diagnosed as having schizophrenia, autism, or other forms of 
emotional disabilities that interfere with their ability to learn, to interact and maintain 
friendships with their peers. 
 
SPEECH AND LANGUAGE LIMITATIONS.  People who are diagnosed as having speech 
or language limitations demonstrate a variety of symptoms which represent many causes that 
may be physiological or environmental.  Speech and language skills are automatically 
acquired  
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by most children.  When the ability to communicate is impaired, there is a need to teach a 
child these skills.  Language may be delayed.  Other problems may stem from “mis-
articulations,” where sounds are substituted for others, left out or distorted, the child may 
stutter or lisp.  Language disabilities may also include difficulty in communication because 
of a lack of vocabulary or improper grammatical structures. 
 
BLINDNESS AND LOW VISION.  Students who have a visual disability usually have some 
degree of useful sight.  Only a small percentage are blind.  Even many legally blind students 
(20/200 or worse) have useful vision.  Most school districts categorize students who must 
read and write in Braille as blind.  While students who are partially sighted or have low 
vision are those with enough useful sight to enable them to read either standard or enlarged 
print.  More severe degrees of visual disabilities may result in problems with physical 
mobility or motor development.  Students with various degrees of visual disabilities are able 
to take care of themselves and live and work independently. 
 
DEAFNESS AND HEARING LOSS.  There are two dimensions to the sense of hearing.  
They are:  the intensity or loudness of sound (decibels) and the clarity with which sound is 
received (frequencies).  Students with hearing loss may have problems and the loudness of 
sound or the distortion/clarity of sound or a combination of both.   
 
Language development and communication are the biggest challenges confronting students 
with hearing impairments.  Depending on the degree and type of hearing loss, there are a 
variety of techniques currently available to assist the students to develop skills in these sound 
amplification areas.  They are: auditory training (listening skills), speech reading (lip 
reading), finger spelling and sign language, and written and visual presentations.  Using a 
combination of all methods is referred to as “total communication.” 
 
MEDICAL AND HEALTH RELATED PROBLEMS.  As early intervention/ childhood 
programs and school districts implement programs for all children and youth with disabilities 
without regard to the nature or severity of the disabilities, they are increasingly providing 
services to children who are at-risk because they are medically fragile.  Many of these 
students require specialized health care while they attend classes. 
 
The level of academic achievement and participation in school community events can be 
affected because a student has limited strength, vitality, or alertness caused by a chronic or 
acute health problem (heart conditions, tuberculosis, rheumatic fever, nephritis, asthma, 
AIDS, hemophilia, sickle cell anemia, leukemia, diabetes, and arthritis). 
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GLOSSARY OF TERMS 

 
ACHIEVEMENT TEST:  A test that measures what a child has learned academically. 
 
ANNUAL GOALS:  Annual goals describe what behavior, ability or skills will be achieved 
in the child’s individualized education program.  What the goals should be is determined in 
the evaluation process. 
 
APTITUDE TEST:  A test which measures someone’s capacity, capability or talent for 
something. 
 
ASSESSMENT:  This term refers to the results of the testing and diagnostic process leading 
to the development of an appropriate individualized education program (IEP) or placement 
for an exceptional child.  This may include screening, observation, testing, and diagnosis. 
 
AUDIOLOGIST:  A person who is trained in the identification and measurement of hearing 
loss and the rehabilitation of those with hearing impairments. 
 
AUTISM:  Autistic children are characterized by severe problems in communication and 
behavior and the inability to relate to people in a normal manner.  It usually develops within 
the first three years of life. 
 
BEHAVIOR MODIFICATION:  A procedure that is based on the belief that behavior is 
learned and therefore can be unlearned (changed).  One must decide the specific behavior to 
be changed and decide on a definite plan for accomplishing that goal. 
 
BRAIN-INJURED CHILD:  A child who, before, during, or after birth has received an injury 
to or suffered an infection of the brain.  As a result of this there are disturbances which 
prevent or hinder the normal learning process. 
 
CERTIFIED TEACHER:  A teacher who has met the State Board of Education requirements 
to teach in a specific area or areas. 
 
COMPREHENSIVE EVALUATION:  An evaluation which includes consideration of the 
school, home, and community.  It shall be nondiscriminatory, testing that is fair to the child’s 
language, culture or handicapping condition and conducted by a team of professionals and 
shall include physical, psychological, and educational information. 
 
CONFIDENTIALITY:  The assurance that any information contained in the school records 
will not be released without the permission of the parent. 
 
DUE PROCESS:  The due process procedure is the steps taken to resolve disagreement about 
the appropriateness of a child’s educational placement or program plan.  It may be requested 
by either the parents or the school system.  Decisions arrived at through due process are 
legally binding. 
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EVALUATION, PSYCHOLOGICAL:  An assessment to determine the level of functioning 
through the use of group and/or individual tests.  The tests determine the level of functioning 
in three areas: 
 
 1.   cognitive - how much one knows 
 2.   affective - pertains to feelings or emotions 
 3.   perceptual/motor - how well vision and body movement work together 
 
Recommendations for treatment or placement, when indicated, are made as a result of the 
evaluation. 
 
EXCEPTIONAL CHILDREN:  Children who require special education services to enable 
them to progress toward the maximum of their abilities or capacities.  This includes both 
children with disabilities and gifted children. 
 
INDIVIDUALIZED EDUCATION PROGRAM (IEP):  A comprehensive plan outlining the 
student’s present level of functioning, long-term goals, short-term objectives, services to be 
provided, who will work with the student, when and where services will be provided, and 
evaluation plans. 
 
LEAST RESTRICTIVE ENVIRONMENT:  The law requires that the educational setting in 
which a child is placed be as near to normal as possible and be appropriate for his/her special 
needs.  The “least restrictive placement” for any given child is determined by the individual 
needs of that child. 
 
OBJECTIVES, BEHAVIORAL:  A written statement identifying what the learner must do; 
how well she/he must do it and the conditions under which it must be performed. 
 
OCCUPATIONAL THERAPIST (OT):  Plans, organizes, and conducts occupational therapy 
program to facilitate rehabilitation of mentally or physically handicapped.  Assists in 
developing abilities needed for daily living, self-care, prevocational, vocational, and home 
living skills. 
 
PARAEDUCATOR:  A person who assists certified teachers in the instruction of exceptional 
children. 
 
PHYSICAL THERAPIST (PT):  Treatment of disorders of bones, joints, muscles, and 
nerves.  With the prescription of a physician, the therapist applies treatment to the patient in 
the form of heat, light, massage and/or exercise. 
 
RE-EVALUATION:  Each exceptional child placed in a program must be reevaluated at 
least every three years to determine the appropriateness of continued special program 
placement. 
 
REFERRAL:  It is an indication that there is a special concern about the child which may be 
answered through an evaluation. 
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RELATED SERVICES:  Supportive services necessary for an identified exceptional child to 
benefit from special education.  Such services include:  speech pathology and audiology, 
psychological services, physical and occupational therapy recreation, early identification and 
assessment of disabilities in children, counseling services and medical services for diagnostic 
or evaluation purposes.  The term also includes transportation, school health services, social 
work services, and parent counseling training. 
 
SEIZURES:  Sudden attacks occurring when a group of brain cells become overactive 
causing disharmony in the brain.  This may remain in one area or spread to other areas of the 
brain.  After the seizure has ended, harmony is restored among the brain cells. 
 
SELF-CONCEPT:  A person’s idea of himself. 
 
SCHOOL PSYCHOLOGIST:  A person trained to give tests which show why people act, 
think, and feel as they do.  The psychologist will also interpret the results and suggest 
treatment. 
 
SPECIAL EDUCATION:  A set of educational programs and/or services designed to meet 
the individuals needs of exceptional children who qualify. 
 
SPEECH LANGUAGE PATHOLOGIST (SLP):  A person trained to provide analysis, 
diagnosis, and therapy for speech and language disorders. 
 
STAFFING:  The group meeting at which parents and each member of the team report their 
findings and discuss the child’s strengths, weaknesses and needs.  The IEP if often developed 
at this meeting. 
 
VOCATIONAL APTITUDE (OR INTEREST) TEST:  A test designed to give an indication 
of a person’s potential to succeed in particular job or careers. 
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TLEC EMPLOYEE JOB DESCRIPTION 
 

 
TITLE:  PRESCHOOL PARAEDUCATOR 

 
DEFINITION:  A PARAEDUCATOR IS A PERSON HIRED TO ASSIST A 
CERTIFIED TEACHER IN THE INSTRUCTION OF EXCEPTIONAL 
STUDENTS. 

 
QUALIFICATIONS:  HIGH SCHOOL DIPLOMA OR GED (MINIMUM) 
TITLE 1:  48 COLLEGE HOURS, COLLEGE DEGREE, PASS 
PARAEDUCATOR  EXAM (PARAPRO, MASTER TEACHER 
PARAEDUCATOR  PROGRAM) 

 
REPORTS TO:  SPECIAL EDUCATION TEACHER / BUILDING 
ADMINISTRATOR / COOP ADMINISTRATOR 

 
EVALUATOR:  SPECIAL EDUCATION TEACHER / BUILDING 
ADMINISTRATORS / COOP ADMINISTRATOR 

 
JOB GOAL:  TO PERFORM ACCURATE, QUALITY, AND EFFICIENT 
PARAEDUCATOR DUTIES TO THREE LAKES COOPERATIVE 

 
PERFORMANCE RESPONSIBILITIES: 

 
 

1. Perform with direction of licensed staff in a manner consistent with 
requirements of law, rules and regulations, local district policies and 
procedures, and TLEC policies and procedures. 

 
2. Attend TLEC and district inservices. 

 
3. Receive 10-20 clock hours of inservice per school year. 

 
4. Attend staff meetings as requested. 

 
5. Maintain excellent attendance. 

 
6. Work to implement the vision and mission of TLEC and the school district. 

 
7. Transport students 

 
8. May be required to maintain current driving requirements (CDL, Defensive 

Driving, Medic First Aid . . .) to transport students by bus, van or car.  
 

9. Use ethical practices for confidential communication. 
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10. Comply with requirements including confidentiality for educational and 
medical records.  (Strictly adhere to confidentiality requirements regarding 
all matters pertaining to students, parents, parent communication, and/or 
classroom activities.)  Note: All parent communication must come directly 
from certified personnel. 

 
11. Interact with students in a respectful manner that reflects knowledge of 

similarities and differences associated with disabilities and diversity. 
 

12. Provide objective documentation of observations using basic data 
collection techniques as needed. 

 
13. Establish and maintain rapport with learners, teachers and administration. 

 
14. With guidance from professional staff use developmentally and age-

appropriate strategies, equipment, materials, and assistive technologies, 
as directed, to accomplish instructional objectives. 

 
15. Assist in adapting instructional strategies and materials as assigned by the 

teacher. 
 

16. Follow written plans. 
 

17. Assist in maintaining a safe, healthy learning environment. 
 

18. Use strategies and techniques for facilitating the inclusion of students. 
 

19. As directed, prepare and organize materials to support teaching and 
learning. 

 
20. Use strategies which promote the learner’s independence. 

 
21. Demonstrate effective strategies for the management of behaviors. 

 
22. Read, understand, and implement under supervision the Behavior 

Intervention Plan (BIP) for students in his/her classroom. 
 

23. Assist in modifying the learning environment to manage behavior. 
 

24. Use appropriate strategies and techniques to increase students’ self-
esteem, self-awareness, self-control, self-reliance, and self-advocacy. 

 
25. Work with individual students or small groups on specific language or 

motor development as outlined by the speech pathologist, occupational 
therapist, or physical therapist and keep appropriate records of the 
student’s progress in attaining the goals specified in the IEP. 
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26. Assist in setting up learning centers as directed by the teacher. 
 
27. Assist in preparing student snacks. 
 
28. Assist with supervising students during free play, recess and snack time. 

 
29. Use appropriate strategies and techniques in a variety of settings to assist 

in the development of social skills. 
 

30. Serve as a positive role model. 
 
31. Immediately report accidents, assaults, destruction of property, and 

abusive behavior to the Teacher, Principal, and TLEC Office. 
 
32. Implement and follow all district health and safety policies, including all 

precautions of the Bloodborne Pathogens Exposure Control Plan. 
 

33. Participate in IEP meetings upon teacher request. 
 

34. Assist with supervision of students during the teacher’s temporary 
absence. 

 
35. Other duties as assigned by the special education teacher, building                                

administrators, and/or Special Education Directors in reference to his/her                       
responsibilities. 

 
 
PHYSICAL REQUIREMENTS/PHYSICAL CONDITIONS: 

 
1. May require physical exertion to physically manipulate students or 

equipment.  
 

2. May require assisting with the personal care needs (toileting, dressing, 
feeding, and other self-care activities) and assistive devices of students 
with special needs. 

 
3. Requires sitting, standing, walking, running, stooping, bending, kneeling, 

reaching, and turning. 
 

4. Requires active participation with students during free play and recess. 
 

5. Provide student transportation – bus, van, car. 
 

6. Must occasionally work in noisy and crowded environments with 
numerous interruptions. 
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7. Ability to effectively and safely restrain a student with special needs as 

necessary (requires Mandt Certification). 
 

8. Demonstrate good personal hygiene. 
 

9. Ability to be flexible regarding scheduling, working conditions, and 
locations. 
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TLEC EMPLOYEE JOB DESCRIPTION 
 

 
TITLE:  ELEMENTARY PARAEDUCATOR 
 
DEFINITION:  A PARAEDUCATOR IS A PERSON HIRED TO ASSIST A 
CERTIFIED TEACHER IN THE INSTRUCTION OF EXCEPTIONAL STUDENTS. 
 
QUALIFICATIONS:  HIGH SCHOOL DIPLOMA OR GED (MINIMUM) 
TITLE 1:  48 COLLEGE HOURS, COLLEGE DEGREE, PASS 
PARAEDUCATOR  EXAM (PARAPRO, MASTER TEACHER PARAEDUCATOR                             
PROGRAM) 
 
REPORTS TO:  SPECIAL EDUCATION TEACHER / REGULAR EDUCATION 
TEACHER / BUILDING ADMINISTRATOR / COOP ADMINISTRATOR 
 
EVALUATOR:  SPECIAL EDUCATION TEACHER / BUILDING 
ADMINISTRATORS / COOP ADMINISTRATOR 
 
JOB GOAL:  TO PERFORM ACCURATE, QUALITY, AND EFFICIENT 
PARAEDUCATOR DUTIES TO THREE LAKES COOPERATIVE 
 
PERFORMANCE RESPONSIBILITIES: 
 
1. Perform with direction of licensed staff in a manner consistent with 

requirements of law, rules and regulations, local district policies and 
procedures, and TLEC policies and procedures. 

 
2. Attend TLEC and district inservices. 
 
3. Receive 10-20 clock hours of inservice per school year. 
 
4. Attend staff meetings. 
 
5. Maintain excellent attendance. 
 
6. Work to implement the vision and mission of TLEC and the school district. 
 
7. Interact with students in a manner that reflects knowledge of similarities and 

differences associated with disabilities and cultural diversity. 
 
8. Use ethical practices for confidential communication. 
 
9. Comply with requirements including confidentiality for educational and 

medical records.  (Strictly adhere to confidentiality requirements regarding all 
matters pertaining to students, parents, parent communication, and/or 
classroom activities.)  Note: All parent communication must come directly 
from certified personnel. 
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10. Provide objective documentation of observations of observations using basic 

data collection techniques as needed. 
 
11. Establish and maintain rapport with learners, teachers and administration. 
 
12. With guidance from professional staff, use developmentally and age-

appropriate strategies, equipment, materials, and assistive technologies, as 
directed, to accomplish instructional objectives. 

 
13. Assist in adapting instructional strategies and materials as assigned by the 

teacher. 
 
14. Follow written plans. 
 
15. Assist in maintaining a safe, healthy learning environment. 
 
16. Use strategies and techniques for facilitating the inclusion of students. 
 
17. As directed, prepare and organize materials to support teaching and learning. 
 
18. Use strategies which promote the learner’s independence. 
 
19. Demonstrate effective strategies for the management of behaviors. 
 
20. Read, understand, and implement under supervision the Behavior 

Intervention Plan (BIP) for students in his/her classroom. 
 
21. Assist in modifying the learning environment to manage behavior. 
 
22. Use appropriate strategies and techniques to increase students’ self-esteem, 

self-awareness, self-control, self-reliance, and self-advocacy. 
 
23. Work with individual students or small groups on specific language or motor 

development as outlined by the speech pathologist, occupational therapist, or 
physical therapist and keep appropriate records of the student’s progress in 
attaining the goals specified in the IEP. 

 
24. Use appropriate strategies and techniques in a variety of settings to assist in 

the development of social skills. 
 
25. Serve as a positive role model. 
 
 
 
26. Immediately report accidents, assaults, destruction of property, and abusive 

behavior to the Teacher, Principal, and TLEC Office. 
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27. Implement and follow all district health and safety policies, including all 
precautions of the Bloodborne Pathogens Exposure Control Plan. 

 
28. Participate in IEP meetings upon Teacher request. 
 
29. Provide work related instruction to students in the school setting. 
 
30. Assist with supervision of students during the teacher’s temporary absence. 
 
31. Other duties as assigned by the special education teacher, building                                

administrators, and/or Special Education Directors in reference to his/her                       
responsibilities. 

 
PHYSICAL REQUIREMENTS/PHYSICAL CONDITIONS: 
 

1. May require physical exertion to physically manipulate students or 
equipment.  

 
2. May require assisting with the personal care needs (toileting, dressing, 

feeding, and other self-care activities) and assistive devices of students 
with special needs. 

 
3. Requires sitting, standing, walking, running, stooping, bending, kneeling, 

reaching, and turning. 
 

4. May require active participation with students at gym class or recess. 
 

5. May require some travel and student transportation – bus, van, car. 
 

6. Must occasionally work in noisy and crowded environments with 
numerous interruptions. 

 
7. May require assisting students to learn work related skills in the school 

setting. 
 

8. Ability to effectively and safely restrain a student with special needs as 
necessary (requires Mandt Certification). 

 
9. Demonstrate good personal hygiene. 

 
10. Ability to be flexible regarding scheduling, working conditions, and 

locations.  
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TLEC EMPLOYEE JOB DESCRIPTION 
 

 
TITLE:  HIGH SCHOOL PARAEDUCATOR 
 
DEFINITION:  A PARAEDUCATOR IS A PERSON HIRED TO ASSIST A 
CERTIFIED TEACHER IN THE INSTRUCTION OF EXCEPTIONAL STUDENTS. 
 
QUALIFICATIONS:  HIGH SCHOOL DIPLOMA OR GED (MINIMUM) 
TITLE 1:  48 COLLEGE HOURS, COLLEGE DEGREE, PASS 
PARAEDUCATOR  EXAM (PARAPRO, MASTER TEACHER PARAEDUCATOR                             
PROGRAM) 
 
REPORTS TO:  SPECIAL EDUCATION TEACHER / REGULAR EDUCATION 
TEACHER / BUILDING ADMINISTRATOR / COOP ADMINISTRATOR 
 
EVALUATOR:  SPECIAL EDUCATION TEACHER / BUILDING 
ADMINISTRATORS / COOP ADMINISTRATOR 
 
JOB GOAL:  TO PERFORM ACCURATE, QUALITY, AND EFFICIENT 
PARAEDUCATOR DUTIES TO THREE LAKES COOPERATIVE 
 
PERFORMANCE RESPONSIBILITIES: 
 
1. Perform with direction of licensed staff in a manner consistent with 

requirements of law, rules and regulations, local district policies and 
procedures, and TLEC policies and procedures. 

 
2. Attend TLEC and district inservices. 
 
3. Receive 10-20 clock hours of inservice per school year. 
 
4. Attend staff meetings as requested. 
 
5. Maintain excellent attendance. 
 
6. Work to implement the vision and mission of TLEC and the school district. 
 
7. Transport students 
 
8. May be required to maintain current driving requirements (CDL, defensive 

driving, Medic First Aid…) to transport students by bus, van, or car. 
 
9. Use ethical practices for confidential communication. 
 
10. Comply with requirements including confidentiality for educational and 
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medical records. (Strictly adhere to confidentiality requirements regarding all 
matters pertaining to students, parents, parent communication, and/or 
classroom activities.)  Note: All parent communication must come directly 
from certified personnel. 

 
11. Interact with students in a respectful manner that reflects knowledge of 

similarities and differences associated with disabilities and diversity. 
 
12. Provide objective documentation of observations using basic data collection 

techniques as needed. 
 
13. Establish and maintain rapport with learners, teachers and administration. 
 
14. With guidance from professional staff, use developmentally and age-

appropriate strategies, equipment, materials, and assistive technologies, as 
directed, to accomplish instructional objectives. 

 
15.  Assist in adapting instructional strategies and materials as assigned by the 

teacher. 
 
16. Follow written plans. 
 
17. Assist in maintaining a safe, healthy learning environment. 
 
18. Use strategies and techniques for facilitating the inclusion of students. 
 
19. As directed, prepare and organize materials to support teaching and learning. 
 
20. Use strategies which promote the learner’s independence. 
 
21. Demonstrate effective strategies for the management of behaviors. 
 
22. Read, understand, and implement under supervision the Behavior 

Intervention Plan (BIP) for students in his/her classroom. 
 
23. Assist in modifying the learning environment to manage behavior. 
 
24. Use appropriate strategies and techniques to increase students’ self-esteem, 

self-awareness, self-control, self-reliance, and self-advocacy. 
 
25. Work with individual students or small groups on specific language or motor 

development as outlined by the speech pathologist, occupational therapist, or 
physical therapist and keep appropriate records of the student’s progress in 
attaining the goals specified in the IEP. 

 
26. Use appropriate strategies and techniques in a variety of settings to assist in 
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the development of social skills. 
 
27. Serve as a positive role model. 
 
28. Immediately report accidents, assaults, destruction of property, and abusive 

behavior to the Teacher, Principal, and TLEC Office. 
 
29. Implement and follow all district health and safety policies, including all 

precautions of the Bloodborne Pathogens Exposure Control Plan. 
 
30. Participate in IEP meetings upon Teacher request. 
 
31. Provide work related instruction to students in the school setting or 

community- based setting. 
 
32. Maintain current driving requirements (CDL, Defensive Driving, Medic First 

Aid . . .) to transfer students to work-site instructional settings. 
 
33. Assist with supervision of students during the teacher’s temporary absence. 
 
34. Other duties as assigned by the special education teacher, building                                

administrators, and/or Special Education Directors in reference to his/her                       
responsibilities. 

 
PHYSICAL REQUIREMENTS/PHYSICAL CONDITIONS: 
 

1. May require physical exertion to physically manipulate students or 
equipment.  

 
2. May require assisting with the personal care needs (toileting, dressing, 

feeding, and other self-care activities) and assistive devices of students 
with special needs. 

 
3. Requires sitting, standing, walking, running, stooping, bending, kneeling, 

reaching, and turning. 
 

4. May require active participation with students at gym class. 
 

5. May require some travel and student transportation – bus, van, car. 
 

6. Must occasionally work in noisy and crowded environments with 
numerous interruptions. 

 
7. May require assisting students to learn work related skills in the school 

setting and community-based settings. 
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8. Ability to effectively and safely restrain a student with special needs as 
necessary (requires Mandt Certification). 

 
9. Demonstrate good personal hygiene. 

 
10. Ability to be flexible regarding scheduling, working conditions, and 

locations.             
 



A B C D E F G
IS HOURS 0-179 180-359 360-539 540-719 720-899 900-1079 1080+

COL HOURS 0-12 13-24 25-36 37-48 49-60 61-72 73-84
0 10.00 10.75
1 10.25 10.35 10.45 10.55 10.65 10.75 11.00
2 10.50 10.60 10.70 10.80 10.90 11.00 11.25
3 10.75 10.85 10.95 11.05 11.15 11.25 11.50
4 11.00 11.10 11.20 11.30 11.40 11.50 11.75
5 11.25 11.35 11.45 11.55 11.65 11.75 12.00
6 11.50 11.60 11.70 11.80 11.90 12.00 12.25
7 11.75 11.85 11.95 12.05 12.15 12.25 12.50
8 12.20 12.30 12.40 12.50 12.75
9 12.55 12.65 12.75 13.00
10 13.25
11 13.50

G11 + 1 13.75
G11 + 2 14.00
G11 + 3 14.25
G11 + 4 14.50
G11 + 5 14.75
G11 + 6 15.00
G11 + 7 15.25
G11 + 8 15.50
G11 + 9 15.75

G11 + 10 16.00
G11 + 11 16.25
G11 + 12 16.50
G11 + 13 16.75
G11 + 14 17.00
G11 + 15 17.25
G11 + 16 17.50
G11 + 17 17.75
G11 + 18 18.00
G11+19 18.25
G11+20 18.50
G11 + 21 18.75

2011-12 Classified Salary Schedule



Form W-4 (2011)
Purpose. Complete Form W-4 so that your 
employer can withhold the correct federal 
income tax from your pay. Consider completing a 
new Form W-4 each year and when your 
personal or financial situation changes.

Exemption from withholding. If you are exempt, 
complete  only  lines 1, 2, 3, 4, and 7 and sign 
the form to validate it. Your exemption for 2011 
expires February 16, 2012. See Pub. 505, Tax 
Withholding and Estimated Tax.

Note. If another person can claim you as a 
dependent on his or her tax return, you cannot 
claim exemption from withholding if your income 
exceeds $950 and includes more than $300 of 
unearned income (for example, interest and 
dividends).

Basic instructions. If you are not exempt, 
complete the Personal Allowances Worksheet 
below. The worksheets on page 2 further adjust 
your withholding allowances based on itemized 
deductions, certain credits, adjustments to 
income, or two-earners/multiple jobs situations.

Complete all worksheets that apply. However, 
you may claim fewer (or zero) allowances. For 
regular wages, withholding must be based on 
allowances you claimed and may not be a flat 
amount or percentage of wages.

Head of household. Generally, you may claim 
head of household filing status on your tax return 
only if you are unmarried and pay more than 
50% of the costs of keeping up a home for 
yourself and your dependent(s) or other 
qualifying individuals. See Pub. 501, Exemptions, 
Standard Deduction, and Filing Information, for 
information.

Tax credits. You can take projected tax credits 
into account in figuring your allowable number of 
withholding allowances. Credits for child or 
dependent care expenses and the child tax 
credit may be claimed using the Personal 
Allowances Worksheet below. See Pub. 919, 
How Do I Adjust My Tax Withholding, for 
information on converting your other credits into 
withholding allowances.

Nonwage income. If you have a large amount of 
nonwage income, such as interest or dividends, 
consider making estimated tax payments using

Form 1040-ES, Estimated Tax for Individuals. 
Otherwise, you may owe additional tax. If you 
have pension or annuity income, see Pub. 919 to 
find out if you should adjust your withholding on 
Form W-4 or W-4P.

Two earners or multiple jobs. If you have a 
working spouse or more than one job, figure the 
total number of allowances you are entitled to 
claim on all jobs using worksheets from only one 
Form W-4. Your withholding usually will be most 
accurate when all allowances are claimed on the 
Form W-4 for the highest paying job and zero 
allowances are claimed on the others. See Pub. 
919 for details.

Nonresident alien. If you are a nonresident alien, 
see Notice 1392, Supplemental Form W-4 
Instructions for Nonresident Aliens, before 
completing this form.

Check your withholding. After your Form W-4 
takes effect, use Pub. 919 to see how the 
amount you are having withheld compares to 
your projected total tax for 2011. See Pub. 919, 
especially if your earnings exceed $130,000 
(Single) or $180,000 (Married).

Personal Allowances Worksheet (Keep for your records.)
A Enter “1” for yourself if no one else can claim you as a dependent . . . . . . . . . . . . . . . . . . A

B Enter “1” if: { • You are single and have only one job; or
• You are married, have only one job, and your spouse does not work; or                                   . . .
• Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

} B

C Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or more 
than one job. (Entering “-0-” may help you avoid having too little tax withheld.) . . . . . . . . . . . . . . C

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . . . . . . . D
E Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above) . . E
F Enter “1” if you have at least $1,900 of child or dependent care expenses for which you plan to claim a credit . . . F

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.) 
G Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.

• If your total income will be less than $61,000 ($90,000 if married), enter “2” for each eligible child; then less “1” if you have three or more eligible children.
• If your total income will be between $61,000 and $84,000 ($90,000 and $119,000 if married), enter “1” for each eligible   
   child plus “1” additional if you have six or more eligible children . . . . . . . . . . . . . . . . . . G

H Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.)  ▶ H
For accuracy, 
complete all 
worksheets 
that apply. {

• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions   
   and Adjustments Worksheet on page 2.  
• If you have more than one job or are married and you and your spouse both work and the combined earnings from all jobs exceed    
   $40,000 ($10,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to avoid having too little tax withheld.  
• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Cut here and give Form W-4 to your employer. Keep the top part for your records.

Form   W-4
Department of the Treasury  
Internal Revenue Service 

Employee's Withholding Allowance Certificate
▶  Whether you are entitled to claim a certain number of allowances or exemption from withholding is 

subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS. 

OMB No. 1545-0074

2011
1        Type or print your first name and middle initial. Last name

Home address (number and street or rural route)

City or town, state, and ZIP code

2     Your social security number

3 Single Married Married, but withhold at higher Single rate.

Note.  If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.

4 If your last name differs from that shown on your social security card, 

check here. You must call 1-800-772-1213 for a replacement card.  ▶

5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5
6 Additional amount, if any, you want withheld from each paycheck . . . . . . . . . . . . . . 6 $

7 I claim exemption from withholding for 2011, and I certify that I meet both of the following conditions for exemption.
• Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
• This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.
If you meet both conditions, write “Exempt” here . . . . . . . . . . . . . . .   ▶ 7

Under penalties of perjury, I declare that I have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.

Employee’s signature  
(This form is not valid unless you sign it.)  ▶ Date ▶

8        Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.) 9  Office code (optional) 10     Employer identification number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 2. Cat. No. 10220Q Form W-4 (2011) 



Kathleen Sebelius, Governor 
Joan Wagnon, Secretary 

www.ksrevenue.org 

NOTICE 07-07 

NEW K-4 FORM FOR STATE WITHHOLDING 

Generally 

Traditionally, Kansas has accepted the Federal Form W-4 to help employees calculate their Kansas employer 
withholding tax rate. However, due to differences between State and Federal withholding policies the Department 
of Revenue has developed a new form for State withholding tax purposes. 

New Form and Effective Date 

The new State form is Form K-4 (Employee Withholding Allowance Certificate). It will be released this fall 
(2007). Form K-4 will not be used until after January 1, 2008. 

Who Will Be Affected 

Employees hired after January 1, 2008 must use the new Form K-4. 

Employees hired before January 1, 2008 are not required to fill out the new K-4 unless they wish to adjust 
their withholding. If an employee hired before January 1, 2008 wishes to adjust state withholding anytime after 
January 1, 2008, the employee will be required to complete the new Form K-4. 

The Department will be researching and contacting individual filers who repeatedly underpay or underestimate 
Kansas tax liabilities and end up with a balance due on their annual income tax filing. These individuals will be 
required to submit a new Form K-4 with their employer to increase their withholding. The IRS, and the State of 
Kansas has authority to direct an adjustment of withholding to avoid repeated underpayment of tax liabilities. 

Taxpayer Assistance 

Kansas Department of Revenue website resources will be posted to assist taxpayers as they begin using the 
new Form K-4. Notifications to professional tax preparation organizations and Kansas employers will be published 
in the coming weeks. 

Additional copies of this notice, forms or publications are available from our web site, www.ksrevenue.org. 
If you have questions about income tax, please contact: 

Taxpayer Assistance Center 
Kansas Department of Revenue 
915 SW Harrison St., 1st Floor 

Topeka, KS  66612-1588 

Phone: 785-368-8222 
Hearing Impaired TTY: 785-296-6461 

Fax: 785-291-3614 

�� SEE THE BACK OF THIS NOTICE FOR A COPY OF THE NEW K-4 FORM  ��


OFFICE OF POLICY AND RESEARCH 
DOCKING STATE OFFICE BUILDING, 915 SW HARRISON ST., TOPEKA, KS 66612-1588 

Voice 785-296-3081     Fax 785-296-7928 http://www.ksrevenue.org/ 



K-4 KANSAS

(9/07) EMPLOYEE�S WITHHOLDING ALLOWANCE CERTIFICATE 

The following instructions will assist you in 
completing the worksheet and K-4 form below. 
After you have completed the K-4 form, 
detach it and give it to your employer. For 
assistance with this form, call KDOR (Kansas 
Department of Revenue) at 785-368-8222. 

Purpose of the K-4 form: A completed 
withholding allowance certificate will let your 
employer know how much Kansas income tax 
should be withheld from your pay on income 
you earn from Kansas sources. Because your 
tax situation may change, you may want to 
refigure your withholding each year. 

Exemption from withholding: To qualify for 
exempt status you must, 1) Verify with KDOR 
that last year you had the right to a refund of 
all STATE income tax withheld because you 

had no tax liability; 2) Verify with KDOR that 
this year you will receive a full refund of all 
STATE income tax withheld because you will 
have no tax liability. 

Notes: Your status of �Single� or �Joint� may 
differ from your status claimed on your 
Federal Form W-4. Claiming more than the 
proper amount may result in taxes owed when 
filing your state income tax. 

Basic Instructions: If you are not exempt, 
complete the Personal Allowances 
Worksheet below. The allowances claimed 
on this form should not exceed that claimed 
under �Exemptions� on your Kansas income 
tax return. To avoid owing taxes when you 
file, follow the suggested allowance rate 
selection on line A below. This form must be 

filed with your employer; otherwise, your 
employer must withhold Kansas income tax 
from your wages without exemption at the 
�Single� allowance rate. 

Head of household: Generally, you may 
claim head of household filing status on your 
tax return only if you are unmarried and 
pay more than 50% of the cost of keeping 
up a home for yourself and for your 
dependent(s). 

Nonwage income: If you have a large 
amount of nonwage Kansas source income, 
such as interest or dividends, consider making 
estimated tax payment using form K-40ES, 
Estimated Tax for Individuals. Otherwise, you 
may owe additional tax when filing your state 
income tax return. 

Personal Allowance Worksheet (Keep for your records) 

A Allowance Rate: 

If you are a single filer mark �Single�

If you are married and your spouse has income mark �Single� q Single q Joint
}If you are married and your spouse does not work mark �Joint� 

B Enter �0� or �1� if you are married or single and no one else can claim you as a dependent (entering �0� may 
help you avoid having too little tax withheld) .............................................................................................................. B _________ 

C Enter �0� or �1� if you are married and only have one job, and your spouse does not work (entering �0� may 
help you avoid having too little tax withheld) .............................................................................................................. C _________ 

D Enter �1� if you will file head of household on your tax return (see conditions under �Head of household� above) .... D _________ 

E Enter the number of dependents you will claim on your tax return. Do not claim yourself or your spouse or 
dependents that your spouse has already claimed on their form K-4. ....................................................................... E _________ 

F Enter �1� if you have at least $1,500 of child or dependant care expenses for which you plan to claim a credit and 
your household income is below $50,000 .................................................................................................................. F _________


G Add lines B through F and enter the total here ........................................................................................................ G _________


� Cut here and give this K-4 form to your employer. (Keep the top portion for your records.) 

Kansas Employee�s Withholding Allowance Certificate K-4 Whether you are entitled to claim a certain number of allowances or exemptions from withholding is

(9/07) subject to review by KDOR. Your employer may be required to send a copy of this form to KDOR.


1 Print your first name and middle initial Last Name 2 Social Security Number 

Mailing Address 3 Allowance Rate 

Mark the allowance rate selected in line A above. 

q Single q Joint 
City or Town, State, and ZIP Code 

4 Total number of allowances you are claiming (from line G above) ............................................................. 4 

5 Enter any additional amount you want withheld from each paycheck (this is optional) ............................. 5 $ 

6 I claim exemption from withholding. You must meet the conditions explained in the �Exemption from 
withholding� instructions above. If you meet those conditions, write �Exempt� on this line. ..................... 6 
Note: KDOR will receive your federal W-2 forms for all years claimed Exempt. 

Under penalties of perjury, I declare that I have examined this certificate and to the best of my knowledge and belief it is true, correct, and complete. 
SIGN 
HERE } DATE 

7 Employer�s name and address 8 EIN (Employer Identification Number) 



Form W-4 (2011) Page 2 
Deductions and Adjustments Worksheet

Note. Use this worksheet only if you plan to itemize deductions or claim certain credits or adjustments to income.

1 Enter an estimate of your 2011 itemized deductions. These include qualifying home mortgage interest, 
charitable contributions, state and local taxes, medical expenses in excess of 7.5% of your income, and 
miscellaneous deductions . . . . . . . . . . . . . . . . . . . . . . . . . 1 $

2 Enter: { $11,600 if married filing jointly or qualifying widow(er)
$8,500 if head of household                                               . . . . . . . . . . .
$5,800 if single or married filing separately

} 2 $

3 Subtract line 2 from line 1. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 3 $
4 Enter an estimate of your 2011 adjustments to income and any additional standard deduction (see Pub. 919) 4 $
5 Add lines 3 and 4 and enter the total. (Include any amount for credits from the Converting Credits to 

Withholding Allowances for 2011 Form W-4 Worksheet in Pub. 919.) . . . . . . . . . . . 5 $
6 Enter an estimate of your 2011 nonwage income (such as dividends or interest) . . . . . . . . 6 $
7 Subtract line 6 from line 5. If zero or less, enter “-0-” . . . . . . . . . . . . . . . . 7 $
8 Divide the amount on line 7 by $3,700 and enter the result here. Drop any fraction . . . . . . . 8
9 Enter the number from the Personal Allowances Worksheet, line H, page 1 . . . . . . . . . 9

10 Add lines 8 and 9 and enter the total here. If you plan to use the Two-Earners/Multiple Jobs Worksheet, 
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 10

Two-Earners/Multiple Jobs Worksheet (See Two earners or multiple jobs on page 1.)
Note. Use this worksheet only if the instructions under line H on page 1 direct you here.
1 Enter the number from line H, page 1 (or from line 10 above if you used the Deductions and Adjustments Worksheet) 1
2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it here. However, if 

you are married filing jointly and wages from the highest paying job are $65,000 or less, do not enter more 
than “3” . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

3 If line 1 is more than or equal to line 2, subtract line 2 from line 1. Enter the result here (if zero, enter 
“-0-”) and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . . . . . . . 3

Note. If line 1 is less than line 2, enter “-0-” on Form W-4, line 5, page 1. Complete lines 4 through 9 below to figure the additional 
withholding amount necessary to avoid a year-end tax bill.

4 Enter the number from line 2 of this worksheet . . . . . . . . . . 4
5 Enter the number from line 1 of this worksheet . . . . . . . . . . 5
6 Subtract line 5 from line 4 . . . . . . . . . . . . . . . . . . . . . . . . . 6
7 Find the amount in Table 2 below that applies to the HIGHEST paying job and enter it here . . . . 7 $
8 Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding needed . . 8 $
9 Divide line 8 by the number of pay periods remaining in 2011. For example, divide by 26 if you are paid 

every two weeks and you complete this form in December 2010. Enter the result here and on Form W-4, 
line 6, page 1. This is the additional amount to be withheld from each paycheck . . . . . . . . 9 $

Table 1
Married Filing Jointly

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

$0  -  $5,000  - 0
5,001  -  12,000  - 1

12,001  -  22,000  - 2
22,001  -  25,000  - 3
25,001  -  30,000  - 4
30,001  -  40,000  - 5
40,001  -  48,000  - 6
48,001  -  55,000  - 7
55,001  -  65,000  - 8
65,001  -  72,000  - 9
72,001  -  85,000  - 10
85,001  -  97,000  - 11
97,001  -110,000  - 12

110,001  -120,000  - 13
120,001  -135,000  - 14
135,001 and over 15

All Others

If wages from LOWEST 
paying job are—

Enter on  
line 2 above

$0  -  $8,000  - 0
8,001  -  15,000  - 1

15,001  -  25,000  - 2
25,001  -  30,000  - 3
30,001  -  40,000  - 4
40,001  -  50,000  - 5
50,001  -  65,000  - 6
65,001  -  80,000  - 7
80,001  -  95,000  - 8
95,001  -120,000  - 9

120,001  and over 10

Table 2
Married Filing Jointly

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -  $65,000 $560
65,001  -  125,000 930

125,001  -  185,000 1,040
185,001  -  335,000 1,220
335,001  and  over 1,300

All Others

If wages from HIGHEST 
paying job are—

Enter on  
line 7 above

$0  -  $35,000 $560
35,001  -    90,000 930
90,001  -  165,000 1,040

165,001  -  370,000 1,220
370,001  and  over 1,300

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this form to 
carry out the Internal Revenue laws of the United States. Internal Revenue Code sections 
3402(f)(2) and 6109 and their regulations require you to provide this information; your employer 
uses it to determine your federal income tax withholding. Failure to provide a properly 
completed form will result in your being treated as a single person who claims no withholding 
allowances; providing fraudulent information may subject you to penalties. Routine uses of this 
information include giving it to the Department of Justice for civil and criminal litigation, to 
cities, states, the District of Columbia, and U.S. commonwealths and possessions for use in 
administering their tax laws; and to the Department of Health and Human Services for use in 
the National Directory of New Hires. We may also disclose this information to other countries 
under a tax treaty, to federal and state agencies to enforce federal nontax criminal laws, or to 
federal law enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is 
subject to the Paperwork Reduction Act unless the form displays a valid OMB 
control number. Books or records relating to a form or its instructions must be 
retained as long as their contents may become material in the administration of 
any Internal Revenue law. Generally, tax returns and return information are 
confidential, as required by Code section 6103. 

The average time and expenses required to complete and file this form will vary 
depending on individual circumstances. For estimated averages, see the 
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear 
from you. See the instructions for your income tax return.



 
PARAEDUCATOR EMPLOYMENT AGREEMENT 
THREE LAKES EDUCATIONAL COOPERATIVE 

INTERLOCAL NO. 620 
LYNDON, KS  66451 

 
It is hereby agreed by and between the Board of Directors of Three Lakes Educational 
Cooperative, Interlocal 620, Osage County, State of Kansas, hereinafter called the "Board" and 
Employee, called the "Paraeducator," that the Paraeducator is hereby employed by the Board 
during the 2011-2012 school year beginning on August 12, 2011, to perform the following 
services within Kansas law and the policies of the Board: 
 

* To be present all days when school is in session with students; 
* To assist the teacher to whom assigned as directed; 
* To attend all meetings authorized by the Board of Directors; 
* To cooperate with the administrators and other school 

personnel in coordinating the total school program; 
* To perform such school services as may be assigned by the Board. 

 
 

PARAEDUCATOR 
 
 
For these services the Board agrees to pay the Paraeducator $10.00 (A0-0) for a maximum of 
6.5 hours per day.  Wages will be based upon actual hours worked and the hours may be less at 
the discretion of the Cooperative.  Timecards are to be turned into the Cooperative office on the 
final Friday of each month for the hours worked during the month. 
 
It is understood and agreed to, by and between the parties, that this is an employment at will 
agreement which may be terminated at any time.  It is further understood and agreed to, by and 
between the parties, that this agreement may be terminated during the first 30 student contact 
days of employment without notice by either party.  After the first 30 student contact days, either 
party may terminate this agreement by giving two weeks written notice of termination to the other 
party, and that no oral statements nor statements in the employer or employee handbooks are 
intended to create a right to continuing employment.  In no event will this employment agreement 
extend beyond the final date of the 2011-2012 school year. 
 
This employment agreement is an acknowledgement that the job duties assigned and engaged in 
support the activities in Special Education Title VI-B IDEA programs. 
 
In compliance with a resolution passed by the Board at a legal meeting held on July 18, 2011, we 
hereunto subscribe our names. 
 
 
 
_______________________________             _______________________________ 
       President, Board of Directors                              Paraeducator / Date Signed 
 
 

** Agreement to be returned by August 15, 2011** 
 



EVALUATION AND RENEWAL 
 
Paraeducators in their first year with Three Lakes shall be evaluated at least two (2) times during 
each year. Evaluations are to be completed on or before the 30th contact day with students AND 
on or before March 31. Paraeducators in their second (2nd) year with Three Lakes shall be 
evaluated at least two (2) times during each year. Evaluations are to be completed on or before 
October 31 AND on or before March 31. Paraeducators in their third (3rd) consecutive year or 
more with Three Lakes shall be evaluated at least once per year on or before March 31. 
Additional, or more frequent, evaluations may be conducted at the discretion of the supervising 
teacher, building administrator, or cooperative administrator. 
 
Any person disagreeing with the evaluation should attach written comments to the evaluation 
form. The evaluation should be sent to the Director at Three Lakes Educational Cooperative 
when complete. Teachers who are concerned about their ability to evaluate or to review the 
evaluation should contact Coop Administration. Principals must be given the opportunity to 
review and sign the evaluation document. (Para Evaluation – APPENDIX FORM 21) 
 
The paraeducator should be evaluated by the special education professional to whom they are 
assigned. 

A. Evaluation Process: 
1. Base evaluation on the particular job description and duties to be performed 

and the competencies particular to specific categorical special education 
programs. 

 
B. Evaluation Report: 

1. Provide periodic and objective feedback to the one being evaluated. 
2. Provide a summary of the evaluation to all involved with the evaluation 

process. 
 
In the event the principal or special teacher develops a concern about supervision related issues, 
they are encouraged to resolve it between themselves, if possible. If this is not possible, or when 
the issue involved is of a serious nature, the Coop administration should be informed by either 
the principal or teacher. The Coop administrator shall then assist in resolving the problem. 
Similar procedures should be utilized with paraeducator staff. In any event, the teacher should 
follow all directives of the principal in the absence of immediate direction from the Coop 
administration. 
 
All paraeducators will have a written Plan of Growth to guide inservice and staff development 
activities. The Plan of Growth will be developed by the supervising teacher and paraeducator as 
part of the evaluation process. 
 
If evaluations are good, paraeducators can feel reasonably certain of retaining their position for 
the next year.  A paraeducator's position cannot be guaranteed because of the effect of student 
population on the total program needs. 
 
See Evaluation Form (FORM #21) 
 



  Revised 7/19/2011 
 

Page 1 of 2 Paraeducator Evaluation   FORM 21  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  

Numerical Value  Performance Description 
5    Excellent  demonstrates outstanding or superior performance 
4    Very Good  above average, demonstrates at a level above most employees 
3    Satisfactory  competent ability, fulfills the demands of the position, meets established standards 
2    Below Average lacking in some important aspects or generally performs below expectations 
1    Unsatisfactory generally inadequate, due to lack of ability, effort, or any other cause 
NA Not Applicable not assigned or not evaluated

Instructions:  The immediate supervisor will place a numerical value representing the behavioral performance of the 
employee, based on observations of work performance in accordance with individual standards.  
*Regular Education Teacher input: Give a copy of this evaluation document for regular education teachers to 
complete that the paraeducator is assigned to.  

Three Lakes Educational Cooperative - Interlocal #620      
Paraeducator Evaluation    Due Date_________________ 
 
Paraeducator _________________________Supervising Teacher__________________________ 
 
*Regular Education Teacher(s) _____________________________________________________ 
 
______________________________________________________________________________ 
 
Has the paraeducator completed a self-evaluation? ___ Yes  ___ No 
*The self-evaluation document is a copy of this document and should be attached, if completed.   

 
QUALITY AND QUANITY OF WORK   SKILLS AND ABILITIES 
___  Accuracy – consistently completes tasks correctly ___  Adaptability – problem-solves effectively in  
___  Thoroughness – effective completion of work          situations which requires on-the-spot planning 
         assignment; attention to detail      ___  Dependability – reliability to do job with little or  
___  Quantity – completes assigned work load           no supervision 
___  Safety – adheres to safety standards   ___  Creativity – has original ideas and concepts;  
___  Job Knowledge – knows how to accomplish the work          generates innovative ideas outside of existing  
___  Initiative – self-motivator, seeks new challenges          structure 
       ___  Problem-solving – analyzes and solves problems 
TEAMWORK WITH ADULTS             effectively 
___  Interpersonal Skills – relates well and effectively; ___  Technology – knowledge and use of relevant  
        articulates ideas to others; contributes to team effort          technology 
___  Communication – reports accurately regarding   
         on-going progress, student behavior, academic work, WORK-RELATED QUALITIES 
         provides relevant and positive information to   ___  Professionalism – demonstrates a professional  
         students and staff that respects student rights                        attitude through high personal standards 
___  Cooperation – willingly assumes responsibilities; ___  Work Environment – carefully maintains  
         prompt in action; works collaboratively           supplies and equipment 
___  Managerial – analyzes, organizes and plans   ___  Punctuality – follows daily schedule and   
         effectively, asks for directions when needed           complies with deadlines 
___  Open-Minded – acknowledges other points of view ___  Attendance – maintains excellent attendance 
         and makes behavioral changes   ___  Communication – asks for directions  
___   Leadership – builds morale, confidence and            when needed 
         respect in employees 
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WORKING WITH STUDENTS 
___  Competency - understands and can explain academic work at assigned level  
___  Attitude – maintains a positive attitude when working with students 
___  Work Habit – consistently provides assistance at appropriate levels and fades assistance when appropriate 
___  Adaptations – effectively uses adaptations to promote maximum participation in activities 
___  Transitions – facilitates smooth transitions between activities/classes 
___  Behavior Management – prevents unwanted behavior from happening by changing antecedents, when possible;  
        respond appropriately to behavior and discipline situations; follows school, classroom, and individual student    
        behavior plans 
___  Professionalism – models positive and age-appropriate interactions with students as well as school personnel 
___  Support – encourages student practice of speech, occupational, and physical therapy skills  

Supervising Teacher Comments:  Paraeducator Comments:  

By signing the Paraeducator Evaluation, the paraeducator acknowledges having seen and discussed the report.  The 
paraeducator’s signature does not necessarily imply agreement with the conclusions of the supervisor(s). 
 
Paraeducator  ________________________________________________   Date  _______________________ 
 
Supervising Teacher  __________________________________________    Date  _______________________ 
 
Building Administrator  ________________________________________ Date  _______________________ 
 
TLEC Administrator ___________________________________________   Date ________________________ 
 
___  60 Day Evaluation               ___  Annual                 ___ Three-Year Evaluation          

Paraeducator Improvement Plan (Areas to improve taken from the evaluation document) (optional): 
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