	Bell County Board of Education
Job Description   

	Division/Department:  Director of Pupil Personnel               Instruction/Curriculum  Classified

	Location:                                     School Site

	Safety Sensitive:                         Yes

	Job title:                                       Dropout Program Assistant

	Responsible to:

                                                      Director of Pupil Personnel, DOP Coordinator, Principal(s)

	Code:  :  7320
	Type of position:
Full-time

X Part-time

( Contractor
	Fair Labor Standards Act 
( Exempt

( Nonexempt

	General Description:

· Provides instructional support to students under the direct supervision of a highly qualified teacher and in close and frequent proximity with the teacher.

· Under the supervision of a highly qualified teacher, provides tutoring for students, if the tutoring is scheduled at a time when a student would not otherwise receive instruction from a teacher. 

· Create and submit monthly reports to the Kentucky Department of Education
· Create and maintain a progress data file on each student in the DOP program

· Provide support to the student by sending teacher directed communication to parents, by working closely with the Family Resource Center,  and family members 

· Collecting and maintaining progress data 

· Attend relevant professional development activities 

· Other relevant duties as assigned by the Principal or Superintendent

Prohibited Duties under No Child Left Behind:

· DOP assistant will provide instructional support and should not be providing planned direct instruction or introducing to students new skills, concepts, or academic content.
Work experience requirements:  Knowledge of:

Basic characteristics of human behavior and learning; Elementary concepts of child development and behavior; Possess basic communication skills, basic math skills, and the ability to read, speak and write effectively in English


	Work experience requirements:

· Knowledge of:
Basic characteristics of human behavior and learning; elementary concepts of child development and behavior; possess basic communication skills, basic math skills, and the ability to read, speak and write effectively in English

	Education Requirements (No Child Left Behind)
· A High School Diploma or GED and a passing score on  the Kentucky Paraeducator Assessment (KPA) , or
· An Associate Degree, or

· Two years of college

	Approved by:               Bell County Board of Education
Revision Date:             Approved   8-15-06


