Para Professional:
Duties and Responsibilities

Schedule:
· 30 min lunch break everyday.

Expectations:

· NO Cell Phone Use. No texting to parent/guardian, no photos of students.
· Refer all parent’s questions or concerns to teacher 
· Be ON TIME!  

· Consistent Attendance
· When you are at work, you need to be working. 

· Please be careful not to engage in personal conversations when the students are working. It is highly distracting to the students. We need to model appropriate behavior. 
· Communicate with teacher about the students and about where you are going.
· Have a good time helping our students!

Responsibilities (to be shared):
· Assist teacher in documenting behaviors on the clipboard, praising the positive choices of students, and distributing points. One person should be “on the floor” with a clipboard ready at all times. We need to communicate about whose responsibility this is at all times. 
· Quietly circulate the room when teacher is teaching and give bonus points to students who are on task, having a good attitude, participating, raising their hand, and demonstrating student behaviors. Quietly praise those who are doing what we expect of them.  “CATCH STUDENTS EXHIBITING PREFERRED BEHAVIOR!” 
· Answer phone when teacher is teaching. Take a message if possible. Put sticky note on my computer screen! Thanks!

· Review and provide immediate feedback regarding student work. 
· Answer student questions

· If a student has a question, go to their desk and quietly interact with them there. Students should not come to you for assistance nor should they disturb others. 

· POSITIVELY interact with students. They need to know that we care about them. Develop a relationship/rapport with them. 
· Follow through with students who have behavioral issues (teacher will intervene if there is a need or if Para needs assistance [tap in/tap out]). However, if Para’s need support, PLEASE let teacher know. We need the students to respect and follow directions of all staff members. Teacher will back you up in front of students, we need to make sure we are on the same page.
· Assist with behavioral issues as needed
· Assist with physical restraints if trained in CPI.

· Positively reinforce students (verbal praise, good behavior points, IGNORE negative behaviors (until they become dangerous to self or others—please do not give attention to negative behaviors!).

· Provide one-on-one instruction/small group (reteach or practice.) 
· Model positive behaviors and attitude. Be a good example and role model to students (appropriate language and comments).
· Facilitate positive peer interactions and social skills.
· Intervene in positive ways to support and encourage relationships between students.
· Be careful about physical contact with students (hand holding, hugs, etc.). It is generally not age-/grade-appropriate at the level we teach. 
· Develop positive & appropriate working relationships with school personnel and families. We need to remain professional to each other and our other co-workers. We don’t want personal issues to affect anything that happens in the classroom or with the students. 
· Remember confidentiality! Follow the rule: When in doubt…don’t. If you ever aren’t sure if you can share information, just ask me!
· When not assisting students you may be asked to:  make copies, file, etc.

· Assist in arranging classroom chairs, desk, materials, and equipment as needed

· Assist in maintaining student records:

· Behavior Data
· Academic Data
· Progress Reports

· File Student Records
· Supervise students from one place to another during transitions (i.e., nurse, restroom, inclusion, etc…)
· Supervise students at recess or transition from class to class.
· Monitor students on campus. Remember, we are here for the student’s best interest!
· Assist students with classroom projects / group work
· Other necessary tasks as they arise  
