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FLSA Status: E 

Pay Grade: Teacher Pay 
Scale Days of Work:  HS – 190; MS – 190 

 

LEXINGTON / RICHLAND SCHOOL DISTRICT FIVE, SOUTH 
CAROLINA JOB DESCRIPTION, NOVEMBER 2017 

 

JOB TITLE: PLACEMENT CHAIR 
 
 

GENERAL STATEMENT OF JOB 
 

Under general supervision assists the principal, teachers, and other instructional staff in compliance, 
coordinate and improve the school’s special education programs to the benefit of children. Reports to 
the Principal and works in collaboration with the administrative team and special services.  May be 
required to teach a class in the Placement Chair’s area(s) of certification. 

 
SPECIFIC DUTIES AND RESPONSIBILITIES 

 

ESSENTIAL JOB FUNCTIONS 
 

Assists in the supervision of special education teachers, staff, and students; conducts formal and informal 
special needs assessment; helps plan and conduct staff development at the school level; plans, 
coordinates and evaluates staff development; performs observations periodically; assists with the 
placement of student teachers in special education classes and practicum teachers; assists Special 
Services teachers and therapists in developing and/or utilizing consultation skills in general education 
classrooms. 

 

Assists teachers and principal in analyzing test data and monitoring student growth and progress. 
 

Works with teachers in assessing areas of concern and finding appropriate solutions for students; 
encourages teachers to use new methods and materials where appropriate for the improvement of 
instruction based on current research, helps plan and implement new programs and/or procedures for 
students. 

 

Works with the Office of Special Services to order and assign special education textbooks and other 
appropriate instructional materials, technology, and /or equipment for students and teachers; maintains 
inventory. 

 

  Serves as LEA (Local Education Agency) in Individual Education Programs (IEP) meetings. 

 

Attends Placement Chairperson meetings and disseminates information to school based team members 
in a timely manner. 

 

Monitors timelines regarding special education procedures and completion of special education 
paperwork  in software applications/platforms. 

 

  Assists with development of schedules for all special education students to ensure compliance with  

  IEPs. 

 

Serves as liaison between administration and teachers re: problem behaviors/discipline issues for 
special education students. 
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  Coordinates school test coordinator to ensure all district and statewide testing accommodations are  

  followed for special education students. 
 

Counsels students, teachers, and parents on instructional, IEP, and IAP concerns and issues. 
 

Prepares various records, reports, and forms such as local, state and federal reports, grants, 
seclusionary timeout and physical restraint procedures, incident reports, purchase orders, textbook 
recommendations. 
 
Serves as a resource to parents of special needs students for collaboration with teachers, 
administration, and community agencies.

 
  Participates in professional meetings and educational conferences. 

 

  Operates computer, copier, calculator, audiovisual equipment, two-way radios, etc. 
 
  Interacts with students, parents, teachers, district staff, coworkers, community agencies, and other 

schools.  Performs other related duties as required. 
 

MINIMUM TRAINING AND EXPERIENCE 
 

  Requires a Master’s degree in education, supplemented by three years of experience as a teacher 
  and/or administrator at the school/academic level of the position, or an equivalent combination of  
  education, training and experience that provides the required knowledge, skills and abilities. Must  
  possess a valid state teacher and/or administrator certification. Must possess a valid state driver’s  
  license. 

 
MINIMUM QUALIFICATIONS OR STANDARDS 

REQUIRED TO PERFORM ESSENTIAL JOB 
FUNCTIONS 

 

Knowledge: 
Knowledge of the policies, procedures and activities of the school district which pertain to the specific 
duties and responsibilities of the position. Knowledge of local, state, and federal mandates which govern 
Special Services and 504. Knowledge of the records, forms and reports which must be prepared and 
maintained. Knowledge of proper maintenance of equipment, materials, and supplies used in daily 
activities. Knowledge of effective interpersonal skills to deal with a variety of people. Knowledge of all 
areas of the Special Services school program (s). Knowledge of school testing programs in regard to 
special services’ programs. Knowledge of problem solving techniques. Knowledge of special education 
programs and student needs. Knowledge of a wide variety of instructional methods and materials. 
Knowledge of Technology. Knowledge of diagnostic procedures for students who appear to have special 
needs. Knowledge of counseling techniques. 

 
Skills/Effort: 
Ability to work and communicate effectively with individuals and groups from a wide variety of educational 
and cultural backgrounds. Strong organizational skills. Ability to operate general offices equipment in the 
performance of daily activities. Ability to plan, organize and prioritize daily activities. Ability to provide 
training. instruction and guidance to teachers, therapists, staff, and students. Ability to respond to any 
situation related to the responsibilities of the job on a twenty-four hour a day/seven days a week basis. 
Ability to select and evaluate instructional methods and materials. 
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  Working Conditions: 
  Conducts duties primarily indoors with little to no significant exposure to environmental conditions. 

Requires ability to work under a degree of stress related to duties that require tight deadlines and 
working with students. Physical demands are restricted to work requiring occasional lifting/moving of 
items weighting up to fifty pounds. Occasional local travel is required; no overnight travel is required. 
Job requires the operation of general office equipment.
 
DISCLAIMER STATEMENT 

 

This job description is not intended as a complete listing of job duties. The incumbent is responsible for 
the performance of other related duties as assigned/required. 

 
EVALUATION:  
 
Performance of this job will be evaluated annually in accordance with provisions of the Board’s policy  
Evaluation of Certified Personnel. 

 
 

SIGNATURES: 
 

 _ DATE: _  
 

 _ DATE: _  
 

 _ DATE: _  


