
Educational Excellence for All Students is Our Passion and Commitment. 

 

 
 
 

 

 

 

November 3, 2015 

 

 

Ms. Peggy Bergquist 

Pberquist08@gmail.com 

 

Dear Ms. Bergquist: 

   On October 27, 2015, the School District received your Freedom of Information Act request. 

The attached document serves as fulfillment of obligation to your request. I would appreciate if 

you would acknowledge receipt of this FOIA response by email at foia@d47.org or fax 815-479-

8566. 

If you have any additional questions or concerns, please don’t hesitate to contact me.   
 

Kind Regards, 

 
Clare F. Bourne 

Freedom of Information Officer 

Crystal Lake School District 47 

 
 

CRYSTAL LAKE ELEM ENTARY DISTRICT #47  
300 Commerce Drive, Crystal Lake, Illinois 60014 (815) 788 -5000 

www.d47.org 

  /D47schools    @crystallakeSD47  

                                               

mailto:foia@d47.org
http://www.d47.org/
http://www.facebook.com/d47schools
http://www.twitter.com/crystallakesd47


On Wed, Oct 28, 2015 at 8:47 PM, Peggy Bergquist <pbergquist08@gmail.com> wrote: 

 

---------- Forwarded message ---------- 

From: Peggy Bergquist <pbergquist08@gmail.com> 

Date: Mon, Oct 26, 2015 at 8:59 PM 

Subject: Job Descriptions and salaries for paraprofessionals 

 

Good Evening- 
Could you please send me your school information on job descriptions and paraprofessional salaries. I 
will also need all of the Freedom of information Act documents you can offer. 
Thank you so much for your time. 
Have a great week 
Sincerely, 
Peggy Bergquist 
 

 

mailto:pbergquist08@gmail.com
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 JOB DESCRIPTION 

 
JOB TITLE:   BILINGUAL/ELL PARAPROFESSIONAL 
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
 
SUMMARY:  
This role will work under the supervision of the ELL or Dual Language/Bilingual Teacher, providing 
instruction in content and English language development to second language learners.  
 
DUTIES AND RESPONSIBILITIES: 

 Demonstrate sensitivity to language minority students and is aware of cultural differences  

 Provide opportunities for students to practice and develop English language skills  

 Provide additional practice, explanation and reinforcement of concepts presented by the teacher 
in either English or the native language  

 Assist students, individually or in small groups, to complete lesson activities or assignments  

 Perform duties directly related to the instructional program (i.e. preparing materials, etc.) 

 Provide support directly related to students needs and needs of families (i.e. phone calls, notes, 
translations) as directed by staff 

 Maintain same level of ethical behavior and confidentiality of information about students as 
expected by staff 

 Refer any questions or concerns from parents to appropriate staff member 

 Communicate with teachers, staff, support services and students 

 Collaborate and foster teamwork 

 Exhibit knowledge and support students who may have an IEP and/or specialized individual 
needs 

 
SKILLS AND EXPERIENCE REQUIRED: 

 Education:  60 semester hours of college credit  

 State  Approval or valid Teaching License 

 Basic knowledge and willingness to learn appropriate use of technology 

 Such alternatives to the above qualifications as the Board may find appropriate and acceptable 

 If employed in a TBE/Dual Language program, must demonstrate proficiency in reading, writing 
and speaking in native language 

 
PHYSICAL/MENTAL REQUIREMENTS: 

 Requires sitting, standing, lifting, bending, walking and running 

 Demonstrate high level of flexibility, positive attitude, patience, sense of humor, perseverance, 
tenacity and concentration.   

 Must have desire to work with students 
 
 
 
 

This job description reflects management's assignment of essential functions, it does not prescribe or restrict the 

tasks that may be assigned. 

http://www.d47.org/
http://www.facebook.com/d47schools
http://www.twitter.com/crystallakesd47
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JOB TITLE:   BILINGUAL/ELL SPECIAL EDUCATION PARAPROFESSIONAL 
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
  
SUMMARY:  
This position provides instructional and other support services in various general education, ELL or self-contained 
classroom setting to students with special needs under the supervision of a teacher or other professional staff member.  
This position will require the paraprofessional to support academic, behavioral, language and/or physical needs 
 
DUTIES AND RESPONSIBILITIES: 

 Communicate with teachers, staff, related services and students  

 Collaborate and foster teamwork  

 Maintain anecdotal notes and data recording as needed   

 Contribute strategies for developing acceptance of student(s) by school community; facilitate students’ social 
interaction with teacher and peers  

 Assist staff with other activities when available  

 Assist/monitor student(s) to and from bus when needed  

 Assist/monitor student(s) recess period – indoors and outdoors when needed 

 Assist/monitor student(s) in lunchroom and hallways as appropriate.   

 Assist with feeding skills with appropriate supervision/training 

 Assist/monitor student(s) with toileting and other physical needs  

 Assist with care, correct use and maintenance of adaptive equipment  

 Assist student(s) during emergency situations, drills and field trips  

 Exhibit knowledge of student’s IEP goals/ medical needs and any student limitations 

 Assist student with instructional activities as outlined by staff utilizing strategies to modify intervention materials as 
directed  

 Implement behavioral plan and procedures as needed  

 Work with multiple needs across multiple grades 

 Maintain same level of ethical behavior and confidentiality of information about students as expected by staff 

 Refer any questions or concerns from parents to appropriate staff member 

 Assist in implementation of test accommodations/ modifications during test administration 

 Assist student(s) to complete lesson activities, assignments and assessments as directed by staff 

 Provide support directly related to students needs and needs of families (i.e. phone calls, notes, translation) as 
directed by staff 

 Communicate (verbal or written) with parents as directed by teacher, staff and related services 
 
SKILLS AND EXPERIENCE REQUIRED: 

 If employed in a TBE/Dual Language Program, must demonstrate proficiency in reading, writing and speaking in 
native language  

 Education: 60 semester hours of college credit 

 State Approval or valid Teaching License  

 Must have desire to work with students with special needs 
 

PHYSICAL/MENTAL REQUIREMENTS: 

 Requires sitting, standing, lifting, bending, walking and running 

 Demonstrate high level of flexibility, positive attitude, patience, sense of humor, perseverance, tenacity and 
concentration.   
 
This job description reflects management's assignment of essential functions; it does not prescribe or restrict the 
tasks that may be assigned. 

http://www.d47.org/
http://www.facebook.com/d47schools
http://www.twitter.com/crystallakesd47
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JOB TITLE:   CLASSROOM PARAPROFESSIONAL 
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
 

 

SUMMARY:  
Crystal Lake School District 47 currently has an opening for a Classroom Paraprofessional. This 
position will assist the teacher achieve teaching objectives by working with individual students or small 
groups to help them achieve the skill levels of the class as a whole. 
 
 
DUTIES AND RESPONSIBILITIES: 

 Assist the teacher in devising special strategies for reinforcing material or skills based on a 
sympathetic understanding of individual students, their needs, interests and abilities 

 Effectively work with individual students or small groups of students to reinforce learning of 
material or skills initially introduced by the teacher 

 Guide independent study, enrichment work and remedial work set up and assigned by the 
teacher 

 Check notebooks, correct papers,  supervise testing and make up work and other clerical duties, 
as assigned by the teacher 

 Administer classroom assessment for student(s) 

 Assist with classroom activities 

 Collaborate and foster teamwork 

 Participate in in-service training programs, as assigned 

 Communicate with teachers, staff, support services and students 

 Exhibit knowledge and support students who may have an IEP and/or specialized individual 
needs 

 Maintain same level of ethical behaviors and confidentiality of information about students as 
expected by staff 

 Refer any questions or concerns from parents to appropriate staff member 
 
 
Requirements include: 

 Education:  60 semester hours of college credit 

 State  Approval or valid Teaching License 

 Knowledge and willingness to learn appropriate use of technology 
 
PHYSICAL/MENTAL REQUIREMENTS: 
 

 Physical requirements include sitting, standing, bending, walking and lifting equipment and 
materials 

 Demonstrate high levels of flexibility, positive attitude, patience, sense of humor, perseverance, 
tenacity and concentration 

 
 
 
This job description reflects management’s assignment of essential functions, it does not prescribe or 
restrict the task that may be assigned.  

http://www.d47.org/
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JOB TITLE:            LEARNING RESOURCE 
                                        SPECIAL EDUCATION PARAPROFESSIONAL  
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
 
SUMMARY:  
This position provides instructional and other support services in various general education or self-
contained classroom setting to students with special needs under the supervision of a teacher or related 
service staff member.  This position will require the paraprofessional to support academic, behavioral 
and/or physical needs of students 
 
DUTIES AND RESPONSIBILITIES: 

 Communicate with teachers, staff, support services and students  

 Collaborate and foster teamwork  

 Maintain anecdotal notes and data recording as needed  

 Contribute strategies for developing acceptance of student(s) by school community; facilitate 
students’ social interaction with teacher and peers  

 Assist staff with other school related activities when available  

 Assist/monitor student to and from bus when needed  

 Assist/monitor student(s) recess period – indoors and outdoors when needed  

 Assist/monitor student(s) in lunchroom and hallways as appropriate.   

 Assist with feeding skills with appropriate supervision/training  

 Assist/monitor student(s) with toileting and other physical needs  

 Assist with care, correct use and maintenance of adaptive equipment  

 Assist student(s) during emergency situations, drills and field trips  

 Exhibit knowledge of student’s IEP goals, medical needs and any student limitations 

 Assist student(s) with instructional activities as outlined by staff utilizing strategies to modify 
intervention materials as directed  

 Administer classroom assessments for students(s) 

 Implement behavioral intervention and procedures as needed  

 Attend ongoing training as needed  

 Ability to work with multiple needs across multiple grades 

 Maintain high level of ethical behavior and confidentiality of information about student(s) 

 Refer any questions or concerns from parents to appropriate staff member 
 

SKILLS AND EXPERIENCE REQUIRED: 

 Education: 60 semester hours of college credit  

 Basic knowledge and willingness to learn appropriate use of technology 

 State Approval or valid Teaching License 

 Must have desire to work with students with special needs 
 

PHYSICAL/MENTAL REQUIREMENTS: 

 Requires sitting, standing, lifting, bending, walking and running 

 Demonstrate high level of flexibility, positive attitude, patience, sense of humor, perseverance, 
tenacity and concentration. 

 

This job description reflects management's assignment of essential functions; it does not prescribe or restrict the 

tasks that may be assigned. 

http://www.d47.org/
http://www.facebook.com/d47schools
http://www.twitter.com/crystallakesd47
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JOB TITLE:   LIBRARY MEDIA CENTER (LMC) PARAPROFESSIONAL 
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
 
This role is to provide a well organized, functioning library/resource center environment in which students and staff can 
take full advantage of materials and equipment available. 
 
DUTIES AND RESPONSIBILITES: 
 

 Work with teachers and students to develop knowledge needed to use library materials and organization 

 Manage the circulation and storage of library media center materials 

 Supervise students under the direction of the library media specialist 

 Enter and update catalog and patron information into the LMC database 

 Process, repair, and maintain books and periodicals 

 Provide assistance in the instruction of information literacy and the use of appropriate technologies 

 Assist in the use of library media center's hardware, software, and related technologies, including the 
circulation and cataloging programs (i.e. maintaining IPad carts, and resetting student passwords, etc.) 

 Prepare correspondence, reports, bibliographies, and requisitions requested by the school library media 
specialist 

 Assist in the preparation of instructional materials, exhibits, and displays 

 Assist with annual inventories and the withdrawal of materials 

 Train and coordinate volunteers as needed 

 Enter technology service requests  

 Participate in work-related support training and activities 

 Help maintain an attractive and inviting library media center environment 

 Promote a positive relationship with students, staff, and the community 

 Report to the library media specialist 
 
SKILLS AND EXPERIENCE REQUIRED: 

 At least 60 semester hours of college credit 

 State Paraprofessional license  or valid Teaching License 

 Work with teachers and students to develop knowledge needed to use library materials and organization 

 Knowledge and willingness to learn appropriate use of technology 

 Working knowledge of the “Windows” operating system 

 Working knowledge of district computer system 

 Willingness to learn the library system 

 Must have a desire to work with students 

 Excellent organization skills 

 Effective communication skills 

 Self-motivator 

 Multi-tasker 
 
PHYSICAL/MENTAL REQUIREMENTS: 

 Physical requirements include sitting, standing, bending, walking, and lifting equipment and materials 

 Demonstrate high levels of flexibility, positive attitude, patience, sense of humor, perseverance, tenacity and 
concentration. 

 Ability to work in a fast-paced and busy environment 
 
 
 
This job description reflects management’s assignment of essential functions, it does not prescribe or restrict the task 
that may be assigned. 

http://www.d47.org/
http://www.facebook.com/d47schools
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JOB TITLE:   SELF CONTAINED PROGRAM  
                                     SPECIAL EDUCATION PARAPROFESSIONAL                                                               
DEPARTMENT:   
EFFECTIVE DATE:   
WORK SCHEDULE:  SCHOOL YEAR 
 
 
SUMMARY:  
This position provides instructional and other support services in a self-contained education classroom and/or a 
general education setting to students with special needs under the supervision of a teacher or related service 
staff member. This position will require the paraprofessional to support academic, behavioral and/or physical 
needs of students.  
 
DUTIES AND RESPONSIBILITIES: 

 Communicate with teachers, staff, support services and students  

 Collaborate and foster teamwork  

 Maintain anecdotal notes and data recording as needed 

 Contribute strategies for developing acceptance of student(s) by school community; facilitate students’ 
social interaction with teacher and peers  

 Assist staff with other activities when available  

 Assist/monitor student(s) to and from bus when needed  

 Assist/monitor student(s) recess period – indoors and outdoors when needed 

 Assist/monitor student(s) in lunchroom and hallways as appropriate.   

 Assist with feeding skills with appropriate supervision/training  

 Assist/monitor student(s) with toileting and other physical needs  

 Assist with care, correct use and maintenance of adaptive equipment  

 Assist student(s) during emergency situations, drills and field trips  

 Exhibit knowledge of student’s IEP goals, medical needs and any student limitations 

 Assist student with instructional activities as outlined by staff; utilize strategies to modify materials as 
directed  

 Implement behavioral intervention plan and procedures as needed  

 Attend ongoing training as needed  

 Maintain same level of ethical behavior and confidentiality of information about students as 

expected by staff 

 Refer any questions or concerns from parents to appropriate staff members 
 

SKILLS AND EXPERIENCE REQUIRED: 

 Basic knowledge and willingness to learn appropriate use of technology 

 Education: 60 semester hours of college credit 

 State  Approval or valid Teaching License 

 Must have desire to work with students with special needs 
 

PHYSICAL/MENTAL REQUIREMENTS: 

 Requires sitting, standing, lifting, bending, walking and running 

 Demonstrate high level of flexibility, positive attitude, patience, sense of humor, perseverance, tenacity 
and concentration.   

 

This job description reflects management's assignment of essential functions; it does not prescribe or restrict the tasks that 

may be assigned. 

http://www.d47.org/
http://www.facebook.com/d47schools
http://www.twitter.com/crystallakesd47
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