
TOSA – Committee on Special Education (CSE) Chairperson 

Position Overview 

The Teacher on Special Assignment (TOSA) serving as the Committee on Special Education (CSE) Chairperson plays a 
vital leadership role in the district’s special education department. This position involves facilitating CSE meetings, 
ensuring legal compliance with state and federal regulations (IDEA), and collaborating with families, educators, and 
administrators to design and implement appropriate Individualized Education Programs (IEPs). 

Because this is a TOSA position, the individual maintains a teacher contract status while performing specialized 
administrative and evaluative leadership duties. 

Key Responsibilities 

1. CSE Meeting Facilitation & Leadership 

●​ Chair Meetings: Convene and lead initial, annual, and re-evaluation CSE meetings. 
●​ IEP Development: Oversee the creation, review, and revision of legally sound, data-driven IEPs tailored to 

individual student needs. 
●​ Consensus Building: Guide the committee—consisting of parents, teachers, psychologists, and 

therapists—toward consensus regarding student eligibility, placement, and accommodations. 
●​ Dispute Resolution: Manage difficult conversations and conflicts during meetings with professionalism, empathy, 

and a focus on the student's best interests. 

2. Compliance & Case Management 

●​ Legal Standards: Ensure strict adherence to the Individuals with Disabilities Education Act (IDEA),  and and 
state-specific special education regulations. 

●​ Timeline Management: Monitor and enforce regulatory timelines for referrals, evaluations, annual reviews, and 
triennial re-evaluations. 

●​ Documentation: Review IEP documentation for accuracy, clarity, and compliance prior to final submission to the 
Board of Education for approval. 

●​ Data Systems: Utilize district special education software to track student data, update records, and generate 
compliance reports. 

3. Collaboration & Communication 

●​ Parent Liaison: Act as a primary point of contact for parents navigating the special education process, ensuring 
they understand their procedural safeguards and rights. 

●​ Staff Consultation: Consult with general and special education teachers, providers, and building administrators 
to ensure the proper implementation of IEP accommodations and modifications. 

●​ Transition Planning: Coordinate with out-of-district placements, community agencies, and high school transition 
teams where applicable. 

4. Professional Development & Support 

●​ Teacher Mentorship: Provide guidance and support to special education teachers regarding compliance, 
progress monitoring, and effective IEP writing. 

●​ Training: Turnkey state changes or district initiatives to building-level staff regarding special education best 
practices and legal updates. 



Qualifications & Skills 

Required Education & Certification 

●​ Degree: Master’s Degree in Special Education, School Psychology, Speech-Language Pathology, or a related 
therapeutic/educational field. 

●​ Certification: Valid State Certification in Special Education or related educational field. 
●​ Experience: Minimum of 5 years of successful classroom teaching or direct service experience in special 

education. 

Preferred Qualifications 

●​ Prior experience serving as a district representative or chairperson in CSE/IEP meetings. 

Key Competencies 

●​ Regulatory Knowledge: Deep understanding of special education law, continuum of services, and the IEP 
process. 

●​ Communication: Exceptional verbal and written communication skills, with a proven ability to write clear, legally 
defensible meeting summaries. 

●​ Conflict Resolution: Strong mediation and interpersonal skills to handle emotionally charged or adversarial 
meetings. 

●​ Organization: High level of organization and time-management skills to handle large caseloads and strict legal 
deadlines. 

Work Environment & Terms of Employment 

●​ Reports To: Superintendent of Schools. 
●​ Work Year: Standard teacher school year calendar (may include designated summer days for intake and 

scheduling, compensated per contract). 
●​ Salary/Benefits: Determined by the current Teachers' Association Collective Bargaining Agreement, typically with 

a stipend or release time built in for TOSA duties. 

 
Applications due to Superintendent of Schools by: 6/16/26 
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