JEFFERSON COUNTY BOARD OF EDUCATION

Position Description
- ]

POSITION TITLE: In-School Suspension (ISS)
Paraprofessional

OFFICE/DIVISION: Jefferson County Board of Education

WORK LOCATION: Various Schools within the Jefferson
County School System

REPORTS TO (TITLE): Classroom Teacher/Principal

QUALIFICATIONS: Possess a valid paraprofessional

certificate and meet other requirements
as set by the Georgia Department of
Education and the Jefferson County
Board of Education.

DATE PREPARED: 07/2026
APPROVED BY: Gre’Shun Nicholson
ANALYST:

- |
FOR HR USE ONLY

Salary Grade:
Classification: NON EXEMPT

POSITION SUMMARY

The In-School Suspension (ISS) Paraprofessional is responsible for supervising students
who have been assigned to ISS. The primary goal of this role is to maintain a quiet,
structured, and orderly environment where students can complete their academic
assignments while reflecting on their behavior. This position requires a balance of firm
boundary-setting, academic support, and restorative guidance to help students
successfully transition back to their regular classrooms.

Key Responsibilities
1. Classroom Management & Supervision
e Maintain Order: Establish and enforce strict classroom rules, routines, and
expectations for behavior within the ISS room.
e Monitor Attendance: Document student arrival and departure times, track
attendance accurately, and report skips or tardiness to administration.
e Ensure Engagement: Actively monitor students to ensure they remain on-task,
quiet, and working on their assigned materials throughout the day.

2. Academic Support
e Coordinate Assignments: Partner with classroom teachers to collect, organize,
and distribute daily assignments, tests, and digital coursework for students in ISS.



e Provide Assistance: Offer general, non-instructional academic support and
clarification to help students complete their work.

e Collect and Return Work: Gather completed assignments at the end of the day
and return them to the appropriate teachers for grading.

3. Behavioral & Restorative Guidance
e Behavior Reflection: Guide students through self-reflection exercises or
restorative behavioral modules designed to address the root cause of their referral.
e De-escalation: Utilize positive behavior interventions and de-escalation
techniques when students exhibit frustration or defiance.
e Model Professionalism: Serve as a positive role model, demonstrating patience,
respect, and professionalism at all times.

4. Administrative & Communication Duties
e Detailed Logging: Maintain accurate, daily logs detailing student behavior, work
completion, and any notable incidents.
e Collaborate: Communicate regularly with school administrators, guidance
counselors, and teachers regarding student progress or behavioral concerns.

The ISS Paraprofessional should maintain a neat appearance and possess a pleasing
demeanor conducive to gain the respect of students and adults. This person keeps the
classroom teacher and principal informed of developments in the area of responsibility
and performs other tasks and assumes other responsibilities as the classroom teacher
and/or principal may assign from time to time.



