NOVATO UNIFIED SCHOOL DISTRICT

TITLE: PARAEDUCATOR |
SALARY: RANGE 25 — CLASSIFIED SALARY SCHEDULE

BASIC FUNCTION:

Under the direction of an assigned administrator, assist in the supervision, testing and instruction of
students in specialized programs in an assigned school site; assist teachers with clerical tasks; assist
students in a variety of specialized programs including, but not limited to, Special Day Class, ELD,
Academic Support classes, Resource Specialist Program, After School Program including Expanded
Learning Opportunities Program (ELOP) and programs for students with disabilities.

DISTINGUISHING CHARACTERISTICS:

The Paraeducator | assists in the supervision, testing and instruction of students in specialized programs
at an assigned task, including but not limited to students in the Special Day Class, ELD, Academic Support
classes, Resource Specialist Program, After School Program including Expanded Learning Opportunities
Program (ELOP), programs for students with disabilities and other programs.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Assist a certificated teacher in reinforcing instruction to individual or small groups of students in
specialized programs in a classroom or other learning environment; monitor and oversee student drills,
practices and assignments in various subjects; assist assigned teacher with the implementation of
individual education plans; gather fluency data using visual supports and other techniques to facilitate
learning; assist in implementing IEPs through a variety of classroom activities.

Assist students in completing classroom assignments, homework and projects in various subject areas;
ensure student understanding of classroom rules and procedures; assist students by answering
guestions, providing proper examples, emotional support, friendly attitude and general guidance; confer
with the teacher concerning lesson plans and materials to meet student needs.

Explain and ensure student understanding of classroom assignment and homework instructions; explain
words and concepts as necessary; assist students with meeting individual education goals and
objectives; report progress regarding student performance and behavior.

Observe and manage behavior of students in the classroom according to approved procedures; monitor
and interact with students during outdoor, physical education and other recreational activities as
directed; provide computer or other technology use assistance to students as assigned.

Grade and correct student tests and assignments as assigned; maintain records and student files related
to attendance, grades, progress, behavior and assigned activities; prepare mandated reports and
documentation as required; assist with proctoring ELPAC and other mandated tests and assessments as
assigned by the position.

Read books with students and observe their reading abilities as assigned; assist students with letter and
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word pronunciation and recognition; assist students with writing exercises and assignments.

Escort students to and from designated locations as assigned; monitor students during assigned recess,
lunch and play periods as assigned by the position.

Assists students in the performance of daily care including restroom use and lunches for the purpose of
meeting students’ social and living skills; assist students with feeding and escorting to the restroom as
assigned by the position.

Ensure the health and safety of students by following health and safety practices and procedures;
maintain learning environment in a safe, orderly and clean manner; provide classroom support by
setting up work areas and displays and distributing and collecting paper, supplies and materials.

Communicate with faculty, staff, administrators, parents and others to exchange information and
resolve issues or concerns; answer telephone calls, take messages and provide general class and school
information to parents and others as assigned.

Monitor inventory levels of classroom supplies; assist in ordering, receiving and maintaining appropriate
inventory levels of supplies as assigned.

Perform a variety of clerical duties in support of classroom activities such as preparing, typing,
duplicating and filing instructional materials; distributing, collecting, preparing and processing
attendance and various other forms and documents; record student attendance as assigned.

Provide basic first aid according to established procedures as assigned by the position; arrange for
emergency medical services as needed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
e Child guidance principles and practices related to students in special programs
e Basic subjects, including arithmetic, grammar, spelling, language, and reading
e Basic instructional methods and techniques
e Problems and concerns of students with special education needs
e Classroom procedures and appropriate student conduct
e Safe practices in classroom and playground activities
e Basic record keeping, filing, and report preparation techniques
e Interpersonal skills using tact, patience and courtesy
e Oral and written communication skills
e Telephone techniques and etiquette
e Correct English usage, grammar, spelling, punctuation and vocabulary
e Principles and practices of data processing
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Operation of a computer and assigned software

Basic first aid

ABILITY TO:

Assist with instruction and related activities in a classroom or assigned learning environment
Reinforce instruction to individual or small groups of students in special programs as directed by
the teacher

Assist in the preparation of instructional materials and implementation of individual education
plans

Perform a variety of clerical duties including typing, filing and duplicating materials
Demonstrate an understanding, patient, and receptive attitude toward students with special
needs

Read books to students and assist with reading and writing activities as assigned

Monitor, observe, and report student behavior and progress

Observe health and safety regulations

Maintain records and prepare routine reports

Operate standard office equipment including a computer and assigned software

Type or input data at an acceptable rate of speed

Establish and maintain effective working and cooperative relationships with others
Communicate effectively both orally and in writing

Understand and follow oral and written instructions

Provide basic first aid

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by 48 units of college-level
coursework including coursework pertaining to child development, special education or related field or
pass a local District approved assessment of knowledge and skills in assisting in instruction, and one year
of experience working with children with special education needs in an organized setting.

OTHER REQUIREMENTS:

Willingness and ability to complete a 40-hour training on behavior analytic principles and
procedures during working hours

Willingness and ability to complete (or renew) First Aid & CPR certification during working hours
if not already completed

Department of Justice fingerprint clearance

TB clearance

WORKING CONDITIONS:

ENVIRONMENT:

Classroom environment

PHYSICAL DEMANDS:

Pushing children in wheelchairs as assigned by the position
Dexterity of hands and fingers to operate standard office and classroom equipment
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e Seeing to read a variety of materials and monitor student activities

e Hearing and speaking to exchange information in person or on the telephone

e Sitting or standing for extended periods of time

e Bending, crouching, kneeling and stooping to reach materials and assist students
e Reaching overhead and horizontally to retrieve and store files and supplies

POTENTIAL HAZARDS:

Potential exposure to/direct contact with bodily fluids/bloodborne pathogens

Novato Unified School District prohibits, at any district school or school activity, discrimination, harassment,
including sexual harassment, intimidation, and bullying, based on actual or perceived race, color, ancestry,
nationality, national origin, immigration status, ethnic group identification, ethnicity, age, religion, marital
status, pregnancy, parental status, physical or mental disability, sex, sexual orientation, gender, gender identity,
gender expression, or genetic information, or association with a person or group with one or more of these
actual or perceived characteristics. This shall apply when applicable, to interns, volunteers, and job applicants.

For questions, concerns or complaints, please contact the District Equity and Title IX Compliance Officer: HR
Administrator; 1015 Seventh Street, Novato, CA 94945; (415) 493-4207; uniformcomplaint@nusd.org.
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