
 ROLLA 31 SPECIAL EDUCATION 
 PARAPROFESSIONAL GUIDE 







 Professional Dos and Don’ts 

 Do 
 Verbally praise students for their hard work. 
 Assist other students when the student(s) you usually work with do not need assistance. 
 (Avoid sitting in one spot) 
 Use assertive communication when speaking with teachers and students. 
 Report any signs of abuse or neglect as soon as you see them. You are a mandatory reporter. 
 Document evidence and visit with your building administrator on how to report. 
 Use direct instruction when teaching a small group. 
 Be confident and patient. Provide programming suggestions for consideration to the teacher. 
 Be kind, but firm. Follow through with what you tell students. 
 Report bullying to the classroom teacher and intervene when appropriate. 
 Use your cell phone for emergencies only. Avoid texting and taking personal calls while 
 working. 
 Ask questions or share concerns with the teacher. 
 Follow your schedule, but be flexible if asked to do something else. 
 Inform teachers of schedule changes. 
 Complete student documentation as necessary. 
 Be on time. Take your 30 minute lunch break.  Clock in and out appropriately. 
 Be a good role model for students by picking up trash, helping others when needed, dressing 
 appropriately, and showing respect for all. 
 Direct all parent questions or teacher questions to the case manager (special education 
 teacher) or administrator. This is for your benefit. 
 Avoid gossip and confront concerns directly without involving others who are not involved. 
 Follow the chain of command in dealing with any concerns (i.e. classroom teacher, building 
 administrator, central office). 
 Follow directions given by the teacher and discuss decisions regarding instruction or 
 management changes in advance. 
 Be consistent in implementing instructional strategies, behavior plans, and classroom 
 routines that were established by the teacher. 
 Be present and attentive. Supervise student(s) in your care at all times - avoid distractions. 

 Do NOT 
 Take photos/videos of any student for social media or on a temporary basis without prior 
 knowledge of parent consent!! 
 Speak about students to anyone who does not work directly with the student! 
 Give any formal or standardized tests or interpret results without training. 
 Work on personal activities (i.e. homework) while on the clock. 
 Smoke on school grounds. 
 Share personal religious or political beliefs. 



 Absences 
 When you are going to be gone, and you know in advance, please let the special education 
 teacher(s), the administrator, and school secretary know in order to prepare for your absence. 
 You will need to fill out a request for personal time off in Kronos. If you are sick, please follow 
 your building procedures in order to get a substitute as quickly as possible. 

 Cell Phone Usage 
 Refrain from taking personal calls and sending text messages unless absolutely necessary. 
 Usage is limited to communicating with the classroom teacher and using teacher requested 
 alarms – all other technology usage should be limited to clocked out lunch break. 

 Professional Development Requirements 
 Attend required meetings and professional development. Complete and document your 
 required professional development hours on the provided PD Google form and submit to the 
 special education department by the end of the school year. New hires are expected to 
 complete 15 hours of professional development by February. Returning paraprofessionals are 
 expected to complete 10 hours of professional development. Certificated teachers who are 
 paraprofessionals are required to complete professional development hours. If you need 
 assistance in finding PD opportunities, contact the special education department. 

 Confidentiality 
 You will have daily access to information about students that must remain confidential such 
 as academic achievement, test scores, student behavior, attendance, family problems, special 
 education eligibility, and other personal information.  You must keep information regarding 
 students and their families confidential  . It is required  by law, and breaking confidentiality will 
 result in termination. You must act according to the laws that protect student privacy (FERPA). 
 There are two questions to guide whether or not to share student information. 
 1. Is the person requesting the information directly involved with the student’s education? 
 2. Will the student benefit if the person receives the information? 

 Below are some ways to avoid confidentiality problems. 
 ★  Do not point out or label children in public or anywhere outside of school. 
 ★  Avoid sharing personal information with anyone not directly involved with the student. 
 ★  Avoid using names if you are asked about your job. 
 ★  Suggest that questions be directed to the teachers or parent. 
 ★  Be careful not to distort, exaggerate or confuse information. 
 ★  Never use student information as gossip or as a joke. 
 ★  Consider your words carefully in the workroom (teacher’s lounge), where it is very easy 

 to say something unintentionally.  Remember, students deserve the respect you would 
 provide your own child or family member. 

 ★  Focus comments on student strengths and be positive. 
 ★  At any time if you are unsure whether to answer, DON’T in a polite manner. 



 Special Education Department Contact Information 

 Dr. Stacey Reed, Special Services Director,  sreed@rolla31.org  458.0100 x11211 

 Aunna Makridis-Harris, Administrative Assistant,  amakridis@rolla31.org  458.0100 x11210 

 Amber Horn, Psychological Examiner/ RMS Process Coordinator,  ahorn@rolla31.org 

 Amber Stephens, RJH Process Coordinator/ DW 504 Coordinator,  astephens@rolla31.org 

 Angie Nickels, RHS Process Coordinator,  anickels@rolla31.org 

 Kristie Scrivner, ECSE and Wyman Process Coordinator,  kscrivner@rolla31.org 

 Michelle Neef, Truman and Mark Twain Process Coordinator,  mneef@rolla31.org 
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