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BLOOMINGTON PUBLIC SCHOOLS DISTRICT 87

POSITION DESCIPTION

TITLE:


Teacher Coordinator
QUALIFICATIONS:
Bachelors Degree from an accredited college or university, teaching certificate from the State of Illinois with a LBSI endorsement or a Type 73 certificate.
REPORTS TO:
Director of Special Education; Assistant Superintendent of Curriculum and Instruction  
JOB GOAL:
To assist with the coordination of the following general and special education services: 
· Social Emotional Learning – District PBIS, Special Education Placements including District EBD, Special Education SAVE and Private Day 

· Technology – Accessible Instructional Material; RtI and Special Education Instructional Software; Assistive Technology; Data Collection and Analysis 

· Secondary Transition 

PERFORMANCE RESPONSIBILITIES:

1. Coordinate RtI and Special Education instructional software including development and provision of staff development. 

2. Provide ongoing support and assistance to intervention and special education instructional personnel. 

3. Coordinate activities including access to Accessible Instructional Materials (AIMS) for all students with “print disabilities”. 

4. Collaborate with the technology department on deployment of RtI and special education software. 

5. Track and monitor licenses for RtI and special education software. 

6. Attend regional meetings for coordinators of assistive technology services. 

7. Coordinate transition services for students age 14+. 

8. Provide on-going support for development of transition plans for all special education students ages 14+. 

9. Represent the district on the area Transition Planning Council. 

10. Monitor “Indicator 13” providing staff development as appropriate. 

11. Provide support and coordination of activities related to PBIS. 

12. Coordinate district-wide programs for students with emotional/behavioral needs: 

13. Provide support and assistance to building level administration to meet the needs of students with emotional/behavioral needs. 

14. Attend IEP conferences for students with emotional/behavioral disabilities. 

15. Develop the capacity of staff to effectively conduct a functional behavior analysis. 

16. Provide support and training in designing/implementing behavior improvement plans. 

17. Provide support and training on data collection and analysis using a behavior tracking system. 

18. Provide support and training on CPI – Nonviolent Crisis Intervention - including the use of time-out and physical restraint. 

19. Coordinate services for students with emotional/behavioral needs with other school districts and agencies.

20. Serve as the district representative in the area of social/emotional concerns. 

21. Represent the district on the Local Agency Network. 

22. Serve as the liaison between the transportation provider and Private Day Programs. 

23. Assist with transition of students between programs/buildings. 

24. Maintain current knowledge of federal and state laws and regulations which apply to special education programs. 

25. Maintain data and provide reports as necessary. 

26. Assist with design, development and implementation of appropriate training and staff development activities. 

27. Other duties as assigned. 

1. The above Instructional Technology 

2. Assist with the design and implementation of computer programs/services to address the educational needs of students with disabilities including the implementation of research-based strategies for instruction. 

3. Assist with design, development and implementation of appropriate training and staff development activities. 

4. Provide ongoing technical assistance to intervention and special education instructional personnel. 

5. Coordinate activities including access to Accessible Instructional Materials (AIMS) for all students with “print disabilities”. 

6. Collaborate with the technology department on deployment of RtI and special education software. 

7. Coordinate with technology to track and monitor licenses for RtI and special education software. 

8. Attend regional meetings for coordinators of assistive technology services . 

9. Secondary Transition 

10. Provide on-going support for development of transition plans for all special education students ages 14+. 

11. Represent the district on the area Transition Planning Council. 

12. Monitor “Indicator 13” providing staff development as appropriate. 

13. General 

14. Maintain current knowledge of federal and state laws and regulations which apply to special education programs. 

15. Maintain data and provide reports as necessary. 

16. Other duties as assigned. 

17.   Instructional Technology 

18. Assist with the design and implementation of computer programs/services to address the educational needs of students with disabilities including the implementation of research-based strategies for instruction. 

19. Assist with design, development and implementation of appropriate training and staff development activities. 

20. Provide ongoing technical assistance to intervention and special education instructional personnel. 

21. Coordinate activities including access to Accessible Instructional Materials (AIMS) for all students with “print disabilities”. 

22. Collaborate with the technology department on deployment of RtI and special education software. 

23. Coordinate with technology to track and monitor licenses for RtI and special education software. 

24. Attend regional meetings for coordinators of assistive technology services . 

25. Secondary Transition 

26. Provide on-going support for development of transition plans for all special education students ages 14+. 

27. Represent the district on the area Transition Planning Council. 

28. Monitor “Indicator 13” providing staff development as appropriate. 

29. General 

30. Maintain current knowledge of federal and state laws and regulations which apply to special education programs. 

31. Maintain data and provide reports as necessary. 

32. Other duties as assigned. 

33. Plans and implements instructional programs in accordance with the district’s philosophy and curricular objectives; adheres to approved policies and procedures of the district.

34. Meets and instructs assigned classes in the locations and at the times designated.

35. Plans a program of study that motivates students and, as much as possible, meets the needs, interests,, and abilities of the students.

36. Creates a classroom environment that is conducive to learning and appropriate to the maturity and interests of students.

37. Prepares for assigned classes and shows written evidence of preparation upon request of immediate supervisor.

38. Guides the learning process toward the achievement of curriculum goals and establishes clear objectives for lessons and communicates these objectives to students.

39. Employs a variety of instructional techniques and instructional media, consistent with the needs and capabilities of the individuals and/or student groups involved.

40. Assesses the accomplishments of students on a regular basis and provides feedback and progress reports as required.

41. Works cooperatively with other school personnel in the identification, diagnosis, and remediation of individual students with specialized needs.

42. Encourages students to become responsible in maintaining acceptable standards of classroom behavior.

43. Assists administrators in implementing policies and rules concerning student conduct; in the classroom, develops reasonable rules of classroom behavior and procedure, and maintains order in a fair and just manner.

44. Takes necessary and reasonable precautions to be responsible for and to protect students, equipment, materials, and facilities.

45. Maintains accurate, complete, and punctual records as required by law, District policy, and administrative direction.

46. Makes provisions to be available to students and parents as needed for education-related purposes.

47. Attends staff meetings and contributes to ongoing development of District programs through constructive involvement.

48. Strives to maintain and improve professional competence; demonstrates awareness of strengths and limitations, acknowledging recommendations, and setting personal and professional goals for improvement.

49. Possesses and maintains current information and academic background; demonstrates observable knowledge of theory and content in general education and subject matter specialization appropriate to elementary and/or secondary level.

50. Treats personal information about students, parents, or staff members confidentially and ethically by discussing such personal information only with individuals having a demonstrable educational interest in the student.

51. Maintains communication and positive relationships with students, colleagues, parents, and community.

52. Supports the Bloomington Public Schools, School District 87 and imparts a positive image of the District within the community.

PERFORMANCE STANDARDS:

1.
Skills and knowledge of position.  (observation)
1.1
Use of Instructional time.
1.1.1 Follows District curriculum and objectives.

1.1.2 Focuses students’ attention.

1.1.3 Communicates objectives and purpose.

1.1.4 Provides necessary instructional input to objective.

1.1.5 Uses modeling to aid in achievement of stated objectives.

1.1.6 Assesses students’ comprehension before introducing new material.

1.1.7 Provides guided practice.

1.1.8 Maintains a high level of student time-on-task.

1.2
Motivates students to success.
1.2.1 Relates learning to students’ interests.

1.2.2 Provides varied learning activities.

1.2.3 Involves students in learning.

1.2.4 Provides consistent, immediate feedback to students.

1.2.5 Sets tasks for students’ success.

1.2.6 Sets tasks at correct level of difficulty.

1.2.7 Supplies prompts/cues that promote students’ learning.

1.2.8 Maintains clear, firm, and reasonable work standards.

1.3
Increases productive student behavior.
1.3.1 Praises students for appropriate behavior.

1.3.2 Is specific when reinforcing a behavior.

1.3.3 Informs students of progress.

1.3.4 Deals fairly and impartially with all students.

1.3.5 Establishes a positive learning climate enabling students to work without disruption.

1.3.6 Enforces classroom and school rules, District policies and regulations.

1.3.7 Establishes a set of rules and procedures to govern student participation and movement in   the classroom.

1.3.8 Handles classroom problems and is willing to seek supportive help.

1.4
Demonstrates proficiency in subject area.
1.4.1 Demonstrates sound knowledge of subject area.

1.4.2 Responds knowledgeably to students’ questions.

1.4.3 Exhibits broad knowledge of the students learning needs, for example, guidance, learning      disabilities, social work, and speech.

1.4.4 Provides appropriate remedial and/or enrichment activities.

1.4.5 Uses current and accurate information.

1.4.6 Effectively applies knowledge of the principles of learning.

1.4.7 Relates content areas, when applicable.

1.5
Exhibits proficiency in oral/written language.
1.5.1 Pronounces words correctly.

1.5.2 Uses grammatically correct English.

1.5.3 Uses correct spelling, punctuation, and grammar in all written materials.

1.5.4 Writes legibly.

2.
Management System (observation and general)

2.1
Follows established timelines and procedures.
2.1.1 Records daily attendance and provides information promptly.

2.1.2 Maintains accurate grade book with names and pertinent data.

2.1.3 Completes reports of grades accurately and on time.

2.1.4 Follows building procedures for use of text materials, audio-visual equipment, etc.

2.1.5
Complies with building rules, regulations, and directions.

2.2
Appropriately conducts student assessment.
2.2.1 Develops ways to evaluate what is taught.

2.2.2 Utilizes assessment tools, including varied levels of questioning.

2.2.3 Writes test clearly.

2.2.4 Administers tests frequently enough to effectively monitor student learning; provides  feedback.

2.2.5 Refers students for appropriate alternative educational strands or programs.

2.2.6 Strives for optimum performance from each student as indicated by students’ work.

2.3
Provides specific classroom routine and procedures within an appropriate learning environment.
2.3.1 Structures and manages classroom for the most productive and meaningful pupil participation.

2.3.2 Facilitates smoothly the transition from one activity to another by individuals or groups.

2.3.3 Maintains good housekeeping procedures in classroom.

2.3.4 Utilizes bulletin boards and display areas.

2.3.5 Organizes bookshelves and storage areas.

3.
Professional characteristics and growth (general)

3.1 Uses standard English and proper punctuation in all written communications

3.1.1 Correctly uses rules of spelling, punctuation, and grammar in all written materials.

3.1.2 Writes legibly and formats written materials neatly.

3.1.3 Communicates clearly and effectively in ways understandable to intended recipients.

3.2 Follows District policies and procedures.

3.2.1 Practices punctuality as observed in arrival and departure times from building, classes, and committee meetings.

3.2.2 Complies with District policy on attendance and use of leave days.

3.3 Expands professional training and skills.

3.3.1 Participates in District planned curriculum workshops/planning sessions.

3.3.2 Strives to maintain knowledge of professional organizations and associations that promote teaching skills and methodology as related to the teacher’s content area of specialization.

3.4 Fosters parental involvement.

3.4.1 Initiates conferences with parents.

3.4.2 Handles parental concerns and questions tactfully in a manner of support and understanding while supporting school decisions or positions.

3.4.3 Maintains confidentiality about pupils and families.

4.
Interpersonal Relationships  (general)

4.1 Exhibits overall positive approach.

4.1.1 Exhibits skills to foster effective positive self-image of students.

4.1.2 Treats students in a consistent and empathetic manner using fair and nondiscriminatory standards.

4.2 Provides good human relations.
4.2.1 Promotes constructive relationships with staff.

4.2.2 Maintains constructive relationships with students, parents, and community.

TERMS of EMPLOYMENT:

Salary and length of work year to be established in accordance with the collective bargaining agreement between the Board of Education and the teacher’s recognized negotiating agent, if any, or by Board policy.

EVALUATION:
Performance will be evaluated in accordance with the applicable provisions of the Evaluation Plan for Certified Teachers and the collective bargaining agreement between the board and the Bloomington Education Association. 

A qualified evaluator to complete the formal evaluation process will use the following forms:


F10.1a

Classroom Teacher – Pre-Observation Data Sheet (optional)


F10.1b

Classroom Teacher – Worksheet


F10.1c

Classroom Teacher – Evaluation


F 10

Summary Performance Review

April 15, 2011
The above description covers the most significant duties performed, but does not exclude other occasional work assignments not mentioned, the inclusion of which would be in conformity with the skills and responsibility levels appropriate for this position

