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OUR MISSION 
Is to serve the needs of all students as they prepare to become life-long learners and contributing 

members of society through integration of Science, Technology, Math and Engineering into the 

traditional content areas of Reading, Language Skills, Social Studies, the Arts and Physical Education. 

Kindness and respect for others is the foundation upon which students will develop into critical and 

ethical thinkers who will be prepared to meet the challenges of future job market and interpersonal 

skills requirements. 
 

OUR VISION 
Is to see all students succeed in school: to develop self-confidence, learn to appreciate and get along with 

others, become proficient in all content areas, explore and use unique abilities, graduate from high 

school and pursue further training, including but not limited to, the fields of Science, Technology, 

Engineering and Math in order to become productive citizens. 

 

 

 

Welcome to St. Cloud Math and Science Academy 

 
Welcome to our school district and to your new school, classroom, and team. 

We hope that your employment here will be filled with positive growth and learning for 

you, as well as for the students and teachers with whom you will work with every day. 

 
As a paraprofessional, you have been hired to assist students with special 

education needs meet their educational goals. As you begin to settle into your new job, 

we are providing you with this handbook as one way to share some general information 

intended to support you in your day-to-day work with students and staff. 

Please familiarize yourself with the information on the following pages. Please 
complete the signature page at the end of the handbook and return it to your supervisor. 

After reading this handbook, if you have any questions, comments, or concerns about 

your role as a paraprofessional, please contact your immediate supervisor or the 

principal. 

 

We are confident that our school community will benefit in many ways from 

your contributions to the students and staff.  We will provide you with ongoing support 

in order to complete your job effectively. We look forward to having a positive and 

successful school year for students and staff. Welcome to our school community! 
 

Sincerely, 

Tammy Bengtson 

Principal of St. Cloud Math and Science Academy 
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WELCOME TO YOUR JOB AS A CHARTER SCHOOL PARAPROFESSIONAL 
 

 
What is a charter school and what does a paraprofessional do? 

Charter schools are public K-12 schools started by parents, teachers, and/or community members 

who apply for a "charter," which defines the school's specific mission and goals, and how these goals will 

be measured. Charter schools must be sponsored by an authorizer, who then files an affidavit of intent to 

sponsor a charter school with the state for its approval. Authorizers of charter schools may be non-profit 

organizations, foundations, local school districts, intermediate school districts, or post-secondary 

institutions. Charter schools are accountable to their authorizers, parents and families, the state, and the 

public for achieving measurable results in student achievement and for implementing fiscally sound 

management. Charter schools are extremely diverse in their focuses. From project-based schools to arts- 

intensive schools to online learning and technology-focused schools, the missions of charter schools in 

Minnesota vary widely. Since charter schools are public schools, they are open to anyone, free of charge. 

St. Cloud Math and Science Academy’s charter is STEM and our authorizer is NEO. 

Like all public schools there are students with disabilities who attend these schools. Your role, as a 

charter school employee, will be to participate in a team of professionals who implement the Individuals 

with Disabilities Education Act (IDEA) with students identified as eligible for special education services. 

Your specific responsibilities may vary, but you will spend your days working with students. Your 

role may be one of a behavior manager, an instructional assistant, or any number of other duties designed 

to help ensure students with disabilities are able to meet academic standards and have a successful school 

experience. 

 
Please familiarize yourself with the information on the following pages. Complete the 

signature page at the end of the handbook and return it to your supervisor. 
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CODE OF ETHICS FOR PARAPROFESSIONALS 

 
A code of ethics defines and describes acceptable practices. A code for paraprofessionals examines 

specific responsibilities of the paraprofessional as well as the relationships that must be maintained 

with students, teachers, school and community. 

 

Accepting Responsibilities 

 
Recognize that the supervisor has the ultimate responsibility  

for student instruction and management. 

 

Relationships with Students and Parents 

 
 Do not communicate progress or concerns about students to parents unless directed to do so by 

the supervising teacher or principal. 

 Refer concerns expressed by parents, students or others to the supervising teacher. 

 Discuss school problems and confidential matters only with school personnel. 

 Refrain from engaging in discriminatory practices based on a student’s disability, race, sex, 

cultural background or religion. 

 Respect the dignity, privacy, and individuality of all students, parents and staff members. 

 Present yourself as a positive adult role model. 

 

Relationship with the Teacher 

 
 Discuss a child’s progress, limitations, and/or educational program only with the supervising 

teacher in the appropriate setting. 

 Recognize the teacher as a supervisor and team leader. 

 Establish communication and a positive relationship with the teacher. 

 Discuss concerns about the teacher or teaching methods directly with the teacher. 

 When problems cannot be resolved, utilize the school district’s grievance procedures. 

 

Relationship with the School 

 
 Accept responsibility for improving skills. 

 Know school policies and procedures. 

 Represent the school in a positive manner. 
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JOB ROLES AND RESPONSIBILITIES 

 
What exactly will you do as a paraprofessional? What will your role be and with whom will you work? 

 
Paraprofessionals work with students. Their work is traditionally supervised by a licensed teacher or an 

administrator who is responsible for the education of students with disabilities. 

As a paraprofessional you might: 
 

 Provide instructional support in small groups 

 Assist teachers in a resource room and/or classroom setting 

 Provide one-to-one instruction and/or support 

 Modify materials 

 Implement behavior plans 

 Supervise students in hallways, the bus, or other non-instructional settings 

 Meet with teachers 

 Collect data on individuals with exceptional learning needs 

 Provide personal care assistance 

 

 
As a paraprofessional you are an essential part of a special education team, and as such you are valued for 

the contribution you make to student success. 

 

Training may be provided to you in areas such as instructional methods, teamwork, behavior management, 

facilitating interactions with peers, use of technology, maintaining confidentiality, fostering independence 

in children, and providing personal care, dependent on your needs. 
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Your responsibilities differ from those of the special education teacher. 

 
Teachers: 

  Plan the schedule 

  Develop the I.E.P. (Individualized Education Plan) 

  Plan activities and lessons for students 

  Communicate all plans, policies, and instructions 

  Determine needed accommodations and modifications 

  Communicate information about individual students and data privacy 

  Administer assessments 

  Plan behavior management strategies 

 Conference with parents 

  Meet regularly with paraprofessionals 

 

As a paraprofessional you will: 

  Participate as part of a team to address student needs 

 Implement behavior management strategies 

  Carry out the provisions of the I.E.P. 

  Communicate with parents as directed by teacher or administrator 

  Support students in general education settings 

  Assist with monitoring of all students – when the child you are assigned to is on task, float around and 

help other students, use nonverbal techniques when at all possible so you are not adding distractions to the 

room. 

Each day may be different but these are some of the activities you will likely do: 

 Make daily accommodations and modifications specified in the I.E.P. 

  Keep records on student progress 

 Provide direct instruction 

  Support students in general education classrooms 

  Monitor and observe students 

  Provide information on I.E.P. goals 

 Support teachers in the resource room 
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Communicate regularly with teachers and/or administrators on students’ needs and progress. 

 Collaborate with other professionals to help ensure student success. 

  Collect and help analyze data 

The first step is to realize you bring talents with you that you might not realize you have. 

Use your common sense. Children have many of the same needs as adults. 

 

- They need consistency. 

 

- They need to understand they can rely on you to do what you say you will do. 

 

- They need to be listened to. 

 

- They need to know their thoughts and ideas matter. 

 

- They need to grow towards independence. 

 

 
Work with your supervisor to complete the following: 

My instructional duties are: 
 
 

□  

□  

□  

□  

□  

 
 

 

My Classroom Duties are: 
 

□  

□  

□  

□  

□  
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My Behavior Management duties are: 

 

□  

□  

□  

□  

□  

 

My Resource Room duties are: 

 
□  

□  

□  

□  

□  

 

 

My Behavior management duties are: 

 

□  

□  

□  

□  

□  

 

Playground/Lunchroom Duties are: 

 

□  

□  

□  

□  

□  

 

Miscellaneous duties are: 

□  

□  

□  

□  

□  
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PROFESSIONAL CONSIDERATIONS/GENERAL 
INFORMATION 

 
 Time Cards need to be completed according to the pay periods. 1st-15th is paid 

on the last day of the month. 16th-end of the month are paid on the 15th of the 
month. Please turn in completed time card on the 15th and the last day of the 
month. 

 
 Be on time! Promptness is essential - students may not be safe while you 

are "running late". 
 

 If your time is altered due to being late or leaving early, please have your 
principal initial your time card on the day/s you leave early or come late. If 
you are scheduled to work from 7:30-3:00 you need to be working to assist 
students until they are dismissed on the bus. After dismissal, there is time to 
communicate with the teacher that you work with or help them get things 
ready for the next day. 

 
 Regular attendance is very important. Students, teachers and other 

paraprofessionals depend on you each day. 
 

 Follow building procedures for absences. Call Tammy Bengtson #320-249-0069 

when you will be absent or late. The sooner we know of your absence, the more 

chance we have to get a substitute. 

 

 Hours/Breaks-Your scheduled hours will depend on the student’s needs. You will 

receive a ½ hour paid lunch break. 
 

 As a paraprofessional, you are always expected to present a 

professional appearance and to conduct yourself in a professional 

manner. 

 

 Maintain good personal hygiene. You will be in close proximity with 

many people. Alter your dress if it causes a distraction or challenging 

behaviors for the student(s). (i.e., dangling earrings that distract the 

student). 

 Avoid talking about students, other personnel, or other personal matters in 
front of students. 
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 Maintain and exhibit respect for families. 

 
 Maintain professional behavior in the classroom at all times. Your 

Job is to support students. Conducting personal business (Personal 

phone calls, texting, social media, reading newspapers, e-mails, or 

other recreational reading material, etc.) is not acceptable while on   

duty. 

 
 Please be an active member of the class. You should look alert and should focus 

on how you can help your student as well as help the overall classroom run more 

smoothly. 

 

 Please review safety policies for the classrooms that you are assigned to. We 

will give you a copy of emergency procedures so that you are aware of where 

to go when there is a fire drill, tornado drill, evacuation and what to do in a 

lock down. 

 

 When the class is transitioning around the building, outdoors to the 

playground, on a walk to the park, or on a fieldtrip, please keep safety for 

your student as a top priority. You should be following within a foot of your 

student.  Also holding hands may be needed or appropriate for the student 

you are working with.  If you are unsure, please ask your supervisor. 

 

 You will be asked to complete a Goal achievement plan.  This will come   

from your current job responsibilities. Please see your supervisor if you have 
difficulty completing your goal and plan. We would like these Goal 

achievement plans turned in by November 2nd. (See attached Goal 
Achievement Plan) 

 

 Your job performance will be evaluated twice a year. We will evaluate in 

early January and then again before the end of the school year. The special 

education teacher, regular education teacher, and other staff in which you are 

in direct contact with will be consulted regarding your performance. (See 

attached Performance Review Report) 
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LEGAL RESPONSIBILITIES 

 

There are legal safeguards in place to protect the rights of students with disabilities and it is important that 

you understand them. As a paraprofessional, you will be expected to know these laws and rules and follow 

the policies and procedures as they apply to the students with whom you work. 

 
A.D.A. The American’s with Disabilities Act – This law was enacted in 1990 and provides individuals with 

disabilities, no matter their age, protection from discrimination based upon their disabilities.  It was 

amended in 2008 to ensure even more protection under the law. It has made life easier for people with 

disabilities. Some students with disabilities who are not receiving services under the umbrella of special 

education may receive 504 accommodations at school, such as extended time for examinations, or special 

study areas, because of A.D.A. These students usually have a 504 Plan which provides them with these 

opportunities. 

 
I.D.E.A. The Individuals with Disabilities Education Act – This act is addresses the educational needs of 

children and students with disabilities from birth through high school graduation. There are several key 

elements of this act that you should be aware of: 

 
F.A.P.E. This refers to the mandate that each child should have access to a “free, appropriate public 

education”. 

 

L.R.E. Provision that each student be educated in the “least restrictive environment”, which means that, to the 

extent possible, students should be educated with their peers. 

There are four other important components of IDEA but these are the two of with you should be especially 

aware. 

Confidentiality 

One of the most important aspects of ethical behavior for paraprofessionals is the handling of confidential 

information about students and their families. During the normal course of daily activities you will come in 

contact with a wide variety of information about students. Information may include test scores, behavior, 

attendance, family problems and many other kinds of personal information. You are required by law to 

keep this information confidential. 



12 | P a g  

IDEA addresses a school district’s obligations to protect the confidentiality of student information. The 

Minnesota Data Practices Act MN Statute 13.02 Subd.7 prohibits the unauthorized sharing of personal 

information. The Family Educational Rights and Privacy Act (FERPA) forbids the disclosure of 

information about students. It is necessary for you to follow the spirit and the letter of each law. What 

does this look like in practice? 

 
If you happen to be talking with a parent, never discuss another student. 

Never discuss other children in the community. 

Never discuss information about a student with other faculty members unless they have a 

need to know the information. 

 

Never share information in hallways, faculty lounges, and where ever someone could 

overhear you. 

 
Always err on the side of not disclosing information when you have a question. 

 

If you have a question about what kind of information you are allowed to access speak 

with your building supervisor or principal. 

 
Abuse and Neglect 

 
MN Statute 626.556, The Reporting Maltreatment of Minors Act, requires school employees to report 

suspected child abuse and/or neglect. In most cases, schools have procedures in place for you to make a 

report. Be sure to know what they are. In Minnesota you are charged with a misdemeanor if you fail to 

report. Your identity is protected by law when you report your suspicions. This is an important 

responsibility and should be taken very seriously by you. 

 

 

*This material is adapted with permission from the Minnesota Department of Human Services, Child Protective 

Services 
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Here are some signs to look for: 

 

*Neglect is the most common form of maltreatment in Minnesota. It is usually failure of the child’s 

Caregiver to: 

 
   Supply the child with necessary food, clothing, shelter, medical, mental healthcare, education, or 

appropriate supervision 

   Protect the child from conditions or actions that endanger the child 

  Take steps to ensure that a child is educated according to the law 

 
*Physical Abuse is defined by the state of Minnesota as “…any physical injury or threat of harm or 

substantial injury, inflicted by a caregiver upon a child other than by accidental means. Physical abuse can 

range from minor bruises to severe internal injuries and death.” 

 
   Malnutrition 

  Poor hygiene 

  Inadequate clothing for weather conditions 

  Poor school attendance 

   Injuries that are untreated 

  Constant fatigue or listlessness 

*Sexual Abuse is the subjection of a child to a criminal sexual act or threatened act 

  Difficulty walking, sitting, or complaints of genital pain 

   Behavioral signs can differ depending the age and maturity level of the student and the relationship 

of the child to the abuser but they may include the following: 

 Frequent urinary tract infections 

 Suddenly acting younger and more immature 

 Acting more sexually mature than the student’s age would indicate 
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*Emotional Abuse is harm to the child's psychological capacity or emotional stability evidenced by an 

observable and substantial impairment of the child's functioning, and is considered abuse in Minnesota. 

Signs are for instance: 

 
  Very high or very low body weight 

  Sleep disorders 

   Depression/Anxiety 

  Lack of concern for physical appearance 

 
Obviously, these signs do not always indicate abuse.  But remember, the statute requires you to report if 

you “suspect” abuse. The best way to determine if a student is experiencing neglect or abuse is to listen. 

Listen to what the student says and what the student does not say. Also, pay close attention if the student’s 

behavior changes abruptly. 

 
The importance of the safeguards in ADA and IDEA, which protect the rights of students with disabilities, 

legislation concerning confidentiality and a student’s right to privacy, and your role as a mandated reporter 

of abuse and neglect, cannot be overstated. Make sure you understand them and adhere to them. 

 

 

 

 

1. What does “need to know” mean when discussing confidentiality? 

2. What is the process in your school for reporting suspected abuse? 
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COMMUNICATION 

 

 
As a paraprofessional there are many skills you are expected to have, but none is more important than your 

ability to communicate. This section addresses communication: speaking and listening, verbal and non- 

verbal, barriers to good communication as well as practices that enhance your message. 

 
Verbal/Written Communication 

 

 
Those who speak about effective communication often speak of the five “Cs”. Here are some 

strategies to remember using the letter “C”: 

 
Be clear: Make sure you know what you intend to say, and then say it. If someone asks you a question, 

don’t answer “maybe” if what you mean is “yes or no”. Expect clear communication in return. When you 

don’t understand something, ask for clarification. 

 
Be concise: Keep communication brief and stick to the point. Time is always at a premium in schools. 

Make the most of whatever time you have to communicate with your team and others. 

 
Be concrete: When your message is concrete, your audience has a clear picture of what you're telling 

them. When describing student behavior, this is especially important. Saying a student is “off task” can 

mean different things. But if you say a student “had his head down and the book closed” it is more likely 

your audience will understand what you intend. Whenever you describe behavior, describe it in a way that 

a person can mentally see the behavior. 

 
Be complete: Make sure the listeners have everything they need to be informed and, if applicable, take 

action. Provide the details that are pertinent to the issue. Say a student fails a math test. When 

communicating the test results to the team, it would be important to describe the particular issue. Is it that 

the student does not know basic facts? Is it the process? Or is it that he has trouble on the problems that 

require reading? 
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Be courteous: The adage that you don’t need to be disagreeable to disagree is true. Always communicate 

respectfully. 

 

Be considerate: When sending an email, remember that the content of the message may be requested as 

part of mediation or legal process. It is better to communicate face to face when discussing sensitive issues. 

 
*These strategies are important when communicating face-to-face, but may be even more critical when 

sending e-mail. Because body language is absent to the reader, messages can be easily misunderstood and 

unintended tones can be perceived.  Always re-read your messages before sending and never send 

messages in anger! 

 
Nonverbal Communication 

 

 
According to experts, a major portion of our communication is nonverbal. Every day, we respond to 

thousands of nonverbal cues and behaviors including posture, facial expression, eye gaze, gestures, and 

tone of voice. Facial expressions are responsible for a huge proportion of nonverbal communication. 

Consider how much information can be conveyed with a smile or a frown. 

 

 
And consider what you say – it’s not just the words you use, it’s your tone of voice, inflection and pitch. 

Your tone of voice can have a powerful effect on the meaning of a sentence. Saying, “Nice job!” can 

indicate approval or the same words said in a different tone of voice might convey sarcasm. 

 
Body language also has an effect on communication. If you say one thing, and your facial expression, 

posture, and tone of voice say something else, your message is sure to get lost. 

 
Active Listening 

 

 
Listening is often over-looked when discussing communication, yet nothing is more important. Have you 

ever been in a conversation with someone you knew was not really listening? What clues did the listener 

give you? 
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When you are listening to someone look at the speaker. If your eyes are focused elsewhere your audience 

is sure to think you are not listening. Nodding, a simple “uh huh”, or sitting up straight, can all indicate 

you are listening. 

 
Researchers often report that most of us hear only about 50% of what is said. It’s important that you 

understand what is being communicated. To make sure you have heard correctly get in the habit of 

paraphrasing what you heard.  After listening to a teacher tell you about problems a student is having in 

turning in assignments it’s a good idea to say, “You’re saying that Heather is missing several assignments 

and that the ones she has turned in are not done completely.” It can seem awkward at first, but you and the 

students will reap benefits from the practice. 

 
Barriers to Communication 

 

 
Do you have a habit of doing any of these? This is a good time to reflect on your own actions which might 

hinder communication. 

 
1. Automatic Talking: Listening just long enough to find out the topic. Then shutting off the rest of 

what is being said, particularly the emotional content, while you prepare a rebuttal. 

 

2. Selective Listening: When a person hears another, but selects to not hear what is being said by choice 

or desire to hear some other message. Continued selective listening is one of the best ways to destroy 

a relationship. 

 

3. Fixing: A fixer is a person that tries to fix another person's faults, problems or personality by offering 

what worked for them or a friend in a similar situation. As a rule, people do not like to be fixed. 

 

4. Using "You" or "We" statements instead of "I" statements: "I” statements show ownership of what is 

being said. “You" statements are often a form of criticism. "We" statements often implies everyone  

                   within listening distance agrees with the statement which may not be true. It’s like speaking for  

                   another person without their permission. 
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5. Absolute Statements: Words such as never, always, forever, etc. often make a statement untrue. Use 

                 a less absolute word. 

 

6. Derailing: Changing the subject, telling a joke, or pointing a finger at another person can disrupt 
conversation. 

 

7. Name Calling or Belittling: This is hurtful and may make another feel foolish or stupid and they may 
exclude themselves from further conversation. 

 

8. Stereotyping: Making broad statements about others. “Boys don’t read as well as girls.” This can be 

especially damaging when those from other cultures are described as a group. “Those kids are just lazy.” 

 
Communication with Families 

 
Sometimes paraprofessionals get to know students very well. Students may tell them intimate details about 

their families, and express feelings they would not ordinarily share. A strong bond can form between 

students and paraprofessionals, which is good. Because paraprofessionals may spend so much time with 

students, it is natural for parents to want to communicate with them on a regular basis. This can make 

communication with families tricky. Here are some good points to remember when communicating with 

parents: 

 
Talk with your supervising teacher about what information should be 

shared. Do not let yourself get caught in the middle between students and 

their families. Never share information about another student. 

If a parent has concerns about the student’s educational program, refer them to the case 

manager. 

 
Sometimes paraprofessionals send home notes to parents reporting on students’ daily progress. If you find 

that is one of your responsibilities, talk with your supervising teacher about parameters for these reports, 

and watch your spelling and grammar. 

 

*** Barriers to Communication Adapted from Group Dynamics and Community Building by Jerry Hanson with permission from 

the author 
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Some final notes about communicating: 

Choose the right time to discuss issues 

Ask for clarification 

Paraphrase 

 
You’ve read this before, but it is worth repeating…Use “I” messages 

It’s OK to disagree.  It’s not OK to be disagreeable. 

Something to think about… 
 

1. What is your preferred style of communication? 

2. What will you do to help resolve problems that arise at work? 
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BEHAVIOR MANAGEMENT 

 
Nothing can be more challenging than managing student behavior. Behavior comes in many forms: 

 
Externalizing - Disruptive behavior, Attention Deficit Disorder with Hyperactivity, conduct problems like 

angry outbursts 

Internalizing - Attention Deficit Disorder, learned helplessness, and emotional problems like depression 

and anxiety 

Students with any of these conditions can find learning difficult. Remember the last time you felt really 

angry or sad. Would that have been the best time to learn something new? 

Think about a time you have tried to change your own behavior by going on a diet, drinking more water, or 

exercising every day. If you are like most people, you understand how difficult change can be. If changing 

behavior you really want to change is that difficult, imagine how hard it is to change someone else’s 

behavior. It’s impossible! You really cannot change another’s behavior. What you can do is change your 

own behavior. What follows are some strategies you may find useful: 

1. Look at what you are asking students to do. Your lessons should be engaging and motivational. 

They should accommodate different learning styles.  If a student is having difficulty staying on 

task, ask yourself, “What is the task?”  Is it yet another worksheet? To engage students in their 

learning give them some choices (Should we do reading or math first?, or Do you want to do the 

evens or the odds?). Try to incorporate their interests, if they love horses, find books about horses 

to read and use horses in their math story problems. Make sure their work is developmentally 

appropriate. Fifth grade students whose reading level is low, should not be reading out of a first 

grade primer. It will affect their self-esteem and could make them even more reluctant to learn. 

2. Watch what you say to students. Don’t ask a question, when you are really making a statement 

(“Do you want to open your book to page 123?” when what you mean is “Open your book to page 

123”). Never use sarcasm. Sarcasm hurts adults and especially children. It is never the appropriate 

response to the situation. 
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3. Non-verbal communication was addressed in the communication section but bears repeating 

here. With behavior, less is more. A thumbs up, a shake of your head, a soft touch of the 

shoulder, or a movement to stand next to a student can often correct behavior without any words. 

And pay close attention to students' mannerisms: how does the student show frustration, fatigue, 

anger, and excitement - watch for and identify student non-verbal behavior. 

4. If you do correct behavior verbally, make sure to do it in private whenever possible. 

Never embarrass a student. 

5. Praise pupil's effort and success. Praise can be a tricky thing. Too much or too little is not good. 

When you do praise, be specific. Saying, “Good work”, does not give a student much information. 

But saying “Good job on writing descriptive sentences” is more helpful. And think about this… 

when do you need praise more? When you have done something perfectly or when you are in the 

middle of learning how to do a task? Don’t wait to praise until students get 100% or a great score 

on an examination. Students need praise more while they are learning and still making some 

mistakes to help with their motivation. The rates of positive to corrective feedback should be 3 to 1 

which means that you should make three positive comments for each corrective statement. No one 

is suggesting you count the statements you make to your students, only that you should keep it 

positive as much as possible. 

6. Look for teachable moments… a teachable moment is an unplanned opportunity that arises when 

a teacher has an ideal chance to teach something to students and they help develop critical 

thinking skills. This is also true when processing emotions. Many students find it easier to talk 

about how a character in a book may feel, than they do expressing their own emotions. A student 

reading The Diary of a Wimpy Kid might initiate a conversation about bullying. Social Skills can 

and should also be taught using teachable moments. 

7. Walk the tightrope between assisting and enabling. Think back to a time when you struggled to 

learn something and the achievement you felt when you were successful, like your first bike ride. 

Students need to experience that same achievement. Now remember when you tried to learn 

something that was too hard and you needed help, like getting your car to start when the battery is 

dead. Students need to know that there is someone who will help them when they need it.  This is 

the tension inherent in your job. When is helping necessary and when do we let the student struggle 

a bit? At times paraprofessionals give students more assistance than they need in an attempt to be 

helpful. Students have learned that if they say something is too hard, sit there and do nothing, an 
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adult may rescue them. This is called “learned helplessness”. There is no acid test to determine 

when help is necessary and when it is not. If you work with a student and are not sure, talk it over 

with your team. 

8. Use metacognition. Metacognition is simply ‘thinking about your thinking”. When working with 

students try to do some of your thinking aloud. For example, when given two choices think through 

your decision out loud. “Should I do the more difficult one first and get it out of the way, or should 

I do the one that will take less time first, so I can have as much time as I need to finish the other 

task.” Thinking out loud like this is powerful and can deeply affect the lives of the students with 

whom you work. 

9. Think of inappropriate behavior as communication.  When a student throws his/her math book 

on the floor and says, “I’m not doing this junk anymore,” he/she is communicating with you. The 

tricky part is trying to figure out what the student is saying. Is it that he/she doesn’t understand the 

work? Then re-teaching is the best response. Is he/she in need of attention? Perhaps you need to 

spend five minutes listening before beginning the lesson. Is the message that the student is tired, 

hungry, angry, or anxious? It could be any of a dozen causes and may be difficult to identify, but if 

you think of behavior as communication, you will be less likely to take it personally. 

 

10. Smile when you see your students. A genuine smile from you may be the only one a student 

receives that day.  If you feel that you cannot genuinely smile at your students, you are in the wrong 

profession. Working as a paraprofessional with students who have special needs can be trying, and if 

you don’t enjoy being around students you will not last very long. 
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STRATEGIES FOR INTERACTING WITH STUDENTS 

 
The following is a list of strategies that may be helpful in your interactions with .students. 

Some students who have an IEP will have specific objectives related to their behavior and 

engagement in learning tasks and with peers. Such students are likely to have a behavioral 

plan that will augment or extend some of these general guidelines: 
 

Relationship Building 

Develop a positive rapport with student. 

Maintain a professional, but supportive role with student as opposed to a "friend" 

relationship. 

Provide positive, specific and frequent feedback. 

Maintain your voice at a non-threatening moderate level. 

Use respectful language with all students. 

Behavioral Support 

 Provide clear expectations of behavior and check for understanding of those 

expectations. 

 Provide fair and consistent consequences for inappropriate behavior. 

 Cue student to return to a task without drawing negative attention to   him/her. 

 Catch the student displaying appropriate behavior or for finishing a task well and praise 

him/her. 

 Consistently follow individual behavior management plans that were developed by 

the student's team of professionals. 

 Continually evaluate the stress and frustration level of student. Communicate your 

observations and perspectives with the general and/or special educator. 

 
Moving Towards Independence 

Avoid becoming overprotective. Students may initially require intensive support, 

but you should fade to a coaching and indirect support role as soon as    possible. 

Encourage independence and interdependence with classmates. Students will interact 

more naturally when you are not sitting or standing next to them. 

Recognize the importance of peer modeling of appropriate behavior and point out 

examples of effective behavior and its consequences. 

Assist students by providing resources rather than giving them the answers. 

Allow students to make as many decisions for themselves as possible. Give 

opportunities for making choices. 
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QUESTIONS AND ANSWERS 

 
Make sure you get the answers to the questions below. Write them down so you can keep 

this as a reference.  Add your own. 

 

 

1. What is this school’s charter? 

 

 

 

 

2. Is there a dress code for this school? 

 

 

 

 

3. What hours do I work? 

 

 

 

 

4. Do I have a lunch time?  Breaks?  Sick Days? 

 

 

 

 

5. What do I do if I am not able to come to work? 

 

 

 

 

6. May I leave the school grounds during lunch? 

 

 

 

 

7. When do I get paid? Who should I call if I have questions about my paycheck? 
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8. How will I know which students I will be working with? 

 

 

 

 

9. What do I do when the student I am working with is absent? 

 

 

 

 

10. What should I do if the classroom teacher asks me to work with another student along 

with the student whom I usually see? 

 

 

 

 

11. What do I do with my students in case of a fire/tornado drill or in an emergency? 

 

 

 

 

12. What do I do when there is a school assembly? 

 

 

 

 

13. What should I do when a student’s behavior prevents me from completing the lesson? 

 

 

 

 

14. How much help is too much? 


