JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Director of Special Education
DEPARTMENT: 


 ????
SUPERVISOR: 


Superintendent
JOB GOAL: 

Supervises:     Regular K-12 Special Education, and other assigned Categorical State/ Federal/Private Funded Programs; inclusive of Technology and assigned licensed and Non- Licensed Personnel/Administrative Personnel.

To provide direction to the Jemez Mountain School District with regard to their Special Education Program. This position will oversee the collaboration, articulation, and implementation of other programs to include vocational education, regular education, Bilingual Ed. etc. for maximum effectiveness. All tasks and responsibilities will be carried out under the direct guidance and supervision of the Director of Instruction.

PERFORMANCE RESPONSIBILITIES:


The person holding this position must be able to:

· Direct(s), coordinate(s), monitor(s), implements(s), supervise(s), and assess(es) assigned and/or existing State and Federal instructional programs, such as: REC/IDEA B (Entitlement, Discretionary, Pre-school), Special Education Program, Child Find, Section 504, Save the Children and/or other IDEA-B Grants that become available inclusive of other assigned programs as funding becomes available.

· Comply with all rules and regulations applicable to all programs, develop a Special education Manual with assistance of REC #2 and insure compliance with Americans with Disabilities Act (ADA) and provide training.

· Schedule through designee, educational, appraisal and review committee meetings, for regular and new students. Emergency IEP meetings or meetings to modify IEP may be schedule by the Principal(s) or Special Education Staff.

· Training Principals about the importance of attending IEP Meetings for Special Education.

· Attend all initial and 3-year re-evaluation IEP Meetings for Special Education.

· Implement General Screening and Student Assessment Team Plan.
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· Implement and supervise Full Inclusion Programs in order to obtain The Least Restrictive Environment (LRE) as Per IDEA B Application.

· Meet regularly with Diagnostician(s) and Therapists and contractors for ancillary services.

· Meet with Special Education staff, regular education staff counselors, administrators, and other staff regarding program implementation, student services and provide training, if necessary.

· Meet with staff and administration to open lines of communication and address

· programmatic concerns.

· Train Special Education staff, counselors, administrators and other staff regarding the Medicaid Reimbursement Process.

· Oversee Medicaid Reimbursement Process.

· Establish a Parent Advisory Committee and provide training for Special Education Programs inclusive of the Gifted Program.

· Review master teaching schedules, Kindergarten through 12th, and make recommendations for Director of Instruction and Superintendent’s approval.

· Provide periodic instructional program observation(s).

· Approve or disapprove school activity requests applicable to assigned programs.

· Schedule Staff Development/Training Sessions for professional growth or as the need arises.

· Assess and monitor applicable Summer School Enhancement Programs for students along with Director of Federal Programs, Director of Instruction and Principal(s).

· Serve as a designee to the Director of Instruction and the Superintendent on student discipline and/or facilitator regarding long-term suspension or expulsion.

· Serve as a designee to the Superintendent in dealing with child abuse (non-sexual) investigation and reporting.

· At the request of the Superintendent, assess and recommend personnel and staff training for the Superintendent’s consideration.

· Establish initial budgets and request for cash through the Business Manager and Accounting Manager(s) for all assigned operational, private, federal and categorical programs.

· Review expenditure reports, initiate budget transfers, budget increases, budget decreases, and maintain financial accountability for all Idea B, or private funded categorical programs(s).

· Provide allocations to each school for supplies, materials, equipment and adhere to Purchasing/Procuring Board Policies and Procedures.

· Monitor and update the existing equipment inventory which was purchased from assigned federal, state or private funds applicable to assigned programs.

· Log all long distance calls and fax transmittals.

· Review and monitor telephone bills of your department and assigned staff and compare with telephone logs for accountability purposes.

· Work with Director of Instruction/Principals in preparing a community newsletter representing the district perspective to the community on a monthly or quarterly basis.

· Contract Grant Writer(s) for continued an/or new innovative programs/funds (Federal, State, Private) to enhance our existing programs or to implement innovative programs.
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· With the assistance of the DI/Principals, review and compile all information for the school district relevant to pupil membership accounting inclusive of 40th, 80th, 120th, December 1st and End of Year Reporting Days, through Accountability Data System.

· Prepare and compile required Public Education Department and North Central Accreditation district reports, including personnel reports with assistance of Principals and Director of Instruction.

· Prepare other reports, including program summaries, for submission to the Public Education Department, other agencies, respond to surveys and questionnaires and with Principal(s) assistance disseminate Quality Education Surveys for school improvement.

· Assist with Development of the Annual Accountability report with the assistance of the Principal(s) and supervise/oversee the entering an aggregation of data on Accountability Data System/Power School/Quality School Portfolio( QSP) or any other Data system adopted by the school district.

· Compile operational statistics and gather such other data as the Superintendent may require for other projects, with assistance of principals. (Example: Public School Capital Improvement Application, Grant Writing, etc….) as it applies to SPED.

· Research and disseminate information about new developments in education an the programs and activities.

· Address the District-Wide Needs Assessment Plan for compliance purpose.

· Update Five (5) Year Facility Plan for the school district with assistance of principals and architect.

· Assist in developing job Descriptions and Performance Development Plans/Growth Plans for Special Education Personnel.

· Review all school district Administrative and certified SPED Employees’

· Evaluations/Growth Plans (K-12) and develop verification check list.

· Develop and implement Curriculum that is aligned with the State Standards and Benchmarks and is being implemented kindergarten through 12th grade (Regular and Special Education).

· Assist in the preparation of annual budget relevant to program(s) personnel and staffing patterns and review salaries and salary computation worksheet for IDEA staff, inclusive or employee’s work calendar.

· Purchase supplies and equipment for office in accordance with procurement policy.

· Approve and/or disapprove all Request for Leave Forms, (Sick, Personnel, Annual, Professional and Bereavement, etc…), inclusive of Activities, Trips and Fund Raising.

· Assist in interpreting personnel policies, regulations and other policies.

· Assist in implementing new employee orientation session.

· Assure management plan is being implemented and check out existing administrators who have retired, resigned or at the end of their contract.

· Report regularly to the Superintendent regarding on-going status report and/or on any developments or problems within the district coming to his/her attention and requiring the Superintendent’s awareness or requiring action.

· Compile Operational Statistics and gather such other data as the Superintendent may require for other projects, with assistance of Principals, (Example: Drop Out Report, Vandalism report, Vocational Report, Survey, Questionnaire, etc….).

· Implement and oversee the entry of data through the Accountability Data System/ Power School, QSP as applicable.
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· Consolidate district-wide Staff Development Plans for effectiveness.

· Attend board meetings as requested by the Superintendent.

· Perform such other tasks and assume such other responsibilities as the Superintendent may from time to time assign or delegate.

MINIMUM QUALFICATIONS:

QUALIFICATIONS:


Experience/Education:

· Elementary and/or Secondary Licensure in Special Education or currently working on Licensure.

· Administrative Licensure by New Mexico Public Education Department or currently working in an approved planned program with a University/ College leading towards an NMPED Administrative License.

· Supervisory Experience Preferred

· Demonstrated leadership qualities.

· Other qualifications determined to be necessary by the Board of Education.
Skills/Knowledge:

· Ability to communicate accurately and effectively.

· Knowledgeable about or experience involving school administration and school finances.

· Knowledge of universal hygiene precautions.

· Knowledge of OSHA regulations.

· Must know how to properly operate or be willing to learn to operate all multimedia equipment including current technology.  
· Demonstrate an ability to manage time effectively and to deploy financial and human resources in a way that promotes student achievement.

Physical Requirements:

· Ability to perform the job and access the environment for which assigned.  The following may be required:  Sitting, standing, lifting, moving about the room or school, carrying (up to 50 pounds), reaching, squatting, kneeling, prolonged typing, physical ability to type on a keyboard terminal, and moving light furniture.
Environment/Scheduling:

· Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignment without direct supervision.  After hour work may be required.

WORK SCHEDULE:
Contract Days:   ????  Term of Employment to be established by the Board of Education on an annual basis.


Hours Per Day:  ????  8 hours per day minimm
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.
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EVALUATION: 
· Performance of the job will be conducted in accordance with provisions of the Board’s policy on Evaluation of Professional personnel.

This job description for Director of Special Education is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Director of Special Education.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Superintendent
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