
Para On-boarding
Welcome to Albert Lea Area Schools!



Disability Awareness



The students WE serve...

● Autism Spectrum 
Disorder

● Developmental Cognitive 
Delay

● Other Health Disability
● Emotional/Behavioral 

Disorder
● Traumatic Brain Injury

● Severe Multiple Disability
● Specific Learning 

Disability
● Blind/Visually Impaired
● Deaf-Blind
● Deaf and Hard of Hearing
● Speech and Language 

Disability



Albert Lea Area 
Schools
Special Services

Special Education serves:
●  Ages Birth to 21
● Many programs to meet needs





Autism (ASD)

● Autism Spectrum Disorders (ASD) are a set of 
neurodevelopmental disorders that affect how children 
process information and see the world.

● ASD can impact children’s social relationships, 
communication skills and behaviors in different ways and 
to different degrees. 

● Children with ASD may have restricted interests or 
repetitive patterns of behavior



Emotional and Behavioral Disorders (EBD)

● Student with complex needs for emotional 
and/or behavioral supports.

● Various things can impact the conditions such 
as:
○ medical
○ biological
○ psychological
○ genetic dispositions



Other Health Disability (OHD)

● Includes a wide range of chronic or acute 
health conditions.
○ Asthma
○ Attention Deficit Disorder
○ Cancer
○ Seizure Disorder

■ These are just a few



Learning Disability (LD or SLD)
● A learning disability is a neurological disorder that  results from a difference 

in the way a person's brain is "wired." 

● Children with learning disabilities are as smart or smarter than their peers. 
But they may have difficulty reading, writing, spelling, reasoning, recalling 
and/or organizing information if left to figure things out by themselves or if 
taught in conventional ways.



Speech and Language (SLP or SLI)

“A communication disorder such as stuttering, 
impaired articulation, language impairment or a 
voice impairment that adversely affects a 
student’s educational performance”



Developmental Cognitive Delay (DD)
Mild/Moderate or Moderate/Severe

● Defined as a condition that results in 
intellectual functioning significantly below 
average.



Traumatic Brain Injury (TBI)

● An acquired injury to the brain.
○ Resulting in a total or partial functional disability or 

psychosocial impairment, or both.
● Can result in impairments such as:

○ cognition
○ language
○ memory 
○ attention
○ sensory

○ Abstract thinking
○ judgement
○ problem-solving
○ motor abilities



Tools
Some tools used in classrooms 

and on the bus...

● Visual Times
● Visual Cues and schedules
● Communication books or 

supports
● Social Stories
● Distractions

○ Books
○ Headphones with music
○ Other as determined by 

IEP team







Visual Schedule & Routine



Visual Expectations & Cues



Communication Supports



Visual Timers 



Paraprofessional Role



I Am a Paraeducator:  What’s My Job?

• Assigned to assist and support the special education teacher

• Does NOT assume the primary responsibility for the classroom.

• Follow Special Education Teacher’s Direction

• Be open to flexibility!



JOB DESCRIPTION
• Assist the special education teacher with educational and instructional activities, 

and non-teaching tasks.  

• Reinforce teacher taught skills

• Remember, the special education teacher, not the paraeducator, is accountable 
for instructional programming.

• Documentation is crucial.



ROLE AND EXPECTATIONS

• Team member 

• Helps carry out the educational programs developed through the IEP process.

• Assist students in order to ensure that they can participate in all activities being 
completed. 

• Assists students in the classroom with assigned activities and behavior 
management.

• Supervises children in the hallway, lunchroom and playground and during all 
transition times between classroom activities. 



ROLES AND EXPECTATIONS

• Maintain a positive, professional attitude in all aspects

• NEVER be a distraction to the classroom activities.

• No parent contact unless directed by teacher

• Cell phones are used only in an emergency, and used outside of the classroom

• Appropriate communication with all school staff and students.  

• If there are conflicts, be professional in dealing with the issues.

• Help document services provided related to IEP objectives.



POSSIBLE PARA DUTIES

• Assist students one on one or small 
group

• Tutoring students on IEP objectives

• Monitor/assist during study time

• Confer/plan with teachers

• Document student progress

• Observe, record, and chart behavior

• Assist with crisis and behavior 
management

• Redirections of off task behavior



     POSSIBLE PARA DUTIES

• Prepare classroom materials with IEP, 
accommodations, modifications in 
mind

• Classroom preparation

• Reports classroom teacher concerns 
to the special education teacher.

• Maintain student safety at all times

• Assist with physical needs

• Toileting

• Eating

• Dressing



Summary: Role of the Para-educator
● Reports to and directed by the licensed special education teacher
● Reinforces skills taught and learned~based on IEP and direction provided 

by teachers
● Modifications in tasks and assignments
● Creates independence
● Proactive behavior management
● Builds positive relationships with students and co-workers
● Meets students needs~emotional, social and academic
● Assists with daily living activities and skills
● Assists with 3rd party billing



Confidentiality



CONFIDENTIALITY IS…

• The act of protecting all personally identifiable data, information, and records 
collected, used, or kept by the school district about a student. 

• Personally identifiable data includes:

• Child or family names and address

• Student social security or student number

• Descriptions that would easily identify the student

• Confidentiality requirements also apply to discussions about a student and the 
student’s record.

• Maintain confidentiality about all personal information and educational records 
concerning children and their families in school and within the community



WHAT IS THE PURPOSE OF CONFIDENTIALITY IN 
SPECIAL EDUCATION?

Through the process of determining eligibility and placement, 
designing an individualized educational program (IEP) and providing 
that program, very personal and sensitive information about students 
and families is created, collected, and shared. This often includes 
information about the social, emotional, and educational status of the 
student. Such information must be held confidential and must only be 
shared with individuals who need the information to provide services 
to the student or who have a legitimate educational need for the 
information.



QUESTIONS/CONCERNS

Where should a 
paraeducator 
direct their 
questions or 
concerns?

• First…

• Case manager

• Second…

• School principal

• Finally…

• Kristin Otremba

• Assistant Director of Special Services



Students Come First
● Our work revolves around the students~

○ Their learning and needs

● To do this work…
○ Relationships are Vital
○ Teamwork is Vital

● How are we building independence?



Mandated Reporting



• You are a Mandated Reporter

• MN Statute: 626.556 REPORTING OF MALTREATMENT OF MINORS
• You need to report “immediately”, which means within 24 hours

• Who do you contact?  Freeborn County Child Services:
507-377-5400

Select Option 1 then

      Select Option 1

• How do I know when to report?
• If you suspect neglect or abuse you must report by using the link below

 https://drive.google.com/drive/folders/0AKS6NAYZ1Rt-Uk9PVA

   Share a copy with your lead teacher/principal

https://drive.google.com/drive/folders/0AKS6NAYZ1Rt-Uk9PVA


What is considered abuse and neglect in Minnesota?
Neglect
Neglect is the most common form of maltreatment; over 60 percent of all reports in 2013 were allegations of neglect. Neglect is usually 
involves the failure of the child’s caregiver to:

• Supply the child with necessary food, clothing, shelter, medical or mental health care, 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.

Exposing a child to certain drugs during pregnancy and causing emotional harm to a child may also be considered neglect.

Physical abuse
Physical abuse is any physical injury or threat of harm or substantial injury, inflicted by a caregiver upon a child other than by accidental 
means. The impact of physical abuse can range from minor bruises to severe internal injuries and death. Physical abuse does not 
include reasonable and moderate physical discipline of a child that does not result in an injury.

Mental injury
Mental injury is harm to the child’s psychological capacity or emotional stability evidenced by an observable and substantial impairment 
of the child’s functioning.

Sexual abuse
Sexual abuse is the subjection of a child to a criminal sexual act or threatened act by a person responsible for the child’s care or by a 
person who has a significant relationship to the child or is in a position of authority.
For additional information, Minnesota Statutes 626.556, the Reporting of Maltreatment of Minors Act, provides detailed definitions of 
child maltreatment.

https://www.revisor.mn.gov/statutes/?id=626.556


Third Party Billing



 

Congratulations on your new job with Albert Lea Area Schools!
Paraprofessionals hired in Special Education Department must complete the Department of Human Services, (DHS) Individual PCA 
online training and certification.  
When you complete this power point “ Para On-Boarding” a  second power point “Para PCA Training”  will give more details on PCA 
services program. Lastly, Part 2 of your training will assist you with the DHS./PCA & CFSS certification process.
 
During the certification process you will be prompted to:

1. REGISTER
 

2. Complete online  training
 

3.  Pass the PCA Certification.  You need to get 20 out of 25 questions to pass the test.
 
Once the test is completed you will be emailed a “certification of training” . We  ask that you  print two certifications and submit one to Julie Stoneking at 
Brookside then eep the second copy for yourself; this certification is also used in any home health or PCA agency job.                                                                                                                              
 



Bloodborne Pathogens



You will complete your Bloodborne Pathogen Training through SafeSchools



Bullying



Bullying Prohibition Policy No. 514

● Bullying by either an individual student or group of students is not prohibited 
on school property or at school functions.

● A misuse of technology to bully may also constitute an act of bullying regardless 
of whether such acts are committed on or off school district property.

● No staff will permit, condone, or tolerate bullying.
● Consequences for students range from positive behavior interventions or 

suspension/exclusion.
● Consequences for employees who permit, condone, or tolerate may include 

exclusion or termination.



Bullying by Definition

● Any written or verbal expression, physical act or gesture, or 
pattern thereof, by a student that is intended to cause or is 
perceived as causing distress to a student or group of 
students and which substantially interferes with another 
student’s or students’ educational benefits, opportunities, 
or performance.

● School district property can also mean a student’s walking 
route to or from school. 



Bullying Reporting Procedure

● The principal or designee is the person responsible for receiving reports of 
bullying at the building level.

● Reports are classified as private educational and/or personal data and/or 
confidential investigative data and will not be disclosed except as permitted by 
law.

● School will discipline, or take appropriate action against any student or staff 
who retaliates against anyone who makes a good faith report.



District Policy Overview



Dress and Appearance 
when students are present…

● Monday – Thursday project professionalism by dress
● Friday, or the last day of the week, should continue to be a spirit day.  

○ Dress in school colors.  
○ Jeans are acceptable on Friday. (Ripped? No.)
○ No shorts on any day.

● Don’t wear flip-flops. If you would wear beach flip-flops to an interview, we 
should talk.

● Exceptions? There might be certain days I designate otherwise like during 
homecoming.  



Child Leave?

● According to MN state statute 181.9412 an employee can request leave for their own child’s conference or school activity for up to 
16 hours during any 12 month period.  When you request this type of absence you have two options for the absence reason in 
AESOP:

 
● Child Event - PTO 

○ If  you choose, you will be paid and the hours will come from there 4 days of PTO days.
● Child Event – Unpaid

○ If you choose this, you will not be paid for the time you request.

● Regardless of the reason you choose, you will get a maximum of 16 hours during a 12 month period (which we interpret to 
mean a contract year – July to July)

● Either of these absence types would be appropriate “provided the conference, activity…can not be scheduled during 
non-work hours”.  

● “the employee must provide reasonable prior notice…”   This should be 5 days notice in advance of the absence. This 
would be consistent with the current PTO language in the teacher contract.

https://www.revisor.mn.gov/statutes/?id=181.9412


Reporting Accidents Process

● We are required to report any and all accidents as they 
happen for both employee’s and students.

● If you hurt yourself while at school, report that accident to 
the building secretary immediately.  We will enter the 
information at that time into SMART.  

● If you a student is hurt while at school. Follow the same 
process.



Employee-Student Relationships .423

● Applies to all staff at all times, on or off duty and in any location.
● Keep relationships or even perceived relationships on a teacher-student basis, 

or employee-student basis.
● Sexual relationships between any school staff and students is forbidden.
● Excessive informal and social involvement with individual students is 

unprofessional and discouraged.
● Upon receipt of report, the district must take appropriate action.  Could be 

warning, suspension, exclusion, expulsion, transfer, remediation, termination, 
or discharge.



Professional Ethics Policy No. 430

● “Community support and respect are influenced by the personal standards of 
individual staff members and their attitude toward education.”

● “It is important that our inter-personal professional relations demonstrate 
constructive mutual respect, honesty, and integrity.”

● Outside of school duties and responsibilities should not interfere with 
obligations to the School District and students.

● “We are expected to support district policies, goals, and objectives, and to voice 
objections to them in the proper setting and in a professional manner.”



Extra-Curricular Transportation No. 710

● All transportation arrangements made by a school district employee must be 
approved by a building administrator.

● An employee must not use a personal vehicle to transport students.  
● Employees may make appropriate transportation arrangements for students as 

necessary in an emergency.
● In a non-emergency, prior written approval from the administrator should 

occur before transporting in a personal vehicle.
● Communicate before, during, and after with your admin.



Harassment and Violence No. 413

● It is policy to maintain a learning and working environment 
free from harassment and violence based on race, color, 
creed, religion, national origin, sex, age, marital status, 
familial status, status with regard to public assistance, 
sexual orientation, or disability.

● A violation occurs through any conduct or communication 
that harasses someone based on the areas above.

● Harassment includes electronic communication



Sexual Harassment and Violence

● Sexual Harassment consists of unwelcome sexual advances, 
requests for sexual favors, sexually motivated physical 
conduct or other verbal or physical conduct or 
communication of a sexual nature.

● Sexual Violence is a physical act of aggression or force or 
the threat thereof which involves the touching of another’s 
intimate parts, or forcing a person to touch any persona’s 
intimate parts.



Sexual Harassment and Violence
Reporting Procedures

● Any person who believes they have been a victim of 
harassment or violence should report the alleged to 
the appropriate school official.  Principal is 
responsible for taking any oral or written reports.

● Principal will notify the district human rights officer 
(Jim Quiram) immediately and follow up with a 
written account of alleged facts.



Sexual Harassment and Violence Investigation

● The investigation may be conducted by school 
district officials or a third party designated by the 
district.



Technology Acceptable Use No. 524

● Use of system is a privilege, not a right.
● Users will not use the system to knowingly and recklessly post false or 

defamatory information about a person.
● Users will not use the system to vandalize, damage, or disable the property of 

another. 
● Users will not use the system to provide private information about another 

person.
● Don’t violate copyright laws.
● Don’t use the system for personal gain.  Keep use specific to classrooms.
● All files and resources are the districts.  Users should expect limited privacy.
● Students, parents, and staff – AUP signed. 


