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Northw�st ._ ________________________ _.._ 

rertltorlels 

1 ' Politlon no. 

qq_.�4 /6 Needs' $$'I st ant · 
Nama of praa,m, emplovei, 

Oepartment 

2 Oascrll;,o, in � brief oaragr,ph, \he putp01a ot main tvnctlon of thl1 J)olltion, This J!Bt•ment sh�uld an1w,,r the 1iu�tlon; • WHY doet this position 
exist?" 

Under the day to day dfrect1on of the classroo� teacher earry out tasks 
designed to 1mplement the goals and objectives of the Individual 
Educatfon Plans (IEP) for those Special Needs Students to which 
s/he is assfgned. . , ! • 

3 Oescrlba th• dVd!1$ Of !he po1itlon,startinp wltl) the area of mnjor 11!5P.Dn5ib11.lty, Describe WHAT �Oli duty it, WHY It lsdono and HOW It ls done. 
V>!l extra blank 1hasts $Hequlrod. · · · 

r.<;iJor Du1les 
duty no, I time 

1. 70

z. 20

Assfsts the classroom teacher tn meeting the r.E,P. goals 
and objectives of Special Needs students to ensure that the 
students reach their full classroom potential by: 

- carrytng out general classroom duties to facil·ftate the teacher
working with individual students;

- reinforcing classroom instruction with fndivfduals and/or small
groups;

- operating media equipment;

- demonstrating and modellfng a caring attitude w1thfn the
classroom that fosters positive self-fmages; and.

- preparing materials to facl11ate the delivery of the special
programs within the classroom.

Mafntains classroom records on designated Special Needs Students 
by: 

- keeping a written daily diary of activities and observations;

- keep1ng statistical records of students' daily work; and,

- docu�ent1ng specified student behaviour,

Mi�Ot OU11M 0.,.:ribo brlofly 0111v WliAT i• con,. 

l. W

To1•1 100% 
NWT H/J,"'14/1 UQ 

Performs other duties as retjuested or requfred such as: 
- participating 1n playground monitoring:

providing physical assistance to students to help them cope
wtth school schedules, i.e. stafrs;
participating in the school team upon request; and,
undertaking training to work effectively with specific
students,
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! use EXTRA BLAN.< SHEEiS _If NECtrS� .• {I 

Us.ir.{I the fotmAt b!JICIW, ,1xpfain the foUowl1,u: D) What it 1hQ minirnwo levoJ gf EtQLH;atlon anct trainlrig reqoltod to- pt!fform these duties 7 
I ,p..,/fy <erllflcatus, !lc�nc<>t or nece,sary appolntmc:nts J 

bl U<>scribe l'A'IV this e<;fvcatlon and 1reln1>1g 11 �ry l ratlonolo I. 
el ldentlly dutl� which �flfJOrt thl• love! of odvealiQn •nd trolninQ ( duty nomb<lr J, 

MINIMUM LJ;VEL flATIONALE 

Grade 11/12 or Must. be able,to:,· . ' ' 
equivalent life • re ad i nstroi::t ions. 1 EP Is mi nut es of
exper1ence/aptftu Ue meetings and educational directivu., .. 

• write and ma1nta1n accurate student
records. -

DUTY NO. 
All 

5 U�lng tno formal helow. r.ompl•t• the following: 81 N,me the 1klll, an<! knowlodge nece,os,iry to perform thew <futieo which must be (l(II08d 
lhrough experience I knowlec!Qe or rcg:onal problem$, skill In planning). 

hi Wh•t .ll the minimum longth of limo ,oqu,red to devetoo e•ch skill �nd knowledge I 
cl 'ldantlf\' du\i;;o wnk.h lllpi,ort each ,equlremsnt. ' ' 

1 � I . • . I ' • , 1 
SPECIFIC Sl(ILL DR l<NOWLEDG� 

Demonstrated ability to work with 
children 1dent1ffed special needs. 
Local languages may be a requirement 
dependent upon the students who have 
identified special needs 

L�NGTH OF llMf DUl'V "10. 

1n specific cases, the ab111ty to use 
Sign Language (Basic/Advanced) and/or 
Braille may be required. 

I'.' ,·. 1 

All 

NOTE; The minimum 1,,,,.,$ of Oducitlon; train in� and expar_i;�. wt,,,n ,�-lild In tho cla .. lflcatlQ/l process, con11lrute thB requi,.;,l>l<intl'. · ... 
thot must bo mot \'/hen hiring a now MiplQyi!e for this porlllon, c,rwhen prnmoli�a 1ho Incumbent on a reclll<!l1flr.atto'r; of this 
pesltfon. Ooslt�bfe levels n\ay bo included In 11aiflng requests.· ; ·: ,. :. '/ ' · :, • ·, <;; ,,; .'_ '. 

6 �, What final d<l<,lslnns are made REGUL.ARL Y. for which the emplovaa ii held occoun1able 7Co1trlha.�.tno ;,pc,,ifi� 8J<8mples 1 eu signing 
eu1ho1I ty deleooted), 

· 1. When to seek or offer help in program interventions.

2. When to request additional assistance and direction from the
classroom teacher when needed,

3, What information 1s significant. and should be recorded, 

bl Vr'hot h the direct impacl of lho><1 ,;lecl!fons ( ag, on g<O(;��- re,ourc� utillza1ion and_proorom deli,...,, I.? 

1. If program intervent f on 1 s adequate, the probability of student
success w111 be increased.

2. If problems are identified and r eso 1 ved quickly, positive
i nterpesona 1 relationships are faci 1 Hated.

3. If records are sign1ficant and accurate. student progress can be
readily determined.

cl What tC\':-OntrtWfldilllons Q<Jes 1ho l)mployco miiku; ro whom are they niado: and hew oftur\ ?OuM.:rlba usin9 SJ)OCl'ic R:i<amplc!i, 

To Classroom Teachers: 

- recommendations that might improve the learning environment of students
with identified Special Needs on an ongoing basis, ie. classroom
seating; choice of learning materi�ls.



SENT BY: 

I' 
. 

I vse EXTRA BLANK SHEETS IF NECESSARY) 

•! Lisi the dlroctlvos, manuals, ra110latlon,, ordinanc• or other wrinen guld<!iiMs moo tlEGULAA LY, on,;/ $i>OOify how thay are u$C<I 
I eg. follow proce(lure3 in nianvs!s, gxplain or lnterp,ei rog,,1l&lion1), 

Understanding the Special Needs Directive 
Understanding manuals·such as Hearing/Lost/Hearing Gained. 

b) Whet controls &rQ exerclsoi;! over s.iloction of m9thodJ aod proctl<IU1$$, lll\d tbe work pe,formenoo olth�r by tho wr,ervhor or othor 
r.,er1o,11, either directly or indirectly 7 01114 $peelf!c axemples ( cg. lnf<>tmation sourcM spooffi�d by clklnt, ruporvlsor thf1<;k1 a� approves 
completod ..,,,k l. 

The Spec1a1 Needs Assistant is supervised by the principal. The
Instructions are given by the te<1cher or principal.

cl How ii the work ""''O"'-d to lhe employ.., I <>o, Y<Jr� dlreetlon from J1<1porviwr, written ln•t.ructlon1r,lth VJOfk requod) ? 

Written and/or oral 1nstruct1ons are given by the teacher and/or 
principal. The Individual Education Program for each student is a 
written instruction that has been prepared under the direction of the 
School Team. 

<JJ Lin tl\G rnajo, toolo,aQoipment ond rnaohlhery US\!d In tM work, And the �,,:,;,,tll!l8 of time spent �,Ing seen. 

May be required to use specfa11zed equipment according to the specific 
needs of children; eg. wheel chafr,·lifts,,braces. Brail1er, 
FM auditoring system,·Opt1scan etc,· 
Regular uses of media equipment and other:teaching aids such as 
projector. tape recorder, overhead projector, microcomputer, etc. 

8 NOTE ;' Ati�hti coti�'ciflti'a�tiiarlH-:i oiiiinfiiiiiori}iiur(t�i\hli}oli'll�kili1h�)'i,'11.\ lltla, p�frlori nu-;;;b(.,: i;;ciui, �- i.,;or)or.'iiiie �. po111Jon 1111d ft& lmrnoolaltl .1ufl(!<IOr, �nd,��v fl<')�[\1.0llf, �,r'v.fik;� this �o,ltfor1 exerd•es �p.ervfs<;_IY,;dut_�◊-rl�'t'.• olthar dlrectty or 
throu� �U?9tdlnb1: $lJ��-

lto�, �. ' : 1 • � _ 
1
, '.1ts� H'i. ·. '\.�.:· ... :.:;,:{:; .;".: :� :·.�(1;·�·�·:,·'.,�:-:;·_�:��-:",.��\ti�i�'A[ii./i;"f .. �:;,.f,' · ... ,�:' 

•l Spedfy the po•ltio11S w!iich rtpcn dil'e<ltlv to this p�ltion, lnoludlng lnrle'tormlnat•, tom,, mBsonal and co,vol,. U>e the format belcw, 

POSITION ilTLE 
Hone. 

POSITION NO, EMPLOYEE NAMlc 

bl Indicate by Y$$ or no which of lhe following tasks ore performed w�en sup;rvi$ing employtM in nos;\lons ll•t"4 above. Add additional ta•ks lf n()l'.esl61Y, 
Y"' no 
0 · 0 · As>igns onu rwlew, work on • Q>ly to day b.!sis, 

II 
Ill 
IV 

V 

VI 
VII 

□ D 
0 0 
0 0 
D D 
0 D 
D p 

Rt,cornmeridt work i:',Ch�.dula!i, s.taff affotatior'l1 -Afc .• to irnmodl&te wpcrvi,or · 
Sch<dut,e,; and a<siQnl wotk p,!Qdti.s and , llocotes staff to activitlus rir r,roi•cts: 
Tr9iris novv empioyees and c.1<plain,: new wor:k, methoctt Bfld procodurE't$ to svbotdinates; 
W<>nitori ac!herenCll of subordin•te, to nolicies, n>!llJlatfons �nd proc,:dores; 
Writes ieuors of worning nnd rsprlrn.e.od and rec<:1mrnends fUrthiJr discJp!inarv oct/011: 
Plans, scnedvlo, and lmolemants wor� pr0Qf1!"11; 

VIII' 0 · D E>toblisna,qua\ltyendeiuantltymndardoforwork; 
IX O Q 

D 0 
D [J 

l( 

XI 

E•erclSo.s •lsning •ut�orlly, Specify i eg. epprait;1l,, leevo lorn-..)! 
RecommancJ1 changN to position (!utie, and Wtlte, Job dt.rorlp1io<>$; 



( USE li_!gRA !!LANI< SHEHS If NEC6SSAt1Y I 

nl To wh�t "tent nro conlacu nace.,ary 7 01,e spik:lflo Information !or eoch c<>nt�et, using tha for""t b$low. 

TITLE ANO ORGANIZATION 01' CONTACT REASON FOR CONTACT 
MtTHOOOF 

.F,f1�QUl!�CY CONTACT 
Classroom Teacher/Student Rev ew da 11 y work pl ans Personal.; 

.,,-�••.-..r··· 
·.,:?.0t1· :y· ..

School Team rnp t for JEP Personal Q tl ... , 
Pr1nc1pal/Spec1a1 Needs Rev 1 ew Personal · Mo�t'hl§'
reacher. - ··' �. =.: •, 

. .

. ,/•.··\= .
. .

i -. i' 

b) Which of the contact, ore most difficult 1 !;xplaln why, 

Classroom teachers and administrators may experience commun1catton
dtfftcult1es in the initial stages of 1mplementat1on. 

10 , Specify any fuatur114 of the =rk which cree1e unusual dtmuow on the employ&e, or w�loh (re�t� phv•i�I or m•nt,1 t1"1M I eg. 1JOtforrn1ng 
prool�on work, lifting heaw weights, wor�log In obllodous odours or h�ardous condition<). 

Disabled students often require physical lifting and/or manipulation 
such as dressing, feeding, toileting, etc. Students with behavioral or 
social/emotional disorers require monitoring and sometimes restraint. 
Certain students may have abusive language, personal hygiene problems, 
or the lack of personal habits, 

11 · al I have ™<land undmtaod tht, job description. My iup•rvlsor has Informed me thot Ir Is a !)Mani deterlpllon of tho du1le$, responlibllltl� 
ond ,:iualifleatlon• tt1qvlred of my l'O•ltlon, whloh rorrm 1ha b(\tit for my cl1sslflcatlDn level and ogafnst WI leh nw performanou w111 bo 
Mlueted. 

'. !:'mployee't ll90atu10 $Uf11ll'Vlsor·, srgru,tv,e OaUI 

bl Au1horlzatlon of Olvl1lon Chl�f I Reglonftl Sul,'.)atfntondent 

Signature Datt 

c) Au\h,;,rl:wtlon of A<lmln!m"lon I Regional Superintendent of Pusonnel 

,{. 

Signaturt 1¥�;. _-_; _. 
�--

d) Authorlzotl◊rt by Deputy M,nlsm or H.O. / R09lonal Director 

I approv, thfa Job d11torlp11on a* repro1entlng lhe duties �nd fe$ponllbliltlas Df the position. I Cllrtify lhat 1h« Authoriti" identlflotf heve 
boon dolagatad to thlr position, ond 1hat the man-vw end sala,y ar$ �vfli&blt 10 fmplomant. s1alflnp action. t r""omMOnd thot this 
position 1)0, ln�luded In, or axclu,:i,id from thn barg.1lnlog 11nlt. Attach ;upporting ratlon�lt for a rac;ommanded axclu,lon A0$1n<t 
the criteria In th� Coll�tlv. Agraarnont. 
Other Comm<>nu: 

8iQMIUnl Data 


