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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  DIRECTOR OF SPECIAL SERVICES
REPORTS TO:  Superintendent

SUPERVISES:  Special Education Staff, Nurses, and 504 Coordinators
QUALIFICATIONS:


1. Valid Alabama Certificate in Educational Leadership
2. Minimum of five (5) years experience in teaching special education
KNOWLEDGE, SKILLS AND ABILITIES:

1. Knowledge of research, trends, and best practices in Special Education
2. Knowledge of laws, rules and regulations applicable to Special Education 

3. Skill in drafting procedures to provide special education services
4. Ability to administer and supervise the special education program, staff, budgeting, and facilities
5. Ability to maintain positive working relationship with staff, school center personnel, and community 

6. Ability to communicate effectively orally and in writing
7. Ability to interpret behavioral scales and adaptive behavioral scales
JOB GOAL:

To supervise, coordinate services and act as an advocate for students with disabilities and other special needs
PERFORMANCE RESPONSIBILITIES: 


Special Education:

1. Develop the system’s Special Education Plan.
2. Develop budgets for IDEA, IDEA Preschool, Gifted Education, and related local funds.
3. Collaborate with special education staff on provisions for students with disabilities.
4. Monitor services and programs at local school sites pursuant to IDEA guidelines and system plan.
5. Monitor services for students with disabilities.
6. Visit special education classrooms and monitor services.
7. Purchase equipment and supplies for students and staff in area of supervision.
8. Conduct MEDC (eligibility) meetings for students after testing is completed.
9. Develop and conduct staff meetings for special education staff.
10. Secure and monitor OT and PT services.
11. Supervise the district psychometrist and testing of students.
12. Assist with addressing transportation needs of students with special needs.
13. Coordinate and monitor homebound services for all students that require such services.
14. Secure and contract with personnel to provide special services as needed.
15. Maintain and report data for Child Count.
16. Maintain and report Lee v. Macon data to SDE, Teacher PD relating to Makes Sense Strategies, Positive Behavioral Supports, and Awareness Training.
17. Coordinate with school nurses for vision and hearing screenings for student referrals.
18. Coordinate with school nurses to provide medical needs for students with disabilities (tube feedings, catherizations, etc.).
19. Work with private schools to provide services under IDEA.
20. Work with local Headstart and daycares on provision of 3-5 year old services.
21. Coordinate all required IDEA Preschool activities.
22. Notify appropriate community stakeholders regarding Child Find.
23. Make home visits to see parents when needed.
24. Transport parents to meetings as needed. 

25. Conduct Manifestation Determination meetings. 

26. Serve as a member of the Tallapoosa County Multi-Needs Team.
27. Conduct instructional observations of special education staff when requested by principals.
28. Provide training on Sp. Ed., Gifted, and 504, for New Teacher Institute.
29. Coordinate special education records in SETS.
30. Perform business duties/procedures assigned with payroll and purchase orders.
31. Coordinate with Early Intervention (AIDB) to complete the transition of children who will turn 3 years old.
32. Serve on system committees as appropriate and assigned.
Gifted Coordinator:
33. Write Gifted Plan for the district.
34. Work with teachers of gifted on provision of services.
35. Monitor program for compliance with SDE guidelines.
36. Budget local funds for gifted education.
37. Participate in GRST and MEDC meetings for students referred for gifted services.
38. Maintain data for Gifted Referral Tracking Log for SDE.
39. Attend Gifted Education Plan (GEP) meetings as LEA representative.
40. Train all 2nd grade teachers regarding Gifted Child Find process.
41. Enter all data into SETS regarding 2nd grade Gifted students.
42. Coordinate with parents regarding gifted evaluations.
504 Coordinator:
43. Write the district 504 Plan.
44. Work with the 504 Coordinator at each school site on provision of 504 services.
45. Locate and contract for homebound services for 504 students.
46. Monitor services to 504 homebound students.
47. Coordinate with school nurses to provide services for 504 students.
48. Attend 504 meetings with parents.
49. Coordinate with School System Coordinator regarding 504 students.
50. Provide 504 training and updates.
Nursing:
51. Coordinate nursing services at each school.
52. Work with the Lead Nurse to coordinate training for CPR, Bloodborne Pathogen Procedures, and dispensing of medications.
53. Ensure school nurses are properly licensed.
54. Write necessary plans regarding health related areas.
Other Areas:
55. Serve as the school district safety officer by coordinating the development of safety plans and practices at the district and school levels in order to support the academic processes of each school and ensure the safety of all students and staff.
56. Provide leadership in the development and implementation of the district comprehensive wellness plan for both students and staff.
57. Coordinate all student mental health services for the district.
PHYSICAL REQUIREMENTS: 
N/A

TERMS OF EMPLOYMENT: 
Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Evaluation of job performance will be conducted in accordance with the current requirements set forth by the Alabama State Department of Education and the policy of the Alexander City Schools.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
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