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District Mission and Vision

District Mission/Goals

● Build healthy relationships with all students, parents, and staff. Trust is the key ingredient in any 
successful organization. Trust will be valued and fostered within both the district and community.

● Emphasize school safety. Create the safest learning environments in the state of Minnesota. This 
includes a focus on both building security and social-emotional health. 

● Foster a culture of engagement, where students, parents, and staff love coming to school because 
they feel heard, valued and inspired.

Vision
Every Student, Every Day!!



Orientation Goals

1. School-Wide Expectations
2. Emergency Procedures
3. Mandated Reporting and Maltreatment
4. Restrictive Procedures (Seclusion and Physical Holds)
5. Bullying (2018-19 in person)
6. Building Orientation
7. Roles and Responsibilities
8. Confidentiality
9. Understanding Different Disabilities

10. Training on Unique and Individual Needs of Students
11. Staff Development



School Wide Expectations
Review of Paraprofessional/Educational Assistant/Staff Handbook
Appearance/dress code 

-Monday -Friday are always Business Professional Dress. 

-However, you may dress like a business professional by wearing jeans. 

-Make sure your attire is neat, clean, and you...Look good...feel good while 
performing your professional duties! 

-Support the Home Team on Friday by wearing red and black. 

-Wear appropriate shoe attire that allows you to be “quick on your feet” and that 
keeps you safe in various environments (flip flops and open toe shoes aren’t a good 
idea!)



Absences - illness, funeral, jury duty, other

- Employees are expected to notify their supervisor of any absences or tardiness 
asap.

- Generally employees should use ReadySub (Q&A time with Amy S. at end of 
this training)  

- Refer to para contract for specific details on types of leave (i.e. funeral, etc)

Time card procedures

- Generally, all paras will sign in and out using the Veritime system
- If additional hours are approved by a supervisor, a paper timesheet will also 

need to be completed and submitted to the supervisor after hours are worked
- Paper timesheet must be submitted in a timely manner or the employee will not 

receive pay for the extra time approved



Lunch - shall be provided a thirty (30) minute paid lunch period during which time 
employees are available for emergency needs.

 Breaks - We generally follow these guidelines for breaks - typical break schedule is 
as follows based on amount of hours per day

6 - 7 hours = 2 - 10 min breaks and  lunch

5 hours = 20 min break/lunch

4 hours = 15 min break

3 hours = 10 min break

Under 3 hours = no scheduled break

- Required to remain on site during breaks and lunch



School Wide Expectations (cont.)

Work-related injuries/Workers compensation

If injured notify the building Principal/Supervisor and seek medical assistance if 
necessary.  A First Report of Injury must be completed asap (preferably by the end of 
the day unless medical circumstances prevent)

Leaving the building

Paras are expected to remain in the buildings unless student need requires them to be 
out of the building.  Must notify the office/admin if you must be out of the building.  
Employees are encouraged to schedule appts at times that do not interfere with work.



School Wide Expectations (cont.)
Payroll procedures

- Paydays are on the 15th and 30th of the month.  Should the normal pay day fall 
on a weekend, payday will be on Friday.  If it falls on a holiday it will be on the 
closest preceding workday.



School Wide Expectations (cont.)
Punctuality/tardiness

All paras are expected to be with their student/class from their contracted start to the 
end of their contracted time

This contributes  greatly to the overall efficiency of the school system. Report to your 
supervisor if you have a problem. Tardiness or non attendance may lead to 
discipline.

Use of tobacco, alcohol, drugs

All buildings and property are smoke, drug and alcohol free. Use may lead to 
discipline.



School Wide Expectations (cont.)
Cell phone use

- Cell phone use is prohibited during student contact time.  If there is an 
emergency and family needs to contact you they are to go through the school 
office for assistance.

- Cell phone use is permitted away from students during a scheduled break/lunch.
- Use of cell phones during student contact time can result in discipline.
- Cell phone use for student needs (ie. data collection) may be approved under 

certain circumstances, as directed/approved by supervisor/admin.

Paraprofessional Evaluation/Performance review process

- New for 2018 - Admin will be developing a new para evaluation/performance 
review process - stay tuned for more information



School Wide Expectations (cont.)
Substitute folders/procedures (must be current at all times)

- All paras must have a substitute folder.  Work with your supervising teacher to 
create one.  This folder should include your schedule, a map of the building, any 
essential student information, supervisor contact information,  and any other 
pertinent information to your position.

Student Discipline 

- Refer to individual building procedures and consult with supervising teachers. 
Need to be very aware of Behavior Plans on students you work with.



School Wide Expectations (cont.)
Workplace harassment :

A safe and comfortable work setting requires  a workplace that is free from any acts of harassment which are 
based upon a person’s race, color, sex, age, religion, disability, national origin or veteran status. 

Any unwelcome sexual advances, requests for sexual favors or any verbal or physical contact that is of a 
sexual nature is considered to be sexual harassment when :

It’s either stated or understood that you must accept advances to keep your job

Decisions regarding your job are based upon whether or not you accept the advances

The behavior creates and atmosphere , which is increasingly uncomfortable or difficult.



School Wide Expectations (cont.)
School closings/late starts/early dismissals

School closings are announced via the media, district website and mass phone 
message. Students are excused if school is closed early. Staff remain on duty until 
excused by Superintendent.  Employees may not leave until Superintendent excuses 
them when closing early due to an emergency. If school begins late or is closed early 
for an emergency, paras would receive that day’s pay. 

For days school is closed for a snowstorm or other emergency, paras shall have the 
option of using a personal day to receive their full pay or option of using 2 sick days 
to receive full pay, or take the day unpaid.  (No loss of pay after 4th occurrence)

The district reserves the right to reschedule days lost to weather. If make up days are 
needed the school year will be extended accordingly.



Emergency Procedures
-Nuclear 
-Lockdown 
-Fire 
-Severe Weather 

The district crisis management plan is available on the district website. It is the 
responsibility of each employee to be familiar with the crisis plan and their role 
during an emergency specific to their individual building/program.

https://docs.google.com/document/d/1Z5gEkvV1Rd7Tv3gQFQGAtNDZDoXMtns
F5URNNdL0xmo/edit  (being updated...watch for changes)

https://docs.google.com/document/d/1Z5gEkvV1Rd7Tv3gQFQGAtNDZDoXMtnsF5URNNdL0xmo/edit
https://docs.google.com/document/d/1Z5gEkvV1Rd7Tv3gQFQGAtNDZDoXMtnsF5URNNdL0xmo/edit


Mandated Reporting and Maltreatment
The Maltreatment of Minors Reporting Act requires that, an education professional or professional’s delegate who knows or 
has reason to believe a child is being neglected or physically or sexually abused, or has been neglected or physically or sexually 
abused within the preceding three years, is required to immediately report the information to the local welfare agency, police 
department, or county sheriff. If the report is about abuse in school, both the oral and written report can be made to the 
Minnesota Department of Education. 

“Mandated Reporter” means any school personnel who knows or has reason to believe a child is being neglected or physically 
or sexually abused, or has been neglected or physically or sexually abused within the preceding three years.

Annual training is required for all School District personnel.  This training consists of:

1. Viewing the maltreatment reporting training, Requirements of the Maltreatment of Minors Reporting Act  

https://mn01809626.schoolwires.net/Page/690
- At the end of the online training you will be requested to complete a form that verifies that  the training has been 

completed 

 

https://mn01809626.schoolwires.net/Page/690


Restrictive Procedures
What are restrictive procedures? 

Restrictive procedures limit a child’s movement and include seclusion and physical 
holding or restraints. 

What is seclusion? 

Seclusion means keeping a child alone in a room and not letting them leave. The 
word “seclusion” has also been called “locked time-out.” 



Restrictive Procedures (Continued)
What is physical holding or restraints? 

Physical holding involves limiting a student’s movement by using body contact. This might include a teacher 
holding a student. It does not include helping a child complete a task. It also does not mean physically 
escorting a child when he or she isn’t resisting. 

When can restrictive procedures be used? 

Physical holding and seclusion can only be used in an emergency. An emergency is when immediate action is 
needed to protect a child or other individual from physical injury. They can’t be used simply because a child 
doesn’t respond to a command or tosses a pencil. Restrictive procedures are not to be used for discipline or 
punishment. They are only used for serious incidents where someone could be hurt. Restrictive procedures 
should only be used as a last resort after all other interventions have been exhausted.



Restrictive Procedures (Continued)
There are additional restrictions on the use of seclusion and restraints: 

• The least intrusive intervention is used to respond to the emergency – school staff can’t do more than they 
have to calm down the child.

 • The procedure must end when the threat of harm ends and the child can be returned safely to the 
classroom or activity 

• Staff are to directly observe the child when the procedures are being used  



Restrictive Procedures (Continued)
Documentation

Staff documents each time they are used. They must include: what happened before the procedures were 
used, why a less intrusive measure failed or wasn’t used, the time the procedure began and when it ended, 
and a brief record of the child’s physical and mental status. All staff directly involved must participate in a 
debriefing within 24 hours of the incident.  The school must report to the state department of education each 
and every time a restraint is used. 

Who can use restrictive procedures? 

These procedures can only be used by licensed personnel such as: Teachers ,Psychologists ,Social workers, 
Behavior analysts and certain paraprofessionals They also must receive specialized training. The specialized 
training includes student specific Behavior Plans, CPI training and/or Handle with Care.



Bullying Training
District Goal
Prevent and respond to acts of bullying, intimidation, violence, retaliation, and other 
similar disruptive and detrimental behavior to create a safe environment conducive 
to learning.

*Students wanting to come to school

*Positive learning environment

*Concentrate on learning 

*Safe environment



What is bullying?
MN state law says: 

“Bullying” means intimidating, threatening, abusive, or harming conduct that is 
objectively offensive and:

1. An actual or perceived imbalance of power (older student to younger student)

2. Conduct is repeated or forms a pattern (happens on the bus frequently)

Be aware, intervene, report



What is bullying? (continued)
1. Interferes with a student’s educational opportunities, performance or abilities 

to participate in school functions or activities (makes student not want to go to school, 

class, lunch, recess, hallway) 

2. Interferes with receiving school benefits, services or privileges (pull out programs, 

after-school programs and activities)

Be aware, intervene, report



What is bullying? (continued)
1. Includes cyberbullying that occurs when an electronic device, including, but not 

limited to, a computer or cell phone, is used to transfer a sign, signal, writing, 
image, sound or data and includes a post to a social network, Internet website 
or forum.

2. Includes on school property, at school functions or activities, on school 
transportation, school computers, networks, forums and mailing lists.

3. Includes off school premises to the extent that it substantially and materially 
disrupts student learning or the school environment. 

Be aware, intervene, report



Key Components
1. Policy includes bystanders

a. Indirect behavior that condones or supports an act of bullying

b. Again, includes all areas related to school functions

Be aware, intervene, report



Our responsibility as staff:
Includes all school employees and volunteers

*Always be alert to behaviors that might include bullying

*Any staff that observes, receives a report of, or has knowledge/belief of possible bullying 
behavior shall:

-Make reasonable efforts to address and resolve 

-Inform the building principal or designee within 24 hours 

Determination will be made by building principal if bullying occurred 

*You may be subject to disciplinary action if you do not inform your principal

Be aware, intervene, report



Conclusion:
*It is our responsibility as staff to be aware and address possible bullying so our 
students can feel comfortable coming to school.

-Includes cyberbullying

*Must be reported to building administration within 24 hours

Be aware, intervene, report



Building Orientation 
- Map of the school - maps of each school are available in the building office upon 

request
- Lunch/breaks procedures - supervising teacher will share procedures of 

building.
- Positive Behavioral Interventions & Supports (PBIS) - training on Positive 

Behavior Supports are provided annually during district/building trainings. 
Training not mandatory but you are responsible to have the information 

- Personal property safety guidelines - recommend not bringing in personal 
property.  If something needs to be secured, speak with supervising teacher for 
assistance with a location. District is not responsible for lost/stolen items.



Building Orientation (cont.)
- School calendar -Available in the District office or in the building office upon 

request. Also available online for all buildings. 
- Accessing materials, supplies, resources - All materials, supplies and 

resources will be provided through your supervising teacher and/or building 
administrator.  All requests requiring fiscal dollars must be approved by 
administration prior to ordering.

- Schedules - Supervising teacher will provide paras with a schedule upon the 
start of the school year.  The schedule is subject to change at anytime based on 
student, building, staff need.  



Roles & Responsibilities









Confidentiality

Confidentiality is one of the most critical and important aspects of a 
paraprofessional/educational assistant’s job. Students and parents have a legal and 
ethical right to data privacy. Paraprofessional/educational assistant records may be 
accessed in the District Personnel Office. 



Confidentiality (cont.)
Below are guidelines to consider when working within the school system. 

1. Consider, as a general rule, putting yourself in the student’s and parent’s position: 
What information would you want discussed with others regarding your child? In 
what settings, and with whom?

 2. Never use other students’ names or share information regarding their programs 
with parents during staffings or other conferences. 

3. Information regarding specific students and programs should remain confidential 
and should not be shared in lunchrooms, staff rooms, or in the community.



Confidentiality (cont.)
4. Paraprofessionals/educational assistants should question school policies only 
through the proper school designated channels, generally beginning with their direct 
supervisor or, if necessary, the principal of the building. 

5. Paraprofessionals/educational assistants should have access to special education 
records in order to be most effective in their jobs. Since the information is 
confidential, paraprofessionals/educational assistants must first discuss with their 
supervisor(s) the district’s procedures for review. 

6. Paraprofessionals/educational assistants need to support teachers’ techniques, 
materials, and methods, especially in the presence of students, parents, and other 
assistants. Questions should be directed to the specific teacher privately. 



Confidentiality (cont.)
7. When having conversations or writing confidential information regarding a 
student or family, be aware of those around you who may be within hearing/reading 
distance. Look for a more private place within the school building. 

8. The Individual Education Plan (IEP) is a legal document developed by a team 
based on student needs with goals and objectives in areas of service. Review the 
content with the special education teacher.



Understanding Different Disabilities
Categorical Disabilities Guide Sheet

Autism
…means a developmental disability significantly affecting verbal and nonverbal communication and social 
interaction, generally evident before age three, that adversely affects a child’s educational performance. 
Other characteristics often associated with autism are engaging in repetitive activities and stereotyped 
movements, resistance to environmental change or change in daily routines, and unusual responses to 
sensory experiences. 

Deaf Blind
…means concomitant [simultaneous] hearing and visual impairments, the combination of which causes such 
severe communication and other developmental and educational needs that they cannot be accommodated in 
special education programs solely for children with deafness or children with blindness.

Deaf/Hard of Hearing
…means a hearing impairment so severe that a child is impaired in processing linguistic information through 
hearing, with or without amplification, that adversely affects a child’s educational performance.



Understanding Different Disabilities (cont.)
Emotional/Behavioral Disorder
…means a condition exhibiting one or more of the following characteristics over a long period of time and to 
a marked degree that adversely affects a child’s educational performance:

(a) An inability to learn that cannot be explained by intellectual, sensory, or health factors.
(b) An inability to build or maintain satisfactory interpersonal relationships with peers and teachers.
(c) Inappropriate types of behavior or feelings under normal circumstances.
(d) A general pervasive mood of unhappiness or depression.
(e) A tendency to develop physical symptoms or fears associated with personal or school problems.

Specific Learning Disability
…means a disorder in one or more of the basic psychological processes involved in understanding or in using 
language, spoken or written, that may manifest itself in the imperfect ability to listen, think, speak, read, 
write, spell, or to do mathematical calculations. The term includes such conditions as perceptual disabilities, 
brain injury, minimal brain dysfunction, dyslexia, and developmental aphasia. The term does not include 
learning problems that are primarily the result of visual, hearing, or motor disabilities; of intellectual 
disability; of emotional disturbance; or of environmental, cultural, or economic disadvantage.



Understanding Different Disabilities (cont.)
Other Health Disabilities
…means having limited strength, vitality, or alertness, including a heightened alertness to environmental 
stimuli, that results in limited alertness with respect to the educational environment, that—

(a) is due to chronic or acute health problems such as asthma, attention deficit disorder or attention deficit 
hyperactivity disorder, diabetes, epilepsy, a heart condition, hemophilia, lead poisoning, leukemia, nephritis, 
rheumatic fever, sickle cell anemia, and Tourette syndrome; and

(b) adversely affects a child’s educational performance.

Speech Language Impairment
…means a communication disorder such as stuttering, impaired articulation, a language impairment, or a 
voice impairment that adversely affects a child’s educational performance.



Understanding Different Disabilities (cont.)
Vision Impairment
…means an impairment in vision that, even with correction, adversely affects a child’s educational 
performance. The term includes both partial sight and blindness.

Traumatic Brain Injury
…means an acquired injury to the brain caused by an external physical force, resulting in total or partial 
functional disability or psychosocial impairment, or both, that adversely affects a child’s educational 
performance. The term applies to open or closed head injuries resulting in impairments in one or more areas, 
such as cognition; language; memory; attention; reasoning; abstract thinking; judgment; problem-solving; 
sensory, perceptual, and motor abilities; psychosocial behavior; physical functions; information processing; 
and speech.

The term does not apply to brain injuries that are congenital or degenerative, or to brain injuries induced by 
birth trauma.



Understanding Different Disabilities (cont.)

Physical Impairment
…means a severe orthopedic impairment that adversely affects a child’s educational performance. The term 
includes impairments caused by a congenital anomaly, impairments caused by disease (e.g., poliomyelitis, 
bone tuberculosis), and impairments from other causes (e.g.,cerebral palsy, amputations, and fractures or 
burns that cause contractures).

Severely Multiply Impaired
…means concomitant [simultaneous] impairments (such as intellectual disability-blindness, intellectual 
disability-orthopedic impairment, etc.), the combination of which causes such severe educational needs that 
they cannot be accommodated in a special education program solely for one of the impairments. The term 
does not include deaf-blindness.



Understanding Different Disabilities (cont.)

Developmental Delay
…for children from birth to age three (under IDEA Part C) and children from ages three through nine (under 
IDEA Part B), the term developmental delay, as defined by each State, means a delay in one or more of the 
following areas: physical development; cognitive development; communication; social or emotional 
development; or adaptive [behavioral] development.

Developmental Cognitive Delay (Mild/Moderate, Severe/Profound)
…means significantly subaverage general intellectual functioning, existing concurrently [at the same time] 
with deficits in adaptive behavior and manifested during the developmental period, that adversely affects a 
child’s educational performance.



Training on Unique and Individual Needs of 
Students
Paraprofessionals/educational assistants will be provided knowledge and skills that 
are specific to the students with whom they work with, including understanding 
disabilities, the unique and individual needs of each student, and how the disability 
affects the student’s education and behavior.

This training will typically take place on professional dev./early dismissal days.  
Supervising teachers will work with you directly and/or other staff may assist with 
providing training (i.e. school nurse, psychologists, Coord., PT/OT, etc.)  Paras 
may also be asked to participate in independent learning activities (i.e. reviewing 
student files, reading literature, online modules, etc.)



Staff Development

District Required

1. Bloodborne Pathogens -online
2. Mandated Reporting -online
3. Bullying (in person 2018-19)
4. Annual Beginning of the Year Para Training (this information)
5. Student Specific training (today, early out days, hands on/on the job)



Staff Development (cont.)
District Recommended

1. CPI - Crisis Prevention Intervention OR Handle with Care (little ones only, 
Coord/admin approval)  training (renew every 2 years)

2. Understanding student behavior and behavior plans
3. Restrictive Procedures
4. Other training specific to the students/population that you work with (i.e.  

seizures, Autism, emotional/behavioral, diabetes, van training, etc.)



Certification of Completion
1. Please click the following link to complete the electronic signature form 

indicating completion of this training  OR make sure you have signed in on the 
attendance sheet for a group training.

2. THANK YOU!  We appreciate all you do!   HAVE A GREAT YEAR!!!


