Fairview Public Schools

Fairview, New Jersey
Job Description:     
Supervisor of Special Services

Reports to: Superintendent of Schools
Qualifications: NJ Standard Supervisor Certificate

                        NJ School Psychologist Certificate

                        Strong communication Skills

                        Ability to work collaboratively with staff, administration and parents

Education:  Required M.A. or M.S.


       Desired Doctorate Degree

Supervises: CST members and special education teachers

Job Goal: To improve special education services and instruction. To develop and enhance in district and out of district special education programs and services.
Experience: 

Required:  Five or more years of successful teaching experience (with a minimum of three years in special education and/or school psychology). Two years or more of successful experience in administration of programs for exceptional children and their support services. Experience in the management of special education, psychology, and health services.

Personal Qualifications: 
Character, personality, and proper social capability to relate effectively with a diverse community. Demonstrated ability to work with a wide variety of community groups and organizations.

Brief Description of Position:
Under the direction and supervision of the superintendent, directs the planning, development, implementation, and evaluation of the district’s special education programs, in and out of district, home and hospital teaching, and health and psychological services for the district.

Performance Responsibilities:
As assessed by the Superintendent, the Supervisor of Special Services job performance will be as follows:
1. Directs, coordinates, and evaluates the special education programs, home and hospital teaching services, health services, and psychological services of the district.

2. Observes and evaluates teachers in the performance of their teaching duties and instructional performance using the Achieve NJ teacher evaluation components; Teacher Practice and Student Achievement and for select teachers, Student Growth Percentiles. Observes and evaluates CST members using the district Other Certified Staff evaluation tool.

3. Supervises and evaluates all certificated and classified personnel assigned to the Special Services Department.
4. Coordinates and monitors the process of assessment, identification, and placement of Special Education Students.

5. Develops goals and objectives for the department, and recommends and implements programs and policies for the district’s special education programs, health services, and psychological services.

6. Maintains a high level of awareness regarding research, recent developments, legislation, and judicial decisions bearing on special education, psychological services, and health services.

7. Serves as district liaison with cooperating agencies, parent groups, and others dealing with the education of special students. Directs referrals from such groups and agencies for appropriate processing.

8. Consults/communicates with staff and parents regarding goals, methods, procedures, and materials for instruction in special education.

9. Maintains confidential files for individual students in special education programs in accordance with state and federal regulations.

10. Provides class lists and assignments of all students to special education programs.

11. Maintains and monitors a system of inventory control for all special education and psychological services materials and equipment.

12. Maintains and controls budgets for all areas and expenditures in the department.

13. Develops summaries, reports, and other documents as required or requested by the district or other agencies.

14. Communicates the goals, objectives, and nature of special education programs and psychological services to the Board of Education, administration, staff, parents, and general public.

15. Provides relevant staff development programs for instructional personnel regarding special education students and programs.

16. Assists in the recruitment, selection, and appropriate assignment of staff members to special education programs on the various school sites.

17. On request, assists site administrators with the observation and evaluation of special education staff.

18. Serves as supervisor of the special education extended day program and extended year summer school.

19. Prepares Board of Education agenda items relating to the supervisor’s areas of responsibilities, submitting items in a timely and appropriate manner to the superintendent for final review.

20. Supports and cultivates a positive internal/external image of the district.

21. Represents the district in community affairs and activities.

22. Establishes significant annual goals, objectives, and indicators of attainment.

23. Accomplishes other duties as assigned by the superintendent.
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