PARAEDUCATOR HIRING FLOWCHART

An existing paraeducator resigns / additional student(s) are identified as needing special education services /
additional student(s) transfer into the buildina with a current IEP.

A 4
Can existing certified/paraeducator staff cover all or a portion of the additional
student needs?

Is the position a new position,
adding additional staff in the
building?

/\

No,
Replacement

Schedules can be
rearranged and existing
staff can cover the
student needs

Schedules can be

rearranged and staff can Call Assistant Director

cover a portion of the need at the NCKSEC office
but a part-time position is

for approval to hire.

still needed.

Advertise the position.

Candidates submit applications directly to the local district. District manages pool of applicants and application files.

A

Interview candidate(s).

1. Review job description 2. Review Wage/Benefits Information 3. Determine Entry Wage. Supervising Special Education Teacher
can be involved in the interview process.

A

Select candidate.

Complete the Paraeducator Intake Form with entry wage calculated. Have the candidate complete/sign the Background Check
Authorization.
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Submit both the Background Check Authorization and Paraeducator Intake Form to the Assistant Director.

Assistant Director will approve the selected candidate and run the background check. Once background is clear, Assistant Director
will contact new hire to offer employment and arrange orientation training at NCKSEC office. The candidate is added to the next
NCKSEC Board of Directors meeting agenda for hiring approval. (Para may start work pending board approval once background
check is conducted). Orientation training will not be conducted until after board approval.
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Supervising teacher provides on-the-job training and supervision.




