Curriculum & Instruction Coach/ Administrative Support  
Objective: 
To provide additional staff to assist with curriculum support and assist with administrative needs as related to Special Education.
Job Classification:
Teacher on Special Assignment – Curriculum & Instruction Coach/ Administative Support  

Brief Description of the Position:
· Assist with the Master Schedule to facilitate collaboration with general education and inclusion of Special Education students.
· Assist and monitor coordination of all Special Education programs 
· Provide training for General and Special Education teachers and instructional aides regarding teaching strategies (including AVID strategies). 
· Coordinate and provide release time for special day class teachers to participate in training, ie. Visit model programs/classrooms.
· Coordinate schedules of resource specialists and instructional aides to support collaboration with general education and inclusion of special education students. 
· Provide General and Special Education teachers with additional support regarding curriculum needs of special education students ie. assist with modifying curriculum maps and pacing guides for all curricular areas. 
· Review with Special Education teachers how to implement Standards based goals/objectives in core areas.

· Collaborate and assist in the coordination of State testing, including tracking accommodations, modifications per the IEP of Special Education students. 
· Monitor progress of Special Education students providing testing data to all stakeholders (CSTs, CAPA, CMA, CAHSEE, CELDT, District bench marks, Report Cards, Progress Reports) on a quarterly basis

· Monitor IEP Quarterly Progress reports for the Special Education Department.
· Attendance as administrator designee at IEPs for the SPED department 
Other Duties and Responsibilities:
· Identifies staff and student needs
· Member of the site SPED leadership team

· Coordinate summer school – assist with teachers files, developing sections for Special Education during summer school, designate time during the first week of summer school to coordinate registration of special education students 

· Liaison to general education staff to assist with staff development to support collaboration and inclusion strategies

· Collaborates with the Special Education and General Education Staff regarding staff development

Supervision Exercised or Received:

· Receives supervision pursuant to the evaluation process 
