School District of Santa Rosa County

Job Description

Exceptional Student Education (ESE) School Liaison
	Reports to:  Deputy Director of Exceptional Student Education
	FLSA Status:  Exempt

	Department: Exceptional Student Education (ESE) 
	Prepared by:  Human Resources

	Date:  September 27, 2018
	Job Code:  25061


Principal Duties and Responsibilities (Essential Functions):

· Maintains a working knowledge and ensures IEP meeting procedures are in compliance with federal, state, and local rules and regulations regarding Individuals with Disabilities Education Act (IDEA) and Exceptional Student Education (ESE) district-level programming
· Acts as the district designee as the Local Education Agency (LEA) in facilitating a compliant and accurate Individual Education Plan (IEP) at assigned schools

· Demonstrates knowledge and effective use of designated electronic IEP system to document services and support for students with specialized instruction

· Facilitates the eligibility/placement and re-evaluation process ensuring compliance with timelines and criteria set forth in Florida Statute and in Santa Rosa Special Policies and Procedures Manual
· Coordinates with general education (GE) teachers’ and ESE teachers’ planning notes to develop a draft IEP prior to facilitating the IEP in development of a final IEP

· Schedules and facilitates articulation meetings in the spring for ESE students moving from school to school

Reviews documentation for ESE students transferring from other districts/states to ensure comparable services are provided in compliance with Florida Statute and in Santa Rosa Special Policies and Procedures Manual

· Ensures that the ESE file within the cumulative folder, is maintained in compliance with the Santa Rosa District Student Records Handbook and directives from the auditor general’s office

· Collaborates with the Deputy Director of ESE to monitor periodic internal program reviews, pre-audit procedures, FLDOE annual self-assessment processes, periodic FTE audits, and any other scheduled or spontaneous audits/program reviews

· Participates in training that will ensure current information and implementation of assigned position responsibilities

· Serves as the information liaison between parents, school administration, teachers and students facilitating positive, timely and accurate communication in maintaining the IEP development and implementation process

· Monitors compliance and communicates with the Deputy Director and Director of ESE regarding IEP implementation, MTSS process pertaining to ESE students with general education classroom and ESE teachers

· Assists with essential training for ESE and GE personnel as assigned

· Maintain a reliable, personal mode of transportation to navigate between assigned schools to perform assigned duties

· Performs other duties as assigned 
Supervision Received:

Director of Exceptional Student Education
Deputy Director of Exceptional Student Education

Supervision Exercised:

None
Minimum Qualifications & Skills Required: 

1. Bachelor’s degree or higher from an accredited institution 
2. Currently hold or eligible for a Florida teaching certificate in one area of Exceptional Student Education
3. Three (3) years of teaching experience in Exceptional Student Education

4. Proficiency with computers, including Windows-based and Mac operating systems, Excel, Word, and PowerPoint

5. Broad knowledge of communication technology and assistive technology devices, hardware, and software

Preferred:
Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
Terms of Employment:
Ten Month Employment

Salary based on the adopted salary schedule for instructional personnel

Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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