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Forward
To the Directors of Special Education and Trainers

HOW TO USE THIS MANUAL
The purpose of this manual is to provide introductory information that is needed for TAs to better  
understand their role and the special education process. The manual also provides general suggestions 
FRQFHUQLQJ�FXUULFXOXP�PRGLÀFDWLRQV�DQG�EHKDYLRUDO�LQWHUYHQWLRQV��$V�7$V�ZRUN�GLUHFWO\�ZLWK�JHQHUDO�DQG�
special educators who have the primary responsibility for addressing students’ needs, it is recommended 
that all members of the team familiarize themselves with the information contained herein.

Please feel free to customize any portion of this manual to meet the needs of your district, however  
appropriate citations must be indicated. We estimate that training in the entire contents of the manual  
will take at least a day and a half. For some chapters several participatory activities have been provided  
to allow you a selection that would best meet the needs of your group.

COPYRIGHT REGULATIONS
Please note that some of the pages are from sources that have copyright provisions. Nassau BOCES has 
received permission from the author/publisher to reproduce the information for the purposes of this  
training manual. However this consent does not extend to the districts or other recipients for  
additional reproduction.

6SHFLÀF�LQIRUPDWLRQ�SURYLGHG�E\�WKH�SXEOLVKHU�KDV�EHHQ�QRWHG��)RU�H[DPSOH�
Further reproduction of this material is prohibited without the consent of the publisher
This page may be reproduced as handouts for TAs and their supervising teachers

The district, or other recipient of this manual, assumes all responsibility for complying with the copyright 
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Section 1

Introduction

This section is intended for Administrators, Teachers and Trainers
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Section 1
For Teachers and Administrators only

The purpose of this manual is to provide introductory information that is needed for TAs to better  
understand their role and the special education process. It also provides general suggestions concerning curriculum 
PRGLÀFDWLRQV�DQG�EHKDYLRUDO�LQWHUYHQWLRQV��$V�WKH�7$�ZRUNV�GLUHFWO\�ZLWK�JHQHUDO�DQG�VSHFLDO�HGXFDWRUV�ZKR�KDYH�WKH�
primary responsibility for addressing each student’s needs, it is recommended that all members of the team-famil-
iarize-themselves with the information contained herein. There may be sections that you will need to modify, add to 
or delete, based on the needs of your individual district.

The manual is meant to provide an overview only, with the presentation taking approximately one-full day or several 
shorter sessions. If more extensive training is desired, you will need to supplement the modules contained herein. A 
list of resources that may be helpful in this regard is included in the appendix.

In addition, we have included some suggestions for teachers and administrators that you may want to  
consider in working with the TA in your school.

CREATING A TEAM
To create a successful team, all educators and administrators must be “on board” (Giangreco et al, 1999). For each 
SURIHVVLRQDO�WR�FDUU\�RXW�KLV�RU�KHU�UHVSRQVLELOLWLHV��DOO�SHUVRQQHO�PXVW�EH�NQRZOHGJHDEOH�DQG�DJUHH�RQ�WKRVH�VSHFLÀF�
responsibilities. The school must create and live by a shared understanding. The understanding provides the struc-
ture for the teacher, TA, principal and central administration to attain their goals.



www.nassauboces.org



www.nassauboces.org

1-4

6. Review TAs’ Activities
	 ��7$V·�DFWLYLWLHV�VKRXOG�EH�UHYLHZHG�UHJXODUO\�IRU�DSSURSULDWHQHVV�DQG�HIIHFWLYHQHVV��7KH\�VKRXOG�UHFHLYH�GLUHFW� 
	 feedback as well as provide self-evaluation. Are they offering enough assistance without providing too much?  
	 Are the students given opportunities to learn from their mistakes as well as their successes?
	 ��6XJJHVW�DOWHUQDWH�DFWLYLWLHV�DQG�PRGLÀFDWLRQV�WKDW�FDQ�EH�XVHG�WR�HQKDQFH�OHDUQLQJ�
	 ��0DNH�VXUH�WKH�VWUDWHJLHV�WKH\�XVH�DUH�QRW�FRQVWDQWO\�UHSHWLWLYH�EXW�KDYH�YDULHW\�DQG�FUHDWLYLW\�

With ongoing discussion, you both remain informed about changes that need to be made before a situation  
becomes ineffective. This evaluative communication will place everyone’s energies on a positive note.

7. Establish Procedures for Unexpected Situations
'DLO\�VFKRRO�DFWLYLWLHV�DUH�FRQWLQXDOO\�FKDQJLQJ�GXH�WR�VFKHGXOHV��DEVHQFHV��ÀHOG�WULSV��VSHFLDO�HYHQWV�DQG�WHVW�GD\V��
,W�LV�LPSRUWDQW�WR�VKDUH�ZLWK�7$V�KRZ�WKH\�DUH�WR�KDQGOH�WKHVH�ÁH[LEOH�VLWXDWLRQV��6KDUH�D�FRS\�RI�D�ZHHNO\�URXWLQH�
and provide the necessary training, support and expectations for the type of schedule changes. It is important to 
H[SODLQ�WKHLU�UROH�ZKHQ�
	 ��7KH�WHDFKHU�LV�DEVHQW
	 ��6WXGHQWV�DUH�HQJDJHG�LQ�WHVWLQJ
	 ��8QH[SHFWHG�FKDQJHV�QHHG�WR�EH�PDGH�LQ�WKH�SODQV�IRU�WKH�GD\

8. Ensure TAs Promote Student Responsibility
	 ��6XFFHVVIXO�OHDUQHUV�WDNH�ULVNV�WKDW�UHVXOW�LQ�HLWKHU�VXFFHVV�RU�IDLOXUH
	 ��7KH�WHDFKHU�FDQ�DVVLVW�WKH�7$�LQ�XQGHUVWDQGLQJ�KRZ�WR�FUHDWH�D�VDIH�HQYLURQPHQW�LQ�WKH�FODVVURRP� 
	 that allows students to take risks
	 ��'LVFXVV�WKH�YDOXH�RI�PDNLQJ�D�PLVWDNH

9. Establish Times and Ways to Communicate
	 ��&RPPXQLFDWLRQ�VKRXOG�RFFXU�UHJXODUO\��,I�SRVVLEOH��LGHQWLI\��D�WLPH�IRU�VKDULQJ�GXULQJ�WKH�GD\��������PLQXWHV�� 
	 or at a weekly meeting. If this is not feasible, then work within what is realistic, but try to ensure meeting time!
	 ��<RX�PD\�ZDQW�WR�GHYHORS�D�V\VWHP�WKDW�DGGUHVVHV�ZKDW�\RX�QHHG�WR�FRPPXQLFDWH�DV�ZHOO�DV�KRZ�DQG�ZKHQ� 
	 you will communicate.

$�OLVW�RI�WRSLFV�WR�EH�GLVFXVVHG�PD\�LQFOXGH�
	 _ Upcoming events   	 _ Development of student independence
	 B�/HVVRQ�SODQV���	 B�6WXGHQW�SURJUHVV
	 B�0RGLÀFDWLRQV���	 B�3HUVRQDO�FRQFHUQV
	 _ Preparation of classroom materials    	 _ TA and teacher interactions
	 _ Contact with parents    	 _ Teaching models

When communication between TAs and teachers is poor TAs are unclear of their responsibilities and how to judge 
their effectiveness. Too much important information is left to chance. The possibility of overlooking important  
instructional support techniques is increased.
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Section 2

What is Special Education?
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Timeline

EACHA IDEA
IDEA

Reauthorized

1975 1990 1997

Education of 
All Handicapped 

Children Act 
�3/��������

Individuals with
Disabilities Act
(PK 101-476)

Individuals with
Disabilities Act

(PK 105-17)

)RFXV�
Access to Public 

Education

)RFXV�
Improved Student 

Outcomes

)URP�1<&�6(75&
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Individualized 
Education 
Program

Present levels of 
performance 
and needs

Annual
Goals

short-term
objectives/
benchmarks

Educational
disability

classification

Programs
and

Services

Test
modifications

Functional
behavior

assessment/
behavior
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IDEA               KEY COMPONENTS
• Free Appropriate Public Education (FAPE)

• Appropriate Evaluation

• Individualized Education Program (IEP)

• Least Restrictive Environment (LRE)

• Parent, teacher and 
   student-participation in decision-making

• Procedural safeguards
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IDEA

Instructional
Outcomes for  
Students with  
Disabilities

Services
for
Students in
WKH�/5(

Access to
General
Education
Curriculum

High
Standards for
All Students
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Special Education Process:
Step by Step

Step 1: Initial Referral for Special Education Services

Students suspected of having a disability are referred to the Committee 
on Special Education (CSE). A referral is a written statement and may be 
initiated by the parent of the student (or a person in parental relation-
VKLS���WHDFKHU��RU�RWKHU�VFKRRO�SHUVRQQHO���GRFWRU��MXGLFLDO�RIÀFHU��D�GHV-
ignated person in a public agency, or the student (over 18 years of age). 
When initiated by school personnel, the referral must indicate the inter-
ventions (pre-referral strategies) implemented prior to referral, describe 
the nature of contacts with the parent/guardian and state the reason for 
the referral. Upon receipt of the referral, the CSE informs the parents/
guardians of their due process rights and obtains written consent for an 
evaluation of the student.

Step 2: Individual Evaluation Process

The CSE arranges for an appropriate evaluation of the student’s abilities and needs. The evaluation is based on 
information from a variety of sources, including a physical examination, a psychological evaluation, a social history, 
formal and informal educational assessments, observations, teacher progress reports and information from the par-
ent/guardian.
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Step 3: Determining Eligibility for Special Education Services
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Least Restrictive Environment and Models for Inclusion

5HJXODWLRQV�UHTXLUH�WKDW�VSHFLDO�HGXFDWLRQ�VWXGHQWV�EH�SURYLGHG�ZLWK�VHUYLFHV�LQ�WKH�/HDVW�5HVWULFWLYH�(QYLURQPHQW�
�/5(���7KLV�PHDQV�WKDW�´SODFHPHQW�RI�VWXGHQWV�ZLWK�GLVDELOLWLHV�LQ�VSHFLDO�FODVVHV��VHSDUDWH�VFKRROV�RU�RWKHU�UHPRYDO�
from the regular educational environment occurs only when the nature or severity of the disability is such that even 
ZLWK�WKH�XVH�RI�VXSSOHPHQWDU\�DLGV�DQG�VHUYLFHV��HGXFDWLRQ�FDQQRW�EH�VDWLVIDFWRULO\�DFKLHYHG�µ�/5(�SODFHPHQW�ZLOO�

	 ��SURYLGH�WKH�VSHFLDO�HGXFDWLRQ�QHHGHG�E\�WKH�VWXGHQW�
	 ��SURYLGH�IRU�HGXFDWLRQ�RI�WKH�VWXGHQW�WR�WKH�PD[LPXP�H[WHQW�DSSURSULDWH�WR�WKH�QHHGV�RI�WKH�VWXGHQW�ZLWK� 
	 RWKHU�VWXGHQWV�ZKR�GR�QRW�KDYH�GLVDELOLWLHV��DQG
	 ��EH�DV�FORVH�DV�SRVVLEOH�WR�WKH�VWXGHQW·V�KRPH�

*LYHQ�WKH�UHTXLUHPHQW�IRU�/5(��PDQ\�VFKRRO�GLVWULFWV�DUH�GHYHORSLQJ�QHZ�LQVWUXFWLRQDO�PRGHOV�WR�VHUYH�VWXGHQWV�ZLWK�
disabilities in general education settings by bringing the appropriate supports and services to the student, rather 
than having the student leave the classroom to receive those supports and services. These instructional models may 
EH�UHIHUUHG�WR�LQ�GLIIHUHQW�WHUPV��LQFOXGLQJ�

		  Inclusion  										          Consulting
													                Model
							       Collaboration 						    
			      Integration 						      Push-In

The implementation plan for these new models may differ from
district to district. -However, it is important to remember that,

whatever the model, the purpose is clear...

L R E
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Suggested Overhead for use by Trainers

Island in the Mainstream
IURP��*LDQJUHFR��0LFKDHO

Ants in His Pants — Page 27
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&RQÀGHQWLDOLW\�$FWLYLW\
Directions: Several situations related to confidentiality that require a decision to be made are presented below. Read 
each of the situations and apply your school’s policies in order to make a decision for each scenario. Then discuss 
your response with other team members.

Student To Student
Sue is a new TA at Smith High School. She is 20 years old. Sue went to Smith High School as a student, so she 
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Suggested Overhead for use by Trainers

Grapevine
IURP��*LDQJUHFR��0LFKDHO

Flying By the Seat of Your Pants — Page 42

The above cartoon is suggested for use for training sessions. However we are unable to  
include a copy of the cartoon, due to copyright restrictions. Information regarding  

purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�

“Permission is granted to the purchaser to make overhead transparencies of the cartoons for workshops, classes, inservice training, 
or other educational purposes. Photocopying or other reproduction of this material for entire school districts, workshop 

participants, classes or inservice training is strictly prohibited.”
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+$1'287��$GGUHVVLQJ�&RQÀGHQWLDOLW\

'LUHFWLRQV��0HPEHUV�RI�WKH�HGXFDWLRQ�WHDP�QHHG�WR�PHHW�WR�GLVFXVV�WKH�SROLFLHV�DQG�SURFHGXUHV�UHODWHG�WR�FRQÀGHQ-
tiality as they apply to both students with and without disabilities, as well as their families.

	 ���+RZ�LV�´FRQÀGHQWLDOLW\µ�GHÀQHG�LQ�RXU�VFKRRO�SROLFLHV"

	 ���:KDW�DUH�WKH�SROLFLHV�DQG�SURFHGXUHV�LQ�WKLV�VFKRRO�UHODWHG�WR�FRQÀGHQWLDOLW\"

	 ���:KDW�DUH�WKH�H[SHFWDWLRQV�RI�WKH�PHPEHUV�RI�RXU�WHDP�UHJDUGLQJ�FRQÀGHQWLDOLW\"�+RZ�FDQ�
	 RXU�WHDP�VXSSRUW�RQH�DQRWKHU�LQ�PDLQWDLQLQJ�UHVSHFWIXO�LQWHUDFWLRQV�DQG�FRQÀGHQWLDOLW\�LQ�
	 relation to the students and their families with whom we work?

	 ���+RZ�ZLOO�ZH�HQVXUH�WKDW�FRQÀGHQWLDOLW\�LV�PDLQWDLQHG�LQ�RXU�GDLO\�ZRUN�ZLWK�VWXGHQWV�DQG�
	 their families?

	 ���:KDW�GR�ZH�GR�ZKHQ�ZH�DUH�LQ�VLWXDWLRQV�LQ�ZKLFK�ZH�EHOLHYH�FRQÀGHQWLDOLW\�LV�EHLQJ�
	 breached? What are some phrases that we might use to remind another person of this issue?

From: The Paraprofessional’s Guide to the Inclusive Classroom: Working as a Team
©1997 by Maly Beth Doyle, Baltimore: Paul H. Brookes Publishing Co.
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Family Education Rights and Privacy Act (FERPA)

The Family Education Rights and Privacy Act (FERPA), often referred to as the “Buckley  
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Eligibility for Special Education

Eligibility for special education is based on whether a student has a disability that affects his
or her ability to learn. The Committee on Special Education (CSE) is responsible for determining the eligibility for 
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speech or language impairment: a disability that affects expressive language (e.g., speaking) or receptive lan-
guage (e.g., understanding) and is characterized by problems organizing thoughts and ideas, rapid or disorga-
nized language, voice disorders related to pitch, sound or the quality of the sounds produced

traumatic brain injury: an injury to the brain caused by an external force (e.g., in an accident) or by a medical 
condition, such as a stroke or brain tumor that impacts on the student’s functioning

visual impairment (including blindness): impaired vision, even with correction,
that results in partial sight or blindness

When Congress reauthorized IDEA 1997, there was a great deal of concern that some students may have been 
FODVVLÀHG�DV�GLVDEOHG�ZKHQ�WKHLU�OHDUQLQJ�SUREOHPV�ZHUH�UHODWHG�WR�ELOLQJXDOLVP�RU�OLPLWHG�LQVWUXFWLRQ��UDWKHU�WKDQ�
DQ�HGXFDWLRQDO�GLVDELOLW\��,Q�DQ�HIIRUW�WR�HQVXUH�WKDW�WKHVH�VWXGHQWV�ZRXOG�QRW�EH�FODVVLÀHG�DV�GLVDEOHG��IHGHUDO�DQG�
VWDWH�UHJXODWLRQV�VSHFLÀFDOO\�SURKLELW�WKH�FODVVLÀFDWLRQ�RI�VWXGHQWV�ZKRVH�OHDUQLQJ�GLIÀFXOWLHV�DUH�GXH�WR�OLPLWHG�HGX-



www.nassauboces.org

2-19

ATSEA*
*A Test of Special Education Acronyms
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7HVW�0RGLÀFDWLRQV�6XPPDU\

3XUSRVH�RI�7HVWLQJ�0RGLÀFDWLRQV�
	 ��7R�HQDEOH�VWXGHQWV�ZLWK�GLVDELOLWLHV�WR�SDUWLFLSDWH�LQ�WHVW�SURJUDPV�RQ�DQ�HTXDO�EDVLV�ZLWK�WKHLU�
	 non-disabled peers.
	 ��7R�SURYLGH�DQ�RSSRUWXQLW\�IRU�VWXGHQWV�ZLWK�GLVDELOLWLHV�WR�GHPRQVWUDWH�PDVWHU\�RI�VNLOOV�DQG 
	 attainment of knowledge, without being unfairly restricted due to the effect of a disability.
	 ��,Q�GHWHUPLQLQJ�HOLJLELOLW\��HPSKDVLV�PXVW�EH�SODFHG�RQ�WKH�QHFHVVLW\�IRU�PRGLÀFDWLRQ��QRW�PHUHO\� 
	 WKH�SRWHQWLDO�EHQHÀW�IURP�PRGLÀFDWLRQ�
	 ��0RGLÀFDWLRQV�DUH�LQWHQGHG�WR�DGGUHVV�D�GLVDELOLW\�DQG��WR�WKH�H[WHQW�SRVVLEOH��WR�PLQLPL]H�WKH� 
	 impact of a student’s disability.

0RGLÀFDWLRQV�$UH�1RW�
	 ��LQWHQGHG�WR�VXEVWLWXWH�IRU�NQRZOHGJH�DQG�DELOLWLHV�WKDW�WKH�VWXGHQW�KDV�QRW�DFKLHYHG�
	 ��LQWHQGHG�WR�SURYLGH�DQ�XQIDLU�DGYDQWDJH�RYHU�VWXGHQWV�WDNLQJ�WHVWV�DQG�H[DPLQDWLRQV�XQGHU� 
	 standardized procedures.
	 ��LQWHQGHG�WR�EH�UHFRPPHQGHG�VRKLE
 standardized 4900530cedures.
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Alphabet Soup
Following is a list of the abbreviations commonly used in special education.

	 $'+'	
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Section 3

Getting Started

Note to Trainer:
7KLV�FKDSWHU�FRQWDLQV�PXOWLSOH�DFWLYLWLHV��\RX�VKRXOG�VHOHFW�WKRVH�WKDW�DUH�PRVW

appropriate for your district. Since the activities used will vary, you will also need to
determine when they should be presented.
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Suggested Overhead for use by Trainers

Flexibility
IURP��*LDQJUHFR��0LFKDHO

Ants in His Pants — Page 81
(see cartoon on reverse side)

Due to copyright restrictions, we are only able to include copies of four cartoons in this
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Getting Started

Facts:
	 1. Para-educators are one of the fastest growing positions in public education.
	 ���,Q�WKH�HDUO\�����·V�WKHUH�ZHUH�DSSUR[LPDWHO\��������3DUD�HGXFDWRUV��FXUUHQWO\�WKHUH�DUH� 
	 more than 500,000.
	



www.nassauboces.org

3-3

Some Basic Questions When Getting Started
When you start In a classroom, it is important to have some basic information. Knowing the protocols of 
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Classroom Orientation Checklist
This list will help to organize the TA when beginning in a new school or orientation.

1. Personal Information 
__Workday responsibilities/ Prepared for a substitute
__VVork schedule
__Breaks
BB6DODU\�DQG�EHQHÀWV
BB/XQFK�WLPH�DQG�ORFDWLRQ
__Sick and personal days
__School calendar and holidays
__Review any school standard forms

2. School Information 
BB6FKRRO�3ROLFLHV��L�H���JLIWV�WR�HPSOR\HHV�
__Programs operated by the school
BB/RFDWLRQ�DQG�XVH�RI�HTXLSPHQW�DQG�VXSSOLHV
__Where to park, eat, etc.
__Hours of teachers’ school day
BB%XLOGLQJ�OD\RXW��L�H���J\P��FDIHWHULD��SOD\JURXQG��VSHFLDOV��EDWKURRPV�
__TA evaluation procedures

���&RQÀGHQWLDOLW\�,QVWUXFWLRQV�
__Review any written policy
__Review policy with teacher or administrator

4. Classroom Orientation and School Policies 
__Student characteristics
__Classroom rules
__Physical arrangement of classroom
__Work assignment
__Job expectations / role in the classroom
__Daily routines
__Discipline strategies
BB/RFDWLRQ�RI�FODVVURRP�PDWHULDOV
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Becoming A Chameleon 

As a TA one must wear many hats and communicate with varied people on various levels. When working with differ-
ent professionals a TA may be expected to change his/her style, manner, responses, responsibilities and communi-



www.nassauboces.org

Your role in the classroom

When working in the classroom the TA can enhance instruction, under the supervision of the special education and 
JHQHUDO�HGXFDWLRQ�WHDFKHU��E\�VXSSRUWLQJ�VWXGHQWV�DV�IROORZV�
	 �5HLQIRUFLQJ�SUHYLRXVO\�LQVWUXFWHG�FRQFHSWV
	 �2EVHUYLQJ�DQG�GRFXPHQWLQJ�VWXGHQW�SURJUHVV
	 �$VVLVWLQJ�VWXGHQWV�LQ�FDUU\LQJ�RXW�GDLO\�URXWLQHV�PRUH�LQGHSHQGHQWO\
	 �+HOSLQJ�VWXGHQWV�WR�LQLWLDWH�WDVNV
	 �$GDSWLQJ�WDVNV�DQG�DVVLJQPHQWV
	 �,PSOHPHQWLQJ�WHDFKHU�PRGLÀFDWLRQV
	 �3URPRWLQJ�VWXGHQW�LQGHSHQGHQFH��QRW�LQWHUGHSHQGHQFH
	 �3URYLGLQJ�LQGLYLGXDO�RU�VPDOO�JURXS�VXSSOHPHQWDU\�LQVWUXFWLRQ
	 �,PSOHPHQWLQJ�EHKDYLRU�PDQDJHPHQW�SURJUDPV�,PSOHPHQWLQJ�WHVWLQJ�PRGLÀFDWLRQV
	 �+HOSLQJ�FKLOGUHQ�ZLWK�WUDQVLWLRQV
	 �6XSSRUWLQJ�WKH�LQWHJUDWLRQ�RI�VWXGHQWV�LQWR�WKH�PDLQVWUHDP
	 �&RPPXQLFDWLQJ�ZLWK�WHDFKHUV�DERXW�VWXGHQW�QHHGV
	 �+HOSLQJ�WKH�WHDFKHU�PRQLWRU��UHFRUG�DQG�FKDUW�EHKDYLRUV
	 �:RUNLQJ�ZLWK�WKH�WHDFKHU�WR�GHYHORS�FODVVURRP�URXWLQHV�DQG�UXOHV
	 �.HHSLQJ�VWXGHQWV�IRFXVHG�RQ�WDVNV
	 �5HVSRQGLQJ�WR�VRFLDO�HPRWLRQDO�QHHGV�DV�SHU�WKH�WHDFKHU·V�SURWRFRO
	 �6XSHUYLVLQJ�LQ�WKH�OXQFKURRP��GXULQJ�UHFHVV�DQG�DW�DUULYDO���GLVPLVVDO��EXV�GXW\�
	 �.HHSLQJ�DSSURSULDWH�UHFRUGV�IRU�WKH�WHDFKHU
	 �+HOSLQJ�RUJDQL]H�DQG�VXSHUYLVH�IRU�FODVV�WULSV

3URMHFW�3$5$���8QLYHUVLW\�RI�1HEUDVND�DW�/LQFROQ���$YDLODEOH�DW�KWWS���ZZZ�SDUD�XQO�HGX

The duties of the TA are as varied as the students they support and the environments in which they work.  
6RPH�FRPPRQ�TXDOLWLHV�WKDW�ZRXOG�EH�KHOSIXO�DUH�
	 ��'HGLFDWHG�WR�KHOSLQJ�FKLOGUHQ
	 ��$ELOLW\�WR�DGDSW�WR�YDULRXV�WHDFKLQJ�VW\OHV
	 ��)OH[LEOH�WR�GLIIHUHQW�QHHGV
	 ��5HVRXUFHIXO
	 ��$EOH�WR�FROODERUDWH�ZLWK�PDQ\�SHRSOH
	 ��*RRG�DW�VROYLQJ�FRQÁLFWV
	 ��2SHQ�PLQGHGQHVV
	 ��$Q�HIIHFWLYH�FRPPXQLFDWRU
	 �$EOH�WR�XQGHUVWDQG�DQG�DFFHSW�WKH�UROH�H[SHFWDWLRQV�RI�WKH�SRVLWLRQ�ZLWK�UHJDUGV�WR�WHDFKHUV�� 
	 administrators, parents and students
	 �$ELOLW\�WR�GLVFLSOLQH�HIIHFWLYHO\�DQG�XVH�PDQDJHPHQW�VWUDWHJLHV
	 �$ELOLW\�WR�RUJDQL]H�DQG�XVH�LQVWUXFWLRQDO�PDWHULDOV�DQG�VWUDWHJLHV
	 �8QGHUVWDQGV��RU�LV�ZLOOLQJ�WR�DVN�DERXW�DQG�OHDUQ��FKDUDFWHULVWLFV�RI�GLVDELOLWLHV
	 �5HVSHFWV�FRQÀGHQWLDOLW\�UHJDUGLQJ�VWXGHQWV�DQG�WHDFKHUV

)URP��ZZZ�FHF�VSHF�RUJ�FDUHHUSURÀOH�SDUDHGXFDWRUV
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Activity
Roles and Responsibilities

Trainer:
Create a Venn diagram on a large paper or individual papers depending on if you choose to do this activity as one 
large group, smaller groups, or individually.

Given the following list of responsibilities, have the participants fill in the Venn diagram indicating which person is 
responsible or whether the responsibility is shared.

You can print each of the responsibilities on individual post-its or labels, so they can be readily placed in the ap-
propriate space to save rewriting. If doing as individual groups, without a whole group review at the end, it may be 
sufficient to write the numbers in the appropriate space.

Who is responsible for the following? Check ALL  
that you believe apply for each item.

Gen. Ed  
Teacher

Spec. Ed  
Teacher

TA

Provide initial instruction for new learning1.	
Demonstrate instructional strategies or approaches2.	
Gather materials and resources3.	
Use role playing to help student improve social skills4.	
Create large group lessons to present curriculum to all5.	
Reinforce previously instructed concepts6.	
Create innovative, high interest material for the students7.	7. 
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Activity

Roles and Responsibilities - page 2

Gen. Ed Teacher                                                      Spec. Ed Teacher

Teacher Aide/Asst.

)URP��ZZZ�FDF�VSHF�RUJ�FDUHHUSURÀOH��SDUDHGXFDWRUV
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Activity



www.nassauboces.org

3-11

Activity
Create A Job Ad

Working in small groups, create a fun newspaper ad for the position of TA

3URMHFW�3$5$���8QLYHUVLW\�RI�1HEUDVND�DW�/LQFROQ���$YDLODEOH�DW�KWWS���ZZZ�SDUD�XQO�HGX

Position Title:

Setting:

4XDOLÀFDWLRQV�

Purpose:

Duties/Responsibilities:

Time/Hours:
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Section 4

In the Classroom

Note to Trainer:
7KLV�FKDSWHU�FRQWDLQV�PXOWLSOH�DFWLYLWLHV��\RX�VKRXOG�VHOHFW�WKRVH�WKDW�DUH�PRVW

appropriate for your district. 
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In the classroom
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Examples of Communications: 
1. Understanding the Teacher’s Style
What do you need to know about the teacher to get started?
	 ��WHDFKLQJ�VW\OHV
	 ��GLVFLSOLQH�VWUDWHJLHV
	 ��VXSHUYLVRU\�VW\OH

A mutual understanding of how a teacher teaches and disciplines is necessary for the team to effective.
	

2. Reporting Student Performance, Behavior and Social Skills - The TA is responsibility for reporting his/her obser-
vations about students to the teacher. In some situations, such as in the lunchroom or specials (electives), the TA 
may observe the students’ performance more frequently than the teacher.

Why is this information important, and how can the TA keep records?
	 ��7KLV�UHSRUWLQJ�ZLOO�KHOS�WKH�WHDFKHU�UHYLHZ�DQG�PRGLI\�OHVVRQV�
	 ��7KLV�FRPPXQLFDWLRQ�FDQ�EH�RQ�D�GDLO\��ZHHNO\�RU�PRQWKO\�EDVLV�
	 ��.HHS�D�QRWHERRN�RU�LQGH[�FDUGV�WR�MRW�GRZQ�REVHUYDWLRQV�WKDW�DUH�LPSRUWDQW�WR�VKDUH�
	 ��7KHUH�ZLOO�EH�DGGLWLRQDO�H[SODQDWLRQV�RQ�REVHUYLQJ�VWXGHQW�EHKDYLRUV�LQ�WKH�FKDSWHU�RQ�EHKDYLRUDO�LQWHUYHQWLRQV�
	

3. Building a Common Vocabulary
	 ��%RWK�WHDFKHUV�DQG�7$V�PXVW�KDYH�D�FRPPRQ�EDVH�RI�UHIHUHQFH�ZKHQ�VKDULQJ�LQIRUPDWLRQ��$OO�PXVW�XQGHUVWDQG� 
	 the technical language. If this is not shared with the TA, s/he may feel excluded from conversations where  
	 unfamiliar language is used.
	 ��,I�\RX�GR�QRW�NQRZ�RU�XQGHUVWDQG�WHUPV�WKDW�DUH�EHLQJ�XVHG��DVN�WKH�WHDFKHU�RU�RWKHU�SURIHVVLRQDO� 
	 to explain them.
	

4. Observing TAs
	 ��6RPH�VFKRRO�GLVWULFWV�KDYH�\HDUO\�REVHUYDWLRQV�RU�UHYLHZV�WR�DVVHVV�WKH�7$·V�SHUIRUPDQFH��,W�ZRXOG�EH� 
	 preferable if this were an ongoing process, even if done informally. In this manner, the TA can be given  
	 suggestions as soon as possible. In addition, positive feedback concerning his/her role in the classroom  
	 also makes the TA feel a valued member of the team.
	 ��'R�QRW�KHVLWDWH�WR�DVN�WKH�WHDFKHU�WR�SURYLGH�\RX�ZLWK�IHHGEDFN�FRQFHUQLQJ�\RXU�SHUIRUPDQFH�LQ�WKH�FODVVURRP�

Adapted from © Peytral Publications - An Essential Guide for the Paraprofessional (Hammeken, Peggy)
Used with permission of the author/publisher

Copies may be reproduced as workshop handouts for TAs and teachers.
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Becoming a Team:
In order to create an optimal learning environment for the students, the teacher and TA need to become a working 
team. The responsibility for creating this team lies with both the teacher and the TA. Both need to develop a sense 
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Giangreco, Michael, Teaching Old Logs New Tricks, Peytral Publications

May Not Be Further Reproduced
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There are other personnel in the school who provide-services and support to students with disabilities. Below is an 
overview of some of their responsibilities. Please be aware that their role may vary from district to district.

 
Psychologist

Mandated member of the CSE�	
Conducts observations of students�	
Administers and interprets standardized �	
testing (IQ, achievement and personality)
Provides counseling�	
Designs/implements behavior plans�	

 
Social Worker

Provides counseling to students�	
&RPSOHWHV�VRFLDO�KLVWRULHV��L�H���LQIRUPDWLRQ� �	
concerning student’s birth, developmental and 
school history,  family information)
May act as liaison between the home  �	
and school

 
Occupational Therapist  
(YDOXDWHV�DQG�WUHDWV�

)LQH�0RWRU�6NLOOV��H�J���KDQGZULWLQJ��VFL6-�	
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Giangreco, Michael, F. Flying By The Seat of Your Pants, Minnetonka, Minnesota, Peytral Publications, 1999

May Not Be Further Reproduced
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Communicating with Students
&RPPXQLFDWLRQ�ZLWK�VWXGHQWV�LV�PXOWLIDFHWHG��7KLV�VHFWLRQ�ZLOO�SURYLGH�VXJJHVWLRQV�IRU�WKH�IROORZLQJ��

��(VWDEOLVKLQJ�UHODWLRQVKLSV�ZLWK�VWXGHQWV
��7DONLQJ�ZLWK�VWXGHQWV
��(IIHFWLYH�OLVWHQLQJ
��$VNLQJ�TXHVWLRQV

Establishing Relationships with Students 

Self-esteem is often an issue for special education students. This may be a result of feeling a lack of success. Part of 
your job, along with the teachers, is to build self-esteem. There are various ways to do this.

��/LVWHQ�WR�ZKDW�WKH�VWXGHQWV�DUH�VD\LQJ��7DNH�WKHLU�FRQYHUVDWLRQV�VHULRXVO\�DQG�UHVSRQG�SRVLWLYHO\�

��'R�QRW�EH�MXGJPHQWDO��<RX�VKRXOG�QRW�SDVV�MXGJPHQW�RQ�KRZ�WKH�VWXGHQW�SHUFHLYHV�D�SUREOHP�

��6KRZ�D�JHQXLQH�LQWHUHVW�LQ�HDFK�VWXGHQW��$FFHSW�HDFK�VWXGHQW�GHVSLWH�KLV�KHU�SHUVRQDOLW\�� 
disability, or background.

��5HPHPEHU�ZKDW�WKH�VWXGHQW�WHOOV�\RX��7KLV�VKRZV�FDULQJ�DQG�LQWHUHVW�

��$VN�LI�\RX�FDQ�KHOS��,W�\RX�VHQVH�WKH�VWXGHQW�KDV�D�SUREOHP��DVN�KLP�KHU
quietly if you can help. Do this privately as not to embarrass the student.

��3UDLVH��GRQ·W�FULWLFL]H��7KLQN�DERXW�ZKDW�\RX�DUH�JRLQJ�WR�VD\��&RPSOLPHQW�VWXGHQWV�RIWHQ� 
and sincerely.

��1HYHUV���1HYHU�FRPSDUH�VWXGHQWV��1HYHU�PDNH�IXQ�RI�D�VWXGHQW��1HYHU�GR�LQ�SXEOLF�ZKDW� 
you can handle in private!

�$OZD\V�NHHS�\RXU�VHQVH�RI�KXPRU�

4-10
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Talking with Students
When speaking with students, it is the TA’s major goal to have them listen, understand, and use the information. To 
do this the TA should incorporate techniques that encourage openness and acceptance. The older the students are, 
the more essential the concept of acceptance becomes important to remember that, at times, you may not be able 
to understand their thought processes, especially when dealing with inappropriate behaviors, but confrontation is 
rarely a positive action. It is more advantageous to work with the student in a positive, supportive manner.

The following are helpful hints to promote positive communication:

��)LUVW�HVWDEOLVK�SRVLWLYH�UHODWLRQVKLSV�ZLWK�VWXGHQWV�
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Techniques that promote positive supportive communication:

	 ��3RVWXUH��6SHDN�ZLWK�WKH�VWXGHQW�IDFH�WR�IDFH��PDNLQJ�VXUH�\RX�DUH�RQ�RU�DERXW�WKH�VDPH�KHLJKW�OHYHO�
	 ��(\H�&RQWDFW��(\H�FRQWDFW�UHYHDOV�\RXU�LQWHUHVW�LQ�WKH�FRPPXQLFDWLRQ�
	 ��)DFLDO�([SUHVVLRQ��<RXU�IDFLDO�H[SUHVVLRQ�VKRXOG�PDWFK�WKH�FKLOG·V�H[SUHVVLRQ�DQG�WKH�HPRWLRQ�RI�WKH�PHVVDJH�
	 ��'LVWDQFH��3K\VLFDO�GLVWDQFH�LPSDFWV�FRPIRUW�OHYHO��$OORZ�VRPH�VSDFH�EHWZHHQ�\RX�DQG�WKH�VWXGHQW
	 ��9RLFH�4XDOLW\��<RXU�YRFDO�WRQH�DQG�YROXPH�VKRXOG�PDWFK�WKDW�RI�WKH�VWXGHQW·V��

Effective Listening 
Effective communication is a major factor when working with students of all ages. Being aware of the different pro-
FHVVHV�WKDW�LPSDFW�FRPPXQLFDWLRQ�ZLOO�KHOS�WKH�GHYHORSPHQW�RI�HIIHFWLYH�FRPPXQLFDWLRQ��/LVWHQLQJ�LV�DOVR�D�PDMRU�
factor with regard to communication. We need to model good listening to encourage children to develop appropriate 
attending skills.
 

Some factors that impact listening:
	 ���/LVWHQLQJ���$FWLYHO\�KHDULQJ�ZKDW�LV�EHLQJ�VDLG�DQG�DWWHQGLQJ�WR�WKH�PHVVDJH��%\�HPSDWKLF�OLVWHQLQJ�ZH�
	 show concern and interest in the other person. 
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Frequently Asked Questions
How do I approach the classroom teacher with a concern or suggestion?
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Classroom Organization

Room Arrangements and Routines

Routines are part of the general and special education classrooms. The general education teacher usually estab-
lishes these routines. However, since the increase of inclusion and team teaching general and special education 
teachers often establish these routines jointly. In addition, therapists and special subject teachers frequently either 
push-in or pullout students from the classes. This results in a need to coordinate schedules and develop blocks of 
teaching time to make lessons less fragmented and more meaningful. It is important that the TA be aware of these 
routines, so the classroom runs smoothly. This information can be obtained through discussion with the teacher, 
observation of the class, and/or review of the weekly schedule.

The physical arrangements of the room also impact the student learning. Generally the teacher determines  
room arrangements. However, the following list contains some suggestions that will enable you to be of  
DVVLVWDQFH�LQ�WKLV�UHJDUG�
	 – Children should be seated so that attention is towards the teacher.
	 – Make sure there are no objects interfering with the view of the chalkboard, screens or 
	     other displays that are being utilized.
	 ²�+LJK�WUDIÀF�DUHDV�VKRXOG�EH�IUHH�RI�FRQJHVWLRQ�
	 – Post schedules on the board, or on the desk (if necessary).
	 – Make sure you can readily view the student(s) from where you are standing or sitting. 
	 ²�6WXGHQWV�VKRXOG�KDYH�HDV\�DFFHVV�WR�ZHOO�RUJDQL]HG�PDWHULDOV�DQG�LQIRUPDWLRQ�
			   ��%RRNV��VXSSOLHV�DQG�RWKHU�PDWHULDOV�XVHG�FDQ�EH�NHSW�LQ�VHYHUDO�ORFDWLRQV��KRZHYHU�HDFK�
			   ��LWHP�VKRXOG�EH�PDLQWDLQHG�FRQVLVWHQWO\�LQ�WKH�VDPH�ORFDWLRQ�
			   ��7HDFK�VWXGHQWV�WR�XVH�IROGHUV�RU�RWKHU�V\VWHPV�WR�RUJDQL]H�WKHPVHOYHV�
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Activity

Communication Case Study
This activity should be modified based on the number of workshop participants.

Sharon, a TA at an elementary school, receives a note from Carol, one of the teachers she works with.  
7KH�QRWH�DVNV�KHU�WR�FRPH�WR�&DURO·V�URRP��ZKLFK�LV�DFURVV�IURP�WKH�FDIHWHULD��DW�������WR�WDON�DERXW�WKH�OHV-
VRQ�SODQV�IRU�WKH�IROORZLQJ�GD\��:KHQ�6KDURQ�DUULYHV�DW�&DURO·V�RIÀFH��VKH�LV�KRSLQJ�&DURO�KDV�GHFLGHG�WR�OHW�
her take a more active role in the classroom. 

:KHQ�VKH�VWHSV�LQWR�WKH�RIÀFH�&DURO�LV�VLWWLQJ�DW�KHU�GHVN��HDWLQJ�DQG�WDONLQJ�RQ�WKH�SKRQH��6KDURQ�HQWHUV�WKH�
URRP��VLWV�GRZQ��DQG�ZDLWV�IRU�&DURO�WR�FRPSOHWH�KHU�SKRQH�FDOO��:KHQ�ÀQLVKHG��&DURO�UHVXPHV�HDWLQJ��ZKLOH�
telling Sharon about the following day’s plans and how many copies she needs of materials. Sharon waits 
for a break in the conversation so she can discuss her concerns. However the noise in the cafeteria and the 
distraction of Carol eating makes Sharon drift off and not pay close attention to the conversation. After one 
more interruption Carol is ready to end the conversation. Sharon stands up, frustrated that she was unable 
to discuss her concerns. She decided to reschedule another meeting.

What were barriers to communication?

List 3 possible solutions?

1.

2.

3.

What would have you done in these circumstances?

Adapted from Project PARA University of Nebraska at Lincoln - Available at http:// www.para.unLedu
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Activity

Open Communication Channels

1. Identify 2 strategies which would encourage communicating with staff and students

2. What are 3 ways that a TA can promote a team approach?

3. If Susie tells you she hates school and all teachers, how would you respond?

4. Sometimes teachers and the TA have different perspectives. What are 2 strategies that can be used  
WR�UHVROYH�D�FRQÁLFW"

���/LVW���ZD\V�\RX�FRXOG�HQFRXUDJH�VWXGHQWV�WR�XVH�JRRG�OLVWHQLQJ�VNLOOV�

6. Good communication is often more than a one-time event. It is built on trust and good relationships.  
What are 2-3 ways that teachers and TAs can work together to establish these relationships?

Adapted from Project PARA University of Nebraska at Lincoln - Available at http:// www.para.unLedu
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Activity

Classroom Routines: This activity is to generate thoughts about how the room arrangement 
may impact performance and behavior.

SITUATION:�-RQDWKDQ�LV�D��WK�JUDGH�FKLOG�ZKR�LV�H[WUHPHO\�GLVWUDFWLEOH��+H�ÀGJHWV�ZLWK�DQ\�REMHFW�KH�FDQ�
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Adapted from Project PARA University of Nebraska at Lincoln - Available at http:// www.para.unLedu

ACTIVITY
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Section 5

Different Strokes for 
Special Folks
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Suggested Overhead for use by Trainers

Swimming Lessons
IURP��*LDQJUHFR��0LFKDHO

Flying by the Seat of Your Pants - page 20

The referenced cartoon is suggested for use for training sessions. However we are unable to in-
clude a copy of the cartoon, due to copyright restrictions. Information regarding  

purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�

“Permission is granted to the purchaser to make overhead transparencies of the cartoons for workshops, classes, inservice training, 
or other educational purposes. Photocopying or other reproduction of this material for entire school districts, workshop 

participants, classes or inservice training is strictly prohibited.”

5-1
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,QVWUXFWLRQDO�7HFKQLTXHV�DQG�0RGLÀFDWLRQV

Supporting Individual Student Needs
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Guidelines in Making Adaptations
$GDSWDWLRQV�DUH�GHÀQHG�DV�´DQ\�DGMXVWPHQW�RU�PRGLÀFDWLRQ�LQ�WKH�FXUULFXOXP��LQVWUXFWLRQ��HQYLURQPHQW�RU�PDWHULDOV�
in order to enhance the participation of a member of the classroom community.” (Udvari-Solner, 1992)

General Categories of Adaptations: 

1. Adaptations That Are Constant Over Time

	 ��(DFK�PHPEHU�RI�WKH�WHDP�QHHGV�WR�EH�DFTXDLQWHG�ZLWK�VWXGHQW�VSHFLÀF�DGDSWDWLRQV��LQFOXGLQJ�KRZ�WKH�
	 student is supposed to use them and the type of support needed.

	 ��$OWKRXJK�WKH�7$�PD\�EH�DVNHG�WR�DVVLVW�LQ�WKH�GHYHORSPHQW�RU�DFTXLVLWLRQ��LW�LV�JHQHUDOO\�WKH�UHVSRQVLELOLW\�
	 RI�D�FHUWLÀHG�WHDP�PHPEHU�WR�DFTXLUH�RU�GHVLJQ�WKHP�

	 ��:KHHOFKDLUV��FRPSXWHUV��FRPPXQLFDWLRQ�V\VWHPV��LQGLYLGXDOL]HG�SLFWXUH�VFKHGXOHV��FDOFXODWRUV�

2. Adaptations That Are Short Term and Preplanned

	 ��*HQHUDO�DQG�VSHFLDO�HGXFDWRUV�DUH�W\SLFDOO\�UHVSRQVLEOH�IRU�WKH�GHVLJQLQJ��KRZHYHU�7$V�DUH�RIWHQ�DVNHG�WR�
	 DVVLVW�LQ�WKH�GHYHORSPHQW�RU�UHÀQHPHQW�

	 ��7KHVH�DUH�XVXDOO\�VSHFLÀF�WR�D�JLYHQ�LQVWUXFWLRQDO�XQLW�RU�DFWLYLW\�

	 ��$Q�H[DPSOH�LV�D�ZRUNVKHHW�WKDW�UHTXLUHV�IHZHU�UHVSRQVHV�

3. Adaptations That Need To Be Developed on the Spot
	
	 ��7KHVH�DUH�DGDSWDWLRQV�WKDW�DUH�QRW�SODQQHG�LQ�DGYDQFH�

	 ��7KH\�DUH�GHYHORSHG�RU�DFTXLUHG�LQ�UHVSRQVH�WR�DQ�DFWLYLW\�WKDW�LV�DERXW�WR�RFFXU�RU�LV�LQ�WKH�SURFHVV�RI�RFFXUULQJ�

	 ��,I�WKH�SUHSODQQHG�DGDSWDWLRQ�GRHV�QRW�ZRUN��WKH�7$�PD\�QHHG�WR�TXLFNO\�GHYHORS�D�QHZ�DGDSWDWLRQ�

Adaptations Should:
		  Promote active participation
		  Build on the student’s strengths 
 		  Not be overly intrusive

Generating on-the-spot adaptations is an appropriate and necessary component of many activities.  
The support of the TA in this regard is very important.

From: ©Dr. Mary Beth Doyle: The Paraprofessional’s Guide to the Inclusive Classroom
Reproduced with the permission of the author; see appendix for ordering information.
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Deviating from the Lesson Plan
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Brainstorming Activity
First: Break into groups of approximately four people.
Instructions: Explain the rules of brainstorming:

Each group will be given a scenario describing a student. The group will have two minutes to “brainstorm” strategies 
IRU�FXUULFXOXP�DGDSWDWLRQV�WR�DGGUHVV�WKH�VWXGHQW·V�LGHQWLÀHG�DUHD�V��RI�QHHG�

Select a recorder to write down the ideas as each one is raised.

In brainstorming, there may be NO DISCUSSION as to the appropriateness or value of the ideas raised. The goal is 
QUANTITY.�6HOHFW�D�´JDWHNHHSHUµ�WR�VLJQDO��L�H���WDS�RQ�JODVV�RU�WDEOH��ZKHQ�RSLQLRQV�RU�UHDFWLRQV�DUH�JLYHQ�DERXW�DQ�
idea. (A reaction can be non-verbal, e.g., a facial expression indicating a person’s feelings.)

At the end:
'R�D�TXLFN�FRXQW�RI�KRZ�PDQ\�VWUDWHJLHV�HDFK�JURXS�FDPH�XS�ZLWK��<RX�PD\�ZDQW�WR�KDYH�HDFK�JURXS�SUHVHQW�EULHÁ\��
However the main point is for the groups to generate ideas and to see how the quantity of ideas generated in-
FUHDVHV�ZKHQ�IROORZLQJ�WKH�UXOHV�RI�WKH�´EUDLQVWRUPLQJµ�PRGHO� Some of the ideas may be helpful for this student, 
while some may be applicable to other students.

Scenarios: Cut and paste on to index cards.

5-5

Allison cannot attend to a lesson for more than
ÀYH�PLQXWHV��6KH�KDV�GLIÀFXOW\�RUJDQL]LQJ�KHU
supplies, carrying out simple tasks and shows
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Curriculum Adaptations
$V�GLVFXVVHG��WKHUH�DUH�VLWXDWLRQV�LQ�ZKLFK�D�7$�PD\�QHHG�WR�PDNH�LPPHGLDWH�PRGLÀFDWLRQV�GXULQJ�DQ�LQVWUXFWLRQDO�DFWLY-
ity. There may not be the opportunity during the course of a lesson to discuss chanes that are needed “on-the-spot” with the 
WHDFKHU��)ROORZLQJ�DUH�VRPH�VXJJHVWLRQV�IRU�SRVVLEOH�DGDSWDWLRQV��,Q�UHYLHZLQJ�WKLV�OLVW�FRQVLGHU�RQO\�WKRVH�PRGLÀFDWLRQV�WKDW�
are appropriate for the age and functioning level of the students with whom you work. In addition, please review this with the 
FODVVURRP�WHDFKHU�WR�REWDLQ�KLV�RU�KHU�LQSXW�DV�WR�\RXU�UROH�DQG�WKH�DSSURSULDWHQHVV�RI�WKH�PRGLÀFDWLRQV�IRU�HDFK�VWXGHQW�

The modifications below are basic and are by no mean exhaustive. This is meant as a resource tool for TAs who are receiving initial training. 
You may have already successfully implemented more sophisticated strategies. In addition, the modifications used should  

be appropriate to the age and functioning level of the student.
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Reading Decoding
��+HOS�EUHDNGRZQ�ZRUGV�LQWR�SDUW�V�DQG�VRXQG�RXW�HDFK�VHFWLRQ
��6KRZ�WKH�VWXGHQW�D�SLFWXUH�RU�FDUGV�ZLWK�D�YRZHO�VRXQG�DQG�D�
corresponding word
��3URYLGH�WKH�GHFRGLQJ�UXOH
��5HDG�DORXG�WR�D�VPDOO�JURXS
��8VH�WDSHG�PDWHULDOV��FKHFN�ZLWK�WHDFKHU�ÀUVW�
��0DNH�D�SLFWXUH�IUDPH�VR�WKH�VWXGHQW�FDQ�VHH�RQO\�RQH�RU�WZR�
lines, of text

Reading Comprehension
��7HDFK�QHZ�ZRUGV���PHDQLQJV�SULRU�WR�WKH�UHDGLQJ�WDVN
��3URYLGH�DQ�RXWOLQH�RU�ZHE�SULRU�WR�WKH�UHDGLQJ�WDVN
��+DYH�WKH�VWXGHQW�SDUDSKUDVH�VKRUW�SDVVDJHV�RI�WH[W
��+DYH�VWXGHQW�PDUN�XQFOHDU�WH[W�ZLWK�D�VWLFN\�QRWH
��8QGHUOLQH�RU�KLJKOLJKW�LPSRUWDQW�WH[W
��+DYH�WKH�VWXGHQW�VHTXHQFH�VWRU\�VWULSV
��+DYH�WKH�VWXGHQW�JHQHUDWH�TXHVWLRQV�DERXW�WKH�WH[W
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Study Guides / Worksheets
Provide page numbers referenced to the readings �	
Make sure questions are in the same order  �	
as the reading material
Select or mark materials�	
Provide a word bank�	
Break material into smaller parts�	
Allow student to work with a buddy�	
Remove an individual page from a  �	
workbook or packet

Completing ‘Work on Time
Reduce amount of work�	
Periodically remind student of the time�	
Help the student plan the use of time (schedules)�	
Specify exactly what needs to be done for the task to be �	
complete
Develop checklists�	
Use a timer�	
Assist student in prioritizing tasks�	
Help the student keep a calendar�	

Getting Started
Relate the lesson to things the student already knows or has �	
experienced
Use cues to begin work�	
Give work in smaller amounts�	
Provide encouragement�	
6HTXHQFH�ZRUN�ZLWK�HDVLHU�WDVNV�ÀUVW�	
Make sure student knows exactly-what is expected�	
&KHFN�SURJUHVV�RIWHQ�LQ�WKH�ÀUVW�IHZ�PLQXWHV�	
Give clear directions�	
Provide a checklist of the steps involved�	
Encourage peer buddies�	
Ask the student to help someone else�	
8VH�PDWHULDO�WKH�VWXGHQW�ÀQGV�UHOHYDQW� �	
or interesting
Provide questions prior to beginning reading�	

Keeping an Organized Notebook
Assign a notebook buddy from the class�	
Check the notebook frequently�	
Have the student number all the pages�	
5HTXLUH�WKH�VWXGHQW�WR�NHHS�RQH�QRWHERRN�IRU�HDFK�VXEMHFW��RU��	
use one large ring-binder with a divider for each subject
Color code pages or notebooks by subject or area. Try to link a �	
meaningful association for each color.
+DYH�VWXGHQW�LPPHGLDWHO\�ÀOH�SDJHV�	
Have student keep a hole punch device�	

Keeping Track of
Assignments / Materials

Have materials in the same place all of the time.  �	
Teach students to do the same
Help student keep a calendar in the homework folder to re-�	
mind them of upcoming projects. Break the project down into 
tasks with due dates.
Provide a checklist of the items that need to be taken home �	
each day. This can be on a laminated card for reuse.
Use a color-coding system for organizing different subjects. �	
The notebooks and folders should be the corresponding color. 
7U\�WR�PDNH�WKH�FRORUV�PHDQLQJIXO��OHW�WKH�VWXGHQW�KHOS�LQ�GH-
WHUPLQLQJ�WKH�DVVRFLDWLRQ���L�H���VRFLDO�VWXGLHV�LV�EOXH�EHFDXVH�
it is the color of the oceans.
Help student develop a self-checklist monitoring tasks re-�	
quired
Require an envelope for a big project or one with parts�	
Provide nonverbal cues to remind the student to self-check�	
Keep extra supplies available�	
Ask the student what materials are needed�	
Make sure all returned papers are immediately  �	
put in the notebook
Use Post-It notes to mark assignments in textbooks�	

This page was adapted from: The Paraeducator’s Guide to Instructional and Curricular Modifications, by Wendy Dover. ©
The MASTER Teacher, Inc., 2001

Reproduced with the permission of the publisher; see appendix for ordering information.
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Be Prepared!
 

<RX�PLJKW�ZDQW�WR�KDYH�WKH�IROORZLQJ�LWHPV�DYDLODEOH�IRU�XVH
ZKHQ�LPSOHPHQWLQJ�RQ�WKH�VSRW�DGDSWDWLRQV�

High lighting Pens
Colored Markers - color color coding
Red markers or Pens
File Folders - use to make frames or strips for tracing when reading
Black Thick Tip Markers
Pencils
Index Cards
Hole Puncher
$VVRUWHG�/LQHG�3DSHU
Highlighting Tape
Post It Notes
Post It Flags
Erasers
Ruler
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Maintaining Learner Involvement
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Avoiding Boredom
Maintaining student interest in learning activities is a key factor in learning involvement. Students may tire of activi-
WLHV�EHIRUH�WKH\�KDYH�PDVWHUHG�WKH�VNLOO��7R�DYRLG�VWXGHQWV�ORRVLQJ�LQWHUHVW�LQ�OHDUQLQJ�DFWLYLWLHV�

1. Provide a Feeling of Progress:
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Giving Directions
<RX�QHHG�WR�SURYLGH�FOHDU��FRQFLVH�YHUEDO�GLUHFWLRQV�WKDW�DUH�DSSURSULDWH�IRU�WKH�LQGLYLGXDO�VWXGHQW�

Techniques to keep in mind include: 

Ensure that the student is attending.�	
Select vocabulary that is appropriate for the student. �	
Explain the purpose of the lesson.�	
Present only one step of the assignment at a time.�	
Ask questions or have the student repeat what s/he has been told as a check for understanding.�	

Modeling  

The objective of modeling is to demonstrate to the students what they are expected to do in the lesson. For example, 
LI�D�VWXGHQW�LV�H[SHFWHG�WR�IROG�DQG�QXPEHU�KHU�KLV�SDSHU�D�VSHFLÀF�ZD\��WKHQ�WKH�7$�PD\�PRGHO�WKLV�WR�WKH�VWXGHQW�
by doing it as s/he gives the directions.

Requests for Help 

The way in which “Requests for Help” are dealt with can enhance rapport with students and affect learning out-
comes. Helping at the appropriate time prevents a student from becoming frustrated with the activity, but additional 
direction sometimes distracts the student from the task. The TA needs to understand the difference between provid-
LQJ�WKH�DQVZHU�IRU�WKH�VWXGHQW�DQG�HIIHFWLYHO\�JXLGLQJ�WKH�VWXGHQW�WR�ÀQG�WKH�DQVZHU�LQGHSHQGHQWO\�

Questioning Procedures 

		  ��7KH�SXUSRVH�RI�TXHVWLRQLQJ�LV�WR�GHWHUPLQH�WKH�VWXGHQW·V�OHYHO�RI�PDVWHU\�LQ�RUGHU�WR�
		  ����SURFHHG�ZLWK�QHZ�LQVWUXFWLRQDO�DFWLYLWLHV��*RRG�TXHVWLRQLQJ�SUDFWLFHV�LQYROYH�
		  ��$VNLQJ�RSHQ�HQGHG�TXHVWLRQV�WKDW�UHTXLUH�PRUH�WKDQ�D�´\HVµ�RU�´QRµ�DQVZHU
		  ��2UGHULQJ�TXHVWLRQV�VHTXHQWLDOO\�WR�JXLGH�D�VWXGHQW�WRZDUG�WKH�FRQFOXVLRQ
		  ��9DU\LQJ�WKH�OHYHOV�RI�TXHVWLRQV
		  ��+HOSLQJ�RUJDQL]H�LGHDV�LQWR�JHQHUDOL]DWLRQV

	 There are different levels of questioning which may be used in determining 
	 a child’s understanding of materials.
		  • Literal questions ask for specific information
		  • Interpretative questions require a student to use his/her own opinions and thoughts.
		  • Analytical questions are the highest level, and require a student synthesize  
		  and apply information in an abstract way.

5-12
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Questioning for Quality
Following are different ways to ask questions of students. These can be used as on-the-spot modifications, to direct 
attention to the important details, to increase understanding and to develop critical thinking skills.

	 Recalling	 Who, what, where, when, how

	 Comparing	 How is ... similar/different from ...

	 Identifying Attributes	 What are the characteristics of

	 Ordering	 Arrange... Into sequence according to...

	 Representing	 In what other ways might we show / illustrate_

	 Identifying Main Idea	 What is the main issue in ...

		  Retell the main idea in your own words

	 Identifying Errors	 What is wrong with ...

	 Inferring	 What might we conclude from ...

		  What do you think will happen and why?

	 Predicting	 What might happen if ...

	 Elaborating	 Give an example of...

	 Summarizing	 Can you summarize ...

	 Verifying	 What information supports...

		  How might we prove ...

Project PARA- University of Nebraska at Lincoln - Available at http://www.para.unLedu

Questions That Help Get YOU Going with the Lesson 

	 ��:KDW�LV�WKH�WRSLF"
	 ��:KDW�DFWLYLWLHV�ZLOO�WKH�VWXGHQWV�EH�LQYROYHG�LQ"
	 ��:KDW�LQVWUXFWLRQV�ZHUH�JLYHQ�EHIRUH�WKH�DFWLYLW\"
	 ��:KDW�NH\�ZRUGV�DQG�FRQFHSWV�DUH�LPSRUWDQW�IRU�WKH�LQVWUXFWLRQ�RU�DFWLYLW\"�
	 Adapted from the TA’s Guide to Instructional and Curricular Modifications.

5-13
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Making the Language of Instruction
Accessible to Students

 Tell students what you expect them to learn.1.	
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Reinforcing Students

Reinforcing students during instructional activities is an important component of your interactions with the student. 
7KH�UHLQIRUFHPHQW�VKRXOG�IRFXV�RQ�WKH�VWXGHQW·V�GHPRQVWUDWLRQ�RI�DSSURSULDWH�EHKDYLRU�RU�FRPSOHWLRQ�RI�D�VSHFLÀF�
task. Depending on the age and skill level of the student, various techniques can be used. Often verbal reinforce-
ment is appropriate, while other students respond better to stickers, free time, or edible rewards.

Reasons for Utilizing Reinforcement:  

	 ��3URYLGHV�FOHDU�IHHGEDFN�RQ�FRUUHFW�UHVSRQVHV

	 ��3URYLGHV�LPPHGLDWH�IHHGEDFN

	 ��5HGLUHFWV�LQFRUUHFW�UHVSRQVHV�WKURXJK�TXHVWLRQV�LQ�D�SRVLWLYH�PDQQHU

	 ��3UDLVHV�OHDUQHU�IRU�ZRUNLQJ�LQGHSHQGHQWO\

	 ��6XSSRUWV�DQG�HQFRXUDJHV�OHDUQHU�WKURXJKRXW�WKH�WXWRULQJ�SURFHVV

The teacher should explain and demonstrate the method of reinforcement that has been selected for each student. 
6RPH�VWXGHQWV�PD\�KDYH�VSHFLÀF�EHKDYLRU�SODQV�WKDW�VWDWH�ZKHQ�DQG�ZKDW�W\SHV�RI�UHLQIRUFHPHQW�VKRXOG�EH�XVHG��
Be sure to check with your supervising teacher about these types of plans.

Characteristics of Effective Praise: 

3UDLVH�FDQ�EH�PDGH�PRUH�HIIHFWLYH�E\�REVHUYLQJ�WKH�IROORZLQJ�

Praise must follow the 1.	 ´LI�WKHQ�UXOHµ. Praise students only if they are doing what you want them to be doing.

Include the 2.	 student name LQ�\RXU�SUDLVH��,W�KHOSV�WR�EH�VSHFLÀF�

The praise should be 3.	 descriptive. it should let the students know what they are doing correctly.

The praise must be 4.	 convincing��<RX�VKRXOG�XVH�D�WRQH�RI�YRLFH�DQG�ERG\�ODQJXDJH� 

that convey that the praise is genuine.

The praise must also be 5.	 appropriate for the age and grade level of the student.

The praise is more effective if it is6.	  varied.

The praise 7.	 should not disrupt the class or the lesson.

5-15
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Strategies for Praising Students

Acknowledge and attend to positive behavior while ignoring minor problems.�	
Move among students so that you can monitor their work and behavior. Movement should be at ran-�	
dom and should include all students.
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Suggested Overhead for use by Trainers

Different Values and Eras
IURP��*LDQJUHFR��0LFKDHO

Teaching Old Logs New Tricks - page 91
(see cartoon on next page)

Due to copyright restrictions, we are only able to include copies of four cartoons in this manual.  
In addition, these may not be further reproduced. Information regarding  

purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�
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Giangreco, Michael, F. Old Logs, New Tricks,  Minnetonka, Minnesota, Peytral Publications, 2000

May Not Be Further Reproduced
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Guidelines for Effective Praise

One of the most powerful strategies is providing praise for appropriate behavior. Although the planning of how and 
when to use praise is the teacher’s responsibility, this is a strategy that either the teacher or TA may implement.

���'HÀQH�WKH�DSSURSULDWH�EHKDYLRU�ZKLOH�JLYLQJ�SUDLVH�
%H�VSHFLÀF�DERXW�WKH�SRVLWLYH�EHKDYLRU�WKDW�WKH�VWXGHQW�GLVSOD\V��
Comments about behavior should focus on what the student did right.
The praise should include exactly which part of the student’s behavior is acceptable. This serves to clearly com-
municate to the student what was good. The probability of any misunderstanding of which behavior meets with 
approval is then lessened.
Situation:
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Praise vs. Punishment

Why Praise Works

��3UDLVH�LV�UHDGLO\�DYDLODEOH�DV�UHLQIRUFHPHQW�IRU�SRVLWLYH�EHKDYLRUV���

��3UDLVH�FDQ�EH�DGPLQLVWHUHG�LPPHGLDWHO\�DIWHU�WKH�GHVLUHG�EHKDYLRU�

��3UDLVH�FDQ�EH�XVHG�RYHU�DQG�RYHU�DJDLQ�LI�SUDLVH�VWDWHPHQWV�DUH�YDULHG�

��3UDLVH�PD\�EH�XVHG�LQ�FRPELQDWLRQ�ZLWK�RWKHU�VWUDWHJLHV�WR�LQFUHDVH�EHKDYLRUV�

��3UDLVH�FDQ�EH�WDLORUHG�WR�D�YDULHW\�RI�EHKDYLRUV�E\�EHLQJ�VSHFLÀF�DERXW�WKH�DFWLYLW\�

��3UDLVH�ZRUNV�LI�WKH�UHODWLRQVKLS�EHWZHHQ�WKH�VWXGHQW�DQG�WKH�SHUVRQ�JLYLQJ�WKH�SUDLVH� 

is a positive relationship.

Why Punishment Does Not Work

��3XQLVKPHQW�LV�D�OHVV�HIIHFWLYH�PHDQV�RI�GHDOLQJ�ZLWK�XQDFFHSWDEOH�VWXGHQW�EHKDYLRU�

��3XQLVKPHQW�JLYHV�DWWHQWLRQ�WR�WKH�ZURQJ�EHKDYLRU�

��:KHQ�WKH�7$�RU�WHDFKHU�SD\V�DWWHQWLRQ�WR�LQDSSURSULDWH�EHKDYLRUV��WKRVH�EHKDYLRUV� 

frequently increase. The student may repeat the behavior just to get attention. For some stu-

dents, attention of any kind is desirable.

Project PARA - University of Nebraska at Lincoln - Available at http://www.para.unl.edu
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How to avoid power struggles

��$YRLG�DUJXLQJ�ZLWK�D�VWXGHQW
��$YRLG�LQVLVWLQJ�\RX�DUH�ULJKW
��$YRLG�KDYLQJ�WKH�ODVW�ZRUG
��$YRLG�JHWWLQJ�VLGH�WUDFNHG
��$YRLG�DVNLQJ�TXHVWLRQV
��$YRLG�FRUQHULQJ�D�FKLOG
��*LYH�WKH�VWXGHQW�WLPH�DQG�VSDFH
��)RFXV�PRUH�RQ�ZKDW�WKH�FKLOG�LV�GRLQJ�DSSURSULDWHO\
��6WDWH�WKH�DSSURSULDWH�EHKDYLRU�ÀUVW

´1R�:LQµ�6WUDWHJLHV
These may work for the day...but we lose tomorrow!

<HOOLQJ

	 Physical force

		  Degrading comments

			   Insulting comments

				    Humiliation

					     Put downs

						      Use of sarcasm

							       Threats

More negative interactions than positive
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Non-Intrusive Support Strategies

6-8

©Doyle, Mary Beth, Paraprofessional Roles in Supporting Students who Experience Challenging Behavior

Reproduced with the permission of the author; see appendix for ordering information.

Strategy Example
State the 

Expectations
Remember to tell the student what to do 
and how you want him/her to do it.

Proximity Stand closer to the student who is engaged 
in inappropriate behavior. Do not look at 
WKH�VWXGHQW��UDWKHU�NHHS�\RXU�IRFXV�RQ�WKH�
teaching at hand.

Gentle, Kind Touc Touch the student’s shoulder while main-
taining focus on the instruction.

Non-Verbal Cues Smile, nod, make a thumbs-up sign to re-
inforce inappropriate or appropriate behav-
iors.

Indirect Verbal Cues “I like the way Sue is raising her hand.”

Direct Verbal Cues
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Some Final Thoughts.....

Behavior management should be viewed as an opportunity for teaching 
and not as an opportunity for punishment.

The teacher and TA should attempt to use similar management criteria 
and techniques.

Consider the impact on the student’s best interests.

Avoid embarrassing students.

Suggestions should be in the form of constructive criticism,  
given in private.

Never engage in a power struggle. Strive for win/win.

Thank students when they are trying to improve. Use praise immediately, 
consistently and sincerely.

Do not touch a student who is upset

Keep teachers informed.

Documentation should be objective and free of emotion.

Recognize your own feelings and frustrations about tough students. Try not 
to take their behavior personally.

“Catching” kids being good can make a big difference. Think about how 
QLFH�LW�LV�WR�JHW�VRPH�SUDLVH�IRU�VRPHWKLQJ�\RX·YH�GRQH��QLFH��LVQ·W�LW�

 

Adapted from Project PARA - University of Nebraska at Lincoln - Available at http://www.para.unl.edu
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Suggested Overhead for use by Trainers

Terrorless Learning 
IURP��*LDQJUHFR��0LFKDHO

Flying By The Seat of Your Pants - page 81

The above referenced cartoon is suggested for use for training sessions. 
However, we are unable to include a copy of the cartoon, due to copyright restrictions. 

Information regarding purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�

“Permission is grant5o057/Sp0 <
9 cordance 
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Functional Behavioral Assessments for
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Purposes of Data Collection and Behavior Observation

Data collection and behavior observation are important activities in the special education classroom. One of the 
ZD\V�LQ�ZKLFK�VSHFLDO�HGXFDWLRQ�SURJUDPV�SURYLGH�PRUH�LQWHQVLYH�VHUYLFHV�WR�VWXGHQWV�ZLWK�OHDUQLQJ�GLIÀFXOWLHV�LV�E\�
more carefully monitoring and adjusting the learning teaching process. The TA can play an important role in gather-
ing and organizing information about student progress. This information is particularly important when the TA is 
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Activity

For each statement listed below, indicate whether it is observable and/or measurable
or neither. You may work as a group.

Observable Behavior - Can be noted through one of the senses (seen, heard, tasted, smelled, or felt) and are usually 
described by action words such as touching, walking, saying, or writing.

Measurable Behavior  -�,Q�RUGHU�WR�EH�PHDVXUDEOH�D�EHKDYLRU�PXVW�ÀUVW�EH�REVHUYDEOH��$Q�REVHUYHU�PXVW� 
be able to clearly determine whether the behavior is occurring, count the occurrences of the behavior — 
and/or time of the behavior.

6-14
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´$�%�&�µ�&KDUW

'HÀQLWLRQV��
Antecedent – The event that happens before the behavior or response occurs.
Behavior – Any observable or measurable act of the student.
Consequence –The event that happens to the student after the behavior/response has occurred.
Target behavior –A desired behavior that does not occur or that occurs infrequently, which we wish to establish or 
increase. In a behavioral reduction program, it is the inappropriate behavior that is to be decreased or eliminated.

6-15

Some Possible Triggers/Antecedents*

'LIÀFXOW�7DVN�		  1RLVH�7HPSHUDWXUH��VSDFH
Directive or request to...	 Interruption in routine
Unstructured activity	 In close proximity to....
Transistioning		  Health/Medical (allergies, fatigue, etc.)
Unstructured setting	 Negative social interactions
Instructional Pace

Some Possible Consequences*

Behavior ignored			   Time out
Reprimand/warning		  Peer attention
Adult attention from...		  Communication with the home
/RVV�RI�SULYLOHJH��VSHFLI\�		  ,Q�VFKRRO�VXVSHQVLRQ
Removal from class		  Out-of-school suspension

*You may indicate other antecedents or consequences that are not listed above.

ANTECEDENT BEHAVIOR

CONSEQUENCE

What happened before? Who was there?
When did it occur?

Describe the behavior.

What was the consequence? How did the adults and children respond?
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Section 7

Helping or Hovering

Title from: Giangreco, M.F., Edelman, S., Luiselli, T.E., & MacFarland, S.Z. (1997). Helping or hovering?
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Suggested Overhead for use by Trainers

Helping or Hovering 
IURP��*LDQJUHFR��0LFKDHO

Ants in His Pants - Page 74

The above referenced cartoon is suggested for use for training sessions. 
However, we are unable to include a copy of the cartoon, due to copyright restrictions. 

Information regarding purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�

“Permission is granted to the purchaser to make overhead transparencies of the cartoons for workshops, classes, inservice training, 



www.nassauboces.orgFostering Student IndependenceThe Helicopter TA�/�L�N�H���D���K�H�O�L�F�R�S�W�H�U�����K�R�Y�H�U�L�Q�J���R�Y�H�U���D���À�H�O�G���V�L�W�H�����W�K�H�V�H���7�$�V���K�R�Y�H�U���R�Y�H�U���W�K�H�L�U���V�W�X�G�H�Q�W�V���D�W���D�O�O���W�L�P�H�V���D�Q�G���L�Q���D�O�O���D�F�W�L�Y�L�W�L�H�V�����7�K�L�V���L�Q���Q�R�W���G�X�H���W�R���D���V�H�Q�V�H���R�I���V�H�O�I���L�P�S�R�U�W�D�Q�F�H�����U�D�W�K�H�U���+�H�O�L�F�R�S�W�H�U���7�$�V���D�U�H���V�H�O�Á�H�V�V���L�Q���W�K�H�L�U���P�L�V�V�L�R�Q���W�R���E�H���D�O�O���W�K�L�Q�J�V���W�R���D�O�O��students in their charge. However, the hovering support hinders, rather than facilitates learning, by creating learned helplessness and prompt dependency in students with special needs.Learned Helplessness - the students who are always told how to do things or have things done for �W�K�H�P�O�H�D�U�Q���Q�R�W���W�K�L�Q�N���I�R�U���W�K�H�P�V�H�O�Y�H�V���D�Q�G���O�R�V�H���F�R�Q�À�G�H�Q�F�H���L�Q���W�K�H�L�U���R�Z�Q���D�E�L�O�L�W�\��Prompt Dependency - the students come to rely on the TAs physical or verbal prompts, rather than their own ability to generate a response.�(�Y�H�Q���W�K�R�X�J�K���Z�H�O�O���L�Q�W�H�Q�W�L�R�Q�H�G���L�Q���P�R�V�W���F�D�V�H�V�����X�Q�Q�H�F�H�V�V�D�U�\���V�X�S�S�R�U�W���G�R�H�V���O�L�W�W�O�H���W�R���I�D�F�L�O�L�W�D�W�H���L�Q�G�H�S�H��R�`�`�L�W�\��
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Activity
%DVLF�$VVXPSWLRQ��$W�VRPH�WLPH�ZH�DOO�KDYH�´KRYHUHGµ�

How many of you are parents?�	
Has there ever been an instance where you “hovered” over your own children?�	
Parents sometimes hover...Teachers sometimes hover... TAs sometimes hover.�	
Our goal is to recognize those responses in ourselves, even if it is after the fact, and think of ways that we �	
could make the student more independent.

Instructor should: 
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Activity
/LVWHQ�WR�WKH�VFHQDULRV��DQG�WKLQN�DERXW�WKH�IROORZLQJ�TXHVWLRQV���<RX�FDQ�HLWKHU�GR�WKLV�DV�D�ZKROH�JURXS�RU�KDQG�RXW�
different scenarios to the groups at each table.)

What is your initial reaction to the situation as described? Are the TA’s actions appropriate?�	
What else would you want to know in order to decide?�	
Why is this helpful or not helpful to the student?�	
What could be done to promote student independence?�	

1. The teacher is reading a story out loud. The TA is simultaneously reading the story into Sam’s ear, in a loud voice. 
When it comes time for the students to answer questions on a worksheet, the TA reads the questions and helps Sam 
ÀQG�WKH�DQVZHUV�

2. The class is starting a writing activity. Mary’s area of weakness is written expression. As the teacher is explaining 
the directions, the TA immediately starts jotting down notes on her pad about what Mary could be writing. When the 
assignment is given out to the class, Mary looks to the TA for direction. The TA reads the assignment to her and sug-
gests, from his/her notes, what the student could write. Mary then paraphrases what the TA has said, while the TA 
scribes what Mary is saying.

3. The teacher writes the homework assignment on the board. The TA immediately begins copying the assignment 
onto a paper for Susan. Susan takes the paper and shoves it into her backpack.

4. The students arrive in the class. Johnny goes with Mrs. Jones (the TA) to the back of the room. Mrs. Jones unpacks 
his backpack, puts his homework and lunch in the appropriate bins and hangs up his jacket.

���6WHYHQ�LV�D�WHQ�\HDU�ROG�ZLWK�DQ�DWWHQWLRQ�GHÀFLW�GLVRUGHU��7KH�WHDFKHU�KDQGV�RXW�ZRUNVKHHWV�WR�WKH�VWXGHQWV��$V�
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Promoting Independence - Task Analysis
Monitor your interactions with a student over a period of several days. Describe all support provided to the student, 
UHFRUGLQJ�\RXU�DFWLRQV�DV�VSHFLÀFDOO\�DV�SRVVLEOH��7KHQ�EUDLQVWRUP�DOWHUQDWLYHV�WKDW�FRXOG�EH�WULHG�WR�HQFRXUDJH�
PRUH�LQGHSHQGHQFH��<RX�PD\�ZDQW�WR�WU\�WKLV�DJDLQ�VHYHUDO�WLPHV�GXULQJ�WKH�FRXUVH�RI�WKH�VFKRRO�\HDU��$Q�LQFUHDVH�LQ�
VWXGHQW�LQGHSHQGHQFH�LV�D�UHÁHFWLRQ�RI�WKH�VXFFHVV�RI�WKH�WHDP·V�HIIRUWV�LQ�WKLV�UHJDUG�

(;$03/(�2)�$�&203/(7('�)250�
$�%/$1.�&$1�%(�)281'�21�7+(�)2//2:,1*�3$*(�

678'(17��BBBBJOHNBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB���'$7(��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

7-7

Task Describe actual support provided What is the next step for the student to 
be more independent? What else could be 
tried?

Arrival Routine Accompanied John from the bus to the 
classroom.
Physically assisted him in taking off his coat 
while
giving him verbal cues.

1. Peer buddy to accompany him from the 
bus, with aide in the vicinity.
2. Model taking coat off and give verbal 
prompts.

Homework
Assignments

Provided him with a written copy of his 
homework. Checked folder to make sure all 
homework from the day before had been 
completed.

1. Provide an outline format on which he can 
write the assignment.
2. Color - code books and folders and work 
.with him to check that all items are com-
pleted.

Classroom
Routines John Is verbally prompted for each transition.

1. Picture of schedule /visual prompts
2. Encourage him to watch what his peers 
are doing.
3. Allow wait time for him to follow or re-
spond.

Reading Sitting next to him while the teacher is read-
ing.
Pointing him to the location on the page.
Pointing to pictures that will help in his an-
swering questions.

1. Peer buddy.
2. Move around the room, checking on him 
periodically.
3. Show him pictures and provide key ques-
tions prior to reading.

Mathematics Class is working on addition and subtraction 
of double digit numbers.

Student is asking for help and will not work 
independently.

1. Color code operation signs. Complete alt 
SUREOHPV�RI�RQH�RSHUDWLRQ�ÀUVW�
2. Decrease the number of problems.
3. Provide manipulatives or simplify so stu-
dent can have some initial success.

Writing John generates his ideas for writing verbally, 
while the adult scribes.

1. Provide a graphic organizer.
2. Have him work in a small group.
3. Have him generate ideas. TA writes down 
key words for him to use in writing simple 
sentences.

Departure 
Routines Adult packs up backpack

1. Provide a pictorial list of items needed.
2. Provide verbal prompts of the sequence.

Other
/XQFK�³�+H�DVNHG�IRU�KLV�PLON�FRQWDLQHU�WR�
be opened for him and his orange cut.

1. Ask his OT what he is capable of doing 
independently and also for suggestions.
���6FUHZ�WRS�PLON�³�/RRVHQ�WKH�WRS��WKHQ�
KDYH�KLP�ÀQLVK
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Promoting Independence - Task Analysis
Monitor your interactions with a student over a period of several days. Describe all support provided to the student, 
UHFRUGLQJ�\RXU�DFWLRQV�DV�VSHFLÀFDOO\�DV�SRVVLEOH��7KHQ�EUDLQVWRUP�DOWHUQDWLYHV�WKDW�FRXOG�EH�WULHG�WR�HQFRXUDJH�
PRUH�LQGHSHQGHQFH��<RX�PD\�ZDQW�WR�WU\�WKLV�DJDLQ�VHYHUDO�WLPHV�GXULQJ�WKH�FRXUVH�RI�WKH�VFKRRO�\HDU��$Q�LQFUHDVH�LQ�
VWXGHQW�LQGHSHQGHQFH�LV�D�UHÁHFWLRQ�RI�WKH�VXFFHVV�RI�WKH�WHDP·V�HIIRUWV� 
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This should help in making a student becoming as independent as possible.

Task Describe actual 
support provided

What is the next step for the stu-
dent to be more independent? 

What else could be tried?
Arrival Routine

Homework
Assignments

Classroom
Routines

Reading

Mathematics

Writing

Departure 
Routines

Other
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Section 8

Outside the Classroom
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1, 2, 3, 4, 5.....
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Dealing with Cafeteria Problems

Work the cafeteria line to avoid pushing and poking.�	
Separate students who are having problems arguing or pushing by creating bigger spaces or �	
sending one of them to the end of the line.
Talk to them about their lunch choices for the day to distract them and to move the line faster.�	
Establish a signal for silence or immediate attention.�	
Encourage the use of polite terminology such as please and thank you and  �	
compliment those who do.
)ROORZ�WKH�SURFHGXUHV�IRU�GLVPLVVDO�IURP�WKH�FDIHWHULD�DQG�DOORZ�WKRVH�ZKR�FRPSO\�WR�OHDYH�ÀUVW��	
Know where students are to go in bad weather.�	
Get training in dealing with students who are choking.�	

8-5
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Playground Supervision

3OD\JURXQG�VXSHUYLVLRQ�FDQ�EH�WKH�PRVW�GLIÀFXOW�WDVN�D�SDUD�SURIHVVLRQDO�LV�DVNHG�WR�IXOÀOO�EHFDXVH�
of its potential for safety problems. This type of duty, however, enables the TA to observe students in 
a more relaxed setting and to witness social skills, athletic ability and peer acceptance. The following 
PDQDJHPHQW�WLSV�ZLOO�DVVLVW�WKH�7$�LQ�PDLQWDLQLQJ�VDIHW\�DQG�FRPSOLDQFH�RQ�WKH�SOD\JURXQG� 

Be aware of playground boundaries and be prepared to stop students from  �	
going into off-limits areas 

Know the rules for games and equipment and keep a written list of rules. �	

5HSRUW�DQ\�VXVSLFLRXV�VWUDQJHUV�WR�WKH�RIÀFH�DV�VRRQ�DV�SRVVLEOH� �	
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After dismissal walk with the stragglers and model for them how to get back to the building quickly. �
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Final Words of Advice

%H�VXUH�WR�FKHFN�ZLWK�\RXU�VXSHUYLVRU�UHJDUGLQJ�VSHFLÀF�SURFHGXUHV�IRU� �	
handling emergency situations.

Keep calm and never leave the students unattended. In an emergency, send some students �	
to get the nurse or an administrator.

Don’t try to move a student who appears badly hurt.�	

Act the way you expect your students to behave.�	

When students are highly agitated speak in a lower voice in order to de-escalate their anger.�	

Wear comfortable walking shoes when supervising large areas because you are expected to �	

circulate frequently.

Treat the students the way you expect them to treat you — with respect.�	
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Best Advice...
In ending, we would like you to think about the “best advice” you would give
someone who is just beginning his or her journey as a TA in a classroom. This
list of “Best Advice” was developed by TAs working at Nassau BOCES.

/HDUQ�WR�EH�ÁH[LEOH��'RQ·W�WDNH�DQ\WKLQJ�SHUVRQDOO\��	
Treat all students as individuals.�	
Be kind and consistent.�	
Never back a student into a corner.�	
Be a good listener.�	
Be prepared for everything and anything.�	
Always have good sense and a good attitude about your job.�	
Tender loving care is more important than frigid discipline.�	
If you know a student has a history of being abused, do not touch him or her physically.�	
6KRZ�WKH�VWXGHQWV�WKDW�\RX�FDUH�DERXW�WKHP�DQG�\RX�ZLOO�JDLQ�WKHLU�FRQÀGHQFH��	
Keep your sense of humor and maintain a good perspective on everything.�	
Use common sense in all situations.�	
Always be yourself and be honest with the students.�	
Have as much patience as possible.�	
Give the students much encouragement and praise.�	
Don’t say anything that you are not prepared to follow-up on.�	
Think carefully before you act.�	
.HHS�\RXU�H\HV�DQG�HDUV�RSHQ��GRQ·W�EH�DIUDLG�WR�UHSRUW�ZKDW·V�KDSSHQLQJ� �	
if you think it is necessary.
Know where all students in your class are and what they are doing.�	
Try to understand the background of each student. When needed, be compassionate.�	
An ounce of prevention is worth a pound of cure.�	
/RRN�IRU�WKH�JRRG�LQ�HDFK�VWXGHQW��	
Keep open good lines of communication with your teacher.�	
Remember to call for help when you need it and to answer a call for help when you can.�	
Always ask for help if you are unsure what to do.�	
Know as much about a student as possible, particularly if s/he has any health problems.�	
Always leave a student a way out of a situation. �	

Nassau BOCES “Teacher Aide Handbook”
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Suggested Overhead for use by Trainers

Clearing A Path
IURP��*LDQJUHFR��0LFKDHO

Teaching Old Logs New Tricks - page 100

The above, referenced, cartoon is suggested for use for training sessions. However we are unable 
to include a copy of the cartoon, due to copyright restraictions. Information regarding  

purchasing the book can be found in the bibliography in chapter 9.

Purchasing the book would allow you to use the cartoon for training in accordance  
ZLWK�WKH�IROORZLQJ��DV�VWDWHG�LQ�WKH�SXEOLFDWLRQ�

“Permission is granted to the purchaser to make overhead transparencies of the cartoons for workshops, classes, inservice training, 
or other educational purposes. Photocopying or other reproduction of this material for entire school districts, workshop 

participants, classes or inservice training is strictly prohibited.”

9-3
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