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Job Title: Diagnostician									Wage/Hour Status: Exempt

Reports To: Assessment & Related Services Program Facilitator 		Pay Grade: Professional Hiring Schedule

Dept./School: Special Education/Ed Center					Date Revised: 08/17/2017

Funding Source: IDEA B/Local

The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.

Primary Purpose
Implement the special education assessment process.  Assess the educational, learning styles, and 	program needs of students referred to special education services.  Provide diagnostic information and work cooperatively with instructional personnel to provide the most appropriate programs for students with disabilities.

Qualifications

Education/Certification
Master’s degree from accredited university
Valid Texas Teacher Certificate
Valid Texas Educational Diagnostician Certificate

Special Knowledge/Skills
Knowledge of diagnostic procedures, education of special education students, human development, and learning theories
Excellent organizational, communication, and interpersonal skills

Experience
Minimum of three (3) years of successful Educational Diagnostician experience

Such alternatives to the above qualifications as the administration may find appropriate and acceptable

















Name: ___________________________		Appraiser: _____________________________

On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below.

Explanation of Scale

4 		Exceeds Expectations (3.5 – 4.0)

3		Demonstrates Proficiency (2.5 – 3.49)		

2		Below Expectations (1.5 – 2.49)		

1		Unsatisfactory Performance (1.0 – 1.49)

Major Responsibilities and Duties

_____ 1. Serves as the contact person for designated schools for all matters related to ARD meetings and individual educational planning for students with disabilities.

_____ 2. Schedules ARD meetings, prepares ARD notices and notifies appropriate staff following District/State/Federal guidelines. 

_____ 3. Sends email appointments in a timely manner ensuring all required staff are invited to ARD meetings including support staff who work with student.

_____ 4. Serves collaboratively on the ARD Committee for assigned schools with responsibility for determining eligibility for special education services and relating assessment and appropriate instruction.

_____ 5. Completes all ARD documentation/paperwork accurately and within timelines. 

_____ 6. Clearly reports and explains assessment information to ARD committee and ensures parent understanding

_____ 7. Maintains assessment time lines as specified by District/State/Federal regulations and completes all pertinent and legally required data in the special education eligibility electronic folders for assigned schools.

_____ 8. Demonstrates working knowledge of evaluation procedures, including cross-battery assessments, and instructional strategies/accommodations.

_____ 9. Develops and writes a comprehensive Full Initial and Individual Evaluation (FIIE) report of diagnostic testing, medical information, sociological data, language data and behavioral data to present to the ARD committee and to remain as part of the student’s eligibility file.  

_____ 10. Completes FIE/REED as FIE and Determination of Disability Report(s) following District/State/Federal guidelines. 

_____ 11. Consults with parents concerning the educational needs of students and interpretation of assessment data.

_____ 12. Maintains certification requirements obtaining CPE (Continuing Professional Education) hours, if required.

_____ 13. Obtains district mandated staff development.

_____ 14. Attends required monthly meetings.

_____ 15. Maintains a Professional Portfolio.

_____ 16. Is prompt in attendance to all assignments and duties.

_____ 17. Maintains confidentiality. 

_____ 18. Promotes collaborative teaming by working with faculty and encouraging student-parent input to develop a more positive school climate in the area of special education.

_____ 19. Uses acceptable communication skills to present information accurately and clearly.

_____ 20. Maintains good attendance, and when absent complies with notification procedures.

_____ 21. Demonstrates behavior that is professional, ethical, and responsible.

_____ 22. Assumes responsibility for compiling, maintaining, and filing all reports, records, and other documents required (including all documentation that is submitted for scanning electronically into eligibility folders).

_____ 23. Serves as a mentor providing ongoing support and feedback (if applicable).

_____ 24. Maintains eligibility folders and updates PEIMS data to ensure that Special Education students are correctly coded for federal and state funding purposes.

_____ 25. Articulate support of the district’s Special Education program.


Other
	
_____ 26. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned.

_____ 27. Has demonstrated the district’s established quality customer service standards.


_______ Total/27    _______




Comments:






Supervisory Responsibilities
None

Equipment Used

Working Conditions
Mental Demands/Physical Demands/Environmental Factors:
Maintain emotional control under stress.  Work with frequent interruptions. Prolonged use of computer.  Regular district-wide travel to multiple work locations as assigned; moderate lifting and carrying.  

SUMMATION









Date of Conference: ___________________________

Employee’s Signature: ____________________________

Appraiser’s Signature: _____________________________ 
