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* * * * * * * * * * * 
 
 

The Northeast Educational Services Cooperative (NESC) does not discriminate in its 
employment policies and practices, or in its educational program   on the basis of race, 
color, creed, religion, age, sex, handicap, national origin or ancestry.  (See Article XVIII) 
 
Inquiries concerning the application of Title VI, Title IX, or Section 504 may be referred 
to Rhonda Zinter, Assistant Director of the Northeast Educational Services Cooperative 
at P.O. Box 327, Hayti, South Dakota 57241-0327, Phone (605) 783-3607 or to the  US 
Department of  Education, Office for Civil Rights, 10220 N. Executive Hills Boulevard, 
8th Floor, Kansas City, Missouri 64153-1367. 
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Region 1 Education Service Agency 
 

Participating School Districts 

 
Arlington Baltic Big Stone City Britton-Hecla  
Brookings Castlewood Chester Area Clark  
Colman-Egan De Smet Dell Rapids Deubrook  
Deuel Elkton Estelline Flandreau 
Florence Garretson Grant-Deuel Hamlin 
Henry Howard Lake Preston Langford 
Madison Milbank Oldham-Ramona  Rosholt  
Roslyn Rutland Sioux Valley Sisseton 
Summit Tri-Valley Watertown Waubay 
Waverly/South Shore Webster Willow Lake Wilmot 

  
Mission Statement 

 
An ESA establishes regional partnerships that provide leadership and services for enhancing the capacity 
of schools and communities to meet the needs of all learners. 
 
Services in Region 1 ESA can include but are not limited to: 
 
1.   Training in the development of the school improvement model adopted by the State 

  Technical assistance with school improvement plans 
  Facilitation of the Data Retreat © process 
  Peer Review of School Improvement Plans 

 
2.    Continue to provide professional development opportunities for all school districts addressing: 

  Curriculum Mapping 
  Writing Training: 
 6 + 1 Writing Assessment;  Step Up to Writing;  Writing to Win  

 
3.   Provide school districts training in best practices instructional strategies  
 
4. Provide school districts training in the use of best practices for classroom assessments and the use 

of formative data. 
 
5.   Staff development workshops for reading in the content areas 
 
6.   Assistance with content standards implementation 
 
7. Technical support and assistance with State and Federal regulations related to NCLB and School  
      Improvement 
 
8.   Formation of professional learning communities within school districts through facilitation of 

Professional   Learning Communities staff development project 
 
9.   Provide a system of professional development for K-5 teachers in schools participating in the SD 

COUNTS grant.     
 
10.  Administrative leadership training and formation of professional learning communities within districts 
 
11.   Maintain professional relationships with district administrators 
 
12.   Continue to build capacity of ESA 1 Staff to meet the needs of member schools and district 
 

 



  

                                                                                                                                                                    Page 8 of 62 
 

 

NESC BOARD POLICIES 

NORTHEAST EDUCATIONAL SERVICES COOPERATIVE  
28-201 

 
ARTICLE I 
EMPLOYMENT  
 
A. Employee Criminal Background Check Policy:  It is the policy of the board to only employ 

individuals who do not have a ―disqualifying record.‖  Each offer of employment is subject to the 
provisions of SDCL 13-10-12, et seq., relating to criminal background investigations.  This policy 
shall apply to all individuals employed for the 2000/2001 school year and thereafter, who were not 
employed by the district during the preceding school year.  An employee is any person the district 
lists on its payroll and makes payroll deductions pursuant to state or federal law. 

 
Each person considered a final applicant for employment shall be provided with a memo to and  
certification form for completion by the law enforcement agency as provided in Exhibit File GCDB-
E/GDDB-E, together with fingerprint identification cards approved by the South Dakota Division of 
Criminal Investigation, and an envelope, postage prepaid, addressed to the South Dakota 
Division of Criminal Investigation, 500 East Capitol Avenue, Pierre, South Dakota 57501.  The 
final applicant shall take the fingerprint cards, the memo, and the addressed, stamped envelope 
to a law enforcement agency and submit to the fingerprinting process.  The final applicant must 
also provide to the law enforcement agency a check or money order made out to the South 
Dakota Division of Criminal Investigation in the amount of $39.  The final applicant’s completed 
application will be attached to the certification of the law enforcement agency when received. 
 
Any person granted employment subject to this policy is employed on a temporary basis  
conditioned upon no disqualifying report being received from the criminal background 
investigation.  Any disqualifying record will result in immediate termination of employment without 
further notice or hearing.  A ―disqualifying record‖ means any conviction of a crime of violence as 
defined in SDCL 22-1-2(9), a sex offense as defined in SDCL 22-22-30, or trafficking  in 
narcotics.  In addition, the Northeast Educational Services Cooperative Board of Directors may 
consider the following items when making employment decisions on a case-by-case basis: 

 
1. Conviction of any crime or moral turpitude as defined by SDCL 22-1-2(25) may constitute 

a disqualifying record as determined by the board on a case-by-case basis. 
 
2. Any criminal conviction not disclosed by an applicant may be treated as a disqualifying 

record. 
 
3. Any criminal conviction may be considered in making a hiring decision. 

 
An applicant for employment subject to this policy shall provide to the law enforcement agency 
performing the fingerprint process a check or money order in an amount necessary to cover the 
costs of the criminal record check (that amount is currently $39).  The successful applicant shall 
be reimbursed the cost for such background check in the event that no disqualifying record is 
identified. 

 
 This policy shall not apply to persons performing services for the district under the authority of the 

South Dakota High School Activities Association.  This policy applies to all other employment 
agreements, whether written or oral. 
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ARTICLE II – LEAVE POLICY 

PARAPROFESSIONAL STAFF 
 
A. All paraprofessionals employed by Northeast Educational Services Cooperative (NESC) shall be 

allowed six (6) days of sick leave of absence or full pay on account of enforced absence by a 
medical physician to be taken as needed during the school year.  If a paraprofessional is claiming 
sick leave of more than three consecutive days, he/she may be required to provide the Director or 
Business Manager or the Cooperative Board a physician’s statement verifying illness if so 
requested. 

 
B.   Sick leave may be accumulated to forty (40) days and may be used for sickness of employee 

and/or immediate family defined as children, spouse).  Up to five sick leave days will be allowed 
for sickness of other immediate family defined as father, mother, father-in-law, and mother-in-law.  
Absence from duties because of sickness shall be deducted from the accumulated sick leave 
regardless whether a substitute teacher is hired.  Paraprofessionals are eligible to participate in 
the paraprofessional staff Sick Leave Bank. 

 
C. The Sick Leave Bank shall be administered by the Northeast Educational Services Cooperative 

Director and Business Manager.  The Sick Leave Bank can be accessed only after a member has 
used all of their accumulated leave. 

 
1. Paraprofessionals can draw days from the Sick Leave Bank up to six (6) days or their 

respective number of accumulated leave days, whichever is greater, with a maximum of 
24 days, per year per individual.  Use of the Sick Leave Bank-II.B is limited for sickness 
of employee and/or immediate family defined as children, husband, and wife. 

 
The maximum number of days an individual can use for parental leave is 12, which count 
toward the maximum of 24 days per year. 

 
2.   All paraprofessionals will contribute one (1) day to the Paraprofessional Sick Leave Bank 

by September 15
th
 of the current year.  Paraprofessionals that do not wish to participate 

must notify the Business Manager in writing by September 15, and, in doing so, 
relinquish all rights to present and/or future participation in the Paraprofessional Sick 
Leave Bank. 

 
3.   In the event that the Sick Leave Bank is depleted during the year, participating 

employees will be asked to contribute additional days and / or they may submit a request 
to the Board of Directors for additional days as needed not to exceed the number of days 
equivalent to one day per participating employee. 

 
D.   In addition, paraprofessionals will be allowed two days of personal leave per year with pay.  

Personal leave can accumulate up to four days with per year.  Personal leave exceeding four 
days will be added to the employee’s accumulated sick leave not to exceed the maximum number 
of days in effect.  Personal leave must be approved by the Director.  Personal leave should be 
requested at least one week in advance unless emergency circumstances exist. 

 
E. Professional Leave: Employees requesting professional leave shall submit their request to the 

Director a minimum of two (2) weeks prior to such leave.  The leave requested will be reviewed 
on its individual merits and benefits to the Cooperative.  In the event a request for professional 
leave is denied by the Director, the staff will be permitted the option of requesting approval from 
the Board of Directors. 

 
F. Any employee called for jury duty during school hours, or who is subpoenaed to testify in a 

hearing during school hours in a matter in which he is not a named party, shall be granted leave 
with pay for the days or parts of days such absence is required.  Any per diem received for jury or 
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the designated subpoena absence shall be deducted from the regular salary.  Such employee 
shall notify the Director as soon as practical for the necessity for taking jury leave. 

 
G. Five (5) days, if necessary, may be allowed for deaths in the employee's family.  Employee's 

family shall be defined as parent, spouse, child, brother, sister, parent-in-law, brother-in-law, 
sister-in-law, daughter-in-law, son-in-law, grandchild, and grandparent.   Other funeral leave may 
also be granted at the discretion of the Director. 

 
H. Leave of Absence Policy:  A staff person may apply to the Board of Directors through the Director 

for a leave of absence not to exceed one (1) school year.  The Board will rule on each application 
individually. 

 
ARTICLE III 
MISCELLANEOUS 
 

A. 2009-2010 Cooperative Calendar: 
175 days, days in session to be determined by Cooperative Director and staff person.  The Board 
of Directors shall operate school for at least a nine month regular term in any one school year.  
Such regular school term shall consist of school actually in session for a minimum of 175 days.  
Make up days for school closing because of weather, disease or emergency need not exceed ten 
days.  The regular school term shall also include an additional two days preceding the opening of 
classes to be used by the teachers for curriculum and staff development.  School shall be in 
session only when classes are held and as provided in SDCL 13-26-4 and 13-26-4.1.   

 
B. The Cooperative Board provides Workmen’s Compensation for all Cooperative employees. 
 
C. Every staff member in the Northeast Educational Services Cooperative shall have the unabridged 

right - as do other citizens in the community - to associate himself/herself as a candidate, 
supporter, worker, or adherent with any legally recognized political party or with any group of  
citizens  engaged in  social, or economic welfare of the community.  The same rights may be 
exercised by the educational associations representing teachers in our individual schools or in 
our school system, even in respect to school board elections and school revenue issues.  It is 
expected that the exercises of such rights as detailed above will not adversely affect the ability of 
teachers to carry out the task for which they are employed.  It shall be the function of the Director 
to work out with the Education Association(s) any details concerning the use of school property 
(such as auditorium) for political activities.  Any agreements reached between the Director and 
the Association(s) representing the employees shall be presented in writing, to the Board of 
Education for approval. 

 
D. No Cooperative employee shall be responsible for school district nonacademic duties unless 

otherwise specified in the contract. 
 

 
ARTICLE IV 
SEXUAL HARASSMENT 
 
Policy 
It is the Cooperative's policy that sexual harassment is illegal, unacceptable and shall not be tolerated; 
that no employee or student of the school district may sexually harass another. Any employee or student 
will be subject to disciplinary action including possible termination for violation of this policy. 

 
Definition 
Any unwelcome sexual advances, solicitation or sexual activity by promise of rewards, coercion of sexual 
activity by threat of punishment, verbal sexist remarks, or physical sexual assaults constitute sexual 
harassment.  This conduct has the effect of unreasonably interfering with an individual's academic or 
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work performance or of creating an intimidating, hostile, or offensive employment or educational 
environment regardless of intent.   

 
Responsibility 
Cooperative officers, employees and students are responsible for maintaining a working and learning 
environment free from sexual harassment.  Workshops and activities will be provided by the Cooperative  
to explain the policy and laws.  Careful scrutiny will be undertaken of all allegations of sexual harassment.  
False allegations that are malicious or ill-founded may constitute libel or slander.  Copies of the policy will 
be available at all administrative offices. 
 
Complaints 
Any employee who believes that he or she has been a subject of sexual harassment by a Cooperative 
employee or officer should report this incident immediately to his or her immediate supervisor.  If the 
immediate supervisor is involved in the activity, the violation should be reported to the supervisor's 
immediate counselor and/or the responsible administrator.  All reported incidents will be thoroughly 
investigated and subject to disciplinary action.  Confidentiality consistent with due process will be 
maintained. 

 
If an employee or student files a written complaint because of dissatisfaction with the handling of the 
complaint, he or she may utilize any applicable grievance procedure. 
 
LEGAL REFERENCE 
 South Dakota Executive Order 81-08 
 Federal-Title IX (1972 Education Amendments) 
 

 
ARTICLE V 
USE OF ALCOHOL, DRUGS, AND CONTROLLED SUBSTANCES BY EMPLOYEES 
(DRUG FREE WORKPLACE) 
 
Student and employee safety is a paramount concern to the board.  Employees under the influence of 
alcohol, drugs, or controlled substances are a serious risk to themselves, to students, and to other 
employees.  Therefore, the board will not tolerate the unlawful manufacture, use, possession, sale, 
distribution or being under the influence of drugs or controlled substances.  Nor will the board tolerate the 
unlawful use of, or being under the influence of, alcohol by an on-duty employee.  Any employee who 
violates this policy will be subject to disciplinary action which may include dismissal.  Each employee of 
the cooperative is hereby notified that, as a condition of employment, the  employee must abide by the 
terms of this policy and will report to the director any criminal drug statute convictions for a violation 
occurring in or on the premises of this cooperative, or while engaged in regular employment.  Such 
notification must be made by the employee to the director no later than five days after conviction.  Within 
ten (10) days after the director receives such notification in any school district receiving district federal aid 
the director will report the violation to the   United States Department of Education and in all cases report 
the violation to the State Secretary of Education. 

 
Thirty days after receipt of information concerning a violation of this policy the cooperative will take 
appropriate disciplinary action which may include termination of employment or may require the employee 
to participate in drug abuse assistance or rehabilitation programs. 
 
All employees will attend a cooperative drug-free awareness program at which employees will be 
informed about the dangers of drug abuse in the workplace; this policy of maintaining a drug-free 
workplace; available drug counseling; rehabilitation, and employee assistance programs; and the 
penalties that may be imposed upon employees for drug abuse violations occurring in the workplace. 
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The board recognizes that employees who have a drug abuse problem should be encouraged to seek 
professional assistance.    An employee who requests assistance shall be referred to a treatment facility 
or agency in the community if such a facility or agency is available. 
 
When a staff member has consumed alcoholic beverages or illegal drugs off of school property and/or 
before a school activity, the staff member will not be allowed on school property or to participate in school 
activities.  Staff members who violate this regulation may be subject to the same penalties as for 
possession or consumption on school property. 

 
The Cooperative Board hereby commits itself to a continuing good faith effort to maintain a drug-free 
workplace. 
 
A copy of this policy shall be given to all present and future employees. 
 
TEMPORARY DISENGAGEMENT 
 
The board recognizes the inadequacies of "crisis action" and the importance of expert legal counsel in the 
area of dismissal for any employee.  In the event of an emergency situation, the employee will be 
temporarily disengaged, with pay, from his responsibilities and requested to await further notice from the 
administrative office.  This action only simplifies one situation so as to maintain a proper environment for 
learning and in no way imputes contributory involvement to the employee.  He/She may be reinstated to 
their responsibilities when advisable, or may be notified of suspension when investigation so indicates. 
 
SUSPENSION 
 
When contributory involvement is ascertainable, the employee should be suspended, with pay, pending 
an executive session hearing before the board and a decision regarding further employment.  The 
employee shall have full opportunity for defense against charges and to face any person who has made 
allegations.  If any representative is to be present, both the employee and the board should be 
represented for advice concerning legal rights and possible legal outcomes.  In the event of civil or 
criminal litigation, the welfare of the students shall be the only criterion on which continued employment is 
based. 

 
Immediate dismissal shall be based on the provision of state law. The board shall take this step only on 
advice of legal counsel or on the basis of affirmative evidence supporting such action by the board. 

 
It shall be the purpose and use of this policy to assist in the improvement of instruction and to determine 
future employment. 

 
Adoption Date:   December, 1990 
LEGAL REF.:     Public Law 100-690 

 
 
ARTICLE VI 
ACCEPTABLE USE POLICY 
 

NESC  Information Technology  
Any computer, networking device, telephone, copier, printer, fax machine, or other information technology 
which  

 is owned by NESC or  

 is licensed or leased by  NESC 

 is owned or leased by member school districts and used by NESC employees 
is subject to NESC policies. In addition, any information technology which  

 connects directly to NESC data or telephone networks,  

 connects directly to a computer or other device owned or operated by NESC, and/or  
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 otherwise uses or affects NESC information-technology facilities  
is subject to NESC information-technology policies  

 
Restricted Applications 
Restricted applications of NESC's information technology primarily include but are not limited to: 

 threatening  NESC's tax-exempt status, such as certain kinds of political activity and most 
commercial activity,  

 illegal acts, such as fraud, harassment, copyright violation, and child pornography,  

 depriving other users of their fair share of NESC information technology or interfere with 
the functioning of central networks and systems, such as mass mailings, and chain letters 

 violating  NESC  by-laws or policies 

 sending or displaying offensive messages or pictures 

 using obscene language 

 insulting or attacking others 

 engaging in practices that threaten the network (e.g., loading files that                                                      
may introduce a virus) 

 violating copyright laws 

 using others' passwords without permission 

 trespassing in others' folders, documents, or files 

 intentionally wasting limited resources 

 employing the network for sale of personal items 

Disclaimers do not render restricted applications acceptable. The only recourse available to someone 
interested in such applications is to use non-NESC computers, networks, and other technologies. 

 
Procedures  

 When any use of information technology at  NESC presents an imminent threat to other users or to the 
NESC's technology infrastructure, system operators may take whatever steps are necessary to isolate the 
threat, without notice if circumstances so require. This may include changing passwords, locking files, 
disabling computers, or disconnecting specific devices or entire sub-networks from NESC, regional, or 
national voice and data networks. System operators will restore connectivity and functionality as soon as 
possible after they identify and neutralize the threat. 

Telephones, computers, network connections, accounts, usernames, authorization codes, and passwords 
are issued to identify them as eligible users of NESC information technology. Users are responsible for 
not sharing their privileges with others, and especially for ensuring that authorization codes and 
passwords remain confidential. Users of computers connected to the NESC network, permanently or 
temporarily, are responsible for ensuring that unauthorized users do not thereby gain access to the NESC 
network or to licensed resources. 

Use of information technology that violates this policy and rules based on it may result in disciplinary 
proceedings and, in some cases, in legal action.  
 
Sanctions 
Preliminary determination: 
The cooperative director with assistance from the technology committee will make the initial determination 
of a policy violation.  Once it has been determined that a policy violation has occurred, the director will 
implement the appropriate sanction(s). 
 
Sanctions may include but are not limited to: 

 verbal warning 

 written warning  

 deny, suspend, or revoke any internet access as deemed appropriate 

 employment sanctions  

 notification of law enforcement 
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ARTICLE VII 
NESC VEHICLE USE POLICY 
 
Authorization For Use: 
 
NESC employees and contracted service providers shall operate NESC owned vehicles only when they: 
  
  Are authorized by NESC administration to act as the operator of a vehicle; 
 
 Hold a valid driver’s license for the class of vehicle they are approved to operate. The cooperative 

may verify license status by checking motor vehicle records.  Employees who move to and 
become residents of South Dakota will have 60 calendar days from their date of hire to secure a 
South Dakota Driver’s License. 

 
 Provide a copy of their driver’s license to NESC; 
 
Responsibilities of Vehicle Operator: 
 
Employees operating NESC vehicles shall: 
 

 Ensure NESC vehicles will only be used for NESC purposes. 

 Ensure the vehicle is made available for routine maintenance as well as unscheduled 
maintenance when required.  

 Ensure the engine oil is changed approximately every 3,000 miles. 

 Ensure the vehicle is locked when not in use. 

 Ensure all vehicle related charges made to an NESC account is for an NESC vehicle. 

 Maintain a mileage log to be submitted on a monthly basis to the NESC Administrative Offices. 

 Provide all gas and maintenance receipts on a monthly basis to the NESC Administrative Offices. 

 Operate such vehicles in a safe, responsible manner, and in compliance with South Dakota State 
laws and regulations as well as local laws governing vehicle use. 

 Be encouraged to pull off to a safe area and stop driving to use a cell phone in a vehicle. 
Employees who use a cell phone while driving must continue to operate the vehicle in a safe 
manner. 

 Inspect vehicles before operating to ensure the vehicle will function in a safe manner. 

 Report any suspension or revocation of their driver’s license to NESC Administration as soon as 
they are aware or should have been aware of such action. 

 Report all accidents to NESC administration as soon as possible and practical. 

 Renew annually the NESC Vehicle Use Policy.  

 Refrain from engaging in activities which may distract an individual from safely operating a 
vehicle. 
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 Refrain from operating any such vehicles when under the influence of controlled substances, 
medications, or mental or physical conditions which could impair their ability to properly operate a 
vehicle. 

 Refrain from any tobacco use while in an NESC vehicle. 

 Refrain from the unlawful use, distribution, dispensing, manufacture, or possession of a controlled 
substance. 

 Refrain from operating any NESC vehicle while under the influence of alcohol, any drug, or the 
combined influence of alcohol and any drug. 

 Refrain from operating a vehicle in a manner which endangers the safety or life of others. 

 Be personally responsible for the inside and outside appearance of the vehicle. 

 Be personally responsible for costs occurring when keys are locked in NESC vehicle.   

 Be personally responsible for traffic fines, court appearances, and other personal judgments or 
penalties arising from their violation of traffic laws while operating NESC vehicles. 

 

ARTICLE VIII 
EQUAL EDUCATIONAL OPPORTUNITIES 

   
All students of the Cooperative will have equal educational opportunities.  The Board will not discriminate 
on the basis of race, color, creed, religion, sex, handicap, economic status, national origin, or ancestry in 
its policies or programs. 

 
To accomplish this policy on nondiscrimination, the Board will make every effort to provide all students 
equal access with respect to admission or membership in school-sponsored organizations, clubs, or 
activities; access to facilities; distribution of funds; academic evaluations; or any other aspect of school-
sponsored programs or activities. 

 
The Board recognizes, however, that in implementing this policy children vary widely in capabilities, 
interests, and social and economic background, and that no two children can be treated exactly alike if 
the fullest development of each is to be achieved. 

 
LEGAL REFERENCES:  Civil Rights Act of 1964, as amended in 1972, Title VI, Title VII Executive Order 
11246, 1965, amended by Executive Order 11375 Education Amendments of 1972, Title IX (P.L. 92-318) 
45 CFR, Parts 81, 86, (Federal Register, June 4, 1975; August 11, 1975) 
 
The American Disabilities Act, July 26, 1990; Education for All Handicapped Children Act (P.L. 94-142), 
Section 504 of the Vocational Rehabilitation Act of 1973, SDCL 13-28-5; 13-28-6; 13-28-14. 
 
CROSS REFERENCES:  AC, Nondiscrimination; IGBA, Programs for Handicapped Students;    JFA, 
Student Due Process Rights 

 
 

ARTICLE VIV 
EQUAL OPPORTUNITY EMPLOYMENT 
 
The Board subscribes to the fullest extent to the principle of the dignity of all people and of their labors 
and will take  action to ensure that applicants are employed, assigned, and promoted without regard to 
their age, race, creed, color, sex, marital status, political affiliation, or national origin.  Every available 
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opportunity will be taken in order to assure that each applicant for a position is selected on the basis of 
qualifications, merit and ability. 
 
LEGAL REFERENCES:  Civil Rights Act of 1964, as amended in 1972, Title VI, Title VII Executive Order 
11246, 1965, as amended by Executive Order 11375 Equal Employment Opportunity Act of 1972, Title 
VII Education  Amendments of 1972, Title IX (P.L. 92-318) 45 CFR, Parts 81, 86 (Federal Register June 
4, 1975; August 11, 1975) Rehabilitation Act of 1973; Americans With Disabilities Act, July 26, 1990; 
SDCL 13-43-17 through 13-43-25.1 

 
CROSS REFERENCE:  AC,  Nondiscrimination 
 
 

ARTICLE X 
FAMILY AND MEDICAL LEAVE (FMLA Leave)  (Professional staff) 

 
An eligible employee is entitled to up to a combined total (paid and unpaid) of twelve (12) weeks of FMLA 
Leave per year for: 
 
1. The birth and first year care of a child; 
2. The adoption or foster placement of a child; 
3. The illness of an employee's spouse, parent, or child; or 
4. The employee's own illness. 
 
The employee must first use and count all available accrued paid leave, including vacation, sick leave, 
and  personal leave, before using the unpaid leave.  During the period of FMLA Leave, the employee is 
entitled to the continuation of all fringe benefits.  Employees will still earn sick days and vacation days 
while on FMLA Leave.  The district will continue to pay its portion of health insurance, and it will be the 
employee's responsibility to continue to pay for his or her portion.  Upon return to work, the employee will 
be entitled to his or her same position or an equivalent position with equivalent pay.  

 
In the case of birth, adoption or foster placement, the FMLA Leave entitlement for child-care ends after: 
(1) the child reaches the age of one, or (2) 12 months after adoption or placement. FMLA Leave to care 
for a child would include leave for a step-parent or a person in loco parentis. 
 
In cases where both spouses are employed by the Cooperative, the combined amounts (both employees) 
of FMLA Leave for birth, adoption or foster placement, or family illness is limited to twelve (12) weeks.  
Personal illness is not limited to this combined total. 
 
The Cooperative, at the request of the employee, may agree that the employee may take leave 
intermittently or on a reduced hours basis in connection with the birth, adoption or foster placement of a 
child.  This is subject to the recommendations of the administrator or supervisor and is at the request of 
the employee. 
 
When FMLA Leave is in connection with birth, adoption or foster placement, and is foreseeable, the 
employee must provide at least thirty (30) days notice of the date when FMLA Leave is to begin.   When 
FMLA Leave is in respect to a family or employee illness which is foreseeable, the employee must make 
a reasonable effort to schedule treatment, including intermittent and reduced hour level, so as to not 
unduly disrupt the operations of the Cooperative. 

 
In case of employee illness, in addition to current sick leave policy requirements, the Cooperative may 
require the employee to provide certification by his or her health care provider that the employee is able 
to return to work and is able to meet the essential functions of the job. 

 
If an employee fails to return to work after the leave period has expired, unless the absence is due to 
continued family or personal illness or other circumstances beyond the employee's control, the 
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Cooperative will require the employee to reimburse the Cooperative's share of the health insurance 
premiums paid while the employee was on FMLA Leave. 
 

 
LEGAL REFERENCE:  P.L. 103-3, "Family and Medical Leave Act of 1993." 

 

ARTICLE XI 
FAMILY AND MEDICAL LEAVE ACT (FMLA Leave)  (Support Staff) 

 
An eligible employee is entitled to up to a combined total (paid and unpaid) of twelve (12) weeks of FMLA 
Leave per year for: 

 
 1. The birth and first year care of a child; 
 2. The adoption or foster placement of a child; 
 3. The illness of an employee's spouse, parent, or child; or 
 4. The employee's own illness. 
 

The employee must first use and count all available accrued paid leave, including vacation, sick leave, 
and personal leave, before using the unpaid leave.  During the period of FMLA Leave, the employee is 
entitled to the continuation of all fringe benefits.  Employees will still earn sick days and vacation days 
while on FMLA Leave.  The Cooperative will continue to pay its portion of the health insurance, and it will 
be the employee's responsibility to continue to pay for his or her portion.  Upon return to work, the 
employee will be entitled to his or her same position or an equivalent position with equivalent pay. 

 
In the case of birth, adoption or foster placement, the FMLA Leave entitlement for child-care ends after: 1) 
the child reaches the age of one, or 2) 12 months after adoption or placement.  FMLA Leave to care for a 
child would include leave for a step-parent or a person in loco parentis. 

 
In cases where both spouses are employed by the Cooperative, the combined amounts (both employees) 
of FMLA Leave for birth, adoption or foster placement, or family illness is limited to twelve (12) weeks.  
Personal illness is not limited to this combined total. 

 
The Cooperative, at the request of the employee, may agree that the employee may take leave 
intermittently or on a reduced hours basis in connection with the birth, adoption or foster placement of a 
child.  This is subject to the recommendations of the   administrator or supervisor and is at the request of 
the employee. 

 
When FMLA Leave is in connection with birth, adoption or foster placement and is foreseeable, the 
employee must provide at least thirty (30) days notice of the date when FMLA Leave is to begin.  When 
FMLA Leave is in respect   to family or employee illness which is foreseeable, the employee must make a 
reasonable effort to schedule treatment, including intermittent and reduced hour leave, so as to not 
unduly disrupt the operations of the Cooperative. 

 
In case of employee illness, in addition to current sick leave policy requirements, the Cooperative will 
require the employee to provide certification by his or her health care provider that the employee is able 
to return to work and is able to meet the essential functions of the job. 

 
If an employee fails to return to work after the leave period has expired, unless the absence is due to 
continued family or personal illness or other circumstances beyond the employee's control, the 
Cooperative will require the employee to reimburse the Cooperative's share of the health insurance 
premiums paid while the employee was on FMLA Leave. 

 
The Director or designee will work individually with an employee who wants to apply for FMLA Leave.  
FMLA Leave request forms are available from the Central Office. 

 
LEGAL REFERENCE: P.L. 103-3, "Family and Medical Leave Act of 1993." 
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ARTICLE XII 
NONDISCRIMINATION 

 
The Board is committed to a policy of nondiscrimination in relation to race, sex, religion, national 
background, handicap and other human differences.  Respect for the dignity and worth of each individual 
will be paramount in the establishment of all policies by the Board and in the administration of those 
policies.  The Constitutions of our nation and state, pertinent  legislation  enacted by those two levels of 
government, as well as  court interpretations regarding citizens' rights, under-gird this  statement. 
 
In keeping with these statements, the following will be objectives of the NESC: 

 
1. To promote the rights and responsibilities of all individuals as set forth in the sate and federal 

constitutions, pertinent legislation and applicable judicial interpretations. 
 

2. To encourage positive experiences in human values for children and adults who have differing 
personal and family characteristics or who come from various socioeconomic, racial and ethnic 
groups. 

 
3. To carefully consider, in all decisions made which affect the schools, the potential benefits or 

adverse consequences that those decisions might have on the human relations aspects of all 
segments of society. 

 
4. To initiate a process of reviewing all policies and practices of this cooperative in order to achieve 

to the greatest extent possible the objectives of this policy. 
 
5. To work toward a more integrated society and to enlist the support of individuals as well as that of 

groups and agencies, both private and governmental, in such an effort. 
 
The Board's policy on nondiscrimination will extend to students, staff, the general public and individuals 
with whom it does business. 
 
 
LEGAL REFERENCES:  Title VI, Civil Rights Act of 1964; 
Title VII, Civil Rights Act of 1962, 12 amended by Equal Employment Opportunity Act of 1972;  Executive 
Order 11246, as amended by E.O. 11375; Equal Pay Act, as amended by the Education Amendments of 
1972; Title IX, Education Amendments of 1972; Rehabilitation Act of 1973; Education for All Handicapped 
Children Act of 1975; Age Discrimination in Employment Law, P.L. 95-256; Constitution of the State of 
South Dakota, Article VI; SDCL 13-37; 20-12; 20-13 

 
CROSS REFERENCES: ACA, Nondiscrimination on the Basis of Sex; ACB,  Nondiscrimination on the 
Basis of Handicap; FECD, Facilities Accommodations for the  Handicapped; FEFA,  Contractor's Fair 
Employment Clause; GBA, Equal Opportunity Employment; JDUB,  Equal Educational Opportunities   
 
The Title IX Grievance Procedure is printed on the following pages. 
 
TITLE IX GRIEVANCE PROCEDURE 

 
WHEREAS, the Board of Directors of the Northeast Educational Services Cooperative # 28-201, in 
compliance with the rules and regulations pertaining to nondiscrimination on the basis of sex under 
Federally assisted education programs and activities, has established this procedure whereby a 
complaint related to the violation, interpretation, or application of the Title IX Rules and Regulations may 
be quickly and smoothly resolved; 
 
WHEREAS, students and employees of the Northeast Educational Services Cooperative # 28-201 are 
eligible to participate in this grievance procedure; and 
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WHEREAS, the resolution of real or alleged violations shall be motivated toward a solution that is 
satisfactory to the student or employee, the administration, and the Board of Directors. 
 
NOW THEREFORE BE IT RESOLVED, that the following grievance procedures be adopted by the Board 
of Directors of the Northeast Educational Services Cooperative # 28-201. 
 
 
1.   Definitions 
 
1.1 Grievance:  An issue that reaches Level One Procedure.  This involves the violation, 

interpretation, or application of any selection of Part 106, Rules and Regulations, Title IX, 
Education Amendments of 1972. 

 
1.2 Student:  Any person enrolled as a student in any school and/or educational or recreational 

program authorized by the Northeast Educational Services Cooperative #28-201 Board of 
Directors. 

 
1.3 Employee:  Any full-time or part-time teacher, secretary, clerk, custodian, cleaner, administrator, 

or other person receiving compensation for services rendered the Northeast Educational Services 
Cooperative # 28-201 Board of Directors. 

 
1.4 Title IX Coordinator:  The person designated by the Board of Directors to coordinate efforts to 

comply with Title IX Rules and Regulations. 
 
1.5 Director:  The Director of the Cooperative or a designated representative. 
 
 
2. Level One Procedure 

 
2.1 The student or employee who has a complaint, and is unable to solve the issue, may address the 

complaint in writing to the Title IX Coordinator. 
 
2.2  The Title IX Coordinator's responsibilities:   
 a. Investigate, within five business days, the circumstances of the complaint; 

 b. Render a decision, within ten business days after receipt of the complaint; and notify the  
complainant; 

c. Provide the complainant five business days to react to the decision before it becomes 
final. 

 
2.3 The Complainant's responsibilities: 

a. Accept the decision, in writing, addressed to the Title IX Coordinator, or 
b. Disagree with the decision, in writing, addressed to the Title IX Coordinator.  A level two 

procedure will be initiated. 
 
3.   Level Two Procedure 
 
3.1 The Title IX Coordinator requests the Director to review the complaint. 
 
3.2 The Director will schedule a meeting within five business days of receipt of the request for review.  

The participants shall be the complainant, the coordinator, and the Director. 
 
3.3 The Director will make a decision within one business day which will be final.  The complainant 

and the Title IX Coordinator will receive copies of the decision. 
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Forms relating to this procedure can be found in Appendix C-1 of this document. 
 
 

ARTICLE XIII 
LIFE-SUSTAINING EMERGENCY CARE PROCEDURE 

 
NESC center-base staff members responsibilities include the provision of life-sustaining emergency care.  
They shall take all reasonable steps to provide such care to NESC center-based students on school 
grounds in need of life-sustaining emergency care, and they shall attempt to contact an ambulance in 
accordance with regular school / NESC policies to secure the speedy transportation of the student to 
hospital facilities. 

 
For purposes of this policy, "life-sustaining emergency care" means any procedure or intervention applied 
by NESC center-based staff that may prevent a student from dying who, without such procedure or 
intervention, faces a risk of imminent death. Examples of life sustaining emergency care may include:  
efforts to stop bleeding, unlocking airways, mouth-to-mouth resuscitation, and card-pulmonary 
resuscitation ("CPR"). 

 

 
ARTICLE XIV 
ADMINISTRATION OF MEDICATIONS 

 
When appropriate, Northeast Educational Services Cooperative staff will assist students with self 
administration of medication according to the following requirements: 
 
ITEM A:   
 
This policy applies only to students directly assigned to NESC (Example:  Center-Base students).  NESC 
staff are not to become involved in the administration of medication to students not directly assigned to 
NESC. 
 
ITEM B:  DEFINITIONS 
 
1. Assistance with self-administration of medications: 

The term "assistance with self-administration of medications" means helping a client with one or 
more steps in the process of taking medications, but not actual administration of medications.  
Assistance with self-administration of medications may include opening the medication container, 
reminding the client of the proper time to take the medication, helping to remove the medication 
from the container, and returning the medication container to proper storage.    The person 
should have some informal training to ensure he/she feels comfortable in the role. 

 
2. Administration of medications: 

The administration of medications is a nursing function.  The steps in medication administration 
entail removing an individual dose from a previously dispensed, labeled container, including a unit 
dose container; verifying it with the physician's order; giving the individual dose to the client for 
which it is prescribed; and promptly recording the time and dose given. 

 
 
ITEM C:  ADMINISTRATION OF MEDICATIONS 
 
Northeast Educational Services Cooperative staff do not participate in the administration of medications 
unless appropriate training as required by SDCL 13-33A and Board of Nursing administrative rules  has 
been provided. 
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ITEM D:  REQUIREMENTS FOR SELF-ADMINISTRATION OF MEDICATION 
 
1. The NESC Director or Assistant Director have been informed of a request for student assistance 

with medication. 
 
2. A letter is distributed to the parent or guardian of each student. 
 
3. The form, "Parent/Guardian Authorization For Assistance With Self Administration of 

Medications", has been fully completed. 
 
4. The "Medication Observation Daily Log" must be maintained by the NESC staff for each 

student with each medication. 
 
5. All medications to be supervised by school personnel are kept in a securely locked area. 
 
6. Parents/Guardians may retrieve the medication from the school at any time. 
 
7. No more than a thirty day supply of the medication for a student is to be stored at the school. 
 
8. All unused, discontinued or outdated medications are to be returned to the parent or guardian and 

appropriately documented.  All medications are to be returned to parents or guardians at the end 
of the school year. 

 
9. NESC staff will notify parents or guardians of any side effects, variations from the plan, or the 

student's refusal or failure to take the medication. 
 
10. Medication errors will be documented by NESC staff using the "Medication Report Error" form. 
 
11. This policy and outlined procedures also apply concerning over-the-counter medications. 
 
 
ITEM E: 
 
All procedures included in this policy apply to circumstances involving the administration of medication.  
In these cases the "Parent / Guardian Authorization for Administration of Medications" form is 
required in place of item three under self-administration. 
 
NOTE: 
Forms relating to this policy are available as Appendix E of this document. 
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APPENDIX A 
   

NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
2009 - 2010  CALENDAR GUIDELINE 

 
 

Months / Days in Session 
August  10 
September 21 
October  21 (Or 22, depending on Columbus Day) 
November 17 (Or 18, depending on Veteran’s Day)  
December 17  
January  19 (Or 20 - depending on Martin Luther King Day)  
February 19 (Or 20 - depending on President's Day) 
March  22  
April  20 (Or 21 – depending on Easter Monday)    
May  9   (May days in session depend on holidays indicated,  
       weather make-up days, etc.) 
 
TOTAL  175 
 
Days Not In Session:    Dates:            (All dates are dependent on assigned             
                                                                district calendars) 
Labor Day    September 7, 2009 
 
Columbus Day / Native American Day October 12, 2009 
 
Veteran's Day    November 11, 2009   
 
Thanksgiving    November 26 and 27, 2009 
 
Christmas / New Year’s Day  December 24, 20089- January 1, 2010  
 
Martin Luther King Day   January 18, 2010 
 
President's Day    February 15, 2010   
 
Good Friday    April 2, 2010   
Easter Monday    April 5, 2010  
 
Memorial Day    May 31, 2010   
 
One day of staff inservice will be held.  All certified staff members will attend unless attendance at a 
comparable inservice has been approved by the Director. 
 
Assigned staff schedules depend on assigned district calendars.  Weather make-up days are based on 
assigned school district calendars. 
 
This calendar guideline is based on school starting on August 17, 2009. 
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APPENDIX B 
PROCEDURES FOR REPORTING CHILD ABUSE 

 
REPORTING CHILD ABUSE 

 
Because of their regular contact with school-age children, school employees are in an excellent position 
to identify abused or neglected children. 
 
To comply with the law (SDCL 26-8-6, 26-10-10, 26-10-11,  and 26-10-12) it is the policy of the Northeast 
Educational Services Cooperative that any staff or other coop employee who suspects that a child  under 
18 years of age has been  neglected or physically abused (including sexual or emotional abuse) by any 
person including parent or other person, other than by accidental means, shall report orally or in writing to 
the principal, superintendent, or director who shall then  immediately report to the states attorney of that 
county or to the Department of Social Services  or to the county sheriff or to the city  police.  The 
principal, superintendent or director shall inform the coop employee initiating the action within 24 hours 
and in writing that the report has been made.  The employees shall make the report directly to the proper 
authorities if the principal, superintendent or director fails to do so. 
 
The report shall contain the following information:  Name, address of parent or caretaker; nature and 
extent of injuries or description of neglect; any other information that might help establish the cause of 
injuries or condition. 
 
Coop employees, including administrators shall not contact the child's family or any other persons to 
determine the cause of the suspected abuse or neglect.  It is not the responsibility of the coop employees 
to prove that the child has been abused or neglected, or to determine whether the child is in need of 
protection, only to report his or her suspicions of abuse or neglect. 
 
Any personal interview or physical inspection of the child should be conducted in considerate, 
professional manner and information or records concerning reports of suspected abuse or neglect are 
confidential and the release to persons other than provided by law (SDCL 26-10-12.2) is punishable by 
$1,000 fine, one year in jail or both.  (SDCL 26-10-12.3).  Failure to make a report where abuse or neglect 
is suspected is subject to the same punishment.  (SDCL 26-10-10) 
 
Anyone who participates in making a report in accordance with the law and in good faith is immune from 
any civil or criminal liability that may otherwise arise from the reporting or from any resulting judicial 
proceeding even if the suspicion is proved to be unfounded.  SDCL 26-10-14. 
 
Copies of this policy shall be distributed by the Director or his designee to all coop employees at the 
beginning of each school term and to new employees when they begin employment if at a different time 
than the beginning of the school term. 
 
The Board will support any employee making a report of suspected child abuse or neglect until and 
unless it is determined that the employee was acting in bad faith in making the report.   
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APPENDIX C 
 
 
 

NESC JOB DESCRIPTIONS 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
And 

REGION 1 – EDUCATIONAL SERVICES AGENCY 
 

JOB DESCRIPTION FOR 
 

DIRECTOR  
 

 
Part A:  Position Requirements 
 
Position Title:  Director of Cooperative Special Services 
 
Organizational Structure:  See Organizational Chart 
 
Organizational Relationships: 
1.   Accountable to the NESC Board. 
 
2.  Coordinates and recommends policies and programs with Board of Directors and 

Superintendents' Advisory Board. 
 
3. Works with both Elementary and Secondary Principals in service delivery system of the NESC. 
 
4. Works with Business Manager of the NESC in regard to budgets and fiscal accounting. 
 
5.  Serves as a resource person to individual Boards of Education within the NESC. 

 
Primary Function:  To provide leadership in the development of effective programs and services for 
special needs children within the Northeast Educational Services Cooperative. 
 
Major Responsibilities: 
 1. Administrative 
 2. Supervisory 
 3. Coordinating 
 
Responsibilities: 
 
I. Administrative Function 

 
1. Developing policies in conjunction with the Board of Directors and Advisory Board of  

Superintendents of the Cooperative membership. 
 
2. Establishing a special service delivery system in conjunction with member 

superintendents and building principals that comply with state and federal regulations. 
 
3. Assisting superintendents and principals in the placement of special needs students.  The 

building principal or designated administrator will coordinate all communication.   
 
4. Completion of State and Federal forms relating to the NESC and serving as an advisory 

to member school districts regarding reporting forms. 
 
5. Coordinate schedules of the NESC personnel in conjunction with building principals' 

schedules. 
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6. Maintaining records of students receiving services from the NESC that comply with State 
and Federal regulation.   Serve as a consultant to member schools in regard to local 
records. 

 
7. Responsible for the accountability of NESC personnel serving member school districts. 

 
8. Establishing channels of communications from  the NESC Board of  Directors and 

Advisory  Board  of  Superintendents,  and   Principals   to    local  Boards of Education, 
building principals, teachers, staff, students, parents,  and community.  

 
9. Evaluation of NESC personnel concerning employment recommendations to Board of 

Directors, and Advisory Board of Superintendents. 
 
 10. Maintain equipment and supplies owned or loaned to the NESC. 

 
 11. Responsibilities for planning and appraisal of the program delivery system that provides  

data for both short/long term goals  to the NESC Board and member school districts.  
Utilizing the instruments of needs assessment, testing, financial records and other 
information requested. 

 
 12. Additional responsibilities include: 
 

 1. Planning and writing grants based on specific needs and availability of funding 
sources. 

 
2. Planning and arranging inservice where appropriate for NESC and LEA staff. 
 
3. Assisting LEA’s and NESC staff as needed, in meeting the educational needs of 

students. 
 

  4. Public relations. 
 
II. Supervisory Functions: 
 

1. Fostering professional growth of NESC personnel and serving as a consultant to building 
principals with respect to local personnel. 

 
2. Serving as a resource person to NESC personnel, building principals, classroom 

teachers,  Board of Education, parents and students. 
 

3. Evaluation of personnel through observing and recording specific teacher behavior. 
 
III. Coordinating Functions - Between NESC and Member School Districts: 
 
 1. Member school personnel 
 2. Member community agencies 
 3. State agencies and personnel 
 
Part B:  Position Holder Qualifications 
 
I. Education 

 
1. A Masters Degree in Education 
2. The major emphasis of preparation in special education course work from an accredited 

college or university. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

            ASSISTANT DIRECTOR 
 

 
 
Position Title:  Assistant Director of Cooperative Services 
 
Qualifications:  Master’s Degree in Special Education and/or School Administration 
 
Certification:  Appropriate certificate from the South Dakota Department of Education 
 
Organizational  Structure:  See Organizational  Chart 
 
Organizational  Relationships and Responsibilities: 
 

1. Accountable to the Director 
 

2. Coordinate and communicate with Cooperative’s Business Manager and Director regarding 
budgeting and purchasing for departments. 

 
3. Assume program responsibilities as delegated by the Director. (Example:  Coordinator for 

departments: speech therapy, physical therapy, occupational therapy, early intervention, 
Reading Recovery) 

 
4. Supervise and evaluate cooperative staff to include, but not be limited to, scheduling 

meetings, providing job performance feed back and approving leave requests. 
 

5. Maintaining communication with the administration and staff within the member districts 
regarding pertinent issues. 

 
6. Ensure that Cooperative policies and procedures are maintained. 
 
7. Coordinates preschool screenings and kindergarten round-ups by working with NESC and 

member district staff. 
 
8. Coordinates and employs staff for extended school year program in member districts 

choosing to access this service. 
 
9. Coordinate professional development for NESC staff. 

 
10. Attend Board of Directors and Board of Advisors meetings and other meetings as required 

and deemed appropriate by the Director. 
 
11. Serve as a resource person to NESC and member district staffs in the area of special 

education, including out of district placement of students with special needs. 
 
12. Perform other duties as deemed appropriate by the Director to facilitate the effective, efficient 

running of the Cooperative’s programs.  
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 NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

BUSINESS MANAGER  
 
 
1. To act in a consultatory and advisory capacity to the director in matters pertaining to the 

formulation and execution of financial policy and requisitions dealing with the NESC. 
 
2. To prepare the annual budget for the NESC, prepare monthly and annual financial reports of the 

disbursements and receipts of the several funds, and maintain adequate control over all financial 
transactions. 

 
3. To assume responsibility for the preparation of the various payrolls, supervise all regular and 

special accounts and funds of the NESC, the accounting and reporting thereof, and maintain the 
same according to state law and NESC policy. 

 
4. To process all requisitions for the purchase of NESC supplies and equipment. 
 
5. To prepare and process specifications, obtain bids and price quotations, open and tabulate bids  

when necessary, and execute contracts for the same as prescribed by the policies of the NESC 
and the laws of the state. 

 
6. To act on behalf of the Board of Directors in the administration of insurance coverage. 
 
7. To maintain a record of inventory of the NESC owned property. 
 
8. To assume responsibility for obtaining adequate telephone service, fire protection, and other 

services necessary for the operation and maintenance of the NESC Office. 
 
9. To assume responsibility for uniform accounting for handling of money for the NESC. 
 
10. To assume responsibility for billing and collecting all tuition receipts from individuals and/or school  

districts receiving services from the NESC. 
 
11. To purchase all educational supplies, maintenance of supplies and equipment necessary for the 

operation of the NESC as approved in the annual budget.  Any other purchases must have 
approval of the Board.  All the purchases must be made in accordance with the laws of the state.  

 
12. He/She shall act as clerk and treasurer of the board, with the following duties: 
 A. Keep an accurate journal of the proceedings of the Board. 
 
 B. Take charge of the Board's books and documents. 
 

C. Issue all warrants for payment of verified bills approved for payment by the Board. 
 
 D. Prepare the annual report of the NESC. 
 

E. Keep a record of all financial transactions relating to the operation of the NESC. 
 

F. Submit financial statements and reports at the monthly meetings of the Advisory Board 
and Board of Directors. 

 
13. To perform other such duties as may be delegated by the Director of the NESC. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
AND 

REGION 1—EDUCATIONAL SERVICES AGENCY 
 
 

JOB DESCRIPTION FOR 
 

ADMINISTRATIVE ASSISTANT 
 

Summary: 
 Provide administrative support to NESC administration and staff.  Duties include general clerical, 
receptionist, and project based work.   
 
Educational Requirements: 
 A high school diploma at the minimum.  Candidates with additional education/training in 
secretarial/clerical coursework would be preferred. 
 
Organizational Relationship: 
 Accountable to NESC Administration—Director, Assistant Directors, and Business Manager 
 
Primary Responsibilities: 
1.  Answer telephone and transfer to appropriate staff member or take messages. 
 
2.  Create and modify documents using Microsoft Office Pro. 
 
3.  Perform general clerical duties to include but not limited to:  photocopying, faxing, mailing, 
 emailing, scheduling, keyboarding, workshop registrations, and filing. 
 
4.  Maintain hard copy and electronic filing system. 
 
5.  Setup and coordinate meetings. 
 
6.  Medicaid Billing 
 
7.  Other duties as assigned 
  
Necessary Skills: 
1.  Proficiency in communication skills, both verbal and written; keyboarding skills; basic math  and 
language skills. 
 
2.  Technology Skills 
 Operation of Windows Operating System 
 Microsoft Office Pro Products 
 Email 
 Facsimile 
 Copy Machines 
 
3.  Multi Tasking Ability 
 
4.  Organizational Skills 
 
5.  Independent Worker 
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    NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR ITINERANT 
 

EARLY CHILDHOOD INSTRUCTOR 
 
 

I. Background Information 
 
 1. The position involves working with the NESC Member School Districts. 
 

2. The position will be a regular nine month teaching contract, the teacher will be directly 
accountable to the NESC Assistant Director. 

 
3. The teacher will serve as an itinerant instructor serving member schools of the NESC. 

 
4. Refer to the NESC handbook for information relating to policies and procedures. 

 
II. The responsibilities will involve program development, coordination, and teaching in the 

preschool area. 
 
 Program Development: 

1. Development of a preschool screening procedure for member school districts. 
2. Development of a birth to five referral procedure for member school districts. 
3. Administer diagnostic evaluations on child referred prior to placement of child.  Secure 

parental permission in accordance with procedures. 
4. Development of Individual Educational Programs (IEP's) for preschool children identified 

for service. 
5. Development of individual curriculum and selection of instructional material. 
6. Development of a home based instruction, as well as consideration for possible center-

based instruction. 
7. Recommendations to NESC Director or Assistant Director concerning instructional  

facilities. 
8. Preparation of schedule. 
9. Development of record keeping system for each student. 
10. Provide public relation activities to explain program to school district staff and general 

public. 
11. Provide and participate in inservice activities of the NESC.  
 
Program Coordination: 
1. The position will involve working directly with the school districts, parents, and other 

agencies (Children's Care Hospital, Medical Personnel, County Nurses, Child Protection, 
etc.).   

2. Responsibilities will involve working through referrals made by parents, schools, and 
other agencies to help determine a most appropriate placement. 

 
3. The teacher will be working with support personnel (speech therapist, psychologist, 

school district resource room teachers, etc.) to help enrich the child's development. 
 
4. Participation in the placement process of pre-school children. 
 
5. Serving as a resource person to NESC members. 
  
Teaching: 
  
1. The position will involve teaching birth to five students, focusing on individual needs. 
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2. Various experiences will be provided   in the following areas according to the age of the 

child: 
  A. Cognitive Development 
  B. Gross and Fine Motor Development 
  C. Communication Development 
  D. Social or Emotional Development 
  E. Adaptive Development 
  F. Health Development 
  G. Perceptual Development 
 
3. There will be modeling teaching and counseling of parents to help move the parents 

toward increasing initiative and independence in planning the education, and social 
stimulation for their child. 

 
III. Qualifications: 
 
 A. Education: 

1. B.A. or Master's Degree in Special Education from an accredited college or 
university. 

 
 B. Certification: 
  1. A South Dakota Teacher's Certificate with a # 35 endorsement. 

2. A South Dakota Teacher's Certificate with an Early Childhood Special Education 
endorsement. 

 
 C. Experience: 

1. Successful experience as a resource room teacher preferred but not required. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION   FOR 
 

SPEECH CLINICIAN 
 
I. General Description: 
 
 The speech clinician is a specialist in the field of speech pathology and functions as an integral 

part of the total school staff as well as the special education team.  The primary role of the 
speech clinician is one of the services to the communicatively disabled children. 

 
 The speech clinician emphasizes treatment of the more severe communication disabilities in the 

areas of language, voice, fluency and articulation.  In order to accomplish this work with the 
disabled child, the speech program must be integrated with the total educational framework.   
Integration is achieved by the speech clinician and the classroom teacher working in a joint effort 
at understanding and aiding the speech and language development of all children.  The treatment 
of minor communication disorders can then be readily managed by the indirect assistance of the 
clinician, thus allowing the clinician to utilize his/her specialized training to the best advantage of 
the students most in need of help.  The speech clinician is directly responsible to the Supervisor 
of Speech Services or NESC Director. 

 
II. Professional Responsibilities: 
 

A. Provide identification services including an annual speech screening in accordance with 
the guidelines of the speech program of the Northeast Educational Services Cooperative. 

 
B. Administer a comprehensive diagnostic evaluation to all children referred because of a 

suspected communication problem. 
 

C. Administer a comprehensive diagnostic evaluation consistent with professional standards 
prior to the enrolling of a student for treatment. 

 
D. Prepare and distribute to parents and the school reports showing the disposition of all 

students evaluated. 
 

E. Assume responsibility for notifying parents of their child's enrollment in the clinical speech 
program and for keeping them apprised of progress. 

 
F. Develop and adhere to an approved schedule of regular speech services commensurate, 

in terms of frequency and duration, with the individual needs of the children involved. 
 
G. Prepare with the assistance of parents and teacher, Individual Educational Programs for 

all students receiving speech services from the NESC. 
 

H. Prepare and distribute to the supervisor of speech services narrative and statistical 
summaries of services provided during the school year and make recommendations for 
immediate needs. 

 
I. Assist in the formulation of long-range (projected) goals to maintain a meaningful 

continuity to the  clinical speech program. 
 
 J. Attend meetings regularly scheduled by the supervisor of speech services. 
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K. Participate in all staffings involving students known to have communication handicaps in 
the schools. 

 
L. Consult with the supervisor concerning new materials in the field, community, referral 

agencies and problems pertaining to a particular school. 
 

M. Provide research services, including analytic evaluations of needs and programs, and 
cooperation in studies pertinent to communication disorders. 

 
N. Encourage and participate in advance study in the field through inservice or graduate 

course work. 
 

O. Carry out policies established by the school district, the Northeast Educational Services 
Cooperative and the State Department of Public Instruction. 

 
III. Qualifications: 
 
 A. Education: 

1. B.A. Degree in Speech Pathology from an accredited college or university. 
 
 B. Certification: 
  1. South Dakota Teacher's Certificate with a #36 endorsement. 
 
 C. Experience: 

1. Successful experience as a public school speech clinician preferred but not 
required. 
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 NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR  
 

SCHOOL PSYCHOLOGIST 
 
General Description: 
 
The role of the Psychologist is to adopt psychological theories into educational behavioral practice in the 
public schools.  The psychologist evaluates the child's learning, social and behavioral skills through the 
use of observation, testing, and referral information.  Areas of competence include learning, motivation, 
child development, behavior modification, and provide for interactive communication between school 
personnel, students, and parents.  The psychologist is directly responsible to the Supervisor of School 
Psychological Services of the NESC Director. 

 
The school psychologist provides service in three major areas:  psycho-diagnostic evaluation and 
appropriate recommendations, consultation, and in-service training. 

 
I. Specifically, the role of the NESC Psychologist includes the following functions: 
 

1. Evaluates individual children referred for examinations because of learning or behavior 
problems. 

 
2. Integrates multidisciplinary assessment and observation information into a 

comprehensive report.  This includes interpreting findings and formulating 
recommendations. 

  
 3. Recommends eligibility for placement in special programs, (i.e., placement in special 

service programs). 
 

4. Consults with NESC personnel in regard to the psychological implications of school 
policies, practices and curriculum. 

 
5. Consults with teachers and/or parents on the general management of children with 

learning or behavior problems. 
 

6. Promotes public understanding and support for the NESC psychological services 
program. 

 
 7. Provides inservice education for teachers, administrators, and/or parents. 
 
 8. Counsels students and parents when related to school problems. 
 

9. Provides liaison between NESC members and outside agencies on appropriately referred 
cases. 

 
 10.  Files appropriate reports with school personnel. 
 
 11. Maintains appropriate records on cases referred and examined. 
 

12. Participates in Individual Educational Planning (IEP) meetings for those students 
evaluated. 

 
 13. Serves as a resource person to NESC members. 
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 14. Assists in the development of curriculum and selection of instructional   
 materials. 

 
II. A major emerging role for the School Psychologist is in providing inservice education for 

teachers, school administrators, and parents relative to the psychological implications of learning 
and behavior problems.  In order to do this, the School Psychologist must keep abreast of major 
trends in the education of disabled and non-disabled children, stay up-to-date in the practice and 
use of testing instruments, and keep knowledgeable of educational methods and curriculums.  
This role is accomplished through providing inservice consultation for teacher conferences, 
through serving in a liaison capacity between school and physicians, mental health centers, and 
appropriate mental health agencies. 

 
Qualifications: 
 
A. Education: 
 

1. Completed and approved graduate program for school psychologist at a college or 
university. 

 
B. Certification: 
 
 1. A South Dakota Teacher's Certificate with a #404 endorsement. 
 
C. Experience: 
 
 1. Successful experience as a school psychologist preferred but not required. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

PSYCHOLOGICAL EXAMINER 
 

 
I. Background Information: 

 
 1. The position involves working in/with the NESC member school districts. 
 

2. The position will be a 200 day contract. The Psychological Examiner will be directly 
accountable to the Certified Supervising School Psychologist. 

 
3. The Psychological Examiner will follow the procedures and policies established by the 

Board of Directors.  
 
 
II. Specifically, the role of a Cooperative Psychological Examiner includes the following functions: 
 

1. Evaluates individual children referred for examinations because of learning and/or 
behavioral difficulties.  

 
 2. Interprets findings and formulates recommendations. 
 

3. Recommends eligibility for placement in special programs (i.e., placement in special 
service programs). 

 
4. Participates in Individual Educational Planning (IEP) meetings for those students 

evaluated. 
 

5. Promotes public understanding and support for the NESC psychological services 
program. 

 
6. Provides liaison between NESC members and outside agencies on appropriately referred 

cases. 
 
 7. Serving as a resource person to NESC members. 
 
 8. Files appropriate reports with school personnel. 
 
 9. Maintains appropriate records on cases referred and examined. 
 

10. Keeps abreast of major trends in the education of disabled and nondisabled children, 
stays up-to-date in the practice and use of testing instruments, and keeps knowledgeable 
of educational methods and curriculums.   

 
 

III. A NESC Psychological Examiner might also fulfill the following functions if he or she has received 
appropriate education and training in the specific area(s): 

 
1. Consults with teachers and/or parents on the general management of children with 

learning or behavior problems. 
 
 2. Provides in-service education for teachers, administrators, and/or parents. 
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 3. Counsels students and parents when related to school problems. 
 

4. Assists in the development of curriculum and selection of instructional materials. 
 
 
Qualifications: 
 
A. Education: 
 

1. A master's degree with a concentration of coursework that is essentially psychological in 
nature; and 

 
2. A minimum of 30 semester hours of undergraduate or graduate coursework including at 

least one course in each of the following:  individual psychological evaluation, practicum 
in individual psychological evaluation,  the exceptional child, and educational  statistics, 
and a minimum of 16 semester hours of  coursework from 5 or more of the following 
areas:  general psychology; abnormal psychology; child, adolescent, or developmental 
psychology; educational psychology; principals and practices of guidance  programs; 
elementary guidance; counseling methods or  techniques; or group testing. 

 
B. Certification: 
 
 1. A South Dakota Teacher's Certificate with a # 405 endorsement. 
 
C. Experience: 
 

1. Successful experience as a Psychological Examiner preferred but not required.   
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

SUPERVISOR, SCHOOL PSYCHOLOGICAL SERVICES 
 
 
I. General Description: 
 

 The role of the supervisor for school psychological services is one of responsibility for the quality, 
efficiency, and harmonious functioning of the total school psychological program within the 
Northeast Educational Services Cooperative.  This includes responsibility for planning and 
evaluation of both programs and personnel, research activities, and staff communication.  Serving 
as the spokesperson for school psychological services, the supervisor is the liaison between the 
school psychologists and director of the Northeast Educational Services Cooperative.  The 
supervisor is directly responsible to the Director of the Cooperative. 

 
 
II. Professional Responsibilities: 

 
A. Assess, in conjunction with the NESC Director and the School Psychological Services 

Staff, the needs of the member schools concerning school psychological services. 
 
B. Formulate both short and long range goals with measurable objectives for the program. 
 
C. Supervising and evaluating school psychologists and psychological examiners and 

providing job performance feedback. 
 
D. Encourage and advocate for the development of the professional interests and 

competencies of individual staff members. 
 
E. Deploy staff and resources in the most effective and efficient manner. 
 
F. Establish guidelines and procedures appropriate for services and case load 

management.   
 
G. Cooperate with the Director in the planning, implementation, and evaluation of programs 

for a member school district.   
 
H. Make needs of the school psychological services program known to the NESC Director 

and to keep the administration and staff apprised of the progress of established programs 
and the implementation of, or experimentation with, new programs. 

 
I. Compile, analyze, and disseminate statistical information of services provided by the 

school psychological staff during the year and projected for the future. 
 
J. Encourage staff members to participate in relevant research projects and offer assistance 

when possible. 
 
K. Plan and implement inservice meetings for the staff based on the expressed needs of the 

school psychologists and member school districts. 
 
L. Organize and conduct staff meetings for the purpose of keeping the staff well informed on 

policies, evaluations of needs and programs, case assignments, and general discussion 
about cases/building issues. 
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M. Participate in Advisory Board and Board of Directors meetings as called by the NESC 

Director. 
 
N. Cooperate with training institutions to provide beneficial school practicum and school 

internship experiences to students. 
 
 

III. A. Education: 
  Specialist in School Psychology. 
 
 B. Certification: 
  A South Dakota Teacher's Certificate with a #404 endorsement. 

 
C. Experience: 
 Four years experience as a School Psychologist in a public school setting. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

CENTER-BASE CLASSROOM INSTRUCTOR 
 

 
I. Background Information: 
 
 1. The position involves working with the NESC member school districts. 
 

2. The position will be a regular 175 day teaching contract.  The teacher will be directly 
accountable to the Assistant Director. 

 
 3. The teacher will serve as a classroom instructor. 
 

4. Refer to the NESC handbook for information relating to the policies and procedures. 
 
 
II. The responsibilities will involve program development, coordination and instruction in the 

classroom. 
 
 Program Development: 
 

1. Administer diagnostic evaluations on children referred prior to placement of child.  Secure 
parental permission in accordance with due procedures. 

 
2. Development of Individual Educational Programs (IEP's) for children identified for service. 

 
 3. Development of curriculum and selection of  instructional  material. 
 

4. Development of record keeping system.  This record keeping system must ensure 
monitoring of student progress and student file compliance with all elements of the 
Northeast Educational Services Cooperative Comprehensive Plan.  A student file must 
be maintained in the home school district of each center-base student. 

 
5. Provide public relation activities to explain program to school district staff and general 

public. 
 
 6. Provide and participate in inservice activities of the NESC. 
 
 Program Coordination: 
 

1. Responsibilities will involve working through referrals made by parents, schools, and 
other agencies to help determine a most appropriate placement. 

 
2. The teacher will be working with support personnel (speech therapist, psychologist, 

school district resource room teachers, etc.) to help enrich the child's development. 
 
 3. Participation in the placement process of children. 
 
 4. Serving as a resource person to NESC member school districts. 
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           Teaching: 
 

1. Various experiences will be provided in the following areas according to the age and 
needs of the child: 

 
   A. Cognitive Development 
  B. Motor Development 
  C. Communication Development 
  D. Social or Emotional Development 
  E. Adaptive Development 
  F. Physical Development 
  G. Perceptual Development 
  

2. There will be some teaching and counseling of parents to help move the parents toward  
increasing  initiative and  independence in planning the educational and social stimulation 
for their child. 

 
III. Qualifications 
 
 A. Education: 

 1. B.A. or Master's Degree in Special Education from an accredited college or 
university. 

 
 B. Certification: 
   1. A South Dakota Teacher's Certificate with a # 35 endorsement. 
 
 C. Experience: 

1. Successful experience as a resource room teacher preferred but not required. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

CENTER-BASE PARAPROFESSIONALS 
 
 

 
ROLE AND RESPONSIBILITIES: 
 
The Center-Base Paraprofessionals are under the immediate supervision of the Center-Base Teachers, 
followed by the Assistant Director and Director of the Northeast Educational Services Cooperative.  The 
completion of the roles and responsibilities listed below will be reviewed on an annual basis. 
 
Role:  
 
The paraprofessional will: 

 foster a positive attitude toward each student and the Center-Base program goals; 

 determine personal job performance goals; 

 use appropriate, positive verbalization and tone for age of student; 

 maintain a high level of confidentiality concerning each student and the Center-Base program; 

 attend to job tasks during working hours and not personal activities; 

 follow behavior management plans, lesson plans and other classroom duties as assigned by Center-

Base teacher; 

 when unsure of work or tasks assigned ask questions for more direction; 

 be aware of support services each child receives and conference with support staff as needed. 

 
Responsibilities:  
 
The Center-Base Paraprofessional's responsibilities include but may not be limited to the following: 

 transporting  students to and from Center-Base programs as assigned; 

 fostering appropriate behavior in the car during transporting; 

 communicating with the parents of the transport students; 

 relaying and documenting communication with parents of the transport students; 

 assuming direct supervision of the Center-Base classroom in the absence of the teacher with the 

assistance of a substitute paraprofessional; 

 participating in teacher/paraprofessional planning time and decision-making; 

 utilizing planning time for preparation of student instruction materials; 

 reviewing the IEP goals with the Center-Base teacher to facilitate implementation; 

 implementing behavior management plans and lesson plans as described; 

 providing supervision of the classroom environment and student activities when Center-Base teacher 

is occupied with other duties; 

 implementing physical/occupational therapy activities as necessary for each student; 

 sharing lunch room supervision of student behaviors; 

 completing clerical tasks as assigned by the center-base teacher; 

 attending to students needs and cues for assistance by actively moving from student to student 

around the classroom.   
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

EDUCATION SPECIALIST 
 
 
I. Background Information: 
 

1. The position involves working with NESC member school districts as well as those 
districts assigned by the Division of Education, Office of Special Education. 

 
 2. The individual will be directly accountable to the NESC Director. 
 

3. The individual will follow the procedures and policies established by the Board of 
Directors. 

 
II. The position holder will designate a total of 10 working days or up to 50% of employer contractual 

time to participate in the following activities identified by the Office of Special Education (OSE): 
 

1. Conduct informational settlement conferences in response to special education due 
process hearing requests as designated by the Office of Special Education (OSE). 

 
2. Assist OSE staff in local district or non-public school compliance monitoring as assigned 

by the OSE.  Compliance monitoring includes presite, onsite, and follow-up activities. 
 

3. Conduct onsite monitoring of local districts and other agencies that receive federal project 
funding, inclusive of written summary reports submitted to the Office of Special 
Education. 

 
4. As designated by the Office of Special Education, provide technical assistance to local 

districts and other agencies to assist them in meeting state and federal regulations 
governing special education. 

 
5. Assist local education agencies in developing Special Education Comprehensive Plans 

for submission to and approval by the state agency. 
 

6. Assist the Office of Special Education in reviewing local district Special Education 
Comprehensive Plans. 

 
7. Attend workshops or conferences sponsored by the Office of Special Education, as 

requested by the Office of Special Education. 
 
III. Qualifications: 
 A. Education: 
 

 B.A. or Master's Degree in Education from an accredited college or university.  Preferred 
course work in special education. 

 
 B. Certification: 
  A South Dakota Teacher's Certificate 
 
 C. Experience: 
  Successful experience as an instructor is preferred. 
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 NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

TITLE IX COORDINATOR 
 
 
TITLE IX COORDINATOR: 
 
The Title IX coordinator will monitor the policies and practices regarding the provisions of Educational 
Services to assure that the recipient is not denied or restricted opportunities on the basis of sex, 
race/natural origin or disability in the following areas. 
 
A. Academic requirements 
B. Separate programs for the disabled 
C. Evaluation process/re-evaluation process (Section 504) 
D. Procedural safeguards 
E. Extra-curricular activities 
F. Actual or potential marital parental status 
G. Comparable facilities 
H. Monitor the employability of faculty, so that no person be subjected to discrimination on the basis 

of race, national origin, religion, sex, age, physical and mental disabilities, or marital status in any 
program, service, or activity for which the school is responsible. 

 
 
RESPONSIBILITY OF THE TITLE IX COORDINATOR: 
 
A. The Title IX Coordinator is responsible to the Director. 
 
B. The Title IX Coordinator has the authority to: 
 

1. Conduct school visits to review schedules, publications, etc. for Title IX 
recommendations. 

 
 2. Enact minor changes. 
 
 3. Conduct on-going evaluation 
 
C. The Title IX Coordinator should be accessible to students, employees and community. 
 
D. The Title IX Coordinator will coordinate or provide Title IX training for students, employees, 

administrators and community. 
 
E.       The Title IX Coordinator will be responsible for an objective evaluation and an objective response 

to requests. 
 
F. The Title IX Coordinator will be responsible for the administration of the grievance procedure. 
 
G. The Title IX Coordinator will be responsible for the grievance resolution.   
 
H. The Title IX Coordinator will be responsible for compliance record keeping. 
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TITLE IX PERSONAL QUALIFICATIONS: 
 
A. The Title IX Coordinator will have a willingness to remain current about new legislation,  available 

resources, strategies. 
 
B. The Title IX Coordinator will have competent knowledge of Title IX regulation.   
 
C. The Title IX Coordinator will have interpersonal communication skills and competencies  

appropriate for obtaining the constructive involvement of a variety of persons. 
 
D. The Title IX Coordinator will possess no conflict of interest because of other assigned 

responsibilities. 
 
E. The Title IX Coordinator will have a general knowledge of other Federal and State 

nondiscrimination laws. 
 
F. The Title IX Coordinator will have knowledge of internal agency/institutional Title IX grievance 

procedure. 
 
G. The Title IX Coordinator will have the ability to design, implement, and monitor compliance 

activities. 
 
H. The Title IX Coordinator will have the ability to state a position clearly and assertively in situations 

of opposition.  
 
I. The Title IX Coordinator will have the ability to maintain nonjudgmental and nonthreatening 

behaviors in situations of conflict.     
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

PHYSICAL THERAPIST 
 
 

I. Position Title: 
 
 Physical Therapist 
 
 
II. Qualifications: 
 
 Must hold or be able to obtain current licensure in South Dakota via South Dakota Physical 

Therapy Association. 
 
 
III. Accountable to: 
 
 Program Director 
 
 
IV. Supervises: 
 
 Therapy Assistant 
 
 
V. Basic Function / Purpose of Position: 
 

A. The Physical Therapist provides physical therapy evaluation for all pupils having possible 
physical or physically associated problems, identifies such, and recommends solution. 

 
B. Physical therapy treatment is provided to the pupil as prescribed by a licensed physician 

when not otherwise feasible or available to the person in the community. 
 
 

VI. Performance Responsibilities: 
 
A. Evaluate child referred for possible physical problems and advise referral source of 

results. 
 
B. Confer with classroom teacher, physical education teacher, building principal, parent(s) 

or guardian, school nurse, speech and language clinician, audiologist, school counselor, 
attending physician, case worker, regarding results of screening or evaluations. 

 
C. Render physical therapy treatment to any pupil in their own assigned school building as 

ordered by their attending physician when physical therapy treatment is not otherwise 
appropriately available to the pupil in the community.  

 
D. Participate when appropriate in multi-disciplinary assessment team staffing. 
 
E. Appraise each referral for possible physical problems such as orthopedic, neuromotor, or 

psychomotor. 
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F. Suggest remediation goals and procedures. 
 
G. Evaluate each referral for possible entrance and placement or dismissal from special 

services. 
 
H. Serve as resource to physical education teachers in modifying or adapting physical 

activities in lesson plans to better meet the physical needs of an individual or of a class. 
 
I. Counsel with parents where appropriate to seek medical aid from a physician for the pupil 

or a medical follow-up. 
 
J. Assist in locating community resources to help families locate needed medical services, 

equipment, supplies, or find financing when indigent. 
 
K. Maintain accurate records of observations, treatment, and results in physical therapy. 
 
L. Recommend or acquire and maintain appropriate equipment or supplies for the 

classroom teacher used in enhancing normal neuromotor growth and development. 
 
M. Attend special education staff meetings, or others, when appropriate or as directed by 

supervisor. 
 
N. Attend  and  participate  in-building  staff   meetings  on   invitation   of    building  

principal.  
 
 

VII. Evaluation: 
 
Performance of this position will be evaluated in accordance with provisions of the board's policy 
on evaluation for professional personnel.  Evaluated by supervisor annually. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

OCCUPATIONAL THERAPIST 
 
 

I. Position Title: 
 
 Occupational Therapist, Registered 
 
 
II. Qualifications: 
 
 B.S. Degree from an approved professional curriculum with successful completion of American 

Occupational Therapy Association (AOTA) Certification requirements.  The Occupational 
Therapist must maintain current registration with AOTA. 

 
 
III. Accountable to: 
 
 Program Director 
 
 
IV. Supervises: 
 
 Occupational Therapy Assistant 
 
 
V. Basic Function / Purpose of Position: 
 

To provide occupational therapy service to students in special education programs: 
 
A. Directly, through individual or group treatment. 
 
B. Indirectly, by meeting with parents and/or teachers to provide consultation and 

assistance. 
 
 

VI.      Performance Responsibilities 
 

A. Self-care activities may also include instruction in the use of adapted equipment, energy 
conservation, joint protection techniques. 

 
B. Activities which maintain or increase range of motion and/or muscular strength. 
 
C. Activities which facilitate integration of developmentally appropriate reflex behavior. 
 
D. Activities to provide appropriate sensory stimulation. 
 
E. Activities to promote the development of normal posture and proper positioning 

techniques. 
 
F. Evaluate child referred for possible physical problems and advise referral source of 

results.    



  

                                                                                                                                                                    Page 49 of 62 
 

 
G. Participate when appropriate in multi-disciplinary assessment team staffing. 
 
H. Suggest remediation goals and procedures. 
 
I. Evaluate each referral for possible entrance and placement or dismissal from special 

services. 
 
J. Serve as resource to classroom teachers in modifying classroom activities in lesson 

plans to better meet the physical needs of an individual or of a class. 
 
K. Counsel with parents where appropriate to seek medical aid from a physician for the pupil 

or a medical follow-up. 
 
L. Assist in locating community resources to help families locate needed medical services, 

equipment, supplies, or find financing when indigent. 
 
M. Maintain accurate records of observations, treatment, and results in occupational 

therapy. 
 
N. Recommend or acquire and maintain appropriate equipment or supplies for the 

classroom teacher used in enhancing normal neuromotor growth and development. 
 
O. Attend special education staff meetings, or others, when appropriate or as directed by 

supervisor. 
 
P. Attend and participate in-building staff meetings on invitation of building principal. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

OCCUPATIONAL THERAPY ASSISTANT 
 

 
I.   Position Title: 
 Occupational Therapy Assistant 
 
 
II. Qualifications: 

Associate of Science Degree from an approved professional curriculum with successful 
completion of American Occupational Therapy Association (AOTA) Certification requirements.  
The Certified Occupational Therapist Assistant must maintain current registration with AOTA and 
maintain current license in South Dakota. 
 
 

III. Accountable to: 
 A. Program Director 
 B. Occupational Therapy Supervisor 
 
 
IV. Basic Function / Purpose of Position: 

To provide occupational therapy services under supervision of registered Occupational Therapist 
to students in special education programs: 
 
A. Directly, through individual or group treatment 
 
B. Indirectly, by meeting with parents and/or teachers to provide consultation and 

assistance. 
 
 

V. Performance Responsibilities: 
 
A. Self-care activities may also include instruction in the use of adapted equipment, energy 

conservation, joint protection techniques. 
 
B. Activities which maintain or increase range of motion and/or muscular strength. 
 
C. Activities which facilitate integration of developmentally appropriate reflex behavior. 
 
D. Activities to provide appropriate sensory stimulation. 
 
E. Activities to promote the development of normal posture and proper positioning 

techniques. 
 
F. Assist in evaluating children referred for possible physical problems and advise referral 

source of results.    
 
G. Participate when appropriate in multi-disciplinary assessment team staffing. 
 
H. Suggest remediation goals and procedures. 
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I. Assist in evaluating each referral for possible entrance and placement or dismissal from 
special services. 

 
J. Serve as resource to classroom teachers in modifying classroom activities in lesson 

plans to better meet the physical needs of an individual or of a class. 
 
K. Counsel with parents where appropriate to seek medical aid from a physician for the pupil 

or a medical follow-up. 
 
L. Assist in locating community resources to help families locate needed medical services, 

equipment, supplies, or find financing when indigent. 
 
M. Maintain accurate records of observations, treatment, and results in occupational 

therapy. 
 
N. Recommend or acquire and maintain appropriate equipment or supplies for the 

classroom teacher used in enhancing normal neuromotor growth and development. 
 
O. Attend special education staff meetings, or others, when appropriate or as directed by 

supervisor. 
 
P.     Attend and participate in-building staff meetings on invitation of building   principal.
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 

 
JOB DESCRIPTION FOR 

 
TECHNOLOGY COORDINATOR 

 
PROJECT GOAL:  
 
To facilitate the effective use of Technology - equipment and resources - by the NESC Staff and the 
EXCENT Program for NESC participants. 
 
CONTRACT:  190 days 
 
ORGANIZATIONAL RELATIONSHIP: 
 
1. Accountable to the NESC Director and Assistant Director. 
2. Works with NESC Staff and appropriate member district staff using the EXCENT  Program. 
 
RESPONSIBILITIES: 
 
1. Conducts an ongoing assessment of NESC Staff technology needs. 
 
2. Develop an ongoing plan of implementation of NESC technology needs. 
 
3. Provides appropriate technology budgeting recommendations. 
 
4. Actively seeks out and makes NESC staff aware of available technology resources. 
 
5. Provides technical assistance to NESC Staff concerning operation and maintenance of hardware 

and software. 
 
6. Assist staff with locating appropriate resources for equipment repair. 
 
7. Provides technical assistance to NESC and member district staff using EXCENT. 
 
8. Facilitates training of new staff at NESC and member districts who will be using EXCENT. 
 
9. General 

A. Established positive rapport and working relationship with coworkers and community 
agencies. 

 
B. Works cooperatively with team members to develop and implement technology plans and 

evaluate the appropriateness of those plans. 
 
C. Shares responsibility and offers assistance to coworkers. 
 
D. Conveys enthusiasm and caring for students. 
 
E. Communicates clearly with students, coworkers and parents. 
 
F. Shares appropriate information with supervisors and coworkers. 
 
G. Follows NESC policies. 
 
H. Maintains confidentiality of students and their families. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 

 
JOB DESCRIPTION FOR 

 
TRANSITION  SITE COORDINATOR 

 
 

PROJECT GOAL: 
 
To facilitate the smooth transition of special needs students from school to adulthood. 

 
CONTRACT:  190  Days 
 
ORGANIZATIONAL RELATIONSHIP: 
 
1. Accountable to the NESC Director and Assistant Director. 
 
2. Works with resource room instructors, self-contained classroom instructors, district 

administrators, community resources, agencies, and adult service providers. 
 
 
RESPONSIBILITIES: 
 
1. Facilitate training for Special Education staff relating to transition of students. 
 
2. Facilitate appropriate case management. 
 
3. Is fiscally accountable for project costs under project guidelines and the generally accepted 

accounting principals of the NESC. 
 
4. Coordinates resources and services among service providers including, but not limited to, Job 

Services, Vocational Rehabilitation, Career Learning Centers, and Welfare Agencies. 
 
5. Public relations to solicit community support and acceptance of project students. 
 
6. Actively seek job and learning opportunities for project students. 
 
7. Assist with the implementation of job shadowing and job coaching opportunities for project 

students. 
 
8. Assist project students with independent living which includes seeking housing and learning 

necessary skills. 
 
9. Create a one-stop-shop for project students to make application for the necessary adult services 

for employment and independent living. 
 

10. Create and disseminate a transition resource packet for Special Education staff and parents in 
the implementation of this project. 

 
11. Attend student IEP meetings as practical and necessary to facilitate student transition process. 
 
12. Collect and report data for the evaluation of transition grant. 
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13. General 
 

A. Established positive rapport and working relationship with students, coworkers, parents 
and community agencies. 

 
B. Works cooperatively with team members to develop and implement transition plans and 

evaluate the appropriateness of those plans. 
 
C. Shares responsibility and offers assistance to coworkers. 
 
D. Conveys enthusiasm and caring for students. 
 
E. Communicates clearly with students, coworkers and parents. 
 
F. Shares appropriate information with supervisors and coworkers through documentation of 

student progress. 
 
G. Follows NESC policies. 
 
H. Maintains confidentiality of students and their families. 
 
I. Maintains IEP records and due process forms. 
 
J. Participates in training activities, attends project meetings and communicates written and 

verbal progress. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
 

JOB DESCRIPTION FOR 
 

SCHOOL NURSE 
 

I. Position Title: School Nurse 
  
II. Qualifications: 

Active licensure from the South Dakota Board of Nursing. 
Five or more years experience in nursing. 
Effective oral and written communication skills, skills in human relations, leadership skills, and 
health advocate. 
 

III. Accountable to:  NESC Director 
 
IV. Performance Responsibilities: 
  

A. The NESC School Nurse will perform all medical and health related services as required 
by the Northeast Educational Services Cooperative in compliance with the laws and 
regulations as set forth by the South Dakota Department of Health and the South Dakota 
Board of Nursing. 
 

B. Coordinate and maintain student health records and maintains and assures 
confidentiality of student information. 

 
C. Obtain parental and/or guardian authorization for the administration of medications. 
  
D. Oversee medication administration, treatments, and/or procedures as directed by 

students’ physicians. 
 
E. Facilitate medication administration training and certification for staff administering 

medications to Center Base students on a regular basis.  The NESC School Nurse will 
conduct onsite visits to monitor the administration of medications and record 
maintenance on a minimum of one time per month or more frequently as needed. 

 
F. Provide technical assistance regarding medications and/or any other medically related 

issue to NESC staff.     
 
G. Coordinate the collection of health data necessary for student evaluation and assistance. 
 
H. Assist in the placement and programming of students in need of health assistance and 

will attend student meetings as required by the NESC Administration. 
 
I. Monitor student and staff accidents and assists in development of safety procedures.  

Examples:  wheel chair transfers, lifting techniques, etc. 
 
J. Make appropriate student referrals to community health agencies, service groups and 

professionals.    
 
K. Focus on the prevention of illness, disabilities, and the early detection and correction of 

health problems. 
 
L. Develop and insure implementation of medical and/or medication related policies and 

incorporates current laws and regulations into such policies and practices as are 
approved by the NESC Administration and in compliance with the laws and regulations 
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set forth by the South Dakota Department of Health and the South Dakota Board of 
Nursing.  

 
M. Monitor legislative activity relating to school health services. 
 
N. Pursue and participate in professional development opportunities in an effort to provide 

quality health services. 
 
O. Provide leadership for planning and conducting health services objectives and education. 
 
P. Provide professional growth opportunities for staff such as Cardiopulmonary 

Resuscitation (CPR) training and certification, basic first aid, etc. 
 
Q.    Provide age appropriate health education to Center Base students in conjunction with the 

Center Base classroom teacher and as approved by the NESC Administration regarding 
such topics as hygiene, sex education, etc. 

 
R. Contribute health articles for NESC’s newsletters. 
 
S. Available to assist with preschool screenings. 
 
T. Provide research assistance to NESC Administration and Staff regarding health related 

issues. 
 
U. Maintain an inventory of equipment and supplies needed to provide services to students. 
 
V. Monitor current rules and regulations regarding the Health Insurance Portability & 

Accountability Act (HIPAA) as is applicable to NESC Staff.  
 
W. Perform any other duties as assigned by the NESC Administration in compliance with the 

laws and regulations as set forth by the South Dakota Department of Health and the 
South Dakota Board of Nursing.  
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
And 

           REGION 1 – EDUCATION SERVICE AGENCY 
 

 
JOB DESCRIPTION FOR 

 
PROGRAM COORDINATOR 

 
Current Employee for this Position:  Shawn Olsen 

 
 

I. Background Information: 
 

1. The position involves working with assigned NESC and Region 1 Education Service 
Agency Districts.  

 
2. The position will be a 230 day contract, the coordinator will be directly accountable to 

the NESC Director. 
 
2. The coordinator will follow the procedures and policies established by the Board of 

Directors. 
 
 
II. The responsibilities will involve program development, coordination and NCLB activities. 
 

1. Assist schools with the development and implementation of School Improvement Plans. 
 
2. Assist with Professional Development Plans for individual teachers. 
 
3. Assist with local district needs assessment. 
 
4. Assist with parent and community involvement. 
 
5. Provide data driven decision making training that is focused on student achievement. 
 
6. Provide staff with the knowledge and skills to collaborate. 
 
7. Facilitate professional development based on needs assessment and data driven 

decisions.  
 
8. Provide assistance with curriculum development based on needs assessment, data 

driven decision making and collaboration. 
 
9. Provide and participate in inservice activities of NESC and the South Dakota Department 

of Education. 
 
10. The person in this position will serve as Service Coordinator for NESC and Region 1 

Education Service Agency Curriculum Specialists / NCLB Coordinators.  Responsibilities 
include: 
 
A. Assess the needs of Region 1 Education Service Agency concerning curriculum, 

NCLB and professional development. 
 
B. Deploy staff and resources in the most effective and efficient manner. 
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C. Encourage and advocate for the development of the professional interests and 

competencies of individual staff members. 
 
D. Work with the Director in the planning, implementation, and evaluation of Region 

1 Education Service Agency Program. 
 
E. Organize and conduct staff meetings for the purpose of keeping staff well 

informed on policies, evaluations of needs of programs, and general issues  
concerning school improvement. 

 
F. Participate in Advisory Board and Board of Directors meetings as requested by 

the Director. 
 

Program Coordination: 
1. The position will involve working diversely with the school districts, parents, students, and 

other agencies. 
 
2.      Serve as a resource person to NESC and Region 1 Education Service Agency Districts. 

 
 
III.  Qualifications: 

A.       Education 
1. B.A. or Master’s Degree in Education from an accredited college or university.   

B. Certification:  
 1. A South Dakota Teacher’s Certificate 
C.       Experience:  

1. Successful experience as an instructor is required. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
And 

REGION 1 – EDUCATION SERVICE AGENCY 

 
JOB DESCRIPTION FOR 

 
ESA PERSONNEL 

 
 

I. Background Information: 
 

1. The position involves working with assigned school districts as well as assisting in other 
districts on an as needed basis as determined by the Program Coordinator. 

 
2. The position will be a 210 day contract, the specialist will be directly accountable to the 

ESA Program Coordinator. 
 
3. The specialist will follow the procedures and policies established by the Board of 

Directors. 
 
             4. Candidates for this position must be highly motivated.  Candidates must also be able to 

work independently as well as take direction. 
 
 
II. The responsibilities will involve program development, coordination and NCLB activities. 

 
1. Assist schools with the development and implementation of School Improvement Plans. 
2. Assist with local district needs assessment. 
3. Assist with parent and community involvement. 
4. Provide data driven decision making training that is focused on student achievement. 
5. Provide district staff with the knowledge and skills to collaborate. 
6. Facilitate professional development based on needs assessment and data driven 

decisions.  
7. Provide assistance with curriculum development based on needs assessment, data 

driven decision making and collaboration. 
8. Provide and participate in inservice activities of NESC and the South Dakota Department 

of Education. 
9. Facilitate professional development in the areas of: 

 Curriculum Mapping  

 Using Tech Paths Software 
 Formative Assessment 
 Writing 

 6 + 1 Writing Traits 

 Step Up To Writing 

 Writing to Win 
 Reading in the Content Areas  
 Instructional Strategies 

  
III.  Qualifications: 

 
A.       Education 

1. B.A. or Master’s Degree in Education from an accredited college or university.   
B. Certification:  
 1. A South Dakota Teacher’s Certificate 



  

                                                                                                                                                                    Page 60 of 62 
 

 

NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
And 

REGION 1 – EDUCATION SERVICE AGENCY 

 
JOB DESCRIPTION FOR 

PROJECT ENRICH FACILITATOR 
 

I. Background Information 
A. This position involves working with Region 1 Education Service Agency Districts. 

 
B. The position will be a 230 day contract.  The facilitator will be directly accountable to the 

NESC Director. 
 

C. The facilitator will follow the policies and procedures established by the NESC Board of 
Directors. 

 
II. The responsibilities will involve Project ENRICH program development, coordination, and 

activities. 
A. Plan and conduct five – six meetings with the Leadership Team each year. 

 
B. Collect and analyze data from the annual Needs Assessment for Education Survey from 

each school and determine the professional development needs that are common and 
those that are specific to each local school. 

 
C. Conduct follow-up needs assessment specific to the region and/or local schools. 

 
D. Plan and implement any necessary region wide (and when appropriate) statewide 

professional development activities that support the local professional development 
plans. 

 
E. Develop a means for communication and dissemination of Project ENRICH information 

and activities throughout the region including, but not limited to:  web page listing 
upcoming events, key contacts and information about each of the local schools and 
agencies involved. 

 
F. Monitor and provide support for each local school to create and implement a local 

professional development plan.  Emphasis for support will be focused on helping local 
contacts or trainers serve as coaches and peer mentors in areas of emphasis of the local 
professional development plans. 

 
G. Keep updated and connected with major state professional development initiatives such 

as Reading First, Math Initiative and others provided by the ESA. 
 

III. Qualifications  
 Job qualifications for the regional facilitator position are: 

A. Bachelors Degree in Special Education with additional training toward and/or including 
Masters Degree. 

 
B. Knowledge and experience with birth to 21 special education services. 

 
C. Experience and understanding of the pedagogy of adult learning theory. 

 
D. Basic technology skills including basic web page development. 

 
E. Excellent communication skills. 

 
F. Capacity to travel throughout the state with some overnight travel. 
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NORTHEAST EDUCATIONAL SERVICES COOPERATIVE 
And 

REGION 1 – EDUCATION SERVICE AGENCY 
 

JOB DESCRIPTION FOR 
 

MATH SPECIALIST 
 
 

Background Information: 
 

 This position involves working as a Math Specialist with assigned ESA school districts. 

 Math Specialist will be directly accountable to the ESA Program Coordinator. 

 The Math Specialist will follow the procedures and policies established by the NESC Board of 

Directors.   

 Candidate for this position must be highly motivated.  He/She must be able to work independently 

as well as take direction. 

 Candidate must be able to function as part of a team and understand group processes and group 

dynamics. 

 Candidate must possess excellent communication skills. 

 Candidate must understand adult learning theory. 

 Candidate must be open-minded and possess the ability to look at mathematics instruction and 

learning with an open-mind 

 Candidate must be a frequent user of research as well as a life-long learner who is dedicated to 

best practices.   

 
 
Duties and Responsibilities:  
 
Duties will include but not be limited to: 

 Attend all SDDOE, CAMSE, and TIE sponsored trainings associated with the Math Specialist 

position 

 Collaborate with SDDOE, CAMSE, and TIE to coordinate and deliver professional development 

components 

 Attend professional development centered on mathematics content, mathematics pedagogy, 

student mathematical thinking and educational leadership 

 Coordinate and disseminate all pertinent information to participating Elementary Math Teacher 

Leaders and principals. 

 Collect, compile, review all written evaluations. 

 Support the work of the Elementary Math Teacher Leaders. 

 Collect and review planning and reflection guides 

 Facilitate school-wide data analysis related to mathematics achievement 

 Collect and report data to SDDOE and external evaluator 

 Other duties as assigned by the Project Director 

 
Qualifications: 
 

 Master’s Degree in Education from an accredited college or university.  (Will consider highly 

qualified applicants with a Bachelor’s Degree in Education) 

 A minimum of five years experience as a successful classroom teacher 

 A valid South Dakota Teacher’s Certificate 

 



  

                                                                                                                                                                    Page 62 of 62 
 

 
 
 
 
 
APPENDIX E 
 
 
 

ADMINISTRATION OF MEDICATIONS 
 

FORMS 
 

Dear Parent / Guardian: 
 
We would like to inform you of the policies that have been put in place to ensure the health and safety of 
children needing medication, (including over-the-counter such as Tylenol) during the school day. 
 
Our school district requires that the following forms must be on file in your child's health record before we 
begin to give any medication at school: 
 
1. Signed consent by the parent or guardian to give medicine. 
 
2. Signed Medication Record. 
 
Medications must be delivered to the school in a pharmacy or manufacturer-labeled container by you or a 
responsible adult whom you designate.  Please ask your pharmacy to provide separate bottles for school 
and home.  No more than a thirty-day supply of the medicine is to be delivered to the school. 
 
When your child needs a medication to be given during the school day, please act quickly to follow these 
policies so we may begin to give the medication as soon as possible.  Thank you for your help. 
 
Sincerely Yours, 
 
 
 
________________________________ 
 
School Personnel 
 
 
________________________________ 
 
Telephone 
 
 
 
Attachments:      Parent / Guardian Authorization 
   Medication Record 

 
  
 


