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ARD Facilitator 
Employee Name (Print): _______________________________________

Reports To:

Director of Special Populations

Dept/Campus:

Assigned Campus



Paygrade: Teacher
Wage/Hour Status: 
Exempt





Date Revised: January 2021
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE / FUNCTION:

Coordinate the IEP process on the assigned campus, including scheduling and conducting IEP meetings. Work cooperatively with administrators and instructional personnel to provide the most appropriate programs for students with disabilities.
QUALIFICATIONS:
Education/Certification:
Bachelor’s degree 

Valid Texas teaching certificate

Special Knowledge/Skills:

Knowledge of the IEP and special education process, education of special education students, and campus and district resources. 

Knowledge of rules and regulations governing special education.
Excellent organizational, communication, computer, keyboarding, and interpersonal skills.
Ability to travel to multiple work locations as assigned

Maintain a calm and patient demeanor with students and others
EXPERIENCE:
Three years special education teaching experience

Experience with special education documentation and electronic IEP systems
MAJOR RESPONSIBILITIES AND DUTIES:
1. Schedule and organize IEP Team meetings and notify parents of the ARD meeting, including distribution of ARD invites and notices to appropriate ARD Committee members in a timely fashion.
2. Ensure that IEP elements are completed and available for the IEP Team’s consideration within the special education process. 
3. Ensure that federal/state timelines are met with respect to functions of the special education process.
4. Collect and organize relevant data from Special Education evaluations, student's cumulative folder, classroom teachers(s), therapists, principal, support staff, parents, and outside resource people.
5. Participate in the IEP team meeting to assist with interpretation of assessment data, appropriate placement, and development of Individual Education Plans (IEP) for students according to district procedures. 
6. Participate in the IEP team meeting to document the input of IEP Team Members and to create and distribute the comprehensive Individual Education Plans (IEP) for students using the district’s approved IEP system. 
7. Provide staff development training in assigned schools to assist school personnel in identification and serving students with disabilities. 

8. Receive student referrals and initiate the process for identifying students eligible for special education and related services.
9. Provide staff development training in assigned schools to assist school personnel in the identification and understanding of students with disabilities.

10. Compile, maintain, enter, print, send, and file all IEP documents, reports, records, and other documents as required.

11. Assist classroom teachers with the implementation of an IEP.
12. Comply with policies established by federal and state law, State Board of Education rules, and the local board policy in the area of students’ identification, evaluation, and placement for special education.

13. Deal sensitively and fairly with persons from diverse cultural backgrounds.

14. Approach problem solving tactfully with directness and integrity.

15. Exercise professional judgment in being absent from work.

16. Respond to suggestions for improvement in a positive manner.

17. Present a positive role model for students that supports the mission of the school district.

18. Maintain a positive and effective relationship with supervisors and campus personnel.

19. Comply with all district and local campus routines and regulations.

20. Effectively communicate with colleagues, students, and parents.

21. Utilize data analysis to influence school improvement initiatives.

22. Develop needed professional skills appropriate to job assignment.

23. Demonstrate behavior that is professional, ethical, and responsible.

24. Demonstrate awareness of school-community needs and initiate activities to meet those identified needs.

25. Demonstrate the use of appropriate and effective techniques for community and parent involvement.

26. Maintain strict confidentiality of student information.
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, procedures, and data; Ability to instruct, maintain emotional control under stress; maintain a clear focus on customer service;  

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs.Frequent district-wide and occasional statewide travel; occasional prolonged and irregular hours.

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