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and a companion publication A Technical Assistance Manual for Administrators
and Staff Developers were developed and produc~d through a grant from the
Division of Personnel Preparation, Office of Special Education Programs and
Rehabilitative Services, U.S. Department of Education (Grant #G008 530 189).
The content does not necess: ily reflect the position or policy of the USDE
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Preface

The impact of providing new and improved educational and related ser-
vices for children and youth with special needs has created major changes in
the roles and duties of teachers and professional support staff. As a result
policy makers have turned to paraprofessional personnel as one method of sup-
porting and enhancing the instructional and programmatic functions of tea-
chers. Despite the fact that the number of paraprofessionals has increased
nationwide over the last decade (up from approximately 27,000 in 1974 to more
than 150,000 in 1987) opportunities for training have not kept pace. The
training, deployment and supervision of paraprofessionals have remained spor-
adic, highly parochial and unstructured in most local school systems, and
there are few collaborative efforts between state and local education agen-
cies and two and four year institutions of higher education to develop
systematic and standardized training to improve the performance of parapro-
fessionals.

The purpose of this project is to develop a comprehensive program of
technical assistance designed to improve the performance, training and
assignment of paraprofessionals working in various education programs for
students with special needs. Two publications were developed as a result of
this project. They are this series of instructional materials and a techni-
cal assistance manual that provides policy makers and staff developers with
information they need to: a) develop administrative guidelines for design-
ing Jjob descriptions that reflect the changing duties of paraprofessionals,
set standards for career mobility and establish criteria to evaluate the con-
tribution, productivity and effectiveness of paraprofessionals; and b) to
develop and implement systematic standardized training programs for parapro-
fessionals.

The competency based instructional materials in this training program
are based on work and activities conducted over the last two decades by the
New Career Training Laboratory and the National Resource Center for Parapro-
fessionals in Special Education and Related Services (NRC), 1located at the
Center for Advanced Study in Education, the Graduate School and University
Center of the City University of New York. These activities have included
meetings with administrators and staff developers in local and state educa-
tion agercies as well as observing and interviewing teacher-paraprofessional
teams working in a wide range of educational settings and programmatic areas
across the country. The competencies for the modules were arri+ed at in con-
sultation with an advisory committee whose members represented both service
delivery systems and institutions of higher education.

The instructional materials were pilot tested by a cross section of
state and local educatior agencies located in different areas of the country.
The results of the evaluations of trainers who used the materials and the
paraprofessionals who participated in the training were used to revise the
content and format of the training.
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Five individual modules comprise this core curriculum and instructional .
materials, The content 1is designed to mect the training of entry level
instructional paraprofessionals serving in public school programs for chil-

dren and youth with disabilities.

Each of the modules follows the same format and includes the _ime
required to teach the individual sections, the equipment required to conduct
the training background, information for trainers, suggested activities,
exercises and training procedures and handouts for the participants.

Finally in developing this material we have tried not to "reinvent the
wheel”. We, therefore, reviewed training programs and materials developed
previously by various federally or privately funded projects. We found
several projects tha had produced materials of excellent quality that were
not widely disseminated and/or are no longer available to the field for a
variety of reasons. When the publications met the criteria we had estab-
lished for this project, we incorporated activities and content in these
modules. By doing this we hope these resources will be available to the
field on an ongoing basis.

Anna Lou Pickett
Winter 1988 Project Dicector
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TRAINING PROCEDURES AND TECHNIQUES

The next sections are designed to provide trainers who use these instruc-—
tional materials with guidelines and strategies that will enable them to
build on the skills and experiences adult learners bring to the training.
Part One addresses general training procedures for the trainer to follow and
Part Two describes the major training strategies and activities that are
included in the individual modules.

A. PROCEDURES

Teaching Adult Learners

The skills &ud attitudes of a trainer are important factors in creating a
positive learning climate. This is particularly true in the case of adult
learners who enter a workshop or classroom with a wealth of knowledge and
skills acquired during a lifetime of experience. In order to build on these
experiences, there are several steps and activities trainers can undertake
that will make them more comfortable and enhance their ability to communicate
with the participants. The primary responsibility of a trainer is to develop
attitudes and desires in students that will nake them want to learn. A brief
list of suggestions follows that is designed to provide a few techaiques and
strategies that can be used to mocivate the persons being trained.

Before The Training Begins

Read and study thoroughly the material for each module or wunit. Become
familiar with the goals, content, activities and specific training directions
to expedite the session presentation. The better a person knows the material
the more comfortable s/he will be in presenting it.

Since the trainer is using material developed by other people, in order to
use it effectively s/he may want to adapt some of the strategies and instruc-

tional methods that reflect his/her training style. To arouse the interest
of the participants, examples of situations and case studies that relate
directly to their on-the—jcob experiences should be used. However, these ex-

amples and situations must reflect and be consistent with the overall goals
and philosophy of the training material.

-The trainer must become familiar with local agencies and practitioners who
can provide background material, practica sites, and other resources to be
used by the trainer and by the trainees.

-The trainer should make sure that handouts and other materials for trainees
are available for each session.

-AV equipment should be requested early, set up and tested before the session
begins. Extension corids, extra lights, adapters, reels and other special
items needed should be available,

During The Training Session

-Set the stage. Even if the participants know each other, wuse introcductory
ice breaker activities at the beginning to achieve a feeling of together-
ness and belonging. Ice breakers should be relevant to the topic set for a
special session.

-Outline, on a chalk board or chart paper, the specific goals of the training
session and describe briefly what the participants will be expected to do,
and to learn.
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-Stress the value and practical application of the training, the beneficial
impact it will have on improving job skills, productivity and opportunitjes
for career development and mobility.

-Move from the simple to the complex. Before you move on to a new subject
make sure the participants have a clear understanding of the information
presented.

—Review information and material covered in the previous session before
introducing a new lesson.

-Never assume that because trainees use jargon or technical terms they under-
stand the content or information being preserted.

-Be responsive to expressed needs, questions, requests and feelings of the
trainees.

After The Training

1)Follow-up on requests for additional information and resources for par-
ticipants.

2)Incorporate rrainees' comments and reactions into future training plans
and designs for additional training.

TRAINING TECHNIQUES

The following list briefly describes the primary instructional strategies,
activities and supplemental materials suggested in this manual. They are
based on a variety of presentation and learning styles. They do not appear
in any order of priority, with the exception of the first item.

District Guidelines and Materials The material in this instructional program
has been designed for use by local and state education agencies throughout
the country. Laws, regulations, personnel practices and guidelines estab-
lished by state legislatures, municipalities and local school systems should
always be used to supplement the materials in this manual and when necessary
to supersede those presented here.

Brainstorming The purpose of this technique is to elicit a free flow of
ideas. Contributions from iwndividual participants are accepted and written
down for further consideration and discussion. It may be necessary for the
trainer to "prime the pump” by providing one or two examples to get the group
started. Brainstorming may be used to generate lists, definitions, etc.
Anecdotal and Personal Experience The trainer, through this technique can
create credibility and empathy with the group by using examples of situa-
tions that may occur in the classroom or other programs operated by the local
district that are familiar to, and therefore, meaningful to the participants.
Lectures Tectures are provably the most efficient way of providing informa-
tion to everyone in the group; chey can also be the most deadly. The trainer
should bvecome thoroughly familiar with tne background information for
trainers so that oral presentations become spontaneous. A guest lecturer can
be asked to present a lesson if the trainer believes there is someone avail-
able who has greater expertise and would, therefore, be more effective. Try
to interject personal experiences and humor in order to keep the learners'
minds open. Even so, be awarc that there are some persons who do not learn
torough the auditoritv mode; additional techniques should Le wusea to
“capture"” rhem.

Role Playing Role playing is a simulation exercise where participants act out
a real life role in order to achieve a specific result. This strategy can be
valuable tool and help participants to accept new concepts or to change
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their way of thinking about an -ssue. The role plays in this manual have
been field tested and revised so they are easy for both the trainers and
trainees to relate to. The general directions for using role plays are pro-
vided in the activity section of each of the modules where thev are suggested
for wuse. In addition specific instructions for what is expected of the
"actors" are included with each vignette. The trainer usually has a good
idea as to who the more verbal and out going participants are and should re-
cruit them the first time role plays are introduced. Ir at all feasible, the
general and specific guidelines should be reviewed with the "players” prior
to the openiug of the class.

Case Studies The case study is a technique best used to build group unity

and spirit and to teach problem solving techniques. A case study is a writ-

ten account of experiences and events designed to provide participants with
examples of how they might handle specific situaticas. Because everyone has
the same information and there are no hidden agendas, mutually acceptable
resolutions to problems can be achieved. The people, places, and events that
form the heart of the problem are described in detail. The case studies in
this material are designed to be relevant to the experiences of pavaprofes-
sionals working in educational programs.

Simulations Simulations are akin to Role Play, except that the content for

the situation(s) is highly structured, and the outccme is relatively predic-

table. This is the closest that one can come to experiencing a real situa-
tion. Simulations, in this program, occur during the sessinns on under-
standing and working with students with disabilities.




I. UNDERSTANDING THE ROLES AND RESPONSIBILITIES OF PARAPROFESSIONALS

Unit A

Competencies

The Paraprofessional will demonstrate a knowiedge of:

-the changing and expanding roles of paraprofessionals in special educa-
tion and related service programs;

-the roles and responsibilities of teachers as program managers and super-
visors of paraprofessionals and other support personnel;

-~the differences between the roles and responsibilitiec of teachers and para-
professionals in the instructional process;

-the administrative and non-instructional duties of paraprofessionals;

-the legal, ethical, and professional standards of conduct for personnel
established by his/her local school districts;

-the roles of other professional personnzl and administrative staff in the
service delivery system.

Overview

Role definitions for both teachers ard paraprofessionals are in @ state of

transition. The purpose of this unit is to provide the participants with an

understanding of: ) the changes in the duties of teachers and paraprofes-
sionals *hat have taken place over the last two decades; 2) the contributions
paraprofessionals nake to the instructional process; 3) the unique and impor-—
tant differences between the duties of the teacher and the paraprofessional;

4) the legal, ethical and professional standards of conduct paraprofessionals

must practice, and 5) communication and problem solving skills that will en-

hance the ability of a paraprofessional to participate in the educational
team.

Instructional Objectives

The paraprofessional will be able to:

-describe the duties of teachers as program managers and supervisors of para-
professionals and other support personnel;

-describe the programmatic and administrative duties of paraprofessionals in
the classroom;

-differentiate between the roles and responsibilities of the teacher and the
paraprofessional in the instructional process;

-describe the legal, ethical and professional standards of conduct estab-
lished by the local district for all educational personnnel;

-describe the roles and duties of other professional and administrative per-
sonnel in the district who provide instructional and related services to
students with special needs;

-determine his/her own strengths and weaknesses as a member of the educa-
tional team by participating in a "skills inventory assessment exercise.”

Training Time

Approximately 1 1/2 hours are required to conduct the activities of this

unit.

Materials and Equipment*

To conduct the activities in this unit you will need:

~An overhead projector, chalkboard and/or an easel and flip chart.

*The copies of the transparencies and handouts for all modules are located
immediately after Module V - UNDERSTANDING EMERGENCY, HEALTH AND SAFETY PRO-
CEDURES
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-Copies of the transparencies.

-Copies of all the handouts including the exercisex for all of the partici-
pants.

-Copies of the role play exercises.

-Copies of: a) job descriptions for various categories of paraprofessionals,
teacher assistants, health aides, ocecupational therapists, physical thera-
pists and other titles developed by yor: district; b) professiona!l standards
cf conduct dev loped by your district, and c) the policies and procedures
rogard ing conficentia ity established by your district.

Pre—~Session Procedures

-Obtain  the copies of job descriptions, the standards of professioaal con-
duct, and other personnel practices established by your district that have a
direct impact on: a) the placement and duties of paraprofes.ionals, b) the
performance of the educational team, and c) the legal and e hical responsi-
bilities of paraprofessionals. Compare them with the descriptions, defini-
tions and other content in this unit.

-Review the Trainer Material R&R 1, Chirt/Transparencies R&R 1 through 4, and
the content in Handouts R&R 3-6 and the information from the local district.
Duvelop a lecture stressing the following: a) the changing and expanding
roles of teachers, b) the administrative staff in the educational process,
¢) the contributions paraprofessionals make in the classroom, d) the admin-
istrative, non-instructional aad instructional duties of paraprofessionals,
and e) the differences between the roles of tiachers and paraprofessionals.

-Review the Trainer Material R&R 2, Chart/Transparencies R&R 5,6, and Hand-
outs R&R 7 and 8, and the material from the local district on standards of
conduct for school personnel. Develop a lecture stressing the professicnal
and ethical responsibilities of paraprofessionals in the school and as a
link between the school and the community, and the importance of following
established procedures to maintain confidentiality of written records and
other personal information about students. Personal experiences and
anecdotes will help to enliven this material.

-Review the instructions for Handout/Exercises R&R 1 and 2. (If the composi-
tion of the class is a combination of teachers and paraprofessionals, you
may want to conduct Exercise 1 during the training session; if not, it can
be used as a homework assignment.)

-Review the role play situations and the set of instructions that accompany
them. If it is possible, select the participants prior to the begiunirg of
the training session, however, 1if you cannot select the participants prior
to the class, select them prior to a rest break and discuss the situation
with them. Ask them to: a) read the material aad decide how they would
react in this situation; b) in the case of the 'paiaprofessional” you might
ask the person who is playing the role to try his/her best to try to main-
tain confidentiality but to give up in the end and discuss the student with
the other person; c) ask the other "character” to play the role of the per-
son asking the questions. This might mean being "agpressive”, “pushy”,

"using charm or flattery” to get his/her way (in any event he/she should not

give in easily to the paraprofessional); d) develop a set of questions 0

elicit responses from the class as to whether or not confidentiality was

maintained, what would they have done etc.

L3
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-Reproduce the transparencies if you want to use them. 1f you do not have an
. overhead projector you may want to write the material on the chalkboard or
flip chart.

-Leproduce enough copies of the handouts and exercises for 111 of the partic
_pants. Reprocuce sets of the role plays for the participants.

Training Procedures

ACTIVITY #1
Describe the goals for the various components of this session and biriefly
review the topics that will be addressed in subsequent sessions.
ACTIVITY #2
Prior to delivering the first lecture, ask the participants to compile a list
of all personnel that are part of the educational team and to describe
briefly their roles in all phases of the educational process. List the
titles on the chalkboard or easel. (If the class demonstrates a knowledge of
the various support personnel during this activity, you can shorten that part
of the lecture.)
ACTIVITY #3
Distribute Handouts R&R 3 through 6 and briefly review them with the
trainees. Deliver the lecture on "the roles and responsibiltiies of the tea-
cher, paraprofessional and other support staff” using the transparencies as
an outline. Leave time at the end for a question and answer period about
concerns the participants may have about their roles and duties.
ACTIVITY #4a

‘ Distribute Handout/Exercise R&R 1. If you are going to use this activity

during the session, divide the class into small groups of 6-8 people. (Be:
sure there 1is a combination of teachers and paraprofessionals in all the
groups.) Explain the assignment ana ask each group to be prepared to shsre
the rationale for its decisions with the rest of the class. Or,

ACTIVITY #4b

If there are no teachers in the training session, ask the paraprofessionals
to complete the Exercise in cooperation with the teacher they work with prior
to the next session. Ask them to be prepared to share the results of their
efforts at the beginning of the next session.

ACTIVITY #5

Select the participants for the role plays and review the instructions with
them.

ACTIVITY #6

Distribute Handouts R&R 7 and 8 and briefly review them with the class.
Deliver the leccture on "legal and ethical responsibilities of paraprofes-
sionals in the school and community."”

ACTIVITY #7

Introduce the role play situations and the participants. Present a meaning-
ful description of background material. Ask the rest of the class to view
the vignette and think about what they would have done under the circum-
stances and to be prepared to discuss their ideas with the class.

ACTIVITY {8

Distribute Handout/Exercise R&R 2 and explain the goals and purpose of the
Inventory. Depending on the length of time set aside for this training ses-
sion you may want to ask the participants to complete the inventory at home.
Ask them 1) to share concerns or questions with you or the teacher they work
with and 2) to think about the specific skills that would enable them to per-—
form their jobs more effectively, and ways they can be developed.
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Trainer Material R&R 1

UNDERSTANDING THE RCLES AND RESPONSIBILITIES OF PARAPROFESSIONALS LN THE
INSTRUCTIONAL PROCESS

Introduction

Over the last two decades, paraprofessionals have become important contri-
butors nationwide to special education programs operated by the public
schools. Not only do they serve as members of instructional teams in the
classroom, they work as physical, occupational and speech therapy aides.
They are health aides and social work/case management assistants, and
increasingly, local school districts are employing them to work in vocational
training/t-ansitional programs for students with disabilities. In addition,
some states require their preseace c¢n crisis intervention teams for children
and youth with emotional and behaviorial disabilities. They also serve in
early intervention and pre-school programs operated by the public schools and
other educational service providers.

Historical Perspective

The recognition of the potential value of paraprofessionals in education
began in the late 1950s and '€60s when policy makers, confronted by a shortage
of teachers, began to look for alternative methods of providing services.
One of the most prominent programs of the era was an effort supported by the
Ford Foundation in the Bay City, Michigan schools. Teacher aides were
recruited aund trained to perform routine administrative chores that allowed
teachers to provide individualized attention to the students. In later
efforts throughout the country, their duties were extended to assisting
teachers to carry out instructional activities and to serve as liaiscns be-
tween the schools 4nd communities to mitigate a growing lack of confidence
between schools and parents that began to emerge in the late 1960s and early
'70s.

Paraprofessionals in Special Education

In special education and its related services, the use of paraprofessionals
has increased and their responsibilities have grown as school districts have
sought to meet the national and statwide mandates for increased, improved and
individualized services for students with a broad range of special needs. As
we pass the halfway point in the 1980s, the roles of paraprofessionals are no
longer viewed as being primarily clerical. Instead, they have become tech-
nicians and specialists who provide direct instructional, therapeutic, voca-
tional, health and other related services to students with special needs.
Role of the Teacher

In todays special education classrooms, teachers are supervisors of human
resources and program managers, and their duties are becoming more complex
and difficult. The term "classroom teacher” no longer adequately defines or
embodies the expanding responsibilities teachers have in education.

Analysis of the daily function of teachers finds that a major portion of
their time is spent on program management and supervisory/administrative
tasks. Teachers are now placed in the role of coordinators and managers of
the information provided by the members of the inter-disciplinary teams
responsible for developing individualized education plans (IEPs) for students
with special needs. Once the goals and objectives of the IEP have been
established, implementation of the plans become the responsibilicy of the
teachers. As part of their program management duties they: 1) assess the
developmental and performance level of individual students, 2) design and
carry out the programs to fulfill the IEP, 3) assess the impact of the teach-
ing and 4) change the programs based on student progress.
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In addition %« these prigrammeiic duties, their responsibilities now include
supervising and coordinating che work of peraprofessionals and other support
personnel. Tuey must: 1) set goals and plan for other adults in the class-
room, 2) schedule and coordinate the classroom activities ol profescional
support staff, 3) direct and assign tasks to paraprofessionals, 4) use pro-
blem solving techniques to improve the cooperative efforts of the team, 5)
assess the on-the-job performance of paraprofessionals and 6) develop tech-
niques and procedurec to improve the skills and performance of paraprofes—
sionals.

Clear distinctions between the role of the teacher and the paraprofessional
must be made in order for the team to work together as an effective unit. It
is the teacher who has the ultimate responsibility for the education of the
students in the classroom. Even when responsibilities and duties are shared
or delegated to the paraprofessional and other support staff and mutually
decided on by the team, it is the teacher who is responsible for the design
and delivery of the instructional program of each student. The term “para-
professional” is indicative of the role of the paraprofessional. “Para”
means 'aiongside of" and they do work alongside of their professional col-
leagues in the delivery of direct programmatic services to students with
special needs.

Contributions of Paraprofessionals

There are several ways paraprofessionals help to improve the quality of in-
dividual educational programs and instructional activities. Probably the
most important contribution they make is to enable the teacher to concentrate
on instructional objectives for the individual as well as small groups of
students. Paraprofessionals enhance the quality of instruction and other
activities that take place in the classroom in the following ways. 1) the
educational program becomes more student oriented and flexibiiity within the
classroom is increased, 2) tutorial services for individual students can be
provided, 3) the studeat benefits from extra "eyes and ears” that are alert
to individual neads and problems and 4) the teacher has more time to: a)
study and assess the needs of each student, b) cunfer with parents, c) diag-
nose problems, d) prepare and plan for inaividual instruction, e) try a
broader range of teaching techniques and strategies, and f) evaluate the pro-
gress of each student.

Roles of Paraprofessionals

For the purpose of this training, we are using a definition of the word para-
professional developed by the National Resource Center for Paraprofessionals
in Special Education and Related Servicecs. A paraprofessional 1is an
employee: 1) whose position is either instructional in nature or 2) who pro-
vides other direct or iandirect services tc students and/or their parents, and
3) who serves in a position for which a teacher or another professional has
the ultimate responsibility for the design, implementation and evaliation of
individual education programs and student progress.

The paraprofessional has become a member of the instruciional team whn as-—
sists and enables the teacher to fulfill the functions of a classroom mana-
ger. This is accomplished by the paraprofessional performing both adminis-
trative and instructional duties that complement and support the programmatic
and management functions of the teachers. (See Handouts R&R 3 and 4 for a
description of some of the instructional duties performed by  paraprofes-
sionals.)

)
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Trainer Material R&R 2

UNDERSTANDING THE LEGAL AND ETHICAL RESPONSIBILITIES OF PARAPROFESSIONALS

Introduction

As members of the educational team, paraprofessionals have special relation-
ships with teachers and other colleagues, students, parerts and the commun-
ity. The strength and effectiveness of these relationships is built not only
on actual work performance but on the professional and ethical behavior that
is demonstrated on the job. Respecting the rights of students, their parents
and colleagues; maintaining confidentiality of written and oral information
about students and their families; following district policies and pro-
cedures; being dependable, cooperative and honest. These are just a few of
the professional responsibilities paraprofessionals must practice. These
standards are the same as those established for teachers and other school
employees and are not unique to paraprofessionals.

The Paraprofessional Role as a-Liaison With the Community

Professional behavior and attitudes do not end at the close of the school
day. Paraprofessionals like all school personnel, are representatives of the
school in the community. Indeed, the important role that paraprofessionals
play as a link between the school and community has long been recognized by
policy =~ .kers and program implementors. In urban, suburban and rural areas
everywhere, paraprofessionals wusually live in the local community and have
their roots there. They can serve as an extraordinarily valuable resource by
sharing personal knowledge and understanding of the cultural heritage, tradi-
tions and values of the community with teachers and other staff members who
may not live nearby.

Many people in the community tend to form opinions and make judgements about
all parts of the school system based on their perceptions of the staff.
Paraprofessionals can serve as effective liaisons between the school and the
community they serve if they are familiar with the purpose and philosophy of
various school programs. They can promote community involvement and under-
standing by interpreting the programs, goals and activities of the school to
friends, relatives and neighbors.

Confidentiality

As part of their jobs, paraprofessionals learn a great dea uf personal in-
formation about students and their families. It includes the results of for-
mal and informal tests, information about behavior in the classroom, academic
progress, family relationships and much, much more. The information may be
contained in records, may be learned from the student or a family member, may
be observed at school or away from the building or, be related by other
school personnel. Both the student and the family have the right to expect
that this information will be kept confidential.

All state education agencies, local school districts and other human resource
service providers have guidelines and procedures designed to insure that pri-
vacy is maintained. Paraprofessionals need to know these regulations and to
develop skills that will prepare them to follow them.

There are times when it is appropriate for paraprofessionals to share infor-
mation about a student - particularly when it is relevant to a student's pro-
gram and growth or the safety and physical well-being of the student. If the
information falls into one of these categories, then it should be shared with
the teacher or with another professional staff person who has been designated
to play a role in the protection of the welfare of the student.
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Paraprofessionals often :ome into contact with nurses, social workers, human
service providers from nther agencies, clergy, scout leaders and other com—

munity resource people who may work directly or indirectly with the students
in their class. These people will often ask questions ahout the progress of

.................... D
a student because they are genuinely interested in the student and their

family. The paraprofessional must not share information with these people no
matter how well intentioned and genuine their concerns seem to be.

BIBLIOGRAPHY

CAREER 1ADDERS AND A TRAINING MODEL FOR THE (RE)TRAINING OF DIRECT SERVICE
WORKERS IN COMMUNITY BASED PROGRAMS FOR THE DEVELOPMENTALLY DISABLED, New
Careers Training Laboratory, Center for Advanced Study in Education, The
Graduate School and University Center of the City University of New York, New
York, N.Y., (Revised) 1987.

HANDBOOK FOR SPECIAL EDUCATION PARAPROFESSIONALS, The National Resource Cen-
ter for Paraprofessionals in Special Education, Center for Advanced Study in
Education, Graduate School and University Center, City University of New
York, New York, N.Y., 1985.

Heller, W.H., and Pickett, A.L. EFFECTIVE UTILIZATION OF PARAPROFESSINNALS
BY PROFESSIONALS, Project RETOOL, Council for Exceptional Children, Teacher
Education Division, Reston, Virginia, 1982.

Kansas State Department of Education, Administration for Special Education,
120 East 10th Street, Topeka, Kansas 66612. 1) PARAPROFESSIONAL: ROLES AND
RESPONSIBILITIES, 2) GENERAL PARA TRAINING: COMMUNICATIONS. These sound syn-
chronized slides and tape cassettes, may be borrowed from the state depart-
ment. Allow at least one month to reserve the materials.

Pickett, Anna L. A TRAINING PROGRAM TO PREFARE TEACHER3 TO SUPERVISE AND
WORK MORE EFFECTIVELY WITH PARAPROFESSIONAL PERSONNEL, National Resource Cen-
ter for Paraprofessionals in Special Education and Related Services, Center
for Advanced Study in Education, The Graduate School and University Center,
City University of New York, New York, N.Y., 1986.

Pickett, Anna L. PARAPROFESSIONALS IN SPECIAL EDUCATION: THE STATE OF THE
ART - 1986, National Resource Center for Paraprofessionals in Special Educa-
tion, Center for Advanced Study in Education, The Graduate School and Univer-
sity Center, City University of New York, New York, N.Y., 1986.

Semrau, Barbara and Lemay, David, WHY NOT COMPETENCE, Focus on Children,
Inc., Jonesboro, Arkansas, 1980.

10




COMMUNICATION AND TEAM BUILDING

Un

it
Competencies
The paraprofessional will demonstrate an ability to use:
-effective communication skills and,
-problem solving skills that will strengthen the performance of the instruc-

tional team.

R

yo

Overview

One of the most important keys to being a successful member of an instruc-
tional team is effective communication. Communication between people is not
easy and cooperative efforts do not develop automatically. Paraprofes-

sionals, like their professional colleagues, need to be able to share expec~
tations, feelings and ideas through positive verbal and non-verbal communi-

cation skills. In add:ition, they need skills that will enable them to deal
with interpersonal, technical and administrative problems that may arise in
the classroom. The activities in this unit are divided into two parts. In

the first section, the activities are general and will provide the trainees
with increased self-awareness of their strengths and weaknesses as communica-
tors. The material in section two is designed to provide paraprofessionals
with skills they need to analyze and clarify problems, to brainstorm and
develop potential solutions that will reduce interpersonal problems and fric-
tions that may develop among teachers, paraprofessionals and other co-
workers.

Instructional Objectives

The paraprofessional will be able to: .

-describe four components of effective interpersonal skills;

-identify examples of aggressive, non-assertive and positive behavior;
-demonstrate, through role playing, how positive communication skills can
prevent problems from growing and festering in the classroom;

-describe the components of a five step method for defining and solving pro-
blems, and

-use these procedures as part of a problem solving exercise using case
studies based on problems encountered in the classroom or other settings and
programs.

Training Time

A minimum of two hours is needed to complete this unit. 0f the five activi-
ties listed, two are lectures and three are participatory. Once the lectures
are delivered, you can choose which of the activities will best fit the needs
of the group, and which will fit into your time constraints.

Materials and Equipment¥

To conduct the activities in this unit you will need:

-An overhead projector, chalkboard or easel and flipchart.

-Copies of the transparencies.

-Copies or the handouts, exercises and case studies for all of the

particinants.
*The copies of the transparencies and handouts for all of the modules are
located immediately after Module V - EMERGENCY, HEALTH AND SAFETY PROCEDURES.
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Pre Session Procedures

-Review the trainer material C-TBl, the transparencies and the handouts, and
prepare a lecture stressing the importance of effective communication skills
in a) our day to day lives (including the work place); b) strategies to in-
sure good communication between tcachers and paraprofessionals, and c¢) char-
acteristics of a good communicator.

-Review the trainer material C-TB2 and prepdre a lecture on preblem solving
and decision making.

-Review the instructions for conducting the various exercises including the
role plays and case studies in the two sections.

-Prepare summaries of the three situational role plays.

-Duplicate the transparencies or if you do not have an overhead projector,
outline the items from the transparencies on the chalkboard or flipchart.

-Duplicate enough copies of the handouts, exercises, case studies and work-
sheets for all of the participants in the class.

Training Procedures

ACTIVITY #1

Review the goals and objectives for this session.

ACTIVITY #2

Distribute handouts C-TBl and 2 and give the lecture on general interpersonal

and communication skills.

ACTIVITY #3

Ask trainees to describe a personal experience they have had that was dif-

ficult for them to deal with in a positive/assertive way (e.g.: an argument

with another person about an issue both people felt strongly about, making a

point clearly and concisely in a large group, or dealing with contractors/

mechanics who do slipshod work or do not live up to the terms of a contract.)

contract.) Ask them to describe 1) their physical (non-verbal reactions), 2)

their verbal responses and 3) hLow they would have preferred to respond.

ACTIVITY #4

Present brief summaries about each situation to the class prior to each role

play. Select three pairs of trainees and assign one of the role play situa-

tions C-TB 1, 2, 3 to each group. Review the guidelines for effective role

play from the previous unit and ask each pair to review its situation, and

develop two different ways to handle this situation. The first time the par-

ticipants should show how the situation described can escalate into a severe

problem, and the second time they should show how using positive communica-

tion techniques can strengthen the work of the team.

ACTIVITY #5

Give the lecture on problem sclving and decision making. Dijistribute Handout:

Cc-18 3.

ACTIVITY #6

Case Studies

a. Divide the participants into small groups of 6-10. Assign each group
either case study One (C-TB 4A) or case study Two (C-TB 4B). Distribute a
copy of the assigned case study and the Worksheet Handout C-TB 5 to each
member of the group.
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Ask each group to designate a facilitator and a reporter/recorder.

Ask the trainees to read the assigned case study and review the Worksheet
(allow 5 minutes for this).

Determine if there are any questions about tne worksheet and the steps to
be followed in identifying and defining the problem, developing the goal,
brainstorming alternative solutions and choosing a solution.

At the end of 30-45 minutes, ask the small groups to reassemble as one
group and ask the reporters to share the results of the deliberations with
the entire group.

Ask the entire group to discuss ways the process can be used by the in-
structional team to solve other types of problems.

3
b
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Trainer Material: C/TB 1

COMMUNICATION

Interpersonal Communication Skills

We convey ideas and express support to others using oral language, written
language and body language. Ii. order to commurnicate effectively with others
it is important for all of us to develop and maintain interpersonal skills in
tour areas. The four areas include a) Attending Behavior — the interpersonal
skills that allow one to be comfortable and relaxed with others, to maintain
eye contact and follow the comments of other people; b) Active Listening -
the interpersonal skills that allow one to hear and accurately understand
both the feelings and ideas others are expressing without interpreting what
we hear based on personal bias or mood; c¢) Expressing Feelings - the inter-
personal skills that enable one to express emotions clearly and share them
easily and positively with others, and d) Feedback - the interpersonal skills
that allow one to give descriptive, nou-judgmertal and specific reactions to
others.

Listening Problems

Listening is active and hard work that requires the use of several techniques
in order to eliminate problems that can deter effective communication. Some
of the most common problems that interfere with efficient receptive listen-
ing are short attention spans that make it very easy to become "mentally de-
railed” while listening to someone only two feet away, environmental factors
that can affect listening such as uncomfortable seats, noise, poor lighting
and extreme temperatures, and personal prejudice toward issues or speakers,
or changing moods.

Listening Skills

The following are suggested as techniques to help participants eliminate
listening problems. They should be receptive .nd try to prevent bias, pre-
judice or anger from distorting reception; be willing to listen to new ideas,
to pay attention, to look for the speaker's meaning, and to encourage the
speaker by looking at him or her; concentrate by trying to blot out distrac-
tions, following the thread of ideas and being alert for transitions from one
thought to another; become involved by listening for personal pronouns,
adding information to what the speaker says, filling in gaps in his/her
message and maintaining a mental running summary of the message; ask ques-
tions to clarify obscure points and repeat or paraphrase the speakers's ideas
and invite him/her to clarify missed meanings; and prepare for listening by

finding out in advance what is to be discussed, get background information
and eliminate as many distractions as possible.

Communication Skills

Appropriate positive communication skills are critical and enable a person to
relate more effectively to all of the people one comes into contact with on a
daily basis including family, friends, and cclleagues.

Many of us experience unsatisfactory interpersonal relationships and fre-
quently place the responsibility for these failures on the other person.
There are, however, a multitude of ways we interfere with our own ability to
work and interact with others. Positive communication training is one ap-
proach designed to help the individual deal with the problems we create for
ourselves.
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A basic assumption of positive communication training is that every individu-
al is entitled to certain human rights. Among these rights are dignity, res-
pect, and courtesy. The material in this unit is designed to provide the
trainees with positive communication skills that will enable them tov communi-
cate honestly and freely with their co-workers, demonstrate respect for the
feelings of others, and maintain respect for themselves. To do this the
trainees will examine aggressive, passive and assertive behaviors and the
effect they have on individual and group/team relationships.

Non-Assertive (Passive) Behavior

Acting non-assertively is an effective way of communicating. Persons who are
generally non-assertive have difficulty expressing opinions, beliefs and
feelings. They do not stand up for their legitimate rights and may feel as
though they are being taken advantage of by others. Individuals who do not
express their real thoughts and feelings, withhold valuable information from

others preventing change as well as hindering the growth of relationships.

Aggressive Behavior |
Acting aggressively is another ineffective way of communicating. A person

who responds aggressively violates the rights of others and may think the

only way to get his or her point across is to yell, be sarcastic, or humilate ‘

the other person in some way. In an attempt to get what s/he wants, the
aggressive person frequently alienates others and may end up feeling
confused, frustrated and angry.

Many [cople confuse assertion and aggression. It is important to recognize
the differences and learn to be assertive rather than aggressive. Both
assertion and aggression involve standing up for one's rights. It is crucial
to note, however, that the aggressive person violates the rights of others,
while the assertive person does not. .
Positive/Assertive Communication

Assertive behavior allows an individual to stand up for his or her legitimate
rights. It involves the ability to express thoughts and feelings iu an
honest, straightforward fashion that shows respect for the other person.
Being assertive does not mean using the same style all the time. At times,
the assertive individual may choose to be a clown, a scholar or a playful
kid. A person who has truly integrated assertive skills is able to cloose
how he or she will behave. These persons realize that they are not perfect
and allow themselves the freedom to make mistakes. (See Handout C/TB 2 for
strategies that will aid the teacher and paraprofessioral to establish posi-
tive communication skills.)
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Trainer Material: C/IB 2

' PROBLEM SOLVING AND DECISION MAKING
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Introduction

The need for problem solving usually comes about when we become aware of dis-

crevancies between the way things are actually happening and the way we want
them to be. Problems in the classroom may be personal, procedural, or relat-
ed to the performance of either students or workers. They may range from an
identified need to develop adaptiv: 2quipment for a student, to finding the
time for the teacher to train a peraprofessional or to accurately observe and
record data.

Many times, because of the pressure of other duties, the team may ignore or
postpone dealinyg with a problem that involves disagreemernts or conflicts with
the other adult(s) with whom they share the classroom. In all too many cases
this can lead to a deepening of differences between the individuals. Not
only does this have an impact on the morale and performance of the instruc-
tional team, it will probably affect the students as well. Whether it 1is
called problem solving or decision making, it is necessary for the people in-
volved to decide on a course of action. Finding mutually acceptable solu-
tions is not always easy; and the responsibility for developing an effective
process to alleviate a problem is likely to be left up to the teacher-para-
professional team with little outside assistance or support.

Many problem solving exercises have been designed to improve the effective-
ness of large interdisciplinary .eams in education and other human services.
The approach and case studies in this unit are designed to enhance the pro-
blem solving skills of the primary participants in the instructional team -
the teacher or other supervisory personnel and the paraprofessional.

A Problem Solving Technique

The following are a series of simple steps that can be used by the teacher
and paraprofessicnal to improve their ability to work together. While this
approach to problem solving is based on two people working together to a-
chieve consensus, there may in fact be times when it will be necessary for
the teacher or the supervisor to make a dacision about the work in the class—
room that the paraprofessional may not always fully appreciate. However, by
maintaining open lines of communication and mutual trust these problems
should te few and far between.

Step One: Identifying and Describing the Problem

A situation must be seen and clearly understood before it can be dealt with.
It is not always easy to put a problem into words, but if it cannot be stated
clealy it will be impossible to choose a course of action that will lead to

a satisfactory solution. Each person should describe the problem in his/her
own words and from his/her own point of view. This may be done by asking and
answering these questions. What is the problem? What is wrong? Who is in-

volved? Who is affected? How are they affected?

Step Two: Defining and Determining the Causes of the Problem

It is not enough simply to identify the problem. It is essential to deter-—
mine what causes the problem to exist and to persist. For example, the pro-
blem may be caused by "outside conditions"” (contractual agreements, a lack of
financial resources) that the team may have little atility to change, or it
may have its roots in a lack of u terstanding of the distinction between the
roles and duties of the teacher and paraprotessional. Other factors that
may influence how a problem is defined may include differences in values and
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attitudes, age, work ex~erience and education, cultural heritage, religious
beliefs and other personal traits. It is important that the real problem be
separated from surface events and that areas of agreement and disagreement
are identified.

Step Three: Deciding on a Goal and Identifying Alternative Solutions

Once the problem has been identified, then strategies can be developed. The
primary question that needs to be asked and answered is "what do we want to
actieve and how can we go about achieving it?" By working together and
brainstorming a list of alternative solutions to the problem, the team mem-—
bers will have several options that will enable them to choose a course of
action with which they can iive. Tt will also enable them to determine what
additional information, physical or human resources, skills or knowledge they
will need to carry out the solution and whether or not these resources are
essential to achieving the goal.

Step Four: Selecting and Implementing a Course of Action

To make a decision about which course of action will be tried, the partici-
pants should decide which solution is most likely to get the desired results.
Agreeing on a solution is not enough. The participants must try it out and
test it to see if it will work. They must also give it enough time to see if
the solutions will work since behaviors and new skills cannot be changed over
night.

Step Five: Evaluating the Results

"Has the problem been resolved? Is there progress? If not - why not?
Should we try another one of the alternatives? Should we ask for assistance
from other sources? All of these are types of questions that will need to be
addressed in order to assess the effectiveness of the process.

BIBLIOGRAPHY
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1I. UNDERSTANDING STUDENTS WITH SPECIAL NEEDS

Competencies

The Paraprofessional will demonstrate a knowledge of:

-basic terms and principles used to describe normal human growth and
development;

-ma jor developmental stages of physical, cognitive, language  and
social/emotional development;

-the characteristics and unique needs of the students served in the program
er classroom where the paraprofessiona’ works including instructional stra-
tegies, adaptive equipment and basic signing;

-local educational programs and related services available for students with
special needs and their parents.

Overview
This module is divided into three parts. The first unit provides a brief
overview of the basic principles of human development as well as an outline
of developmental stages and ages. The purpose of part two is to familiarize
the trainees with major areas of disabilities that may affect the develop-
mental and functioning level of the students. It closes with a review of
education programs and related services available to students wiih special
needs in the local community.

Unit A - HUMAN DEVELOPMENT

Instructional Objectives

The trainee will be able to:

-Define at l=ast ten of the terms used in discussing human development.

-Discuss the basic principles that underlie the study of human development.

-Describe human development in terms of cognitive growth.

-Describe human development in terms of physical growth.

-Describe human development in terms of social/emotional growth.

Training Time

Approximately 2 hours are required to teach this unit depending on the stra-

tegies you select.

Materials and Equipment*

To teach this unit you will need:

-Copies of all of the handouts for each paraprofessional enrolled in the
class.

-A chalkboard or easel and flip chart so you can record responses to activi-
ties and questions.

-Optional. If available through your school district or a regional resource
center obtain the series of film strips THE ETGHT STAGES OF HUMAN LIFE.
They are divided into two 4 part segments. The first covers "Prenatal to
Late Childhood”, and the second addresses "Adolescence to 0ld Age”. hey
were produced by Human Relations Media in Pleasantville, New York 10570.
These filmstrips are accompanied by lesson plans and suggestions for use and
are excellent for work with paraprofessionals.

*The transparencies and handouts for all modules are located immediately
after Module V - UNDERSTANDING EMERGENCY, HEALTH AND SAFETY PROCEDURES

)
18&30



Pre~Session Procedures for Part A (the pre-session and teaching procedures

for Parts B and C precede those two units.)

-Read the trainer material and the content in the handouts on human growth
and development. DPrepare a lecture stressing a) the nced to know and under-
stand the stages of normal human development prior to .earning ~bout disabl-
ing conditions, b) the basic principles of human development in terms of
cognitive, physical, social and emotional development and c) explain that it
is not unusual for people to display characteristics in one or more levels
of the various developmental levels. If you feel the need for more infor-
mation read the appropriate sections in the trainers manual for HUMAN DEVEL-
OPMENT available from Meyer Children's Rehabilitation Institute, the Univer-
sity of Nebraska Medical Center, Omaha, 1985, or other books and articles on
human development available from your school or resource center.

-Make copies of the Handouts for this unit for all of thc trainees.

~Optional. If you decide to use the Human Development filmstrips, preview
them to determine bow they can best be used as a part of this class. They
are divided into develcpmental age stages, so they need to be pre-screened
carefully.

Training Procedures for Unit A

ACTIVITY #1

Review the goals and instructional objectives for this unit and this
session.

ACTIVITY #2

Prior to delivering the lecture on }l'.uan growth, distribute Handouts HD 1 and
2 and briefly review them with the class so they car follow them as you
deliver the lecture. Encourage the class to participate and ask questions to
clarify their understanding of why it is important to understand the basic
principles of humaa growth and development.

ACTIVITY #3

Distribute Handout HD 3 and 4, Practicum Activity. Make a homework rssign-—
ment, asking the class to: 1) observe two children of the same age pref :rably
between birth and five years prior to the next session, 2) record their
observations on Handout HD 4 and 3) be prepared to discuss the results during
the next class. If the time allotted for this unit coes not enable you to
make a homework assignment, invite two to four mothers to visit the class,
(with the.r «aildren preferably infants or young children). Provide an
opportunity for the trainees to observe two infants and young children during
this session and then discuss their observations. Prior to making this
assignment be sure to review and stress that all people grow and develop at
different rates.
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Trainer Material: HD-4

HUMAN DEVELOPMENT*

Introduction

How peopleﬂgfow and develop has interested humankind since time began. Hew
do little babies become strong, healthy adults? How does an infant, unable
to communicate, turn into a thinking, sensitive, talking person? Myths and
folklore in all cultures have developed as people attempted to explain the
growth and development of a person.

Reason for Learning About Human Development

The reason an overview of human development is includ<i in a training program
to prepare paraprofessionals to work with students : . disabilities 1is to
provide the participant with a sense of the flow of development. Too often
people with disabilities are seen only in terms of their disabilities. The
fact is, of course, that children and adults with disabilities have far more
in common with non-disabled persons than they are different. Indeed, all
people grow and develop in patterns that may vary in the length of time need-
ed to complete each stage - but which are predictable from person to person.

A paraprofessional who is aware of these patterns is infinitely better
able to work with the teacher and to carry out effective age appropriate
activities and lessons for the individual student. An awareness that one
stage of physical, cognitive and social/emotional development flows into a
defined next stage allows for individualized prog.amming for each student.
Again, this is important because, each student is unique within him/herself,
but each reflects the overall development patterns of all humankind. The
following trainer material aloaz with the supplemental material in the hand-
outs will provide the parapro.essional with an overview of the basic princi-
ples of human develpoment and the areas of growth including physical, cogni-
tive, social, emotional and language.

Cognitive Development

Cognition is the process of "knowing” and includes both awareness and judg-
ment. To understand how this comes about we need to examine: perception =
becoming aware of objects, qualities, and events; logical thinking - under-
standing changes in the physical world and putting things into classes and
order; and problem solving - developing rules and guidelines to cope with the
environment and society in general. Gathering knowledge must be explained in
terms of theories because we cannot take the brain apart, examine it and put
it back like parts of a machine. Various theories are currently used in edu-
cation: those of Piaget, Erikson, Kohlberg, Freud and others. (For more
information on these various theories you may want to consult the resources
listed in the bibliography or other texts.)

*Adapted from: Handbook for Special Lducation Paraprofessionals, developed by
Anna Lou Pickett and John Formanek for the New York City Public Schkools, New
Careers Training Laboratory, Center for Advanced Study in Education, Graduate
School and University Center, City University of New York, 1982.
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Physical Development

Physical development is more easily identified, c-n be observed and can be
more accuratcly measured than cognitive development. Physical development is
related to the development of the head; muscle control of the lower parts of
the body occur later. This can be observed when an infant who is lying on
his/her stomach is able to raise the head. Later, as stomach, arm, shoulder,
and thigh and leg muscles develop, s/he is able to raise the upper and lower
parts of the body. At the same time, development is proceeding from the
center of the body outwaid. In reaching for a rattle, the infant's movements
are first controlled by the shoulder muscles with the arm and hand moving as

ope unit; finger control comes later.

Most motor skills tend to develop from the general to the specific, or from
gross motor to fine motor skills. New physical skills develop from previouc-
ly developed ones; walking builds on creeping, crawling and standing
behaviors.

Social Development

Social development is a term that is used to describe how individuals do two
things: how they act and how they react with other people in their environ-
ment, or social setting. Appropriate sccial behavior means that a person has
learned those behaviors that meet with the standards and values that have
been established by the group or culture in which s/he lives.

Emotional Development

Emotional development is a term that is used to refer to the feelings and
desires that an individual has, and the ways that the person learns to moni-
tor and control them. Some emotions that we all have are joy, fear, jealousy
anger and sorrow.

Appropriate social and emotional development is necessary if a child or adult
is to learn to live at peace, in harmony and successfully with other people.
As a child grows, s/he becomes more independent and asserts his or her
individuality - saying in effect "I don't need you as much as I used to, and
I will do things the way I want to do them, even if you don't like what I'm
doing."

When the child is ar infant, s/he will express happiness or unhappiness by
laughing or crying; at this time these emotions are usually based on his or
her physical well-being and needs. As the child matures, s/he will begin to
express emotions in different ways. S/he will use body positions, make
faces, use words, do certain things to express the emotions for special rea-
sons.

Language Develpoment

The acquisition of language is unique to the human race, and language is more
important than all the physical tools invented in the last two thousand
years. Although the lower animals have developed communication systems, only
humans have attained the more highly developed system of communication -
speech.

Language fills two important functions for us: it provides us with a means to

communicate and socialize; it enables us to transmit culture from generation
to generation, and it becomes a vehicle for thought.
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A Laby, revar’less of where s/he is born is capable of producing every sound
used in ali languages that we use on this earth. The infant's babbling
encourages older persons to talk to the child, thereby teaching the infant
the sounds used in their home environment. By six months of age, the sounds
the child makes will be only those that s/he hears, and all other sounds are
not made or practiced. In this way all humans learn to speak the language
and the dialect that is spoken in the home in which they are raised.

Finally, a child will understand language before s/he speaks it.

Unit B - DISABLING CONDITIONS o o o e e e

Instructional Objectives

The paraprofessional will be able to:

—Describe the cause and discuss the impact of several disabilities on the
student in the classroom.

—Discuss some of the major adaptive equipment that can assist the person with
a disability in the classroom.

Training Time

Two or more hours are required to teach this unit depending on the number of

activities you select.

Materials and Equipment*

To teach this unit you will need:

-Copies of the handouts for each of the paraprofessionals in the classroom.

-A chalkboard or easel and flip chart so you can record responses to activi-
ties and questions.

~Various equipment, materials, and nandouts required to carry out the simula-
tions that are part of this unit.

-Definitions of various disabling conditions used by your school district;
because terms and definitions differ from district to district, we have not
included our definitions. However, the Trainer Materiails does have informa-
tion from which lectures can be developed.

Pre-Session fFiocedures

—Read <iho trainer material on Disabling Conditions and compare the informa-
tion with the definitions used by your district. Prepare a series of
lectures incorporating information from your district and stressing the
following: a) the five major areas of causes of disabilities, b) the five
major categories of disabling conditious, ¢) an introduction to the simula~
tions, d) prostheses and adaptive equipment that enable students with dis-
abilities to perform more effectively and e) signing. (You may want to ask
a PT, OT, speech therapist or other professional personnel to attend the
class and deliver the lectures on the various disabling conditions and
signing.)

-Make ennugh copies of the activity sheet DC-1 for all of the participants.

—Review the Simulation Activities that are included ir the Trainer material
for this unit and a) make copies of the handouts DC-2, 3 & 4, b) obtain the
other equipment you will need for the simulations - blindfolds, a cassette
recorder, mirrors, canes, crutches and wheel chairs and c) prepare the
material e.g. make the tape, type the suggested activities and reproduce
themn.

¥The transparencies and handouts for all modules «re located immediately
after Module V - UNDERSTANDING EMERGENCY, HEALTH AND SAFETY PROCEDURES.
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-(Optional) Ask a teacher working in a class for students with hearing
impairments or a speech therapist to attend the class to teach the partici- .
pants some basic signs that are used in your school district.

Teaching Procedures for Unic B

ACTIVITY #1

Review the goals and instructional objectives for this unit.

ACTIVITY #2

Present the iutroductory lecture on working with students with disabilities.
Ask the class to talk about personal experiences they may have had relating
to the causes of disabilities.

ACTIVITY #3

Give the brief lecture on mental retardation. Review the definitions devel-
oped by the American Asscciation of Mental Deficiency and contrast it with
Marc Gold's definition. Ask the class tc consider the differences and the
way that Gold's definition makes learning the responsibility of both the stu-
dewnt and the teacher.

ACTIVITY #4

Present the se:iies of brief lectures on physical and sensory disabilities,
learning disabilities, behhavioral disorders and the material on adaptive
equipment and prostheses (ask the group to describe various pieces of adap-
tive equipment they arc “emiliar with). Provide time during each segment for
the students to ask questions or share their personal concerns and experi-
ences about working with students with these disabilties. Or, if you have
invited various support personnel to present the lectures introduce them.
ACTIVITY #5

Deliver the lecture on the simulation activities. The participants should be
encouraged to try several simulations during the time allotted for this
activity. Ask participants to keep track of their feelings and perceptions
during the simulations, and make note of the reactions they encounter.
ACTIVITY #6

Reconvene the groups. Ask the participants to a) share the feelings they
experienced and insights they gained during the simulation activities, b)
describe problems they encountered during the simulations and c¢) describe
reactions from people who were not part of the group.

ACTIVITY #7

(Optional) If you have invited a teacher who works in programs for students
with impairments or other professional personnel who are familiar with sign-—
ing to speak to the class, introduce them and ask them to explain why signing
is often used with non-verbal students, teach five practical basic signs to
the class and encourage people to learn to fingerspell their first names.
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Trainer Material: DC -1

UNIT B - PERSONS WITH DISABILITIES

Introduction

The previous section of material was devoted to normal human development -
the stages of growth that are typical for the majority of human beings. Each
person is unique within the range of development but, essentially, all people
are more alike than they are different. It is a mistake to identify a person
with a label, i.e. s/he is mentally retarded. But there are some areas of
disability that can be described in a general way.

Causes of Disabling Conditions e
There are several major causes that contribute to the majority of disabling
conditions: the problem may occur genetically; it may occur during the pre-
natal, natal or post-natal period.

Genetic Causes

A person is shaped by his/her genes; that is the specific parts in the cells
of the body that determine, for example, black hair or blonde, tallness or
shortness and so on. A person's genes are inherited from a combination of
genes that were in his/her parents cells. tometimes disabilities have been
inherited as a result of the combination of genes. Many times, the parents
themselves are not disabled; they "carry the genes"” from past generations in
their bodies, but are not affected because of the combination in their own
bodjes. Genetic causes can lead to mild or severe disabilities.

Prenatal simply means before birth. Medical personnel believe that many
disabilities are the result of something happening to the fetus while it 1is
stiJl within the mother's uterus. If the mother did not eat properly, had
hepatitis or measles or used drugs and alcohol, her child might be born with
a ldisabling condition. Other factors that have been linked to these condi-
tions are: medicine taken during pregnancy, and food additives.

Natal means at the time of birth. Some disabilities result from conditions
at the time of birth. Being born prematurely, having a loss of oxygen,
excessive hemorrhaging or loss of blood for the mother, early separation of
the placeata (the part of the tissue that is attached to the womb) and di-
rect injury to the head if instruments are used are some causes of disabil-
ities.

Postnatal means after birth. In some cases a child becomes diabled after
birth. Injury to the central nervous system of an infant may happen in many
ways including severe blows to the head as a result of an accident or child
abuse, the inability to breathe, poisoning, tumors, and infectious diseases.
An injury to the brain from infection may also occur.

Environmental Causes

Sometimes conditions in the environment cause disabilities. An example is
the child who is reared in a home where little or no stimulation was pro-
vided. Often, such a child is limited in his/her intellectual capabilities,
because s/he has not had an opportunity to learn like other children. Addi-
tionally, toxins in the air, water pollution caused by chemicals and other
environmental factors may result .. physical disabilities or mental retarda-
tion.

Categories of Disabling Conditions

In this section the focus will be on persons with disabilities. The emphasis
will be on five major disabling cornditions; five diagnoses or "labels™ which
indicate that a child or adolescent will require special services and/or be




Aruitoxt provided by Eic:

served in a special education classroom. The five most common categories of
disabilities include: 1) limited intellectual abilitv, 2) neuromuscular or
physical impairment, 3) learning disabilities, 4) social and emotional dis-—
abilities and 5) speech and language disabilities.

There are a number of children and adolescents who are within the normal
range of development but who have problems In the areas of intellectual
development, physical development, social and emotional skills, speech and
language abilities and learning skills. When these problems are mild, the
teacher takes them into account when planning instruction enabling the child
or adolescent to remain in the regular classroom. Sometimes, however, the
problem areas are extensive enough or the person is developmentally delayed
enough so that special educational programming is needed. Then, the student
may be served in a special education classroom or may receive other special
assistance.

Mental Retardation

Children or adolescents with uwental retardation tend to learn more slowly
than their age mates in social interactions, cognitive growth and motor
development. They may also have difficulties learning things other people
take for granted, 1like knowing their age, their address and dressing them-
selves.

Mental retardation as defined by the American Association on Mental
Deficiency has three parts: a) the person must exhibit intellectual function-
ing that 1is two standard deviations below the average intelligence level -
generally a person with an IQ of 67 or less is considered to be mentally
retarded, b) the person must also exhibit significant delays in social adap-
tive behavior, and c) the diagnosis must be made in the developmental period
- birth to 21 years.

Gold (1980)* suggested a different definition of mental retardation. He sug-
gested that the level of mental retardation is defined by the amount of power
necessary for the teacher to use to teach that person. In other words,
Gold's definition indicates that the teacher is as important as the learner.
If the teacher does not have the requisite skills to assist a person in
learning, then that individual is usually considered to be mentally retarded.

Gold's definition is important because all the tools for teaching people
labeled as mentally retarded have not yet been developed. As new and
improved techniques are developed for teaching children ¢ adolescents who
have been perceived as difficult to teach, teaching may seem to be easier and
produce unexpected results.

Twenty years ago for example, many persons with mental retarcation were
thought to be unteachable or capable of learning only minimal self-help
skills. Today, the same persons are performing academic skills to a greater
or lesser degree and are participating in community activities. The teach-
ing skills of professionals and paraprofessionals who work with people with
mental retardation have become more sophisticated and effective. There are
four descriptors usually used by most school districts and other service pro-
viders to refer to students and clients with mental retardation.

*Marc Gold, ﬂiQid 1 Say That: Articles and Commentary On The Try Another Way

System. Champaign:”TL: Research Press, 1980.
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They are:

Mild - Encompassing the majority of persons with mental retardation. People
with this label usually learn academic skills with assistance. They will
hoid jobs im the community and will participate fully in life experiences.
Moderate - Persons with this label will also learn some academic skills 1in
school. They will learn to read survival and other key words and will per-
form some arithmetic functions. They can work in a community setting given
some supports and can live independently with scme assistance.

Severe - Persons with a diagnosis of severe retardation wiil learn self-help
skills, survival words and counting skills in school. Their education often
focuses on the acquisition of functional vocational and living skills. Some
persons with severe retardation work in supported settings and live semi-
independently. Others needs on-going assistance to participate in community
activities.

Profound - Persons with a diagnosis of profound retardation often have sev-
eral other dicnbling conditions - physical and neurological. Education
focuses on leariing self-help skills, basic communication techniques and sen-
sorimotor skills. As adults, their community living and working arrangements
are usually fuily staffed.

For the person who is labeled mentally retarded school is a place where s/he
learns social, vocational and educational skills. The goal for people with
mental retardation is to participate fully in all aspects of community life.
It is important that persons with mental retardation have the opportunity to
meet and interact with people who are the same age who are not disabled.
This interaction enhances their abilities to function as a community member.

The material describing other disabling conditions is presen.ed separately
but, in many cases, a student may have more than one area in which they need
special assistance. The person with delayed intellectual capabilities may
require assistance with speech and language or with physical development or
in the area of acquiring social skills. Students with physical disabilities
may need assistance in other areas as well. In reality, teachers in both
general and special education classes must be prepared to draw on the help
and resources of experts in several fields to provide good instructional
programs for the children or adol. :cents for whom s/he is planning.

Physical and Sensory Disabilities*

Not all students with physical and sensory impairments need to be placed in
special education classes. They may be assigned to regular education with
some adaptation in curriculum, educational strategies, environment, personal
adaptive equipment or other assistance to aid in their educational program.
Included in this classification are persons with cerebral palsy, epilepsy,
spinal and orthopedic problems (relating to bones and muscles), visual
impairment and hearing impairments. A few of the more common disabilities
are:

Cerebral Palsy is a disability present a. or before birth that impairs the
smooth functioning of the muscles.

Epilepsy is a condition where the person has involuntary lapses of conscious-
ness which may last for a few seconds or may result in a major convulsion
with motor movements.

Neuromuscular impairments include several conditions which may result in
weakening or deterioration of muscles.
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Spinal cord injuries result in paralysis of one or more limbs and the trunk
of the body. These injuries may occur at birth as in the case of spina
bifida or as the result of an accident.

Skeletal deformities or amputations that tend to restrict physical activity
such as heart disease, leukemia and cystic fibroses.

Visual Impairments

Students who have a visual disability usually have some degree of useful
sight. Only a small percentage are totally blind. Even many legally blind
students (20/200 or worse) have us=ful vision. Most school districts cate-
gorize students who must read and write in braille as blind. While partially
sighted or low vision students are those with enough useful sight to enable

them to read either standard or enlarged print.

There are many causes of bliu” »ss and other visual impairments including
infectious diseases, accidents and traumas to the brain or damage to the
nerves, and heredity.

Unless a student has other disabilities, & visual impairment does not affect

intelligence or language developwent. More severe degrees of visual dis-
abilities may result in problems with physical mobility or motor develop-
ment . Students with various degrees of visual disabilities are able to take

care of themselves and live and work independently. Aside from using various
adaptive equipment and materials students with visual impairments should be
treated in the same way as their non-visually handicapped peers.

Hearing Impairments

There are two dimensions to the sense of hearing. They are: the intensity or
loudness of sound (decibels) and the clarity with which sound is received
(frequencies). Students with hearing impairments may have problems with the
loudness of sound or the distortion/clarity of sound or a combination of
both.

There are many causes of hearing impairment. Some children are bcrn deaf
from such genetic causes as RH blood types, Rubella or heredity. People who
are born with normal hearing may experience a loss of .earing, caused by
infectious diseases, accidents or other traumas.

Most school districts use the generic term hearing impairments to describe
all desrees of hearing loss and classification of students who may be deaf or
hard ¢t hearing.

Language development and communication are the biggest problems confronting
students with hearing impairments. Depending on the degree and type of hear-
ing loss, ther ire a variety of techniques currently available to assist the
students to develop skills in these sound amplification areas. They are:
auditory training (listening skills), speech reading (lip reading), finger
spelling and sign language, and written and visual presentations. Using a
combination of all methods is referred to as "total communication”.
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Students with all degrees of hearing loss are educated in the public schools
in their local community. In most cases they are served in regular education
classes with & broad range of supportive services, including both specigl
personnel and adaptive equipment.

Learning Disabilities

Students with learning disabilities may have many labels; neurological
impairment (nervous system), minimal brain dysfunction (a small part of the
brain is not functioning properly), brain damage or dyslexia. A person who
has a learning disability may have difficulty in visual perception but is not
blind (may not see a circle as perfectly round, or is unable to see specific
parts of a figure or word); in auditory perception (hearing things as we hear
them) but is not deaf, difficulty in motor movements (walking, moving arms
and fingers) but is not physically handicapped, and difficulty with cognitive
learning (classifying things, ordering things and ideas) but is not retarded.
Students with learning disabilities may have average or above average intel-
ligence. They may display a wide range of behaviors including hyperactivity,
distractability, impulsiveness, and perseveration.

Some students have severe learning disabilities in many areas and still
others may have a disability in a specific area and may learn to compensate
for their disabilities after receiving individualized remedial help. Stu-
dents with severe disabilities are more likelv .o need intensive remediation
throughout elementary and high schoul. Indeed, some two and four year col-
leges are developing post secondary programs tc serve older students with
learning disabilities.

Behavioral Disorders

Students with behavioral disorders demonstrate a wide range of ways of deal-
ing with the world, including "withdrawing” from it and "acting out” upon it.
Many develop methods for coping with everyday living that are seif-defeating
and non-productive. The primary difference between behavicrally disordered
persons and their better adjusted peers is in the degree to which they are
able to monitor, control or change their patterns of behavior.

The withdrawn person is one who finds his/her safety by building a wall
around him/herself. S/he may have had experiences early in life that cause
his/her to believe that it is not safe to express his/her real feelings t»o
other people.

The acting out child or adolescent mav appear to have more control over his/
her behavior than s/he actually does. As a result people interpret his/her
actions as being deliberately vengeful, or deliberately provocative; that is,
doing something just to get even or setting up a situation that will lead to
conflict. Most people look upon his/her behavior as "disturbing”, rather
than being disturbed. The acting out person, unlike che withdrawn person who
shys away from stress, defends him/herself by acting out his/her feelings
with impulsive, and often expl,sive immediate reactions. S/he finds it dif-
ficult to deal with frustration - or to postpone immediate gratification of
needs - "I want it, and I want it now."

Behavior disorders may “ave genetic origins or they may be caused by social
and environmental facters.
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Speech and Language Limitations

People who are diagnosed as having speech or language impairments demonstrate
a variety of symptoms which represent many causes that may be physiological
or environmental. Speech and language skills are automatically acquired by
most children. When the ability to communicate is impaired, there is a need
to teach a child these skills. The problems that are exhibited may be "mis-
articulations”, where sounds will be substituted for others, left out or dis-—
torted; by “voice distortions” where *he volume is too loud or too soft,
pitch is too high or low, nasality (through the nose), hoarseness or breathj-
ness; by "dysfluencies” like rapid speech, hesitations or repetitions of
sounds or words. Language disabilities may also include difficulty in com-
munication because of a lack of vocabulary or improper grammatical struc-
tures.

Most students with speech and language impairments receive their education in
general classrooms and receive remediation from a speech therapist. Students
with multiple disabilities including speech or language impariments may be
assigned to special education classes where they receive services from a
speech therapist as one part of their educational program.
Prostheses and Adaptive Equipment*

If people can't do certain physical things on their own, it may be necessary
to provide prostheses to assist them. A prosthesis is any device that helps
the person move or manage the environment better. Its general purpose is to
increase the individual's self-sufficiency. It should help the person do
more without calling attention to the disability. Prostheses and other adap-
tive equipment may be used either: 1) to reduce the amount of effort and co-
ordination needed to perform an activity, or 2) to provide an alternative way
to perform a m.tor activity. Any prosthesis must be geared to the individual
person. In an ideal case, the selectior of commercial and homemade items
needed can be done cooperatively by the teacher, the parent and the physical
and/or occupational therapists involved with the child or adolescent. Again,
the overall goal is to put technology to work to minimize a person's physical
or sensory disability.

The most familiar prostheses and adaptive equipment are for increasing mobil-
ity. These include braces, artificial limbs and upright walkers. Their
design is guided by the person's degree of head control, balance, and upper
body strength. The idea is to enhance the body movement in the lower extrem-
ities without limiting too much the amount of motioa in the arms and hands.
Wheelchairs come in many models. They can be motorized; they can be modified
to collapse, recline, elevate and stand and they can be equipped with
attachments to aid in toileting, carrying, and safety.

When working with a person in a wheelchair, there are some points of basic
etiquette that should be observed. Don't lean on the person’'s chair. It is
like leaning on a person's side or back. _EQELP push the chair until you have
talked to the student face-to-face and explained what you want to do.

*Adaped from: White, R. (Ed.) ASSIST: Associate Instructional Support for

Teachers, Bloomington, Ind. Indiana University Developmental Training Center,
1980.
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Many clever 1life support aids have also been devised to enhance the fine
motor movements of people with disabilities. Eating and drinking aids such
as vacuum and suction cups, rotating plates, and strap-on utensils are com-
monly used to contain food and make it easier for the person to eat. Other
devizes make toileting safer and easier. Clothing is sometimes modified by
using wide openings, simple fastenings, and durable fabrics. Further, bath-
room supplies and household equipment may be adapted to aid personal grooming
and hygiene. These are just a few of the prostheses and adaptive equipment
encounterca -n the classroom. They should be used to increase the person's
capacity to engage in self-care, social interaction, academic pursuits and
community activities.

Signing

Sign language is often used by people who are deaf or hard of hearing. In
addition, some people who arer severely disabled and who may be non-verbal
establish communication by signiug. Sign language is not the same in every
state or lotal school district. Indeed basic signs do vary from place to
pLace. Because this is true, there is no attempt in this material to
identify signs. It will be necessary for the instructor who does not sign
him/herself to check with a colleague who uses sign to ascertain the signals
for basic concepts.

SIMULATIONS*

Although we can never completely duplicate what it is like to have a disa-
bility, through simulations we can provide some understanding of what it
might be like. The following activities are designed to allow the trainees
to experience some of the difficulties created by various disabilities and to
examine their reactions and emotions as a result of participating ia these
activities.

A. Learning Disabilities

Toal: To enable the participants to develop an awareness of reading and
visual motor difficulties.

ACTIVITY #1

Reading Exercise. Handout DC —1. (Note: the handouts and answers for this
activity and other exercises in this section are located immediately after
Module V - Understanding Emergency, Health and Safety Pro:edures. After the
partcipants have attempted to read every sentence give them the answers.
ACTIVITY #2

Tracing Exercise. Provide the participants with Handout DC -2 and a stand-
ing cosmetic/hand mirror.

ACTIVITY #3

Spelling Test. Read the following words rapidly to the entire group.
Repeat each word twice. Cemetary, Harassed, Begger, Embarrassed, Peddler or
Pedler, gauging, symmetary, and ladies. Ask the participants to use their
non-dominant hand when they take this spelling test. When you complete the
test, spell the words and ask the pariicipants to -~ore their tests.

*Sources: 1) The Department of Special Education, Illinois State Department
of Education, Introduction to Exceptional Children, (Module 3), Iiuservice
Training Manual for Special Education Program Assistants, 1986; and 2) The
Colorado Department of Education, Paraprofessionais in Special Education: The
Vital Key, 1987. )

)

B

(%4

30 3

(




Aruitoxt provided by Eic:

ERIC

B. Hearing Impairment (cassette recorder needed)
Goal: To acquaint participants with what it is like to have a hearing impair-
ment.

ACTIVITY 44

Record thg-following words: wish, three, pill, station, snow, watched, splin-

ters, tick, mice and jump. Tne first time you record the words: 1) speak
into a can or container that wiil distort your voice, 2) muffle it with a
cloth acound the container and 3) do the recording on a lower volume. This

will simulate a more severe hearing loss. Then record the list a second time
without the distortion, but muffled through a clcth. The third time, you can
say the words with normal volume and without any distortion so everyone
listening to the tape can hear and spell the words. Have participants number
a paper to 10 in three columns. The t:st can be administered to the entire
class or individual trainees can take the test.

C. Visual Impairment

Goal: To enable participants to develop an awareness of what it is like to
not be able to see.

Materials: Blindfolds and/or sleep masks and old glasses smeared thickly with
vaseline to simulate different vision impairments.

ACTIVITY #5

Have the participants try to identify specific items in the room, read large
print, and navigate through the halls with a buddy.

D. Physical Heoadicaps

Goal: To help participants understand the difficulty of performing tasks
without the normal use of their fingers and hands and to help them understand
the impact of restricted mobility.

Materials: Tape or mittens and the items listed in Activity 6 below, a wheel-
chair and crutches.

ACTIVITY #5

Have participants tape their thumbs to their hand or wear mittens. Give them
tasks to per orm such as writing their names, picking up objects such as pen-
nies or paper clips, buttoning a shirt or blouse, using forks, spoons and
knives, drinking from a glass.

ACTIVITY #7

Ask the participants to work in pairs when they use the wheelchair. Allow
them te leave the room and move around the building, take a drink from a
fountain, wuse an elevator, use the restroom, use a public phone, go to the
cafeteria. Reverse roles after 10 to 15 minutes.

ACTIVITY #8

Have the participants practice using the crutches (with a partner for safety
reasons) before leaving the room. Move about the building, us- a wat:r foun-
tain, a pay phone, the restroom, etc.

£. Mental Retardation

Goal: To simulate the frustratior of being expected to learn new material
that is difficult too quickly.

ACTIVITY {9

Reading/Testing Exercise. Reler the participants to Activity 9 on Handout DC
-1. Ask them to read and follow the instructicus that accompany the exercise
and to be prepared to write tneir answers in 3 minutes.
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ACTIVITY #190

Refer the participants to Handout DC -1, Activity 8: Polar Algebra and ask
them to do tne problems. They will need the following instructions in order
to be able to work the problem: 1) each letter has a digital value e.g. A=0,
B=i; and 2) the addition is done upwards. D> not give them instructions for
how to work the problems until they have read the problems and have attempted
to do them.

F. Speech/Language Impairments

To expose participants to the types of articulation problems a child might
experience.

Activity 1 on Handout DC -1 has some common types of articulation errors.
Have one participant read them as written and the other participant try to
decifer what was said and repeat it correctly.
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UNIT C: UNDERSTANDING STUDENTS WITH SPECIAL NEEDS: LOCAL RESOURCES

Overview

All people, including paraprofessionals, who work in a school program serviug
people with disabilities should have knowledge of the resources and services
that are availeble in the local community. They should understand the
responsibilities of the various agencies and develop an awareness of how the

agencies can supplement the services available through the school district.
In order to learn about the local resources, it is suggested that the in-~
structor plan either field trips to several of the community settings or ask
staff from one or two facilities to visit the class and discuss their ser-
vices.

Instructional Objectives

The trainee will be able to describe local education and related service pro-=
grams that are available for students with special needs and their families.

Training Time

The time required for this unit will vary depending on the field trips you
select or the visitor(s) you invite to the class.

Pre-Session Procedures

“Make a list of all the agencies, schools, hospitals and organizations in
your community that provide services to persons with disabilities. Develop
a brief lecture on the need for collaborative efforts between various ser-~
vice delivery agencies. (Among the resources that may be available in your
community are: various specializeu classioows in the scuoo. systewm; a neo~
natal unit at a local hospitai; infant deveropuen. prugrams; prugrdms 10T
training parents of disabled children, community-based mental retardation
program, spinal cord injury recovery unit; veteran's support groups, Or
organizations such as: Association for Retarded Citizens, tpitepsy League,
Spina Bitida A sociation, Lighthouse for the Biind and lLocal rrotection and
Advocacy Agency.)

-Decide which resources 1