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: ABSTRACT
5 This publication is concerned with two major

! quéstions: What does the paraprofessional do? and How should a
o paraprofessional be trained? The duties of the paraprofe551onal are
described as clerlcal, monitorial, and relnforCLng of instruction,
and these tasks may be either non-interacting (performed with things
rather than persons), or interacting (performed dlrectly vith
children or other adults). Examples of each category are given. The
taxonomy is designed for use in training programs with a behavioral
orientation., Examples of task sheets are given for each category and
are intended only as samples, with trainer teams arged to adapt them
to suit thelr own needs. Non-lnteractlng tasks and interacting tasks
: are included, and each category in both groups is represented. There
] are four steps in each task sheet: 1) The specific task is stated
behaviorally. 2) The needéd skills, knowledge, and understanding are
stated. 3) Training de31gns, methods, and materials for developing
the needed skills, knowledge, and understandlng are lxsted. 4) The
plan for evaluation is stated. (Related documents are SP 004
803-805.) (MBMN)
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1, L FOREWORD

‘Of ‘the: many questions asked about the role of school
paraprofessionals, the most frequent is: *'What does the
_ paraprofessional do?" Perhaps the second most frequertly
| asked question is "How shoéuld a paraprofessional be trained
to perform those tasks he is supposed to.do?"
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This publication addresses. these two major questions.
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THE LIMITS OF PARAPROFESSIONALIS M*

The purpose of employmg school paraprofessionals is to. make it
possible for the certificated person to use his skill and-training more

effectively. Thé paraprofessional will not replace the classroom teacher.

The tasks performed by the paraprofessional aré under the direct ~$uhpver~‘-‘-
vision of the professional.

Questmns conceérning the limitation .of the school paraprofessmnal
are raised frequently. What should the paraprofes sional beé permitted
to do" What should the paraprofescnonal not be pcrmltted to do" These

o = . -

be estabhs_hed for grantﬂlnfg of credentlals,, ce,rt;flcates, or l1censes.
Clearly, the school professional performs.a variéty of tasks, the range
of whlch extends from 51mple behav1ors requ1rmg no tra1mng and 11tt1e

supported by extenswe trammg and exper1ence.

‘The line that Separates thé professional from the paraprofessional
¢an best bé drawn by cotisidering the followmg precepts:

Diagnosing of studént needs is a proféessional task.
Prescribing instruction programs is a professional task.
Selécting approprlate materials is a4 professional task.
Presenting or teaching content is .a proféessional task
Counscling with studeénts is a profc¢ssional task,

Evaluatl_g studc.nt progress and ach1evement is a professional
task,

7. In1t1at1r$, determining the why, the how, the where, and the
when are professional’ tasks.

L]
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The professional is the decision maker for thé 'impiementatién of the
éducational program..

The paraprofessional does only those things that he is directed to
do, working under the supervisién of the certificated person. ‘These tasks
¢an be described as those that are:

1. clerical
2: monitorial
3. re-inforcement of instruction

#Arnold Glovinsky and Joseph P, Johns, The Practice and the

A.Prom1se, Report of the Paraprofessmnal Study, ESEA, Title III, Wayne

County Intermed1ate School District, Detroit; Michigan, September, 1968
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Depending on his skill and training, the paraprofcssional may be called
upon to perform moré¢ complex tasks related to the reinforcement of
instruction.

‘Thereforeée, since the p'rofessionai and paraprofessional occupy
different positions, which ¢an be desc¢ribed in behavioral terms, there

need not be confusion over role deﬁmtmn and the limitations of the 'school
paraprofessional,

Each school of the school district will decide for itself the extent.
of the paraprofessional role. It may be defined narrowly or broadly,
dependmg on the view of the district; or in many cases, on the position
held by the classroom teacher with whom the paraprofessional must work.
In any event, thinking about tasks to be performed by the paraprofessmnal
ordinarily is accompanied by confusion, or at least uneasiness, when

one considers the variety of tasks the paraprofessional may be called
apon to perform.

In order to brmg mto focus thlS array of dutles an ordermg of

.....

11gent planmng for trammg. This booklet presents such an ordermg,
a taxonorgz of paragrofessmnal tasks.

A
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THE TAXONOMY

Any task performed by the paraprof(,s sivnal falls into -one of only
two groupings., Thcre are:

I. NON-INTERACTING TASKS, those¢ tasks performed with
things rather than persons, and

II. INTERACTING TASKS, those tasks performed directly with
either chlldren or other adults,

Each major grouping is subdivided into three categories, as follows:.

1. Non-Interacting II. Interacting
1, Housekeepmg 1, Clerical .
‘2, Clerical 2. Monitorial

3. Technical 3, Tutorial
Examples of éach category are:

I-1, Non-Interacting, Housekeéping: assisting in keeping the room
neat and orderly; mamtammg room equipment and supphes

I-2; Non-Interacting, Clerical: writing an assignment on the board;
duplicating materials; correcting objective tests

I-3. Non-Interacting; Technical: setting up and operating a motion
;pict‘uré projector; tape recording a student presentation; constructing
bulletin boards

II-1, Interacting, Clerical: collecting milk money; operating -a class-
room library; making out forms for tardy pupils

I1.2. Interactin‘g. Monitorial: supcrvising a cafetéria; accompanying
children to an assembly; recess playground duty

I1-3. Interacting, Tutorial: helping a child locate a reference book;
drilling a child on his multiplication facts; working with a small
group during a. play rehearsal, ~

No matter what the task, it can be placed in one of the twoé major
groupings and one of the three categories within a group. At times'a
task may bridge two or thre¢ categories. For example, depending on
" how classroom attendanée is taken, .it could concexvably encompass all
‘three categories listed under INTERACTING.
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The taxonomy is an especially uscful tool in districts which are
in the early stage of paraprofossxonal planning, whcre the immediate

decision needed relates to whether the pa raprofessxonal role is conceived

narrowly- or: broadly. A School or district may cmphas1ze in its trammg
program cither Non-Intcractmg or Interacting ‘Tasks.
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BEHAVIORAL GOALS

The taxonomy is designed for use in training programs which have
a behavioral orientation. Each taskforWhich the paraprofessional is

to be trained is defined behaviorally, There are four steps in'the prepa-
ration of a task sheet. ‘

First, the specific task is stated behaviorally;
Sc¢cond, néeded skills, knowledge, and understanding are listed;

Third, training designs, methods, and materials for developing
the neéded skills, knowledge, and understanding are written, and

Fourth, the plan for evaluation is written.

Examples of the task sheets follow. They were prepared by
teacher-paraprofessmnal -administrator teams during trammg sessions
.conducted by the Paraprofessional Training Project. Each follows the
four-point plan-and each is written in behavioral terms. The sheets are
included not as perfect examples but rather as samples of the kind of
work practitionérs found useful for their purposes. Trainer teams are
urged to adapt these task sheets to suit their needs. Non-interacting

tasks and interacting tasks are included, and each category in both groups
is represénted, ’

With reference to the task sheets for the interacting category,
training in interpersonal relations is assumeéd.to be a prerequisite. A
detailed outline of such training is found in the Paraprofessional Trammg_
Model pp. 10-13 and alternative plans in Designing for Training in
Communication Skills and Conflict Résolution, both published by the
Paraprofessmnal Training Project. In addition as a model for training

in the interacting category, a serics of transparencies and a guide have

been prepared. The transparencies illustrate problems in lunchroom
monitoring (I-2). The guidé focuses specifically on how to use the trans-
parencies and gives a rationale for establishing positive interpersonal
relations in an effort to prevent déviant pupil behaviors,

~5-
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SPECIFIC TASK ANALYSES BY CATEGORIES:

N-1: Non-Interacting, Housekeeping ‘
N-2: Non-Interacting, Clerical.
N-3: Non-Interacting, Technical

I-1: Interacting, Cle¥ical
1-2: Interacting, Monitorial
= 1-3: Interacting, Tutor.
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‘N-1 NON-INTERACTING

HOUSEKEEPING

A,

Specific Task: Straightening roomi -t the end of the school day

‘N'ee.dme’&:’Skillés :KnoWIl‘edge. ai’x&i-Undétst,and‘iﬁg

1. A standard for classtoom housekeeping
2+ A routine for checkmg deficiencies:
3. A procedure for accomplishing goal

~ Training Procédures

1. Present-written statement at expectatmns for room. house-
keepmg.

2: Simulate room in disorder - uheven: shades, zmsph d

wastepaper- basket, désk askew, :supplies out of plac ..
3. Plan routine for checking what needs to be done.
4. Plan procedure for accomplishing goal:

Evaluation - Teacher Judgment and self-assessment of

Aparaprofes sional.
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N-2. NON-INTERACTING

CLERICAL

Specifi¢ task: Collectmg, recording and f111ng -absence notes.

A. Needed Skills, Knowledge, :and Understanding

Know form. of filing of notes. :
Know procedure of recordmg absences, -
Know school procedure. L
Know classroom procedure.

o N
L] * L N

[ e

B, ’Tr'_ainin”g’ Prbcé,dur'e'sv

1s Explam alphabet1ca1 f1hng system.

Explam absettee markmgs.

Written copies of $¢hool procedure

Written- -copies: of classroom procedure

Simulate and practice collectmg, recordmg, and filing,

R o

C. Evaluction - Teacher Judgment and selfsevaluation of ‘the
;para.professmnal o

°
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N-2 NON-INTERACTING
CLERICAL

Specific task Checking arithretic primary papers. smgle digit not

carrying add1tzon

Needed Skills, Knowledge, and Understanding

1. Know basic .addition skills.

2. Know the teacher's method in: teachmg

3. Know the teacher's method.of correctmg papers.

4. Ability to see and. inform: teache# of patterns of errors.
in children's papers -

5, Ability to print legibly, manuscript

6.

Ability to recognize: standards of chlldren‘s 1eg1b111ty

Training Procedure

l Review basice addition skills.

2. Present ‘written statement. of teachér's method for correcting
papers,.

3. Practice 7the<’";l";‘i}hg‘, model papers.

-'Evaluatmn - Paraprofesszonal corrects addition’ papers to
teache¥'s. sat1sfact10n in prescrxbed tlme.
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‘N-2. NON-INTERACTING

1 ‘CLERICAL , - | S
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A. Needed Skills, Knowledge, and Understanding

| I

1. Preparation of a ditto mastey
ki 2. Operation of ditto machiné
2 3. Skill of typmg
. 4, Forrmat of the task;

% d. Layout (spacmg)

- 5. ‘Locatmn of ma.tenals and machmes
- A 6 .Number of cop1es nééded:
u 7. Daté'and time needéd.

AL B. Training Proc edu'ré S

i‘ 1. Démonstration of preparatmn of a. d1tto master (HOW) ‘ 4
- supervmed : : A

2. 'Demonstratlon and practzce (supervzsed) in use of ditto

machine
. 3, Prefequisite for the job .
it : 4, Obtaining this information fiorn the teacher

a. Demonstration of layout and spacing
b Verbal explanatxon
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N-3
:3

6 Wntten d1rect1ons on a prepared form

EW;

C. ‘Evaluation - Dittos prepared by a. spec:ﬁc tlme to the teacher's
satxsfactlon.
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N-3 NON-INTERACTING
TECHNICAL.
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Specific task:: Operatmg a 16 MM Motion P1cture Projector RCA

I : 400
. ; j:“r
;L A. Needed Skills, Knov‘v”ljedge:; énd:tflnd‘erstian&ing:
n L Placerent of projector on.a 8turdy table or stand
e » ‘ 2. Removal of covering case and accessoriés
: — Speaker
E o b Reéls
P v 3. Moiunting reel afms A |
P 4. Identifying the eléctrical connection 3
§ L ' 4; Sound (speaker cable)

b, Plug insest - :
. ' 5. Focusmg initial adjustments
‘ a. Pro;ector - :on-.and off §witch:
b. Lamp - on and off switch
c. Distance between projector and screen
% 4 6. 'Threadmg of the movie projector’ V
= a; Place:an émpty reel on: the lower reel.arm, and.a
. ' reel of film on the upper-arm:

, b.. Examine-the film to See whether it is ready for
- \ threadmg.
c. - Check the rewxnd-operate lev‘ei' for the operate position.
' [} d: AdJust theé niimber of féet fiecessary to thfead the film,
e. Slide film under upper sprockét and rélease,
£ f: Openpicture gate:
‘ E : g. Form the lovier loop-of film. .
- - h. Run film 6ver guide rollér.
- i, Thread the film: to. the left of lower sprocket.
1 jo Run film: under snubber rollevr,
k. Insert end of the film: in the slot in thé hub of the lower
K reel.
%, L i 1. Rotate the reel clockwxse by hand to take up ﬁlm slack,

7. Operatmg the.movie projector

Turn amplifiet to the: ON ;position.
Turn on the motor..

Adjust the speed: selector for sound
Turn on the lamp.

LFocus the itnage and :¢co¥rect frame hne.

R RCINE

| AV S WSHEEK
(25




h-« P e !i

“A»
r—"‘“;\;

7. Opex‘ating; a movie projector (continued)
£. Adjust volumc and toné control,
g. ‘Tutn off Tamp,, volume, and niotor == after last
plcture. '
8. Rewmdmg the film
a. Brmg -end: of film from lower reel to the hub. of the
upper reel and attach.
b. Adjust the rewind-operaté lever to rewind.

¢. Turn on theé motor and let the progector rui until
the f11m s rewound

.....

a. Coil all cords and place ‘them in thé space provided
beéneath the pro_]ector. -
b. Dismantle the machine and put- the reel arms. cables,

and spare reel in. the positions provided for storage.
c. Retract:the t1lt1ng contiol.

d. Push the. Sprmg ‘belts into.the. pro_:ector.

Trammg Designs, Methods, and Matenals for Deve10pmg
the Needed Sk1lls, Knowledge, and Understandmg

L Matenals - Present to thé trainee:
as An operating view of the RCA 400 16 mm imotioi
;p1cture prOJector '
b. A listof knowledges necessary for performmg ‘the
task ]
c. An RCA400pro;ector

2. Use the operating viéw and the list to teach the trainee how

to set up, thread; operate, turn off, rewmd. and put away
the machine, Then 8ay; "You do it. '

Evaluation ~ The trainee: w111 set up, thread,. operate. turn

-off, rewind, and put away the machine in 15 minutes plus
the length- of. showing time for the film,

'5?1:24-}
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N-3 NON-INTERACTING
TECHNICAL

Specific task: Operating a DuKane miciromatic sound filmstrip. projector

A. Needed Skills; Knowledge, and Understasiding

31,

12,
13,

14.
15.
16.
117.

18,
19.

20..
21,

22.
23,
(2401

25,
260

[ I - }»%"t\r

Position ¢ase so wide aliminum trim is close to-the operator.
Release the case by pushing the: case haSps down..

Remove case from the projector by pulhng up onhandlé..
Push in on case rélease button; open like a su1tcase.

Place thé case in front of the: projéctor with the screen
facing the projector: (3 feet)

“Remove cord from carrying case compartment.

Plug poweér cord into. marked receptacle at the rear of the
prOJector.

~P1ug power cord into: an- electrical outlet. "ﬁS‘e adaptor if

neceéssary..

Lift turntable from storage slot..

Lift pick-up arm- from storage position and move towards
control panel V

Place turntable on turntable shaft. Push idler wheél undey
edge of turntable. Push turntable down until it seats,

Remove red needle. guard..

Tu#n volume control knob. clockwise to pos1t1on 2, (This
tufns -on pilot lamp, amphﬁer ‘and. phonorotor.. )

Allow 3 minutes for machine to warm up.

Set record player speed at 45 or: 33 1/3 ¥pm.

Adjust slide 1mage. :
Raise the pro_)ected image by tilting the projector With eleva-
tmg knob.

Push bottom of film carrier forward.

Check film. ‘The last frame on otitside of roll.

Place film in film ciip.

Pull film: from center over film guide.

Thread: filim into film carrier until it comes out bottom
of carner.

Push filim carrier back

Push rim of fraining knob in and rotate. it clockwise until
focus frame appears on screen.

Shatpen: focus.

Slide film under film take-up clip.

-13-
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27. Advanee film to proper frame for starting record.
28;, To atop pro&,ram, move: lever to hold p031t10n. To.

B. Trammg Desxgns, Methods and Matenals for Developing
the Needed Skills :

1. ‘Materials: Presént to the trdinee a list of knowledges:
that aré necessary for: perforrnmg the task..

2. Utilize athe 1ist as an outhne to operate the DuKane Pro-
jector.

3. A Dukaiie F11mstr1p PrOJector

.C. ' Evaluation

The trainée will set up and operate a DuKane Filmstrip Pro-

-14« - 7
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N-3 NON-INTERACTING
TECHNICAL

Specific task: Operating a. Califone Record Player, Model 1430, and
headsets

A; Needed Skills, Knowledge, and Understanding

1. Remove 1lid from case.
2: ‘Reimove power cord from.cord. Storage compartment.at
~ side of ¢ase:
3, Identify c¢lectrical connections:
4. Turh the power control to PAUSE position,
5. -Select correct needle and turatable speed for type of record:
played.
6; Place fecord on turntable and turn power switch to play.
7. Adjust volume and turh power switch off.
8. Distribute headsets. to children..
9. Seé that children have headsets comforta.bly ‘positioned.
10.. ‘Plug headsets: in jack box. -
11. Plug Jack into external speaker in record player.
12. Turn: power switch of record player to play.

B, Trammg Desxgns. Methods, and Materials for Developing
the Needed Skills, Knowledge, and Understandmg

1, Mater'ials Present to the tramee a list -of skxlls that are
- necessary for performing the task.

2, Use the‘_ list as an-outlineé to teach the knowledges to the

trainee. Show how to. operate. the machine. Then say,
"You do it. " '

C. Evaluation.

The trainee will set up and operate a record player and head-
sets in a limited time span (5 minutes).

-15- . 19
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o I-1 INTERACTING
It CLERICAL

| Specific task: Checking tardy students and writing out passes to
b

enter classroom according to school policy

A. Needed Skills, Knowledge, and Understanding

What is the school policy?
Which forms shoiild be used?

What information is found from the student to wr:.te on
forms 2

~ File the duplicate.

B: ‘Training Procedures

Written 8chool pohcy on tardiness

Loc¢ation of forms
Procediiré to write pass forms - dated and indexed

. Location o‘f file cabinet classified
Simulate ‘the activity/, -

C. Eva“matiqn

‘On site observation and: assessment

_:1_:6 -
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1-1 INTERACTING
CLERICAL

Specific task: Checking out books from the classroom library

A. 1. Recording data on'libfary cards
2. F11mg library cards in their. proper places:
3. Ptrocedure to follow for book renéwal:

B. Training Protedure
1. Remove the card from the book, set-date due stamp and ',
stamp-on. the: required line. l

2, File the cards:in alphabet1ca1 order behind the da.te -due
accordmp to. the author,

3. Teach rules for tenewal accordihg to: each teacher --.do
this acéording to-a prepared list,

Role play a typical library situation and have-.a teacher evaluation.

~17-
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iI-1 INTERACTING
CLERICAL
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1 } ‘ Specific task: Writing up an experience chart. for a pr1mary :student
as a step to. readmg

- A. Needed Skills, Knowledge, and Understanding
; 1. The correct pnmary prmtmg form necesga,;y
. 2. How to listen and rephrase the child's thoughts and .expres=
e sions
| o 3. How the child must reread this expenence ‘back to the’ o
" paraprofessional 3
p i
i B. Training Procedure
‘ H 1. Teach ""ball and:stick' method of printing by a Pprimary
B practicé sheet,
13 2. Give the paraprofessmnal a typmal pr1mary ch11d's experi=
j ence and have her recazd it.

3. Observe primary readmg ina master teacher's room and
] then practice inder hér direction.
j 4. Have the teacher play the part.of the studént and the parapio-
fessional apply the above training:

C. Evaluation - Teacher judgment and self-assessment of the
| J paraproféssiohal

e e v

T
fammoisen
F———

s

, ~18-

2
[A\)
Do

ha P e AR AN R e el e v M e e S SR ™ e o




I-2 INTERACTING :
MONITORIAL: -

Spec1f1c task: Monitoring a cafeteria in a manner sat1sfactory to-

building principal oi other- des1gnated respons1ble
person :

A, Needed:Skills, Knowlédge, and Understanding

Stindaids of caféteria behavior
Management. procedurés.

Reactmg to .emergency

Anticipating and preventing problems

S

B. Trammg De51gns, Methods, and Matérials for Developmg the
Needed Slulls, Knowledge, and. Understandmg

, pohcy statement.

g 2. Management - obtain the information concerning procedures
’ and routineés.

3. Emergencies = obtain infortnation; certificated person's
. location, $chool policies régarding first aid, etc.
4, Ant1c1pat1ng - eye comntact; circulation; position in the room;
observatmn

5 C. Evaluation

On-site observation; self assessment

-19-
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I-2. INTERACTING
MONITORIAL.

A. Needed Skills, Knowledge, and Understanding.

| ot
o

Auditing weékly milk order for each classroom
Locatiiig where the milk is stored

_Auditing current. milk list for the week
Collecting, -cotinting, and banking:money

gl i O

B. Training Procedure

, pt
L 3

Study models of weckly mijlk ordes
. Observation of milk storage location
. Simulate distribution with papeér Containers.

w N e

C. Evaluation

Milk money and distribution of milk acéomplished to principal's
satisfaction -- don-site observation.

<20~
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I-2 INTERACTING
MONITORIAL

Specific task: Paraprofessional assisting the héalth team in adminis-

tering vaccine shots to-the children

A. Needed Skills, Knowledge and Under‘sfé;iding‘,

Knowledge of form 80E -+ Health Record
Knowledge of behavior to put children at-ease
Knowledge of routing procedurés

Reaction to emérgericy

Proper disposal-of used materials

.

(S VU SR

B. Training Procedure

1. Form 80E - Familiar with fotm for ¢correct entry
2. Practice éntéring - 'Stamp provided by the Health Departmeént
3. Practice procedirés: Rolling up child's sleeve
: Application of cotton:to the arm
4. Emergency procedures: Taking childrén to fountain (wash-
‘ room) for a drink

7 Call parent (with permissioi).

5. Disposal: Place cotton in paper bags for burning.
Place all syringes in separate container,

C. Evaluation

On-site observation Judgment of principal
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1-2 INTERACTING

' MONITORIAL.

.:Speciﬁ’c task: Distributing and collecting supplies arid ‘materials
- - A, Neéded Skills, Knowledge and Understanding
1. A procedure for distributing and collecting materials

2. A system for accounting for materials distributéd
3. Safety factors in-distributing materials

; B, Training Procedures

1. Practice distributing and collecting supplies and materials
2.. Discussion concerning :safety factors involved:

% C. Evaluation

. Teacher judgment and self<assessment of paraprofessional.

-22-
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1-3 INTERACTING
TUTORIAL

Specific task: Agsisting children with manuscFipt writing

A: Needed Skills, Knowledge and Understanding

1. Ability to.demonstrate leg1ble anuscript
2, Ablhty to-observe- puplls problems in writing
3, Ability to correct pup11's performance

B. Training Désigns, Methods and Mé.teriais for Developing the
Needed Skills

l. Group members will demonstrate theit ability to write in
manuscrlpt by part1c1patmg in a timed exercise.

*#2, Membérs will be provided with practice instrurments to
develop. the needed :$kills,

3. Achievement will be determinéd by a post-test.

C. Evaluation

1. Trainetr's Judgment )
2. Speed and Accuracy - four miniites timed exercise

*The practice instruments are taken from:

Let's Write Manuscript - Book 1
Hayes School Publishing Company, Inc.
Wilkinsburg, Pennsylvania

(Price $3. 50)

-23a
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I .3 INTERACTING
TUTORIAL

'E-u«:f&éa)

Specific task: Playing the Radio Game

[ ] A. Néeded Skills, K’r_xb\i\iledgé, and -Undersfaﬁding:

i. ‘Knowledgc of letters to be Feviewéd or vocabulary words.
to bé reviewed
I 2. Undetstanding of reinforcement of thmgs already taught
by means of games ~

{ 3. Knowledge of the game (Thm game woiild be played with

- a small group, Theé alphabet cards (or words) would be |
= given to the children of the -class., “Then. the teacher or in
1 } student calls them in with the words '"Calling A, calling

A."" The pupil with the card VA" replies, "A reportmg,
- A reportmg" and gives up the ca#d: )

B. Training Procedureés

Wiritten éxplanation of the game procedures.
Inventory of the woid or letter cards
Creation of a makeshift mictophone

Practice presentation of the game (role-play)

e y»hrhw

C. Ewaluation

S Teacher's judgment and self-assessment of the paraprofessional

PRNTONGPV v
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1-3 INTERACTING
TUTORIAL . -

Specific task: Drill a child-on short vowel "A. "

Al

Needed Skills, Knowledge, and Understanding

1. Knowledge of long vowels
2. Knowledge of .short vowels

Training Procedures

1. Use vowel card and flash card "A'" for drilling.

2. Hold up card to-be mastered giving students the sound.

3. Have class repeat in unison-and thén individually until
vowel is mastered, )

Begin to-usé "word-cards''containing vowel "A," first in

unison and: finally individually.

4.

Evaluation

Each.child is able to read-each word card shown in 30 minute
period.

25
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I-3 INTERACTING
TUTORIAL

Specific task: Helping a pupil to use guide words in a di‘ctio’nagy

A. Needed Skills; Knowledge, and Understanding

1. Know corréct alphabetical order.
2. Know what guide words are and how to use them.
3. Know where guide words are located on a dictionary page.

B. Training Procedure

1. Provide list of words.in alphabetical order:

2. Practice putting words in alphabétical ordet,

3. Use dictionary to eniphasize arrangement of words in alpha-
bétical .order..

4, Study onc page of dictionary to know placement of guide words
as entry words.

5. Practice to find out how much faster words can be found by
using guide words.

C. Evaluation
The paraprofessional is given two guide words and a list of other

words. She will be ableé to indicate in five minutes which words
would be found on a given page in the dictionary.

30

J O

R

s e e AMICTAAN st &
er > * "



- "
v moeap e doe A

| N e  p—

1:3 INTERACTING

TUTORIAL .

Specific task: Help students find material for English assignment in.
Instructional Materials: Center.

A. Needed Skills, Knowledge, and Undeérstanding
1. How to identify English material séction

2. How to identify subJect matter -- poetry

3. How to identify English Literature and American Literature
poetry area

B. Training Procedures
1. Provide observation and practice in library..

2, Simulate English.assignments..

C. Evaluation - Judgment of librarian
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1-3 INTERACTING

TUTORIAL

Specific task: Hélping a-child to give verbal responses to questions

A. Needed Skills, Knowledge, and Understanding

C.

1. How to ask questions which cannot.be answereéd non-
verbally

2. How to ask provocative questmns to get verbal responses

3. ‘How to deal with and accept nonveérbal reSponses

4, How t6 maintain p051t1ve attitude, pa.t1ence, acceptance,
tolerance for nonverbal child

5. How to anticipate solution for nonverbal answer

Training Procedures

1. Provide some written materials with discussion about
characteristi¢cs of nonverbal child,

2. Role play situations with teachers and paraprofessionals..

3. Practice in asking questions which will get verbal responses.

4. Practice in appropriate vocabulary - using many other
terms fo¥ same question - Yephrasing - probing.

Evaluation - Judgment of the teacher

-28- 38

oy e o v by bbb b oo B
P
P “ . - R

&y B ey




o
H

proe

! i

i

¥

F h
‘w«{i

—

[}

1-3 INTERACTING . "
TUTORIAL : ‘

Specific task: Working with children to set and clean-up breakfast table

A, Needed Skills, Knowledge, and Understanding

1. ‘Give sirmple, specific direitions for one task at a time.

2, Understand capability of child--urging him to do what he
can. do;

3.. Accept child's limitationis and not expect perfection,

4, Know location of Supplies:

5

. Know routines in order of sequence.

B. Training Procedure

Inverntory of supphes
Discussions about routines.
Problems anticipation--give e'x'amples'

b

C. Evaluation - On-site observation

‘Teacher demonstrations followed by paraprofessmnal practice:
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N-3 INTERACTING

TUTORIAL

Specific task: Helping students use filmstrips and records

A. Needed Skills, Knowledge, and Understanding

1.
2.

Attitudinal development
Technical skills

B. Training Procedures

1'

Demonstrate use of filmstrips.

a.

C.

f.

The filmstrip should be carefully removed from the
container. It should be held by the edges, and the
fingers should not be placed directly on the pictures.
Check the title of the filmstrip with the label on the
container,

Unroll a portion of the filmstrip and insert into the
bottom of the viewcr. (Check to make sure the begin-
ning part of the filmstrip is inserted first. )

Focus the viewer and turn one frame at a time., (Do
not pull the filmstrip through the viewer by either
end. )

When finished, carefully reroll the filmstrip and place
in the container with the same title,

Report any damaged filmstrips to the person at the
circulation desk.

Demonstrate use of records.

a.

The record should be carefully removed from the con-
tainer. Hold the record by the edges. (Fingers should
not be placed on the grooves. )

The record should be carefully placed on the phonograph.
The amplifier should be turned on and allowed to warm
up. The correct speed should be selected before the
arm is placed on the record.

The arm should be carefully placed by the margin of
the record.

After the record is completed, turn the phonograph off
(motor and amplifier)., Carefully remove the arm
from the record and firmly secure the arm to the clip.

-30-
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C.

¢. Remove the record from the phonograph and place
in the correct container.

f. Again....check to make sure the phonograph is
turned off (motor and amplifier).

Evaluation - Teacher judgment and self-assessment of the
paraprofessional,
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