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Responsibilities:   
 

●​ Coordinate and facilitate all annual review, reevaluation, manifestation determination, 
and other required Committee on Special Education (CSE) meetings for students in 
grades K–12. 

●​ Assist in the day-to-day management and operation of the district-wide Committee on 
Special Education functions. 

●​ Ensure compliance with the Individuals with Disabilities Education Act (IDEA), New 
York State Education Department (NYSED) Part 200 and Part 201 Regulations, Section 
504 (as applicable), and all federal and state special education requirements. 

●​ Maintain compliance with state reporting requirements, including the New York State 
Special Education State Performance Plan (SPP) indicators and other required data 
submissions. 

●​ Chair Committee on Special Education meetings and facilitate collaborative, 
student-centered decision-making focused on each student's individual needs and 
placement in the least restrictive environment (LRE). 

●​ Review evaluations and student data to support eligibility determinations, program 
recommendations, and appropriate special education services. 

●​ Monitor the implementation of Individualized Education Programs (IEPs) to ensure 
services are delivered with fidelity and in accordance with legal requirements. 

●​ Provide guidance, coaching, and technical assistance to special education teachers, 
related service providers, and administrators regarding special education processes, 
compliance, and best practices in IEP development. 

●​ Support the development of high-quality, standards-based IEPs that align with students' 
strengths, needs, measurable goals, accommodations, and transition planning. 

●​ Monitor the quality and effectiveness of special education programs and services through 
classroom observations, data review, and collaboration with instructional staff. 

●​ Collaborate with principals, assistant principals, school psychologists, related service 
providers, and the Pupil Personnel Services administrative team to ensure coordinated 
service delivery. 

●​ Foster positive partnerships with families by providing ongoing communication, 
facilitating problem-solving, and ensuring meaningful participation in the special 
education process. 

●​ Coordinate with outside agencies, community providers, and school personnel to support 
students with disabilities and ensure continuity of services. 



●​ Assist in planning and delivering professional learning opportunities related to special 
education regulations, instructional practices, behavioral supports, and compliance 
requirements. 

●​ Maintain accurate records and documentation related to CSE processes, timelines, and 
due process requirements. 

●​ Analyze student and program data to identify trends, inform decision-making, and 
support continuous improvement of special education services. 

●​ Demonstrate strong organizational, interpersonal, leadership, and communication skills 
while maintaining confidentiality and professionalism. 

●​ Perform other duties as assigned by the Director of Pupil Personnel Services. 
 
 
Qualifications: 
 

●​ Minimum of five years of special education experience. 
●​ Experience with chairing CSE meetings. 
●​ Valid NYS Special Education or Psychology certification preferred. 
●​ Strong knowledge of IDEA, NYS regulations, and expertise in supporting students with 

diverse needs.   


