
The Delores Taylor Arthur School for Young Men

Special Education Coordinator - Job Description

Reports to: President/CEO

Ensures Academic Progress
• Advocates for special education students and staff
• Oversees delivery of both instruction and related services as
stipulated on individualized education programs (IEPs) to ensure
an integrated service delivery system

• Collaborates with school leaders to develop and implement a
schoolwide special education adequate yearly progress (AYP) plan

• Develops and implements a special-education-specific
performance management tracking system

• Serves as a link between school leader and special education
teachers/case managers

• Monitors service delivery in inclusion classes and resource
settings

• Reviews all IEPs to ensure that they are based on quantitative
present levels of performance, curriculum standards, and content
and that they are relevant for individual student

• Stays abreast of best practices
• Recommends strategies to enhance special education performance
on standardized tests

• Ensures cooperative relationships with general education staff

Supports IEP Process
• Chairs initial eligibility/IEP conferences and adheres to eligibility
categories and guidelines
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• Monitors and supports IEP meetings chaired by teachers/case
managers

• Promotes positive parent relationships and intercedes in complex
cases

• Monitors teacher/case manager notifications to parents
• Collaborates with contract evaluators to ensure timely receipt of
reports

• Takes comprehensive meeting notes at initial IEP meetings and
monitors notes taken by teacher/case managers, records dissenting
opinions, and follows eligibility criteria and guidelines

Drives Compliance
• Ensures that special education staff abide by the Individuals with
Disabilities Education Act (IDEA) and state and local special
education regulations

• Ensures that special education teachers maintain compliance and
monitors academic tracking system

• Oversees the compliance of special education files
• Coordinates staff development/training in collaboration with
school leaders

• Maintains shared schoolwide calendar of annual. Triennial review.
30-day review, and initial eligibility/IEP meetings to monitor
timeline compliance

• Provides monthly reports to school leaders


