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District School Board of Indian River County, Florida 

6500 ‐ 57th Street, Vero Beach, FL 32967 

 
It is hereby advised that if a person decides to appeal any decision made by the Board with respect to any matter considered at 
this meeting, he/she will need to ensure that a verbatim record is made that includes the testimony and evidence upon which 
the appeal is to be made. 
 

INVOCATION: Shortly before the opening gavel that officially begins a School Board meeting, the Chairman will introduce the 

Invocation Speaker.  No person in attendance is or shall be required to participate in this observance and the personal decision 
of each person regarding participation will have no impact on his or her right to actively participate in the School Board’s business 
meeting. 

 

Date:  May 3, 2016 

Time:  12:00 noon 

Room:  Teacher Education Center (TEC) 

 

Special Business Meeting Agenda 

 

I. CALL MEETING TO ORDER 

 

II. ACTION AGENDA 

A.  Approval to Terminate Instructional Employee, Xiomara Deluke – Dr. Fritz 

1. The Superintendent recommends termination of instructional employee, Xiomara 

Deluke.    The  employee  has  requested  a  hearing  to  contest  the  termination 

recommendation.  Copies of the Superintendent’s Charging Letter and the letter 

from the employee’s attorney requesting a hearing are attached to this agenda 

item.  Therefore, the Superintendent’s interim recommendation is to suspend the 

employee, without pay, pending the outcome of the requested hearing.  

2. The Superintendent also requests that the School Board determine who will hear 

the matter, either the School Board or an Administrative Hearing Officer assigned 

by the Division of Administrative Hearings.  The School Board has the discretion to 

hear the case itself, or refer the case to the Division of Administrative Hearings. 

3. In the event the School Board determines it will hear the termination hearing, a 

date for the hearing will also need to be set.  The hearing must be held within 60 

days of the employee’s request, or June 20, 2016.  Of course, if the parties (the 

Superintendent and the employee) agree, the deadline to hold the hearing can be 

extended.    In  the event  the Division of Administrative Hearings will handle  the 

case, the date of the hearing will be set by that agency. 

Superintendent recommends approval.  

 

B.  Approval of 2016‐2017 Organization Chart – Dr. Rendell 

Attached  is  the  proposed  2016‐2017  Organization  Chart.    Superintendent 

recommended approval. 
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C.  Approval of Revised Job Descriptions – Dr. Fritz 

This  request  is  for  approval  of  revised  job  descriptions  for  Executive  Director  of 
Student Services and the Director of Exceptional Student Education.  (Job descriptions 
will be available prior to the meeting.)  Superintendent recommends approval. 

 

III. ADJOURNMENT 

 

Any invocation that may be offered before the official start of the School Board business meeting is and shall be the 

voluntary offering of a private citizen to and for the benefit of the School Board pursuant to Resolution #2015‐08.  

The views and beliefs expressed by the Invocation Speaker have not been previously reviewed or approved by the 

School Board and do not necessarily represent their individual religious beliefs, nor are the views or beliefs expressed 

intended to express allegiance to or preference for any particular religion, denomination, faith, creed, or belief by 

the School Board.  No person in attendance at this meeting is or shall be required to participate in any invocation 

and such decision whether or not to participate will have no impact on his or her right to actively participate in the 

public meeting. 

Anyone who needs a special accommodation may contact the School District’s American Disabilities Act Coordinator 

at 564‐3175 (TTY 564‐8507) at least 48‐hours in advance of the meeting.  NOTE: Changes and amendments to the 

agenda can occur prior to the meeting.  All business meetings will be held in the Teacher Education Center (TEC) 

located in the J.A. Thompson Administrative Center at 6500 – 57th Street, Vero Beach, Fl 32967, unless otherwise 

specified.   Meetings may broadcast  live on Comcast/Xfinity Ch. 28, AT&T Uverse Ch. 99, and the School District’s 

website stream; and may be replayed on Tuesdays and Thursdays at the time of the original meeting.  For a schedule, 

please visit the District’s website at www.indianriverschools.org/iretv.  The agenda can be accessed by Internet at 

http://www.indianriverschools.org. 



School District of Indian River County 
6500 57fu Street• Vero Beach, Florida, 32967 •Telephone: 772-564-3000 •Fax: 772-569-0424 

Mark J. Rendell, Ed.D. - Superintendent 

CHARGING LETTER 
April 18, 2016 
Ms. Xiomara Deluke 
956 23rd Avenue 
Vero Beach, Florida 32960 

VIA: Hand Delivery 

Dear Ms. Deluke: 

This letter charges you with acts or the failure to act when you had a duty to act as an 
employee of the School District of Indian River County, Florida ("the District"). These acts 
or omissions disqualify you from being employed with the District and constitute just 
cause for you to be terminated from your position with the District. This correspondence 
will give you notice of the procedures that will be followed to terminate your employment 
and of your right to a hearing. 

I will recommend at the School Board meeting on May 3, 2016, that your employment 
with the District be terminated. The School Board meeting will be held at the offices of 
the School Board of Indian River County, 6500 57th Street, Vero Beach, Florida, and the 
meeting commences at 12:00 p.m. 

You have a right to a hearing as provided in School Board Policy 3140 and in Florida 
Statute Section 1012.33(6)(a). If you want a hearing to challenge your recommended 
termination then you must make a written request for a hearing by delivering a copy of 
the written request to the Superintendent on or before 11 :30 a.m. on May 3, 2016. The 
Superintendent's office is located at the School Board offices, 6500 5?th Street, Vero 
Beach, Florida. 

If you timely request a hearing prior to the deadline, then I will recommend that you be 
suspended without pay until the hearing process is completed. If you timely request a 
hearing in writing, a hearing will be held pursuant to the Florida Administrative Procedures 
Act, as set forth in Chapter 120, Florida Statutes, in Florida Statute Section 1012.33 and 
School Board Policies. This hearing will be either before the School Board or an 
administrative law judge assigned by the Florida Division of Administrative Hearings, at 
the election of the School Board. If you do riot timely request a hearing, the School Board 
will consider my recommendation for termination to take effect immediately. 

"Educate and inspire every student to be successful" 

Shawn R. Frost • Dale Simchick • Matthew McCain • Charles G. Searcy • Claudia Jimenez 
District 1 District 2 District 3 District 4 District 5 

"To serve all students with excellence" 
Equal Opportunity Educator and Employer 



My recommendation that you be discharged from employment is based on the fact that 
your acts or omissions disqualify you from being employed in the District and provide just 
cause for terminating your employment in that 

On February 23, 2016 and April 6, 2016 you were instructed not to retaliate or to 
take any action that showed favor or disfavor toward any person who you 
perceived to have been involved in your disciplinary actions. However, you 
disregarded these instructions and contacted the parent of a student who was 
questioned concerning your classroom to ask why the student was called to the 
office. Your actions, by contacting the parent, was retaliatory, caused great mental 
harm and embarrassment to the student who was questioned. 

By your actions, you violated Board Policy 5517.01 and it states, "Retaliation 
against any person who reports, is thought to have reported, files a complaint, or 
otherwise participates in an investigation or inquiry related to a complaint of 
aggressive behavior and/or bullying is prohibited. Such retaliation shall be 
considered a serious violation of Board policy and independent of whether a 
complaint is substantiated." 

Additionally, causing mental harm and embarrassment to the student who was 
called to the office is a violation of Board Policy 3210 and the Principles of 
Professional Conduct 6A-10.081(3)(a) which require that you, "Shall make 
reasonable effort to protect the student from conditions harmful to learning and/or 
the student's mental and/or physical health and/or safety [and you] shall not 
intentionally expose a student to unnecessary embarrassment or disparagement." 

Your gross insubordination by not following the instructions to not retaliate given 
to you on February 23 and April 6, 2016, was a violation of Board Policy 3140. 

The above violations constitute misconduct in office as that phrase is defined in rule 6A-
5.056, Florida Administrative Code; a violation of the Principles of Professional Conduct 
for the Education Profession in Florida as adopted in Rule 6A-10.081(3), Florida 
Administrative Code; a violation of Board Policy 5517.01; retaliation against any person 
who files a complaint; a violation of Board Policy 321 O; causing mental harm and 
embarrassment to a student; and a violation of Board Policy 3140; gross insubordination. 

You have the right to obtain representation of your choice to assist you if you should 
desire representation. If you take no action or fail to timely request a hearing in writing, 
then the School Board will act on my recommendation to terminate your employment at 
the May 3, 2016 School Board meeting. 



If you have any questions concerning this matter or the procedures that are being followed 
regarding my recommendation that your employment be terminated, please contact 
School Board Attorney Suzann~ D'Agresta at the law offices of Garganese, Weiss & 
D'Agresta, P.A., 111 North Orange Avenue, Suite 2000, P.O. Box 2873, Orlando, Florida 
32802, or call Mrs. D'Agresta at (407) 425-9566, or have your attorney or other 
representative contact Mrs. D'Agresta. 

Sincerely, 

~~ 
Superintendent 

Cc: William Fritz, PhD, Assistant Superintendent of Human Resources 
Roxanne Decker, Principal, Gifford Middle Schools 
Suzanne D'Agresta, School Board Attorney 



LAW- OFFICE OF ,-fHOMAS JOHNSON, P.A. 

rHOMAS L. JOHNSON 
NICHOLAS A. CA.GGIA 

April 21, 2016 

ATTORNEYS AT LAW 

VIA FACSIMlLl~ ONl,Y (77:Z-564-3qS} 

Dr. Mark J. Rendell 
Superintendant 
The School District oflndian River County 
1990 25th Street 
Vero Beach, Florida 32960 

RE; Xiomara Deluke 

Dear Superintendent Rendell, 

5·10 VONDERBURG Of>tlVE. SUITE 3(~.J 
BRANDON, FL01ilDfl 3'.'1511 

(8 13) 654-7<:72 
FAX (8"13) 602-7444 

Please be advised that this law firm has been retained to represent Xiomara Deluke in the 
following 3 cases. Five day suspension referenced in the letter dated February 25, 2016 signed by 
Mark Rendell, Seven day suspension referenced in the letter dated April 6, 2016 signed by Mark 
Rendell, and recmumending termination at the May 3, 2016 School Board meeting signed by 
Marl<. Rendell. Accordingly, aH communications regarding these matters should be directed to 
attorney Nich61as Caggia. Mr. Caggla's contact information follows. 

Nicholas Caggia 
Law Office of Thomas Johnson, P.A. 
510 Vanderburg Drive, Suite 309 
Brandon, FL 33511 
Tel. 813-654-7272 
Fax 813-662-7444 

Should any adverse employment actions be taken on the following cases listed above. Ms. Deluke 
requests a hearing conducted by an administrative law judge appointed by the Division of 
Administrative Hearings pursuant to Chapter 120.569 and 120.57. Fla. Stat. Nothing in this 
communication shall be construed as a waiver of any rights, causes of actions. or claims. 

Sincerely> · 

~~~~ 
Paralegal 

cc: Pam Cooper, Esq. 
Xiomara Deluke 
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Revised 07/28/09 

Revised 05/03/16 

 

 

SCHOOL DISTRICT OF INDIAN RIVER COUNTY 
EXECUTIVE DIRECTOR OF EXCEPTIONAL STUDENT EDUCATION AND 

STUDENT SERVICES 

JOB DESCRIPTION 
 

QUALIFICATIONS: 

(1) Master’s degree in Educational Leadership or related field from an accredited 

educational institution. 

(2) Certification in Educational Leadership and in one or more areas of exceptional student 

education. 

(3) Two (2) years Administrative and/or leadership role experiencee, and .three (3) years 

teaching experience in exceptional student education. 

(4) Three (3) years Tteaching experience in exceptional student education. 

(5) Seven (7) years of successful experience in education to include three (3) years teaching 

exceptional students and at least two (2) years in leadership roles in public education. 

(6)(4) Satisfactory criminal background check and drug screening. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of innovative practices and current trends in exceptional education.  Knowledge of 

issues related to exceptional education curriculum and instructional techniques.  Knowledge of 

rules, regulations, statutes, policies, special programs and procedures affecting disabled 

individuals (IDEA, Section 504, ADA) on a federal, state and local level.  Knowledge of litigation 

affecting disabled individuals.  Knowledge of computerized student database systems (FTE 

reports, suspension information and student records).  Ability to provide consultation and advice 

to teachers, parents, and district staff on exceptional education policies and procedures, rules, 

regulations and laws.  Ability to organize and direct meetings related to exceptional education at 

all levels in the district and schools; to provide conflict resolutions pertaining to critical issues at 

exceptional education staffings, pre-expulsion meetings and educational planning conferences.  

Ability to communicate, plan and disseminate precise exceptional education strategies and 

related information.   

 

REPORTS TO:  

Assistant Superintendent for Curriculum and InstructionExecutive Director of Student Services 

 

JOB GOAL 

To promote success of all students and colleagues by facilitating and implementing 

programs and support systems which are conducive to student learning, aeffective 

education, differentiated student support and exceptional student education and staff 

professional growth. 

 
SUPERVISES: 

Administrative, Instructional, and Support Personnel 
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PERFORMANCE RESPONSIBILITIES: 

Service Delivery 

*(1) Direct, plan, implement and evaluate all exceptional student education and student 

service programs. 

*(2)*(1) Ensure all exceptional students receive an appropriate education and their 

parents/guardians have been informed of the student’s recommended educational 

placement and of their due process rights. 

*(3)*(2) Review the recommendations of the evaluating specialists and the staffing committee. 

*(4)*(3) Determine student eligibility for special programs as defined in State Board of Education 

regulations and the Indian River County Procedures of Exceptional Student Education. 

*(5)*(4) Inform, in writing, the appropriate school principal of the student’s eligibility for a 

special program. 

*(6)*(5) Direct, coordinate and monitor the implementation of Section 504 of the Rehabilitation 

Act. 

*(7)*(6) Direct, coordinate and monitor the implementation of the Americans with Disabilities 

Act (ADA). 

*(8)*(7) Coordinate the development, implementation and evaluation of exceptional student 

education curriculum. 

*(9)*(8) Interface goals with the Exceptional Student Education (ESE) Strategic Plan, ESE Parent 

Advisory Council/School Improvement Plans and Florida Comprehensive Assessment 

Test (FCAT) initiatives.statewide standardized test initiatives. 

*(10)*(9) Certify FCAT waivers for ESE statewide standardized tests. 

*(11)*(10) Provide leadership to schools for identifying and working with district and 

service agency personnel to meet students’ needs. 

*(12)*(11) Analyze reviews and recommend how program delivery services will affect 

annual FTE projections. 

*(13)*(12) Review and provide leadership in ESE and student services projects and grants. 

*(14)*(13) Develop, coordinate and implement services, including but not limited to 

Medicaid. 

*(15)*(14) Serve as Exceptional Student Education Due Process Coordinator. 

*(16)*(15) Complete all legal ESE and student service staff work and research for litigation 

in due process hearings, Department of Education (DOE) and Office of Civil Rights 

(OCR) complaints and court proceedings. 

*(17)*(16) Investigate/analyze parent complaints to determine appropriate action/strategies. 

*(18) Investigate and monitor OCR and Equal Employment Opportunity Commission (EEOC) 

complaints. 

*(19)*(17) Provide technical assistance with the Americans with Disabilities Act (ADA) 

along with its Transition Plan. 

*(20)*(18) Assist in the development of ADA Accommodation Plans. 

*(21)*(19) Supervise and direct the diagnosis of students’ individual problems and 

psychological testing including monitoring for procedural compliance. 

*(22)*(20) Coordinate and monitor all ESE and student services cooperative agreements 

and contracts. 

*(23)*(21) Coordinate activities with Florida Diagnostic Learning Resource Center. 
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*(24)*(22) Recruit and assist in interviewing all exceptional student education and student 

services staff. 

*(25)*(23) Monitor data from student referral to eligibility for special programs. 

*(26)*(24) Develop and initiate survey programs for continuous identification of 

exceptional children. 

*(27) Compile, maintain and file all reports, records and other documents legally required or 

administratively useful as related to ESE and/or student services.. 

*(28)*(25) Evaluate the curriculum of exceptional education programs in terms of 

individual students’ needs and achievements. 

*(29)*(26) Monitor the development of Individual Education Plans (IEPs). 

*(30) Make recommendations on design, furnishing, equipment and location of new 

exceptional education and student services facilities. 

*(31) Develop, implement and evaluate all federal programs in the ESE and student services 

programs. 

*(32)*(27) Provide parent training opportunities. 

*(33)*(28) Oversee the implementation of the records management system for the district 

for ESE. 

*(34)*(29) Oversee the records retention process in the district for ESE. 

Inter/Intra-Agency Communication and Delivery 

*(35)*(30) Collaborate and provide leadership as well as technical assistance for 

administrators and other personnel in all areas of exceptional education and student 

services. 

*(36) Keep Superintendent and Assistant Superintendent for Curriculum & Instruction 

informed of issues, concerns and mandates and provide guidance and information to the 

School Board. 

*(37)*(31) Coordinate program planning involving appropriate district and school level 

personnel, parents, agencies and community representatives. 

*(38)*(32) Assist guidance counselors and other designated school personnel in screening, 

evaluating, staffing and placement procedures of all ESE students. 

*(39)*(33) Serve as liaison with the community, advisory and parent groups. 

*(40)*(34) Respond to inquiries and concerns in a timely manner. 

*(41) Serve on district, state or community councils or committees as assigned or appropriate. 

*(42) Provide oversight and direction for cooperative planning with other agencies. 

*(43)*(35) Assist in the interpretation of programs, philosophy and policies of the district to 

staff, students, parents and the community. 

*(44)*(36) Work closely with district and school staffs to support school improvement 

initiatives and processes. 

Professional Growth and Improvement 

*(45) Conduct ESE and student services research on pertinent issues and inform district and 

school personnel of information. 

*(46) Keep informed of legal requirements governing exceptional student education and 

student services and stay current on other issues such as Family Educational Rights and 

Privacy Act (FERPA). 

*(47)*(37) Maintain a network of peer contacts through professional organizations. 
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*(48)*(38) Keep informed and disseminate information about current research, trends and 

best practices in area of responsibility. 

*(49)*(39) Provide leadership in the development, implementation and evaluation of staff 

development activities for exceptional student education and student services. 

*(50)*(40) Attend training sessions, conferences and workshops as assigned to keep abreast 

of current practices, programs and legal issues. 

Systemic Functions 

*(51) Recommend policies and procedures for student services and ESE. 

*(52)*(41) Develop district plan for exceptional education. 

*(53) Schedule and prepare required contracts, projects and reports for School Board approval. 

*(54) Review FTE information on all ESE and student services programs. 

*(55)*(42) Represent the district in a positive and professional manner. 

*(56)*(43) Supervise assigned personnel, conduct annual performance appraisals and make 

recommendations for appropriate employment actions. 

*(57)*(44) Prepare or assist in the preparation of all required reports and maintain all 

appropriate records. 

*(58)*(45) Develop annual Demonstrate support for the school district and its goals and 

objectives consistent with and in support of district goals and priorities. 

Leadership and Strategic Orientation 

*(59) Provide leadership in establishing new programs and developing improved 

understanding in existing ESE programs. 

*(60)*(46) Provide leadership and guidance in the development of annual goals and 

objectives for assigned department or program. 

*(61)*(47) Assist in implementing the district’s goals and strategic commitment. 

*(62)*(48) Exercise proactive leadership in promoting the vision and mission of the district. 

*(63)*(49) Set high standards and expectations and promote professional growth for self 

and others. 

*(64)*(50) Utilize appropriate strategies and problem-solving tools to make decisions 

regarding, planning, utilization of funds, delivery of services and evaluation of services 

provided. 

*(65)*(51) Demonstrate initiative in identifying potential problems or opportunities for 

improvement and take appropriate action. 

*(66)*(52) Use appropriate styles and methods to motivate, gain commitment and facilitate 

task accomplishment. 

Perform other tasks consistent with the goals and objectives of this position. 

 
*Essential Performance Responsibilities 

 

PHYSICAL REQUIREMENTS: 

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as 

frequently as needed to move objects. 

 

Job Description Supplement 11 

 

TERMS OF EMPLOYMENT: 
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Adminstrative Pay Grade   IV ADM III ADM VII 244 250 days worked 

per year (12 months)  

 

EVALUATION: 

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on 

evaluation of personnel. 

 

Page 5 of 9 Action C - 5/3/2016



63 

©EMCS  Board Approved:  4/25/06 

 Revised:  5/3/16 

 

 

SCHOOL DISTRICT OF INDIAN RIVER COUNTY 
EXECUTIVE DIRECTOR OF STUDENT SERVICES 

JOB DESCRIPTION 

 
QUALIFICATIONS: 

(1) Master’s degree in Educational Leadership or related field from an accredited 

educational institution. 

(2) Certification in Educational Leadership, Administration and Supervision, School 

Principal, Professional School Principal or related field and at least one area of student 

services. 

(3) Five (5) years of successful teaching and/or administrative experience. 

(4) Satisfactory criminal background check and drug screening. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of Florida State Sunshine Standards.  Knowledge of effective schools concepts and 

principles.  Knowledge of Total Quality Management and its significance for continuous quality 

improvement in education.  Knowledge of state-of-the-art research and best practices in areas of 

responsibility.  Knowledge of statutory and regulatory requirements in areas of responsibility.  

Knowledge of computerized student database systems (FTE reports, suspension information and 

student records. Ability to operate a computer and audio-visual equipment.  Ability to supervise 

people.  Ability to plan and present information to the public.  Ability to organize and direct 

meetings related to student services at all levels in the district and schools. Ability to make 

decisions based on relevant information.  Ability to provide consultation and advice to teachers, 

parents, and district staff on student services policies and procedures, rules, regulations and laws. 

Ability to communicate, plan and disseminate precise student services strategies and related 

information.  Ability to understand the Course Code Directory and Florida Statutes related to 

curriculum requirements.  Understanding of the Student Progression Plan.  Ability to balance 

several job functions at one time and work under a heavy workload.  Ability to work 

cooperatively with other departments and agencies.  Good interpersonal and communications 

skills.  Ability to analyze statistical data for trends and standard performance in various 

programs and to develop strategies for improvement.  Ability to represent the district at state and 

regional functions.   

 

REPORTS TO:  

Executive Director of Exceptional Student Education and Student ServicesAssistant 

Superintendent for Curriculum and Instruction 

 

JOB GOAL 

To administer a continuum of comprehensive student services including psychological, 

health, attendance, and guidance, and exceptional student education. 

 
SUPERVISES: 

Assigned Personnel: Administrative, Instructional, and Support Personnel 
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EXECUTIVE DIRECTOR OF STUDENT SERVICES (Continued) 

 

©EMCS 

PERFORMANCE RESPONSIBILITIES: 

Service Delivery 

*(1) Coordinate Direct the planning, implementation and evaluation of the district’s 

comprehensive program of student services and ESE programs. 

*(2) Coordinate the evaluation of a student services program with school site personnel. 

*(3) Provide oversight, review and support of health services for the district. 

*(4) Direct and supervise psychological services. 

*(5) Chair meetings of school site student services personnel. 

*(6) Assist with coordination of alternative programs and supervise Exceptional Student 

Education programs to include implementation of all state and local laws. 

*(7) Compile, maintain and file all reports, records and other documents legally required or 

administratively useful as related to student services and/or ESE. 

*(8) Make recommendations on design, furnishing, equipment and location of new student 

services and exceptional education facilities. 

*(6)*(9) Develop, implement and evaluate all federal programs in the student services and ESE 

programs. 

*(7)*(10) Coordinate with the Office of Technology and Information Services to gather, 

select, analyze and evaluate all data pertinent to the student needs of the district. 

*(8)*(11) Provide assistance to write, evaluate and report to the School Board on all state, 

federal and private grants. 

*(9)*(12) Chair the Suspension Expulsion Review Team (SERT), select team members in 

concert with the Superintendent and coordinate the process. 

*(10)*(13) Direct and coordinate the planning, implementation and evaluation of discipline-

related services and due process related activities. 

*(14) Oversee the enrollment and assignment process for K-5 students, the district attendance 

policy, and truancy issues and concerns. 

*(11)*(15) Provide guidance in the development of Individual Education Plans (IEPs). 

*(12)*(16) Assist in the development of alternatives to expulsion with the Director of 

Alternative School Principal and disseminate information regarding discipline programs. 

*(13)*(17) Serve as the district contact for guidance and counseling services. 

*(14)*(18) Develop Assist in the development of administrative guidelines for student 

services. 

*(19) Develop Assist in the development of policies for student services. 

*(20) Provide leadership to schools for identifying and working with district and service 

agency personnel to meet students’ needs. 

*(21) Investigate/analyze parent complaints to determine appropriate action/strategies. 

*(22) Investigate and monitor OCR and Equal Employment Opportunity Commission (EEOC) 

complaints. 

*(15)*(23) Provide oversight for exceptional student education program 

Inter/Intra-Agency Communication and Delivery 

*(16)*(24) Interact with parents, outside agencies, businesses and the community to 

enhance the understanding of district initiatives and priorities and to elicit support and 

assistance. 

*(17)*(25) Respond to inquiries and concerns in a timely manner. 

*(26) Keep supervisor Superintendent informed of potential problems or unusual events. 
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*(27) Keep Superintendent and Assistant Superintendent for Curriculum & Instruction 

informed of issues, concerns and mandates and provide guidance and information to the 

School Board. 

*(18)*(28) Collaborate and provide leadership as well as technical assistance for 

administrators and other personnel in all areas of student services and exceptional 

education. 

*(19)*(29) Serve on district, state or community councils or committees as assigned or 

appropriate. 

*(20)*(30) Provide oversight and direction for cooperative planning with other agencies. 

*(21)*(31) Assist in the interpretation of programs, philosophy and policies of the district to 

staff, students, parents and the community. 

*(22)*(32) Work closely with district and school staffs to support school improvement 

initiatives and processes. 

*(23)*(33) Work closely with exceptional student education staff to ensure that appropriate 

services are made available to identified students. 

Professional Growth and Improvement 

*(24)*(34) Maintain a network of peer contacts through professional organizations. 

*(35) Keep informed and disseminate information about current research, trends and best 

practices in area of responsibility. 

*(36) Keep informed of legal requirements governing student services and exceptional student 

education and stay current on other issues such as Family Educational Rights and 

Privacy Act (FERPA). 

*(25)*(37) Provide leadership in the development, implementation and evaluation of staff 

development activities for student services and exceptional student education. 

*(26)*(38) Maintain expertise in assigned areas to fulfill project goals and objectives. 

*(27)*(39) Facilitate the development, implementation and evaluation of staff development 

activities in assigned areas. 

*(40) Attend training sessions, conferences and workshops as assigned or appropriate to keep 

abreast of current practices, programs and legal issues. 

*(28)*(41) Conduct ESE and student services research on pertinent issues and inform 

district and school personnel of information. 

Systemic Functions 

*(42) Recommend policies and procedures for student services and exceptional student 

education. 

*(43) Provide training and support to school-based staff regarding disciplinary and expulsion 

procedures. 

*(44) Schedule and prepare required contracts, projects and reports for School Board approval. 

*(29)*(45) Review FTE information on all student services and exceptional student 

education programs. 

*(30)*(46) Represent the district in juvenile justice matters serving as a liaison to the courts, 

monitor juvenile arrest reports and notify principals of arrests as specified in Florida 

Statutes. 

*(31)*(47) Represent the district in a positive and professional manner. 

*(32)*(48) Develop or assist in developing the budget and monitor its implementation as 

required. 
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*(33)*(49) Supervise assigned personnel, conduct annual performance appraisals and make 

recommendations for appropriate employment actions. 

*(34)*(50) Prepare or assist in the preparation of all required reports and maintain all 

appropriate records. 

*(35)*(51) Demonstrate support for the school district and its goals and priorities. 

Leadership and Strategic Orientation 

*(36)*(52) Provide leadership and direction for assigned areas of responsibility. 

*(53) Provide leadership and guidance in the development of annual goals and objectives for 

assigned department or program. 

*(37)*(54) Provide leadership in establishing new programs and developing improved 

understanding in existing student services and exceptional student education programs. 

*(38)*(55) Assist in implementing the district’s goals and strategic commitment. 

*(39)*(56) Exercise proactive leadership in promoting the vision and mission of the district. 

*(40)*(57) Set high standards and expectations and promote professional growth for self 

and others. 

*(41)*(58) Utilize appropriate strategies and problem-solving tools to make decisions 

regarding planning, utilization of funds, delivery of services and evaluation of services 

provided. 

*(42)*(59) Demonstrate initiative in identifying potential problems or opportunities for 

improvement and take appropriate action. 

*(43)*(60) Use appropriate styles and methods to motivate, gain commitment and facilitate 

task accomplishment. 

Perform other tasks consistent with the goals and objectives of this position. 

 
*Essential Performance Responsibilities 

 

PHYSICAL REQUIREMENTS: 

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as 

frequently as needed to move objects. 

 

Job Description Supplement 11 

 

TERMS OF EMPLOYMENT: 

Adminstrative Pay Grade    IIIADM IV ADM VI 250 days worked per year (12 

months)  

 

EVALUATION: 

Performance of this job will be evaluated in accordance with provisions of the Board’s policy on 

evaluation of personnel. 
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