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POSITION DESCRIPTION

POSITION:



Management Assistant for Emotional Support

CLUSTER:

1B
QUALIFICATIONS:
Master’s Degree in a recognized related Mental Health clinical discipline, educational classroom experience.  Must be a Licensed Clinical Psychologist, Licensed Social Worker, or Licensed Professional Counselor.

Flexible hours may be required based on individualized client needs.

REPORTS TO:
Clinical Coordinator/Level IV Supervisor

CLINICAL CONSULTATION:
Clinical Coordinator/Level IV Supervisor

Psychologist/Consulting Psychologist


Service Facilitator

LOCATION:
Emotional Support Class in Colonial Intermediate Unit 20

JOB GOAL:
To design, implement, and oversee interventions that will focus on helping students learn to respond to their daily environment in a practical and productive manner.  

Emphasis will be placed on students’ current needs, functions, and support systems, as they relate to educational needs. 

To provide clinical and administrative supervision, leadership, and support to classroom staff.  To provide staff evaluations and progress reports to Clinical Coordinator of Emotional Support and the Level III Supervisor of Clinical Support as directed.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. To consult in the development, implementation, and evaluation of IEP’s, behavioral plans, and individual counseling needs; To facilitate group counseling sessions in classrooms; To provide students with individual counseling sessions; functional behavioral assessments (FBA) will be provided as needed.

2. To direct and supervise activities implemented by the Mental Health Worker; To consult and supervise classroom management strategies to the staff; To consult, direct and supervise the implementation of behavior management plans; To consult, provide and direct crisis intervention and stabilization strategies on an immediate need basis; To consult and coordinate with the staff about the student’s emotional/personal needs and educational strategies/approaches; To generate and direct appropriate intervention strategies for students in the Emotional Support Classes; To maintain regular contact with appropriate agencies, school district, administration and staff.

3. Be part of a collaborative team to provide services from least restrictive to most restrictive placements; To contribute towards the development and maintenance of an environment, which is non-threatening, safe, nurturing, and where the students feel respected, accepted, and welcomed.

OTHER DUTIES AND RESPONSIBILITIES:

1. To complete all required paperwork in accordance with Department of Public Welfare and CIU 20 standards.

2. To consult with staff in developing and maintaining crisis plans for all students; To assist the staff in developing transitional plans; To assist staff in developing strategies to include student back into regular education.

3. To prepare for and participate in staff training sessions; to attend and advocate for students within classroom settings through the various meetings (Partial Hospitalization Program, CASSP, Interagency, Probation, Children and Youth, etc).

4. To perform other duties as directed by supervisory staff.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

TERM OF EMPLOYMENT:
Salary and work year to be established by the Board.

In accordance with state and federal law, reasonable accommodations will be considered upon employee request.
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MANAGEMENT ASSISTANT

EMOTIONAL SUPPORT PROGRAM

Standards of Performance
The Management Assistant for Emotional Support will report to the Clinical Coordinator. 

The standards of performance of this position are:

1. Student/Family Interventions 

To facilitate and provide counseling intervention services for students and families.

(30)

2. Support of Educational Process

To provide direct counseling to students in Emotional Support classes; ongoing consultation with the classroom and IEP team members occurs. 

(30)

3. Consultation/Supervision
To consult with Emotional Support site teams and complete Mental Health Worker bi-annual evaluations.
(30)

4. Other

Other duties as directed by the Level III Supervisor.

(10) 

     MANAGEMENT ASSISTANT

EMOTIONAL SUPPORT PROGRAM

Standards of Performance
1. Satisfactory performance in providing student/family intervention in the Emotional Support Program will be attained when:

1.1 Weekly group counseling sessions are held. Groups should be developmentally appropriate in content and topic; the focus should be on skill development. 

1.2 Individual counseling sessions are conducted according to the student’s Biopsychosocial, which will be revised to reflect the Individual Education Plan.   The Solution-Focused model will be utilized to assist the student in identifying/ utilizing strengths.  Weekly billable service hours to be maintained with a minimum of 18 face-to-face hours.  Group counseling will be billed as one face-to-face billable service.
1.3 Clinical support is provided in the implementation of the Second Step program. 

1.4 Tracking systems are developed to assist in monitoring behaviors and assessing the efficacy of interventions. 

1.5 Crisis plans are developed, implemented, and updated.

1.6 Daily documentation is completed for each client assigned according to current CIU20 standards and timelines, including Progress Notes, Treatment Plans, CAFAS, and School-Based Access Billing Requirements.   

1.7 Contact with families is initiated through phone consultation and/or home visits. 

1.8 Contact with families is documented in anecdotal notes.

1.9 Family counseling is provided and documented on an as needed basis.

1.10 Assistance is provided to families in accessing medical assistance as needed.

1.11 Referral for and assistance in attending needed evaluations for families is documented on a regular basis.

1.12 Participation in interagency meetings to assess family needs and facilitate service provision is documented on a regular basis.

1.13 Assist in providing parent(s) with referrals for support groups, parent training programs, psychiatrists and other services as needed.

1.14 Biopsychosocial assessments are completed on all students.

MANAGEMENT ASSISTANT

EMOTIONAL SUPPORT PROGRAM

Standards of Performance
2. Satisfactory performance in respect to supporting the educational process in the Emotional Support program will be attained when:

2.1 Leadership is provided in developing transition plans, facilitating the transition process, and supporting the efforts to re-integrate students. 

2.2 Consultation and supervision is provided in regards to the classroom behavior management system.

2.3 Consultation and coordination occurs regarding a student’s emotional/behavioral needs and educational strategies/approaches.

2.4 Assistance is given to the staff in developing transitional plans, IEP’s and ER’s.

2.5 A monthly Summary of Activities is developed and given to the Clinical Coordinator detailing the contacts, counseling sessions, and meetings with staff, parents, and district personnel.

MANAGEMENT ASSISTANT

EMOTIONAL SUPPORT PROGRAM

Standards of Performance
3.
Satisfactory performance in respect to consultation/supervision will be attained when:

3.1 Functions as a collaborative team member.

3.2 Models the collaborative Solution-Focused model.

3.3 Establishes and maintains a positive working relationship and presence with staff/district by attending meetings, assisting with the resolution of problems and provides needed support to maintain a consumer friendly environment.


3.4
Completion of Mental Health Worker job performance evaluation on a bi-annual basis.
MANAGEMENT ASSISTANT

EMOTIONAL SUPPORT PROGRAM

Standards of Performance
4.
Satisfactory performance of all other duties and responsibilities as assigned by the Level IV Supervisor will be accomplished when:

4.1 There is evidence that other duties, which are requested or directed by the Level IV Supervisor, are completed and followed through on.

4.2 There is evidence that a safe, nurturing and non-threatening environment is being contributed to.
4.3 If necessary, TACT-2 de-escalation and safety techniques as received at the annual training are used.
