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COLONIAL INTERMEDIATE UNIT 20
6 Danforth Drive
Easton, Pennsylvania 18045-7899

POSITION DESCRIPTION

POSITION:	Management Assistant for Clinical Support Services
(12 months)


LEVEL:	V(b)

QUALIFICATIONS:	Master’s Degree in a recognized related Mental Health clinical discipline.  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:	Supervisor of Clinical Support for Resolve Services
	
LOCATION:	Northampton Area School District and 
Colonial Intermediate Unit 20 Main Office

JOB GOAL:	In collaboration with the Management Team, the Management Assistant will provide supervisory assistance to the Resolve Program for the purposes of hiring, evaluation and clinical recommendation in order to support staff therapeutic services and the overall Resolve effort.  To provide direct intense treatment 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.  Additional services will include direct interventions as a Mobile Therapist and Behavior Specialist within the home, school and community settings.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. To provide direct services as a Mobile Therapist and/or Behavior Specialist Consultant within the Northampton County service area.  (See Mobile Therapist and Behavior Specialist Consultant job descriptions for additional responsibilities)

2.	Caseload will include 4-6 billable service hours during the school year.

3.	To facilitate group therapy sessions in classrooms.

4.	To meet individually with clients for therapy on a weekly basis.

5.	To provide classroom management strategies to the staff.

6.	To develop and direct the implementation of behavior management plans.

7.	To provide crisis intervention and stabilization strategies on an immediate need basis.

8.	To work with families on a regular and as needed basis as determined by the Northampton Area School District and Supervisor of Clinical Support for Resolve Behavioral Health Services.

9.	Be part of a collaborative team to provide services from least restrictive to most restrictive placements.

10.	To coordinate the student’s emotional/personal needs and educational strategies/ approaches with staff.

11.	To generate and direct appropriate therapeutic and psychiatric intervention strategies for students of Northampton Area School District and Provider 50 Services.

12.	To assist in the development, implementation, and evaluation of IEP’s, behavioral plans, and individual treatment needs.

13.	To maintain regular contact with appropriate agencies, school district, administration and staff.

14.	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.

15.     To complete all required paperwork under the IDEA regulations and the Mental Health regulations.

16.     To complete daily documentation regarding each student and/or Provider 50 client. (including parent contacts)

17.     To develop and maintain crisis plans for all students and/or Provider 50 client in collaboration with educators.

18.     To assist the staff in developing transitional plans.

19.     To prepare for and participate in Northampton Area School District and Provider 50 staff training sessions.  

20.     To attend hearings when subpoena or when needed on students in the Emotional Support and Provider 50 Programs.

21.     To assist staff in developing strategies to include student/clients back into regular education and/or less restrictive services.

22.     Act as a liaison between the Northampton Area School District and Resolve Behavioral 
Health Services Program staff for transitioning students into those programs.

23.     Attend IEP and team meetings for the Emotional Support classes.

24.     Attend Interagency and Cordero meetings as requested.

25.     Provide necessary Provider 50 staff supervision and consultation in order to meet    
          established Provider 50 Program requirements.


OTHER DUTIES AND RESPONSIBILITIES:

1. To perform other duties as directed by Training Coordinator, Supervisor of Clinical Support, and Director of Resolve Behavioral Health Services.

2. Maintain a flexible schedule to meet client and Program needs.


This job description in no way states or implies that these are the only duties to be performed by the employe occupying this position.  Employes 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 employe request.
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MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES

Standards of Performance
						

The Management Assistant for Clinical Support Services will report to the Supervisor of Clinical Support for Resolve Behavioral Health Services.

The standards of performance of this position are:

1. Provider 50 Program Caseload

To provide clients and their families therapeutic services to promote emotional and behavioral well-being.
(40)


2. Clinical Services in Northampton Area School District

To consult with Emotional Support, regular education and treatment teams and functions as a collaborative team member in provision of clinical services.  In addition, provide direct clinical services to students in Emotional Support classes and/or other students as identified by district representative.
(50)


3. Other

Other duties as directed by the Supervisor of Clinical Support.
(10)

MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES

Standards of Performance


1. Satisfactory performance in providing Mobile Therapy and Behavior Specialist Consultant Services to clients and families within the Northampton County service area will be attained when:

1.1 Contact client and families to initiate services within the home, school and community settings. 

1.2 All contacts with clients and families are documented in case notes.

1.3 Individual and family counseling is provided and documented on a regular basis.

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

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

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

1.7 Assist in providing parent support services through parent support groups and/or parent training programs as needed/directed.

1.8 Maintain a weekly caseload of 4-6 billable hours during established school year.

1.9 Assistance is provided in the hiring process, interviewing, training, and other pre-service activities.

1.10 Documentation is gathered during each site visit on site compliance forms for the purpose of field staff evaluations.

MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES

Standards of Performance


2. Satisfactory performance in respect to completing documentation in the Emotional Support program will be attained when:

2.1 Treatment plans, goals, and other required documentation under the IDEA regulations and the Mental Health regulations are completed.

2.2 Daily documentation is evidenced for each client in the Emotional Support program.

2.3 A crisis plan is developed and maintained for each client.

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

2.5 A monthly report is developed and given to the district representative and Supervisor of Clinical Support detailing the contacts, counseling sessions, and meetings with staff, parents, and district personnel.


MANAGEMENT ASSISTANT FOR CLINICAL SUPPORT SERVICES
 
Standards of Performance


3.	Satisfactory performance in respect to other duties 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 friendly 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 If necessary, you are required to use TACT-2 de-escalation and safety techniques as per your training received annually.

3.5 Other duties directed by the supervisory staff are completed.
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