
Paraeducator Work Performance and Discipline Procedures 
 
All paraeducators will complete a Para Expectations form with their supervising teacher within a week of 
beginning their position.  A copy of this form will be placed in the paraeducator’s file at CKCIE.   
 
For new paraeducators work performance evaluations (Para Appraisal) will be completed within 60 days of the 
paraeducator’s start date.   New paraeducators will receive a work performance evaluation (Para Appraisal) 
their first year which is due on April 1st.  Experienced paraeducators do not need to be evaluated each year 
unless there are concerns about their performance.   
 
Not meeting performance expectations  
1. The supervising teacher will have an informal conversation with the paraeducator explaining the 
expectations of the teacher.  The supervising teacher will document this conversation. 
2. The supervising teacher and the coordinator will review the signed para expectations with the 
paraeducator.  The supervising teacher needs to document the date of this discussion. 
3. If performance does not improve, a Paraeducator Appraisal will be completed and a Performance 
Improvement Plan will be implemented for the para to improve during the next 30 days. Performance 
Improvement Plans will have the input of Rhonda and the District HR office.  
4.  The supervising teacher will follow up with the paraeducator on a frequent basis and will report back to the 
coordinator regarding progress.  At the end of approximately 30 days, the supervising teacher, coordinator 
and paraeducator will meet to determine if improvement is being made or if termination is warranted.  
Terminations are not to occur without contacting Rhonda Bird first.   
 
Discipline Procedures:  In the event that a paraeducator’s performance is detrimental (dishonesty, 
insubordination, endangerment to a student) to the school, classroom, students and/or staff, Rhonda or Mike 
is to be contacted prior to disciplinary action occurring.   
1. The building principal along with the coordinator will investigate the situation and collect evidence to 
support allegations.  With Rhonda’s or Mike’s approval the staff may be suspended with pay until the 
investigation is completed.   
2. The supervising teacher, coordinator and building principal, with input from Rhonda and USD 305 HR, will 
determine if the behavior warrants a written reprimand or termination.   

A.  A written reprimand will follow the Districts standard FRISK format that should include a description of 
the paraeducator’s conduct, how it negatively impacts our work with children, suggestions or directives for 
improvement and statement indicating that failure to make improvement will result in termination.  All 
present at the meeting need to sign and date.   
B.  If it is determined that the paraeducator is to be terminated, the coordinator and/or building 
administrator confer with the paraeducator stating, “The decision has been made to terminate your 
employment.”  Say nothing more.  Do not provide them with a written statement.  You may write your own 
summary for your documentation.   

 
 

At no time should it be a surprise to staff that they are being relieved of 
their position! 
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