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FLSA STATUS: 
Exempt 
POSITION RATING:   
871 
CLASS SUMMARY:   
The SPED Lead Teacher is responsible for leading SPED Teachers, Paraprofessionals, and Teachers in 
understanding and implementing roles and responsibilities when working with students in special education 
programs and to serve as an on-site resource for special education rules, regulations, and procedures.  
Incumbents are also responsible for coordinating, organizing, and disseminating data and due process 
timelines related to special education programs. 

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Serves as a lead to staff to include: prioritizing and assigning work; training staff in 

work methods and procedures; and ensuring that employees follow policies and 
procedures. 
 

Daily 
15% 

2. Schedules, participates in, and/or facilities a variety of meetings related to special 
education programs, serving as a subject-matter expert; collects, maintains, and/or 
disseminates pertinent information from meetings to applicable parties. 
 

Daily 
40% 

3. Prepares and maintains caseload and scheduling information for building staff, which 
includes: coordinating beginning and year-end meetings; collecting and 
disseminating on-going data updates; maintaining student files; and/or, performing 
other related activities. 
 

Weekly 
10% 

4. Performs intake of initial student referrals for evaluation in the special education 
program, which includes: conducting student evaluations, evaluating students who 
currently qualify for special education services; evaluating new special education 
referrals; identifying the students’ education team; gathering team members to 
determine the number and style of assessments to give the student; writing related 
student evaluation reports; and/or, performing other related activities. 
 

Weekly 
5% 

5. Maintains compliance with applicable local, state, and federal laws, rules, and 
regulations; ensures department data is accurate and reflective of student services; 
analyzes, monitors, and maintains applicable files and paperwork for the department. 
 

Monthly 
15% 

6. Manages, organizes, and files due process documents, which includes: collecting due 
process data; contacting other Districts to obtain information; filing papers; completing 
applicable forms and paperwork; and/or, performing other related activities. 
 

Monthly 
5% 
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TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
   

7. Coordinates and schedules specialized transportation for students. Monthly 
5% 

 
8. Prepares mini-grants and monitors the appropriate utilization of funding. Monthly 

5% 
 

9. Performs other duties of a similar nature or level. As Required 
 

   
 

TRAINING AND EXPERIENCE (positions in this class typically require): 
 Bachelor’s Degree in Special Education, and three years of experience as a SPED Teacher; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above. 
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 Valid State of Minnesota Special Education License in applicable area;  
 
KNOWLEDGE (position requirements at entry): 
 Special education principles and practices; 
 Applicable local, state and federal laws, rules, and regulations; 
 Research methods; 
 Special education assessment methods; 
 Classroom management principles and practices; 
 Differentiated instructional methods and practices; 
 Curriculum scope and sequence; 
 Technical reading and writing practices; 
 Instructional methods. 
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SKILLS (position requirements at entry): 
 Prioritizing and assigning work; 
 Operating a computer and using applicable software applications; 
 Developing, implementing, and evaluating lessons; 
 Assessing student achievement and learning; 
 Identifying and utilizing applicable specialized resources; 
 Managing classroom behavior; 
 Reading and writing technical materials; 
 Developing IEPs; 
 Coordinating and facilitating meetings; 
 Interpreting and applying local, state and federal laws, rules and regulations; 
 Implementing differentiated instruction; 
 Preparing individualized special education goals and objectives; 
 Evaluating students identified for the special education program; 
 Developing assessment materials; 
 Modifying lesson plans for specialized populations; 
 Maintaining applicable student records and files; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  fingering, talking, hearing, seeing and repetitive motions. 
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 Incumbents may be subjected to blood and other bodily fluids and travel. 
 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 
 
 


