
Job Summary: 

The Director of Pupil Services oversees special education, guidance, adjustment counselors, 

nurses, the ELL program, homeless, 504 plans, Pre-K program, Medicaid reimbursement 

and reporting, grants written by department, assistant principal meetings, student and staff 

handbooks, and special education transportation. In addition, this individual acts as second 

in command within the district and is in charge at any point in which the Superintendent 

cannot be present. The primary purpose of this position is to ensure the social-emotional 

well-being of each student is attended to and maintained at all times. This includes 

ensuring school climate and culture is welcoming, respectful, and safe for everyone and 

that all individual students' needs in specialized programs are met. In addition, this person 

oversees the implementation and review of the district's SEL program and plan and 

ensures consistency of programming and compliance with state and federal regulations. 

 

Essential Duties and Responsibilities: 

 Supervises and evaluates the Special Education Coordinator and student 

services personnel assigned by the Superintendent 

 Reviews and approves IEPs for quality, consistency, compliance with meeting 

notes and state and federal guideline 

 Develops and manages the special education budget, circuit breaker 

reimbursements and grants 

 Assists in recruitment, selection, and recommendation for hiring of special 

education personnel, guidance, adjustment counselors, pre-k teachers and staff 

and school nurses 

 Keeps informed of all legal requirements governing special education services, 

ELL, Pre-k, 504’s, homeless, transportation, civil rights, and nurses 

 Plans and facilitates all audits of departments under the umbrella of pupil 

service 

 Plans and facilitates all professional development for the Pupil Service 

Department 

 Reviews annually all policies and procedures that relate to the Pupil Service 

Department and updates these for compliance and clarity as needed 

 Any other duties assigned by the superintendent of schools 

  

Job Details 

 Strategically plans to ensure that all guidance, special education and ELL staff 

know and consistently identify teaching strategies and practices that are 

meeting the needs of diverse learners while teaching their content. 

 Supports, in conjunction with curriculum directors and administrator teams, the 

development and implementation of a comprehensive assessment strategy that 



includes ongoing informal assessment and common interim assessments that 

are aligned across grade levels and subject areas. 

 Supports school administrator teams in review of data after each round of 

assessments to set plans to ensure continuous progress of special education, 

504, homeless and ELL students. 

 Visits schools throughout the year to observe ELL, SEL and special education 

practices and provides targeted constructive feedback to school administrators. 

 Engages with all administrators about special education, ELL and SEL 

improvements needed, celebrates effective practice, and provides targeted 

support to administrators. 

 Oversees SEL committee for district, which sets goals and initiatives for social 

emotional learning across the district. 

 Runs bi-weekly assistant principal meetings to review strategic plan initiatives, 

review and revise culture and climate of building, discuss best practices for 

special education and ELL supports, build assistant principals’ abilities to 

become principals and reviews and revises staff and student handbooks as 

needed. 

 Supports administrators in identifying a range of appropriate data sources, 

including non-traditional information that offers a unique perspective on school 

and district performance. 

 Reviews compliance with DESE CPR Criterion. 

 Uses multiple data sources to evaluate school and district performance in special 

education, ELL and SEL Programs. 

 Provides administrators with support to disaggregate assessment data and 

assists them in identifying students who need additional support. 

 Creates and maintains a district environment in which all staff take personal 

responsibility for keeping schools welcoming and safe for everyone. 

 Supports administrators to develop practices that consistently showcase high 

expectations for student and staff behavior and invest staff and students in 

upholding these expectations.  

 Oversees bullying prevention planning to ensure students take ownership over 

addressing bullying and other behaviors that threaten students’ social and 

emotional well-being. 

 Consistently identifies effective teachers, paras and related service providers 

who share the district’s mission. Supports administrators and faculty members 

to share in a structured, consistent interview process. 

 Creates, implements and evaluates the professional development, and career 

growth support aligned with district goals for the Pupil Services Department. 



 Is transparent and forthcoming about expectations for all IEP and related Team 

meetings; creates and implements a schedule that maximizes meeting time for 

all team members.  

 Provides the resources and support for all special education school personnel to 

understand and comply with state and federal laws and mandates, School 

Committee policies, and collective bargaining agreements. Supervises and 

evaluates special education office personnel directly as well as all other 

identified staff, per the Superintendent. 

 Supports the administrator team to develop a district special education, ELL and 

SEL budget that aligns with the district’s vision, mission, and goals with 

supporting rationale. 

 Uses budget to create new opportunities for improvement, when possible; 

allocates and manages expenditures consistent with district/school-level goals; 

and seeks alternate funding sources as needed. 

 Provides resources and support for all special education personnel to use 

culturally sensitive practices and successfully engages most families, ensuring 

that all families are welcome and can contribute to district, classroom, school, 

and community effectiveness. Works with administrators, families, and 

organizations to identify and remove barriers to family involvement, including 

families whose home language is not English. 

 Establishes strategic partnerships with the Special Education Parent Advisory 

Council, community organizations, community members, and businesses that 

improve district effectiveness. Works to increase the types and number of 

organizations with whom the district partners in order to deepen relationships 

and increase partner contribution. (VOC, NQCC, FCROG, CTC, etc) 

 Provides resources and support to enable administrators and educators to 

identify each student’s academic, social, emotional, and behavioral needs, 

including students with disabilities and English learners. Collaborates with 

administrators to support families to effectively address student needs and 

prevent further challenges, connecting students with a network of resources 

within and outside the district. 

 Sets clear expectations and provides resources to support administrators to 

consistently and regularly engage all families in supporting their children’s 

learning at school and home, including families and children with limited English 

proficiency and/or children with disabilities. 

 Sets clear expectations for and provides support to ensure that all assigned 

special education and related service staff design and implement frequent 

personalized communications, respond carefully and promptly to 



communications from families, and solicit feedback from families that informs 

improvement to communication plans. 

 Other tasks assigned by superintendent.  

        

Job Requirements 

 Valid Massachusetts DESE Certification Special Education Administrator, All 
Levels Masters degree required; Minimum of 8-10 years of special education 
teaching experience in a Pre-k-12 school system 

 Minimum of 5 years in education, including 1-3 years of Special Education 
Administrative experience and 7 years teaching experience preferred. 

 Valid teaching certificate with Special Education endorsement, full approval 
in at least one area of special education. 

 Demonstrated leadership ability and general knowledge of issues and 
problems in all disability areas of special education. 

 Successful completion of all state and federal background checks as 
applicable by law and district policy.  

 

   

 


