
JOB DESCRIPTION  
  

  

POSITION:    Special Education Department Chair – Quincy High School  

  

  

QUALIFICATIONS: 

  

1. Demonstrates leadership ability; 

2. Competency in interpersonal relations; 

3. Understanding, skill and commitment to participatory decision making involving 

administrators, teachers, students and parents; 

4. Awareness of trends and issues in special education; 

5. Demonstrates ability to work with the Director of Special Education and Principals on 

department policies, guidelines and objectives; 

6. Knowledge and understanding of the TEAM Evaluation Procedures and their 

implementation including required forms; 

7. Knowledge and demonstrates ability to implement the Special Education Regulations; 

8. Understanding of the Evaluation process; 

9. Minimum of three (3) years teaching experience in Special Education; 

10. Licensed in Special Education (5-12)  

11. Master’s Degree required. 

        

REPORTS TO: 

 

1. Director of Special Education 
2. Coordinator of Special Education 6-12 

3. Principal of Quincy High School 

           

  

SUPERVISES: 

  

1.      All special education teachers in the building; 

2.      Special Education paraprofessionals. 

  

RESPONSIBILITIES: 

  

1. Conducts TEAM meetings, administers and monitors the TEAM Evaluation process 

within the building; 

2. Supervises and evaluates special education teachers in cooperation with the Director of 

Special Education; 

3. Plans and conducts departmental meetings; 

4.  Monitors the implementation of IEPs, special education accommodations and 

modifications to meet the needs of all students in need of special education; 

5. Coordinates and schedules related service staff such as OT, PT, Speech, Vision or 

Teacher of the Deaf; 



6. Assists the Director of Special Education with professional development, needs 

assessments and grant proposals, as appropriate; 

7. Serves on the administrative special education team; 

8. Serves on the Principal’s and System’s Council, the schools student support team and 

works cooperatively with building cabinet administrators and other department heads; 

9. Accepts additional duties and responsibilities as assigned; 

10. Supervises and schedules all state mandated teaching; 

11. Supervises all accommodations for the MCAS; 

12. Works cooperatively with guidance to schedule all staff and students; 

13. Oversees coverage for staff absences; 

14. Ensures all paperwork is completed in a timely manner. 
 

SALARY: 

  

Based upon placement on the regular salary schedule for teachers, plus the stipend for 

department head supervising eight teachers or more. 

  

WORK YEAR: 

  

Academic year (182 days) plus an additional 10 days are required at additional    

pro-rated compensation. 
 


