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Personnel 
 

6.7 Procedures for Hiring ParaProfessional 

 

 
The Washington West Supervisory Union is committed to recruiting and retaining highly 
qualified paraprofessionals (HQP). The federal No Child Left Behind Act (NCLB) requires that all 
paraprofessionals who provide instructional support and work in a program supported with Title 
I, Part A funds meet the federal HQP requirements.  (Section 1119 (c) through (h). 
 
The Washington West Supervisory Union has programs supported with these funds.  With the 
best interest of our students in mind, the Washington West Supervisory Union requires the No 
Child Left Behind HQP standard of all paraprofessionals, regardless of funding source. 
 
Definition of Instructional Paraprofessional: (Title I Paraprofessionals Non-Regulatory 
Guidance, NCLB, US Department of Education, title I Section 1119 (g) (2). p.1.  3/1/2004.) 
 
“Paraprofessionals who provide instructional support,” includes those who (1) Provide one-on-
one tutoring if such tutoring is scheduled at a time when a student would not otherwise receive 
instruction from a teacher, (2) assist with classroom management, such as by organizing 
instructional materials, (3) provide instructional assistance in a computer laboratory, (4) conduct 
parental involvement activities, (5) provide instructional support in a library or media center, (6) 
act as a translator, or (7) provide instructional support services under the direct supervision of a 
highly qualified teacher. 
 
“Because paraprofessionals provide instructional support, they should not be providing planned 
direct instruction, or introducing to students new skills, concepts, or academic content. 
Individuals who work in food services, cafeteria or playground supervision, personal care 
services, non-instructional computer assistance, and similar positions are not considered 
paraprofessionals under Title I, Part A.” 
 
Definition of Highly Qualified Paraprofessional (HQP):  (Title I Paraprofessionals Non-
Regulatory Guidance, NCLB, US Department of Education, title I Section 1119 (g) (2). p.1.  
3/1/2004.) 
 

I. All instructional paraprofessionals must have secondary school diploma or its recognized 
equivalent. 
 

II. Additionally, all paraprofessionals must have: 

 completed two years of study at an institution of higher education; or  

 hold an Associate’ degree or higher; or 

 met rigorous standard of quality and be able to demonstrate, through a formal 
local academic assessment, knowledge of and the ability to assist in instructing, 
reading, writing and mathematics (or as appropriate, reading readiness, writing 
readiness, and mathematics readiness). 
 

Exceptions include:  paraprofessionals who work only as translators or who only conduct 
parental involvement activities must have a secondary school diploma or its equivalent, but do 
not have to meet the additional requirements. (Section 1119 (e)). 
WASHINGTON WEST SUPERVISORY UNION 
REQUIREMENTS FOR HIRIING PARAPROFESIONALS 
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In order to demonstrate compliance with No Child Left Behind and to assure that our 
paraprofessionals are highly qualified, Washington West Supervisory Union Schools have 
chosen the following route for all paraprofessionals hired to provide instruction to students in 
reading, writing and/or math. 
 
All potential paraprofessional candidates will: 
  

A. Demonstrate the above HQP requirements of two years post secondary study and/or an 
Associate’s degree; OR 

B. Pass a rigorous Supervisory Union assessment (e.g. PD Now! on-line assessment) 
demonstrating knowledge of and ability to assist with instruction in reading, writing and 
math.   A passing score is considered to be 70% or above.   

 
Assessment Procedures/Requirements: 
 

A. Prior to taking the rigorous Supervisory Union assessment, it is required that the 
paraprofessional candidate take the PD Now!  learning modules. 

B. If the potential candidate does not pass the assessment, they will have one opportunity 
to take an alternate form within a reasonable time frame (roughly 10 days).   

C. Potential candidates may only be hired as a temporary substitute until they have 
acquired HQP status. 

D. Typical testing accommodations include: 
a. Taking the two-part assessment in 2 sittings; within 7 days of each other 
b. Allowing a break between the two parts 
c. There is no time limit for assessment sitting.  

 
Hiring Process: 
 
The building principal must provide the Superintendent with the candidate’s 
documentation of HQP status (e.g. documentation of credentials and/or certificate of 
successful completion of the on-line assessment) prior to issuance of a contract of 
employment.  The Superintendent will grant final approval for all paraprofessional hiring. 
 

1. Follow WWSU hiring policies and procedures. 
 

2. Only upon documentation of HQP status will a paraprofessional contract be issued. 
a. Resume & course credits submitted to Laura Titus; OR 
b. Certificate of Achievement for HQP submitted to Laura Titus. 

 
3. Ongoing training, supervision and evaluation will be at the building level using the 

paraprofessional evaluation tools. 
 

4. The building administrator, in consultation with the director of student support services, 
will determine the level of paraprofessional support necessary for the following school 
year. 

To Register for the On-line Assessment or Learning Modules: 
  

1. Contact Angela Young at Central Office (496-2272 x 119 or ayoung@wwsu.org).  
Angela will need: 

a. paraprofessional candidate name 
b. candidate email address 
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c. to know whether the candidate plans to take the learning modules, or just the two 
part assessment. 

 
2. The test session must be proctored by either a central office designee or building 

administrator at a computer located within eye sight of the central office proctor or the 
principal. 
 

3. Test is scored and certificate of successful completion will be awarded.  The test scoring 
takes up to 24 hours from time of completion.   If paraprofessional receives below 70% 
on the assessment they must re-take all learning modules and may take an alternate 
form of the assessment, within 10 days. 

 
 
 
 
 
  


