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October 30, 2017 
 
To:   Principals  
  Special Education Instructional Team Leaders 
 
From:  Nancy FitzGerald, Executive Director, Department of Special Education   
 
Subject:  Guidelines for Close Adult Supervision 
 
As the support for students with disabilities to access the general education classrooms has increased, 
the use of additional adult support (i.e., student assistants and temporary employees) to provide what 
we refer to in the HCPSS as close adult supervision (CAS) has expanded greatly.  The Department of 
Special Education (DSE) strongly supports efforts to enable students with disabilities to be included in 
less restrictive settings and we are committed to providing the staffing needed to make these efforts 
successful.  However, we are also concerned that, over extended periods of time, CAS for any student 
can have unintended negative effects including: 

• fostering dependency instead of independence 
• interfering with students’ social interaction with peers 
• shifting the focus from providing specialized instruction by teachers  

 
To assist us in better identifying which students continue to need CAS, we continue to promote the 
use of the Student Support Worksheet (attached) for the purpose of establishing a more uniform 
method for determining the need for CAS within a system of inclusion and accountability. All 
requests for CAS must follow the defined steps.  
 
The following is a summary of the guidelines. Please read the entire packet for a more complete 
understanding of the request process. You may also refer to the Guidelines for Special Education 
Paraeducator, Student Assistants, and Temporary Employees issued each year. 
 
Introduction: Teachers are responsible for the direct instruction to the student(s). 

Temporary employees/student assistants assist students to access instruction within 
general and special education settings.  

 
Expectations:  Temporary employees/student assistants are provided only after all other resources  
  within the school have been exhausted. Temporary employees/student assistants  
  work under the supervision of the principal. Direction on a daily basis is provided by  
  the teacher or other employees working with the student. A work plan for temporary  
  employees/student assistants must be developed which includes steps needed to 

support designated skills with target dates for completion and steps for fading of 
prompts and close adult supervision. No CAS staff should be providing first-time 
instruction. Revisiting instructional points with the student and/or providing 
other support is acceptable practice. 

 
Procedure: If a school team and administrator believe a temporary employee/student assistant is 

necessary to provide CAS, a Student Support Worksheet should be completed with 
the parent (and student if appropriate) to assist in making this determination.  
Attached are procedures to request additional support personnel to provide CAS if 
necessary.  
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Training: Due to the diversity of individual students served by temporary employees/student 
assistants, training for specific students is provided to temporary employees/student 
assistants by the supervising teacher or other staff members who work directly with 
the student and/or are responsible for the implementation of the student’s 
individualized education program. The Department of Special Education also 
provides funds and countywide sessions for professional learning. 

 
Absences: Temporary employees work only when the assigned student is present in 

the school. Temporary employees must be notified in a timely manner when the 
student is absent or when the temporary employee is not required. If the temporary 
employee is absent, the supervising teacher must have a plan to provide coverage of 
the student.  Student assistants work on days when the student is absent and should 
be provided alternate duties on such days.  
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Terri Savage 
 Special Education Instructional Facilitators 
 Special Education Resource Teachers 
 Special Education Program Heads 
 Behavior Specialists 
 BCBAs 
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