Ohio ABLE Support Staff Standards and Elements 
NOTE: The applicability of some elements and/or indicators is dependent on the specific job functions of the support staff position, i.e., instructional aide versus clerical assistant.
	Standard #1


	Support staff manage program data and assist in evaluation of program performance.


	Element 1.1
Support staff use technology to collect, record and share data to perform job-related tasks.



	Indicator 1.1.1 

Support staff submit all ABLElink reports (i.e. APR, data match, interim reports) as required by the ABLE administrator.


	Indicator 1.1.2 

Support staff are able to use computer programs to extract information as needed.


	Indicator 1.1.3 


Support staff issue fee waivers and assist in scheduling the GED test. 


	Indicator 1.1.4

Support staff use reports to ensure that data is accurate and up to date.



	Indicator 1.1.5

Support staff work to solve data-related problems.




	Standard #2


	Support staff support the teaching and learning environment.


	Element 2.1

Support staff communicate regularly through a variety of methods to promote and improve student retention.
	Element 2.2
Support staff use appropriate instructional methods, techniques and materials to support instruction.
	Element 2.3 

Support staff are able to utilize assessment tools and results to enhance instruction.
	Element 2.4

Support staff assist in providing the tools and supplies necessary to conduct instruction.

	Indicator 2.1.1

Support staff create a positive atmosphere conducive to learning from initial contact to program exit.


	Indicator 2.2.1
Support staff implement instruction with guidance from the classroom teacher. 


	Indicator 2.3.1

Support staff ensure that all necessary assessment materials are available.


	Indicator 2.4.1

Support staff monitor and ensure that necessary  office equipment, teaching supplies, materials and resources are available. 



	Indicator 2.1.2

Support staff contact students with low or sporadic attendance to encourage more consistent attendance. 
	Indicator 2.2.2
Support staff demonstrate a working knowledge of adult learning theory.


	Indicator 2.3.2

Support staff provide student assessment in compliance with program policy and instrument protocol.
	Indicator 2.4.2
Support staff collaborate with teachers in using appropriate adaptations in the classroom



	Indicator 2.1.3

Support staff regularly contact students who passed the GED practice test in order to assist with scheduling official GED test.
	Indicator 2.2.3
Support staff adjust instructional methods, pace, duration of activity according to learner needs. 
	Indicator 2.3.3

Support staff use the program’s referral process based on assessment results.


	

	
	
	Indicator 2.3.4

Support staff share and collaborate with teachers to determine appropriate adaptations for the classroom. 
	


	Standard #3


	Support staff communicate and collaborate with others to enhance program operations.


	Element 3.1
Support staff employ constructive communication strategies and approaches in job-related activities. 
	Element 3.2
Support staff collaborate with administration and instructional staff to support program operations. 


	Indicator 3.1.1

Support staff are sensitive and respectful in all communications. 


	Indicator 3.2.1

Support staff assist in managing effective orientation programs.



	Indicator 3.1.2

Support staff communicate effectively with prospective and current students, administration, colleagues and community members regarding orientation and program information.


	Indicator 3.2.2
Support staff follow program policies and state/federal regulations.



	Indicator 3.1.3

Support staff conduct or assist with follow-up on exited students to check for goal completion.
	Indicator 3.2.3

Support staff use the organizational structure of their local program and state ABLE system to find information, solutions, resources and support.  



	Indicator 3.1.4

Support staff communicate program updates to current students and/or appropriate staff.


	Indicator 3.2.4
Support staff coordinate and assist in the preparation of trainings, meetings and special projects.

	Indicator 3.1.5

Support staff attend and participate in scheduled meetings.


	 


	Standard #4


	Support staff take responsibility for professional development.


	Element 4.1

Support staff engage in continuous, purposeful professional development that supports the program’s mission. 

	Indicator 4.1.1

Support staff identify their professional development needs and access resources to address those needs. 

	Indicator 4.1.2

Support staff transfer new learning gained from professional development into practice.
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