
Durham Public Schools Department Name:       Exceptional Children

Job Description Position Title:             Staff Occupational Therapist 

JOB TITLE: Occupational Therapist

REPORTS TO: Hospital School Principal

SALARY: Based on State and Local Salary Schedules 

STATUS: Permanent, full time, 10 months, Classified/Licensed, Exempt 

SUMMARY:
Occupational therapists lead the process in development, implementation, and coordination of the 

occupational therapy program. Screening, evaluation, educational program and transition planning, 
therapeutic intervention, and exit planning is provided for students identified with or suspected of having 
disabilities that interfere with their ability to perform daily life activities or participate in necessary or 
desired occupations. Professional judgment and clinical knowledge are used to develop individualized 
programming based on occupational performance deficits in the areas of personal care, student role, 
interaction skills, process skills, play, community integration/work, and graphic communication. 
Occupational therapist regularly collaborates with other disciplines and services at departmental and 
system levels.  Occupational therapist is expected to independently review outcomes and modify 
intervention programs. Clinical reasoning and professional judgment are essential to ensuring the safety 
of students and protecting liability of the school system and the therapist. Errors may result in serious 
harm to students. Direct supervision may be exercised over support personnel, such as occupational 
therapy assistants and clerical staff. 

RESPONSIBILITIES & DUTIES: 
Identification, Evaluation, and Planning 
1.  Collaborates with other disciplines to ensure team understanding of student occupational performance 
strengths and needs, through evaluation, educational program planning, and service delivery.
2.  Evaluates the student’s ability and formulates the student’s occupational profile through a variety of 
functional, behavioral, and standardized assessments, skilled observation, checklists, histories, and 
interviews.
3.  Synthesizes evaluation results into a comprehensive written report, which reflects strengths and 
barriers to student participation in the educational environment; directs program development; and guides 
evidence-based intervention.
4.  Develops occupationally based intervention plans based on student needs and evaluation results.
5.  Participates in multidisciplinary meetings to review evaluation results, integrate findings with other 
disciplines, offer recommendations, and develop individual education plans and intervention plans to 
achieve IEP goals.
Service Delivery  
1.  Provides targeted, evidence-based therapeutic intervention to facilitate student participation and 
occupational performance within the school environment. 
2.  Consults with the school-based team to achieve student outcomes. 
3.  Adapts and modifies the environment including assistive technology and training instructional staff to 
meet individual needs and to help students function as independently as possible. 
4.  Educates student, educational personnel, and family to facilitate skills in areas of occupation as well as 
health maintenance and safety. 
5.  Monitors and reassess the effects of occupational therapy intervention and the need to continue, 
modify, or discontinue intervention. 
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6.  Documents occupational therapy services to ensure accountability of service provision and to meet 
standards for reimbursement of services as appropriate. 
Program Administration and Management
1.  Prioritizes and schedules work tasks independently. 
2.  Manages inventory of therapeutic equipment and assessments, and project needs for budget planning. 
3.  Maintains clinical and administrative records in accordance with professional standards, state 
guidelines, and school system policy. 
4.  Provides legal and ethical supervision of occupational therapy assistant assuming responsibility for the 
students served by assistant. 
5.  Supervises non occupational therapy support personnel. 
6.  Adheres to federal and state legislation, regulation, and policies that affect occupational therapy 
practice. 
7.  Reviews occupational therapy services for quality improvement and makes changes as needed to 
ensure quality of services. 
Education 
1.  Teaches, monitors, and collaborates with educational personnel, community agencies, parents, and 
students to increase understanding of the student’s occupational performance. 
2.  Provides continuing education and in-services for educational personnel, parents, and community 
based service providers. 
3.  Provides fieldwork education and supervision for occupational therapy and occupational therapy 
assistant students. 
Professional Growth and Ethics 
1.  Participates in continuing education for professional development to ensure practice consistent with 
best practice and to meet N.C. Licensure requirements. 
2.  Uses professional literature, evidence based research, and continuing education content to make 
practice decisions. 
3.  Uses professional Code of Ethics and standards of practice to guide ethical decision making in 
practice.  

MINIMUM EDUCATION, EXPERIENCE AND REQUIREMENTS: 
Degree from an accredited Occupational Therapy professional program, recognized by NBCOT. 

Current NC licensure in Occupational Therapy

Minimum 2 years of pediatric occupational therapy experience in a school setting

KNOWLEDGE, SKILLS, AND ABILITIES:
1. Knowledge of human development throughout the life span and integrates with student’s unique 
developmental status. 
2. Knowledge and appreciation of the influence of disabilities, socio-cultural and socioeconomic 
factors on student’s ability to participate in occupations. 
3. Knowledge and use of occupational therapy theories, models of practice, principles, and evidence 
based practice to guide intervention decisions. 
4. Knowledge of the federal, state, local legislation, regulations, policies and procedures that 
mandate and guide occupational therapy practice in schools. 
5. Ability to gather and assess outcomes program evaluation data and to use to modify services at the 
programmatic level. 
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6. Ability to maintain current reporting, documentation, scheduling, and billing in accordance with 
professional standards, state and local guidelines, and reimbursement requirements. 
7. Ability to determine the need for an occupational therapy evaluation and to select and administer 
appropriate assessment tools to evaluate the student. 
8. Ability to interpret the evaluation data and write a comprehensive report that reflects strengths and 
barriers to student’s participation and occupational performance. 
9. Ability to participate collaboratively with multi-disciplinary educational teams to develop 
Individualized Education Programs to meet student needs. 
10. Ability to develop occupationally based intervention plans based on evaluation information. 
11. Ability to provide evidence based occupational therapy intervention to improve student’s 
performance skills and participation. 
12. Ability to adapt and modify environments, equipment, and materials including assistive 
technology. 
13. Ability to plan, coordinate, and conduct continuing education for educational personnel, parents, 
and students. 
14. Ability to use professional literature, evidence based research, and continuing education content 
to make practice decisions. 
15. Ability to provide legal and ethical supervision of occupational therapy assistants. 
16.  Skill in effective oral and written communication. 

RESOURCE REQUIREMENTS: (Place an X by what is required.  Leave blank what is not 
needed.  Or insert a checkbox.

Laptop Desktop computer (may be docking station with laptop)    
e-mail address          Outlook VPN
Cellphone Pager Two-way radio
iPad

Office phone            10 digit telephone number   5 digit extension 
Printer 
Fax
District vehicle
Software (Related to the operation of hearing assessment and reporting)
AS400

SharePoint Audio recording device 
Web site access 
Building access key/code (for necessary building access during non-traditional 

hours)

OPTIONAL: Wi-Fi hotspot to access VPN while away from their workstation (the person may 
already his/her own access)

PHYSICAL REQUIREMENTS:  
Must be able to exert a moderate amount of force to move objects; classification consistent 
with Moderate Work.   



Job Description
Administrative Assistant to CHRO
Page 3

DPS HR                       Rev. October 2012

DISCLAIMER:  

The following statements of the job description are intended to describe the general nature and level of 
work performed by an employee in this category.  The description does not contain an exhaustive list of all 
responsibilities, duties, skills and other requirements necessary of employees to perform in this position. 

                             Signature Date


