Zachary Community School Board

Position Description

JOB TITLE:  Secondary Time Out Room Moderator
REPORTS TO:  Principal
GENERAL RESPONSIBILITIES:

The Time Out Room Moderator will supervise students assigned to the Time Out Room.
PERFORMANCE RESPONSIBILITIES:
· Receives and process students who have been removed for disruptive behaviors 
· Provides a nurturing environment wherein strict discipline is maintained
· Consults individually and/or in groups the students assigned to the Time Out Room
· Notifies the parents/guardians and appropriate school personnel of the students assigned to the Time Out Room
· Maintains accurate, complete and correct records as related to the Time Out Room
· Monitors the completion of assigned class work given to the students
· Provides follow up to students, parents and teachers
· Engages in continuous training and staff development
· Other duties as assigned
ESSENTIAL FUNCTIONS:
WORK ENVIRONMENT

The Time Out Room Moderator will work in a school setting in a climate-controlled environment adhering to School Board energy Policy and in the outside areas which are subject to climate extremes.
COMMUNICATION SKILLS

A Time Out Room Moderator must be able to effectively communicate in English both orally and win writing. Must have ability to accurately give and receive information via telecommunicate system and must be able to communicate successfully with students, parents, school personnel and the community.
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EQUIPMENT USED:

The Time Out Room Moderator must be able to use telephone, audio-visual equipment, classroom computer, copy machine, laminator, calculator and other appropriate machines.
PHYSICAL INVOLVEMENT:

The Time Out Room Moderator should be able to perform physical activities: standing, walking, reaching, bending and lifting 10 pounds is sometimes required. Must be able to operate classroom equipment and be knowledgeable of and able to perform approved restraining techniques.
MENTAL INVOLVEMENT

Must be able to understand and interpret written and verbal instructions. Must keep accurate, up-to-date records. Must be able to comply with state and parish regulations. Must be able to utilize effective classroom management techniques.
HUMAN RELATIONS INVOLVEMENT:

The Time Out Room Moderator must be alert, sensitive and able to work cooperatively with students, parents, school personnel and the community. Must be able to respond appropriately to supervision and accept commendations and recommendations. Must demonstrate sensitivity and understanding in interpersonal relations with persons of diverse/cultural backgrounds.
QUALIFICATIONS

Must be a college graduate.
HOURS WORKED

The workday consists of teacher hours at the assigned school site according to School Board policy.

TERMS OF EMPLOYMENT

9 months
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EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 
the position.  It is not intended to be a comprehensive listing of all duties and                                           responsibilities.  The Zachary Community School Board reserves the right to change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name

