Zachary Community School Board

Position Description

JOB TITLE:  Supervisor of School and Home Relations/

Career and Technical Education
REPORTS TO:  Superintendent of Schools
SCOPE OF RESPONSIBILITIES:

The responsibility of the Supervisor of School and Home Relations is to provide leadership in the establishment and maintenance of an effective school program for the proper adjustment of the child.  The Supervisor of School and Home Relations accomplishes this by working with parents, children and school personnel, and by coordinating community services and resources concerning problems that interfere with the satisfactory school adjustment and/or achievement of individual students including attendance.  This position includes the responsibility and conducting student hearings relative to suspensions and expulsion.  Coordinates career and technical education coordinator.

PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Visits the home or place of residence of a child and any other place in which he is likely to find any child who is required to attend school and work toward the elimination of the problems that prevent the child’s regular school attendance.
· Investigates cases of non-enrollment, excessive tardies and unexcused absences from school of all children within the compulsory school attendance age.
· Gives written notice, either in person or by registered mail, to the parent or other person having control or charge of a child within the compulsory school attendance age, when no valid reason is found for a child’s non-enrollment or unexcused absence from school, requiring enrollment or attendance within three days from the date of notice.
· Acts as liaison between the school and the city court system 
· Keeps an accurate record of attendance of all children returned to schools or homes, of all cases prosecuted, and of all other services performed.  A written report of all such activities shall be made monthly and/or annually to the system superintendent or his designee.
· Serves as counselor to parents, individual pupils or groups of pupils when such counseling appears most appropriate for assisting the child/children with a resolution of a problem.
· Maintains casework records for individual pupils and prepares summary reports on cases being referred to community agencies.
· Assists in the development and implementation of an elementary curriculum.
· Coordinates Title IV Program for the district.
· Coordinate Options Program for the district
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (con’t)
· Develops a district wide attendance program that encourages high attendance and celebrates such achievement
· Acts as a liaison between the school, the family, the community social agencies with concern for the welfare of children.
· Identifies causal factors, which prevent regular school attendance of children
· Conducts orientation programs for teachers to emphasize the need for making early identification and referrals of cases involving poor school attendance, deviant behavior, or students in need of other services.
· Works with community agencies to secure food, clothing, eyeglasses, etc. for children of families’ unable to provide for these necessities.
· Assists in securing data for preparation of social histories for children when needed by school system personnel.
· Coordinates school procedures and assists in referrals in cases of suspected child abuse and neglect.
· Assists in the development of success oriented programs designed to enhance a positive self-image for each child.
· Supervises, develops, and interprets data on attendance and adjustment problems of children, study of dropouts, and causes of poor attendance
· Projects the program as an integral part of the total program of public education in Louisiana, which requires professional competence and continuous professional growth.
· Submits periodic reports reflecting the scope of the office, which will include information on attendance as well as suspension and expulsion data
· Services as a liaison between transportation and the school district
· Facilitates communication between the home and the school, seeking to involve families in the educational process of their children and providing feedback to the school on family situations and problems.
· Conducts hearings relative to student suspensions and expulsions
· Performs other such duties and assume such other responsibilities as assigned by the Superintendent of Schools
WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site. The individual may be required to work in a variety of school and community settings and must be willing to adjust work strategies to accommodate necessary conditions.
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COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  Must
be able to accurately compile and interpret data, summarize information, and provide reports to the appropriate supervisor/administrator.  
· Must have ability to accurately give and receive information via telecommunication system.  
· Must be able to communicate successfully and pleasantly with children, parents, staff, school personnel, and outside agencies.
EQUIPMENT USED:

Telephone, computers, copy machine, facsimile machine, calculator and any other appropriate business machine and/or office equipment.

PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting in excess of 20 pounds is oftentimes required.  
· Must be able to travel to various locations and move freely within work sites.  
· Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision.  
· Must have the ability to maintain accurate records.  
· Must possess sufficient interpersonal skills to function compatibly with others.

· Must be able to follow local, state, and federal guidelines.
HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill.  
· Must be able to respond positively to supervision and to accept commendations and recommendations. 
·  Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.
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MINIMUM QUALIFICATIONS:
· MA Degree; Child Welfare and Attendance or Educational Leader Endorsement
TERMS OF EMPLOYMENT:
12  month employee
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

