DIRECTOR OF PUPIL PERSONNEL

A. Responsible To:  Superintendent of Schools


B. Primary Job Responsibility:  To maintain a high level of attendance for McCracken County School district by implementing local, state and federal regulations.


C. Essential Functions of Job Responsibilities:

Pupil Personnel
· Implements all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Completes pre and post Board meeting procedures for student expulsions.

· Prepares and presents all truancy cases to local court system.

· Participant in McCracken County Court System FAIR Team 

· Kentucky Department of Education Attendance Audit.

· Completes

· Coordinates

· Prepares

· Coordinates

· Alternative School placements.

· Monthly Attendance Consolidated Report.
· Homebound program.

· In-Home School placement.

· Maintains and stores student records and compiles data for Superintendent’s Annual Attendance Report.
· Review/approve in-district transfer of students and non-resident enrollment in collaboration with principals and Assistant Superintendent for Administration and Personnel/Director of Finance


School Health Program
· Coordinates school nurse program.

· Evaluates school nurses.
· Works in collaboration with personnel/finance department to determine staffing needs and assignment of nurses to schools.

· Develops partnerships with regional health care providers for mental health and physical health services for students and staff.


Alternative School Program
· Supervises, manages and directs all district alternative programs including Open Campus Program, Alternative School, Special Education Alternative School, and McCracken Regional School.

· Evaluates head teacher(s) and all staff at the McCracken Regional School, Alternative Program and Open Campus Program.

· Oversees budgets related to programs, including implementation and reporting for Title I, Part D, and KECSAC.

Safe Schools Coordinator

· Works with District Comprehensive Improvement Planning Committee 

· Implements Safe Schools Grant.

Other Assigned Duties
· Coordinates Code of Conduct committee meetings.

· Coordinates Calendar committee meetings.

· Coordinates with Kentucky School Board Association (KSBA) and department directors on Board of Education Policy and Procedure updates.

· Serves as the Title IX Coordinator for the district.

· Prepares all contracts for Board approval.

· Serves as the FRAM (Free/Reduced Lunch Application Management) Coordinator for the Community Eligibility Provision program for the district.

· Provides information on current laws and administrative regulations pertaining to student's rights and responsibilities.

· Performs other such duties as assigned by the Superintendent.

· Maintains a professional and appropriate appearance.

· Maintains regular and predictable attendance.

· Adheres to the professional code of ethics.

EDUCATION AND EXPERIENCE:

-Valid State Teacher Certificate (Preferred)

-Appropriate Administrative Certificate

PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	
	►
	

	Handle/Finger/Feel
	
	
	►
	

	Reach/Push/Pull
	
	►
	
	

	Bend/Stoop/Crouch
	►
	
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	
	►
	

	►  Up to 20 lbs.
	
	
	►
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Certified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the Superintendent.

_____________________________
________________________________

Signature





Date

Print Name

[Type text]
[Type text]
[Type text]

Eff. July 1, 2018
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