








Class Code:  7862

TITLE:  


Attendance Director  
REPORTS TO:  

Superintendent, Director of Pupil Personnel, Principal

TERM OF CONTRACT:  
200 Days / 8 Hours Per Day

FLSA STATUS:  

Non-exempt

QUALIFICATIONS:

1. High School Diploma or equivalent
2. Valid Kentucky drivers license

3. Ability to deal effectively (oral and written communication skills) with school personnel, students, parents, court and agency representatives.

4. Ability to use computers for attendance purposes

5. Knowledge of applicable sections of the Kentucky Administrative Regulations and other applicable laws

6. Ability to perform duties with awareness of all district requirements and Board Of Education policies

PERFORMANCE RESPONSIBILITTIES:

1. Confers with parents/guardians on absences and makes phone calls home to 

students who are absent or demonstrating behaviors of becoming truant.

2. Consults with students in matters of attendance and tardiness and makes every 

effort to gain their cooperation.

3.  Available to teachers, students and parents on an individual basis to 

            explain attendance laws and policies and to encourage regular attendance.

4. Serves as a liaison between the schools, parents and community agencies.

5. Visit homes of students to determine cause of non-attendance.

6.   Investigates and reports findings in cases of absence referred by school 

principal or legal authorities, or in suspicious cases.

7. Cooperates with school personnel, probations officers, juvenile court and 

welfare agencies dealing with cases known, suspected, or of probable delinquency.

8.   Available to teachers, students and parents on an individual basis to 

            explain attendance laws and policies and to encourage regular attendance.

9.   Serves as a liaison between the schools, parents and community agencies.

10. The Attendance Director will follow the schedule of notice expected by the  

       Director of Pupil Personnel.                 

11.  The Attendance Director will keep documentation of all contact made with 

 parents and students in regards to absenteeism and tardiness. 

12. Documentation will be forwarded to the Director of Pupil Personnel as       

       required by the Superintendent and Director of Pupil Personnel.

13. Complete truancy allegation on all students with nine (9) unexcused days.                                      

      The allegation forms must be submitted to the Director of Pupil Personnels   

      office immediately for signature.

14. Reports intolerable home situations such as neglect, abuse immoral          

circumstances,etc. to appropriate agencies and according to Bell County School Board Policy and Procedure.

15. As a special deputy for Bell County serve truancy warrants (following the                                    

      guidelines set forth in the contract in Bell County Board Of Education Policy  

      and Procedure.

16. Performs other relevant duties as may be assigned by the Superintendent or  

      Director of Pupil Personnel.

OTHER:  

1. The employee shall serve as a role model for students in how to 

    conduct themselves as responsible citizens.

2. The employee shall help instill in students the belief in and practice

    of ethical principles and democratic values.
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