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Duties and Responsibilities of 

Mental Health Services Coordinator 

Primary Function 

Under the direction of the Director, Student Services the Mental Health Services Coordinator 

provides school counseling services to children grades Pre-K-12, including screening and 

assessment, individual and group counseling, and work with/referral to outside agencies as 

appropriate. The Mental Health Services Coordinator will also be an integral member of the 

Student Support Team/IEP Team, helping to plan, implement, and monitor programs at the 

school sites.  In addition, the Mental Health Services Coordinator will supervise Marriage 

Family Therapist (MFT) interns. 

Duties and Responsibilities 

Assist in the development and design of a service delivery model, including scheduling and 

assigning of interns, for the provision of Educationally Related Mental Health Services 

(ERMHS) to students with IEPs, participate in IEP meetings to provide input and 

recommendations for students considered for ERMHS or receiving ERMHS including proposing 

goals and services; consult with school psychologists in the assessment of students’ ERMHS 

needs, including counseling, parent counseling, and residential treatment; attend IEP meetings as 

needed to review the mental health assessment and/or progress of the students and assist with the 

development of student transition plans, programs, and goals; coordinate the implementation of 

goals/outcomes with the IEP team; schedule, plan, and administer ERMHS for children 

according to IEP goals and the intervention plan developed for the student; train and supervise 

MFT interns to provide ERMHS services to students; respond to questions, inquiries, complaints, 

and clarify ERMHS goals and services to parents, students, teachers, and special education staff; 

provide assistance to educational staff as part of case management through consultation, training, 

and direct individual and group activities; provide workshops and training regarding mental 

health issues; maintain documentation of service provision related to IEP monitoring, billing 

systems (i.e., Medi-Cal, LEA billing), and work time. 

Distinguishing Characteristics 

Plan, organize and conduct a therapy program for children and their families;  

Respond to questions, inquiries, and complaints from parents, students, and teachers; 

Explain processes and procedures as they apply to the therapy program; 

Support staff efforts to include therapy techniques in the therapy setting; 

Work with students, parents, staff, and community agencies; 

Establish processes and procedures as they apply to the therapy program; 

Prepare reports and keep case records; 

Establish and maintain cooperative and effective working relationships with others; 

Ability to supervise and lead MFT interns; 

Ability to develop and support student transitions into new educational environments. 
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Required Qualifications 

 

Valid California driver’s license 

Ability to supervise MFT interns 

 

Training and Experience: 

 

Current First Aid and CPR certification prior to starting assignment and maintained current at all 

times.  

 

Desirable Qualifications: 

 

Pupil Personnel Services Credential 

Bilingual, Spanish preferred 

Experience working as part of an educational team 

 

Ability to: 

 

Learn school policies, methods, and practices generally used with students in a therapy setting; 

Work effectively and cooperatively with students, parents, staff, and community agencies; 

Demonstrate a caring attitude; 

Project a warm and friendly disposition; 

Use good judgment in a variety of circumstances and situations; 

Communicate effectively; 

Understand and follow oral and written directions; 

Supervise and lead MFT interns; 

Develop and support student transitions into new educational environments. 

 

Knowledge of: 

 

Developmental disabilities and handicapping conditions; 

Typical and atypical child development; 

The principles and techniques of mental health consultation, education, and prevention within the 

community; 

Biological, behavioral, and environmental aspects of emotional disturbances, mental health 

disabilities, intellectual disabilities, and substance abuse. 

 

Education: 

 

Possess a Masters Degree in a mental health related field (e.g., LCSW, MFT, Clinical 

Psychologist) along with applicable licensure. A minimum of three years work experience in 

mental health services in an educational environment (school district, county office of education, 

SELPA), as well as a minimum of two years experience providing clinical supervision. Must 

meet requirements to supervise MFT interns. 
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