TITLE:  ATTORNEY
QUALIFICATIONS

1. License to practice law in Idaho
2. Minimum experience as a school attorney as determined by the Board

3. Broad knowledge of federal and state law, administrative rules, and Board policy pertaining to schools and public sector collective bargaining
4. Knowledge of federal and state law, administrative rules, and Board policy pertaining to contracts, crime, real estate, administration, and civil rights
5. Personal and professional integrity
6. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO  
The Superintendent and the Board of Trustees
JOB SUMMARY

To provide direct professional legal counsel and representation for the Board of Trustees, superintendent, and staff on school matters.
MAJOR DUTIES AND RESPONSIBILITIES
Provide Legal Advice
1. Attend Board meetings and provide legal advice as needed.

2. Review pending Board policy prior to formal adoption.

3. Advise the Board in all matters of a legal or technical nature relating to the organization of the Board, parliamentary procedure, and interpretation of federal and state law, administrative rules, Board policy, charters, ordinances, and contracts.

4. Prepare and render oral and/or written legal opinions upon request to the superintendent, staff, and the Board.
5. Advise the Board on the sale, lease, or other disposition of excess physical property.
6. Advise the Board in all staff contract negotiations.
7. Provide periodic updates on administrative practice and Board policy, including reviews of important court decisions and attorney general's opinions.
Legal Documents and Procedures
1. Provide legal assistance in the drafting of legal documents, policies, rules, resolutions, applications, and all other legal or quasi‑legal papers upon request. 
2. Prepare or review all invitations to bid, job specifications, and legal contracts.

3. Maintain copies of deeds, records, and other appropriate documents relative to the physical properties under the jurisdiction of the Board.
4. Serve as legal representative of the Board, its members, and staff in any judicial or administrative proceedings, at the direction of the Board.
5. Participate in negotiations as a member of the management team, if assigned.

6. Prepare resolutions, deeds, leases, conveyances, bonds, obligations, and other legal instruments relating to the business of the Board.

7. Prepare correspondence that may be necessary or as may be requested by the Board.

Other

1. Ensure that inquiries from Board members are handled in a manner that avoids excessive professional services expenditures and ensures the prudent and cost-effective use of legal services.
2. Assist the Board in complying with the federal and state law, administrative rules, and its own policies.

3. Assume responsibility for his or her continuing professional growth and development by such efforts as attendance of professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications.
4. Seek assistance should emergencies arise
5. Represent the school district in a positive manner

6. Know and follow school district policy and chain of command
7. Perform other duties as assigned. 

EVALUATION
Performance of this position will be evaluated periodically by the superintendent and the Board of Trustees in conformance with district policy.

TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”. The “employment period” and other descriptions and terms set forth shall not create a property right in the employee. These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.

NOTE:
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 3-101

Persons Entitled to Admission

I.C. § 33-512

Governance of Schools
I.C. § 33-1210

Information on Past Job Performance
Idaho Bar Commission Rules
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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