TITLE:  AFFIRMATIVE ACTION OFFICER
QUALIFICATIONS

1. Idaho Teaching Certificate with appropriate endorsement(s) as determined by the Board
2. Minimum experience in curriculum review and staff development activities as determined by the Board
3. Knowledge of federal and state anti‑discrimination federal and state law, administrative rules, and Board policy
4. Knowledge of recruitment and selection procedures and practices related to equal employment opportunity within the public education system
5. Able to work effectively with students, staff, parents, outside agencies, and community groups
6. Able to speak effectively to groups and individuals
7. Able to work under pressure and deadlines
8. Maintain confidentiality of staff and students

PRIMARY RESPONSIBILITY TO
Assistant Superintendent and Superintendent
JOB SUMMARY

To ensure equal educational opportunity for all students in the district and equal employment opportunity for all employees in compliance with federal and state law, administrative rules, and Board policy.
MAJOR DUTIES AND RESPONSIBILITIES
Reports and Planning
1. Provide leadership for the district’s affirmative action team, development of the comprehensive equity plan, and coordination of the education equality and equity 

2. Oversee the implementation of the district's multi-year equity plan 
3. Identify problems through on‑going internal surveys 
4. Establish goals and timelines to correct discriminatory patterns and practices  
5. Make recommendations for corrective measures when necessary 
6. Assist in the planning and development of career counseling or training programs for upward mobility where such programs can be realistically implemented 
Responsibilities to Students and Staff
1. Participate in the ongoing review and development of the district’s educational equality and equity policies 
2. Review school and classroom practices and employment and contract practices to ensure compliance with federal and state law, administrative rules, and Board policy 
3. Notify all students and staff of district grievance procedures for handling discrimination complaints and administer the grievance process   
4. If assigned, investigate specific complaints and preserve evidence that may be useful in determining the validity of those complaints 
5. Monitor in-service training, recreational, and social programs to determine if there is equal access for all employees 
6. Develop and coordinate required professional development programs for certificated and non-certificated school personnel and use such trainings to identify and address problems associated with the student achievement gap and other inequities 
7. Ensure the inclusion of a multicultural curriculum and required courses related to the history of other cultures  
8. Assist in the development of resource lists of multicultural, nonsexist, unbiased supplemental materials 
9. Develop guidelines for selection of textbooks, library books, and other instructional materials in consultation with appropriate teaching staff members 
10. Review curriculum guides, guidance services, standardized tests, curricular and extracurricular programs, athletic programs, and scholarship programs to assure that they are nondiscriminatory, and recommend corrective steps when necessary 
11. Review the organizational aspects of the interscholastic athletic programs to assure equal treatment in such areas as coaches' salaries, purchase and maintenance of equipment, quality and availability of facilities, scheduling practice and game time, length of season and other related matters 
12. Develop guidelines for professional staff to develop non-discriminatory school and classroom practices 
13. Monitor equal access to programs and facilities and a harassment-free school environment for all students and employees 
Other

1. Act as liaison between school district and the community organizations, contractors, vendors, and others concerned with equal opportunity employment 
2. Conduct internal district monitoring to ensure continuing compliance with federal and state law, administrative rules, and Board policy governing educational equity 
3. Assume responsibility for his or her continuing professional growth and development by attendance at professional meetings, membership in professional organizations, enrollment in advanced courses, and by reading professional journals and other publications   
4. Keep abreast of current discrimination issues; relevant federal and state law, administrative rules, and Board policy; and effective affirmative action and equal education strategies 
5. Adhere to The Code of Ethics of the Idaho Teaching Profession adopted by the Professional Standards Commission and the State Board of Education 
6. Seek assistance should emergencies arise
7. Represent the school district in a positive manner

8. Know and follow school district policy and chain of command
9. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the assistant superintendent and/or superintendent in conformance with district policy and IDAPA 08.02.02.120.
TERMS OF EMPLOYMENT
By contract as determined by the Board of Trustees in accordance with federal and state law, administrative rules, and Board policy.
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. § 33-512

Governance of Schools




I.C. § 33-513

Professional Personnel



I.C. § 33-515

Issuance of Renewable Contracts




I.C. § 33-1201

Certificate Required



I.C. § 33-1210

Information on Past Job Performance



IDAPA 08.02.02.022

Endorsements A-D




IDAPA 08.02.02.023

Endorsements E-L




IDAPA 08.02.02.0234
Endorsements M-Z

IDAPA 08.02.02.120
Local District Evaluation Policy—Teacher and Pupil Personnel Certificate Holders
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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