
TITLE:  ATTENDANCE OFFICER
QUALIFICATIONS
1. High school diploma, college‑level coursework in human behavior, child development, or a related field preferred
2. Clerical experience required

3. Knowledge of federal and state law, administrative rules, and Board policy pertaining to child welfare and compulsory education
4. Knowledge of word processing, data bases, and spread sheets

5. Able to work successfully with children and adults

6. Sensitive to cultural diversity
7. Strong organizational skills

8. Strong public relations, interpersonal, communication skills
9. Work well under pressure and deadlines

10. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Building Principal or Superintendent
JOB SUMMARY

To monitor student attendance to minimize tardiness and truancy problems in accordance with federal and state law, administrative rules, and Board policy.  To keep individual student attendance records and report excessive absences and tardies to parents and the building principal.
MAJOR DUTIES AND RESPONSIBILITIES
Contact with Students and Parents

1. Consult with students on tardiness, reminding them of proper penalties when necessary   Gain their cooperation and identify any underlying problems that may warrant intervention by a social worker, psychologist, or other professional staff member 
2. Confer with parents and make home calls when necessary   
3. Advise parents of their legal responsibility to ensure school attendance   
4. Be positive when dealing with students, teachers, and parents 
5. Supervise students in emergency situations, attend to ill or hurt students in the absence of the school nurse, and administer basic first aid and contact parents as instructed 
6. Investigate attendance problems reported by others 
Reports and Record-Keeping
1. Supervise the keeping of daily attendance registers and tardiness records 
2. Collate monthly attendance reports from all schools and compile monthly district-wide attendance reports   
3. Prepare an annual report on attendance and related matters 
4. Handle all court matters pertaining to attendance problems, including preparing necessary reports and attending pre‑trial conferences and/or court sessions as required 
5. Maintain accurate records of all accidents, forwarding copies to the district office 
6. Enter student demographics in permanent files and computer system 
7. Record student attendance and enrollment daily, and report such to the district clerk as needed 
8. Maintain a file on all referrals, counseling, and actions taken 
9. For cases of chronic absenteeism, tardiness, or truancy that have proved unresponsive to counseling, refer to the building principal 
Other
1. Maintain daily contact with all schools to monitor undocumented absences and excessive tardiness 
2. Confer regularly with building principals, school nurses, teachers, and child study team members regarding students who are chronically absent or tardy 
3. Investigate challenges to students' legal residence in accordance with federal and state law, administrative rules, and Board policy 
4. Answer telephones, file, and assist with other office tasks 
5. Assist the secretary, as needed, to call and schedule substitute teachers and prepare their timesheets 
6. Perform all duties specified in state law, administrative rules, and in accordance with Board policy and procedures 
7. Keep immediate supervisor informed of activities and any issues that may arise 
8. Attend faculty meetings as required 
9. Act ethically and confidentially in all aspects of employment 
10. 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 
11. Seek assistance should emergencies arise
12. Represent the school district in a positive manner

13. Know and follow school district policy and chain of command
14. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated periodically by the building principal and/or the superintendent in conformance with federal and state law, administrative rules, and Board 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 for 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. § 33-512
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I.C. § 33-1210

Information on Past Job Performance
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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