TITLE:  CIVIL RIGHTS COMPLIANCE OFFICER
QUALIFICATIONS
1. Able to clearly explain Title VI, Title IX, and Section 504 federal non-discrimination policies

2. Able to understand and interpret for others basic statistical information
3. Strong background in the use of technology
4. Able to speak effectively to groups and individuals
5. Able to work effectively with students, staff, parents, outside agencies, and community groups  
6. Strong interpersonal and communication skills
7. Ability to work under pressure and deadlines
8. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Director of Special Services
JOB SUMMARY

To assist the district in providing equal opportunity in education and employment, and strive to eliminate race, color, nationality, sex, age, and disability biases from district materials and practices.
MAJOR DUTIES AND RESPONSIBILITIES
Reports and Records
1. Organize and maintain files which will contain a written record of all actions and procedures as required by federal and state law, administrative rules, and Board policy as well as copies of records and reports required to be kept  

2. Prepare and certify the reports and audits required by federal and state law, administrative rules, and Board policy 

3. Compile any other reports, statistics, charts, and graphs as may be required by the superintendent or by federal and state law, administrative rules, or Board policy
4. Keep appropriate records with regard to the Board's recruiting, hiring, promotion, transfer, and in-service education activities to facilitate the Board's policy against discrimination 
5. Keep a school year record of all out of school suspensions and expulsions by sex, race, disability, and reasons for said suspensions  
6. Prepare charts for the district to show percentages of suspensions and expulsions of students in the above categories and the teachers in each schools who have the most suspensions
Providing Information and Advice
1. Prepare all required letterheads and posters to be displayed bearing the phrase "The _______________ School District does not discriminate in its program offerings, or student activities regardless of race, color, national origin, sex, and disability” 

2. Provide representatives of bargaining units with information about the discrimination and harassment policy and procedures and act as a liaison officer with such representatives concerning the policy and procedures  
3. Be available for consulting with employees with regard to their rights and responsibilities concerning discrimination and harassment when so requested or when it appears that such consultation is warranted 
4. Assist teachers in finding supplemental materials which do not promote sexist, racist, or otherwise prejudiced views or stereotypes 
Monitoring and Improving Non-Discrimination Programs

1. Monitor the operation of this program with regards to its effect upon the Board members, employees, students, and the district to bring to the attention of the superintendent revisions that may be appropriate 
2. Recommend to the superintendent steps which should be taken to improve school diversity and ensure harassment-free programs  

3. Keep abreast of current Office for Civil Rights developments, modifications, federal and state law, administrative rules, Board policy, and trends in the field of education as they relate to non-discrimination and anti-harassment programs, and suggest any necessary changes 
4. Serve as a liaison officer with all federal, state, and local government compliance or investigation officers in all matters involving discrimination and harassment complaints or required reports  

5. Review job titles and job descriptions in order to determine whether they correlate with job requirements and to assure that requirements of training, experience, certification, licensing, and/or skills do not unnecessarily impede or bar the utilization of qualified applicants and employees 
6. Periodically examine recruiting methods and employment procedures to assure that they do not illegally discriminate against qualified applicants  

7. Provide in-service training to all employees concerning Title VI, Title IX, Section 504, and the district’s discrimination and harassment policies   
8. Make on-site reviews at all school buildings to ensure compliance with federal and state guidelines concerning civil rights issues and to ensure that building administrators and staff are adhering to anti-harassment treatment with respect to all students 
Other

1. Conduct investigations of alleged discrimination and harassment complaints 
2. Attend district meetings as required 
3. Keep supervisor informed of activities and any issues that may arise 
4. 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 
5. Perform other duties as assigned  
EVALUATION
Performance of this position will be evaluated annually by 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
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