
TITLE:  RESIDENCY INVESTIGATOR
QUALIFICATIONS
1. High school diploma or general education degree (GED)
2. Three years of experience that is directly related to the duties and responsibilities specified below
3. Valid driver's license and ability to drive

4. Must possess and maintain a clean driving record
5. Knowledge of admissions, enrollment, residency documents, and student records for a school district
6. Knowledge of federal and state law, administrative rules, and Board policy regarding student records and enrollment
7. Ability to follow up, good with details, ability to deal with many enrollment issues concurrently
8. Computer literacy as it pertains to residency records
9. Works well with students, staff, and the community
10. Strong organizational skills
11. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Superintendent
JOB SUMMARY

To provide information to the school district needed to determine whether students are district residents and properly enrolled.
MAJOR DUTIES AND RESPONSIBILITIES
1. Meet with newly enrolled students and parents in person or on the phone to discuss whether the student is a resident and is entitled to be enrolled in district schools 
2. Notify families about district residency requirements and about the consequences of falsifying residency through letters to parents, policy handbooks, neighborhood newspapers, and other avenues 
3. Assist district staff in enforcing requirements for parents of every student to demonstrate the student’s legal residency in the district and to notify the district of any residency changes that take place during the school year 
4. Assist with the collection of all paperwork by responding to specific questions during the form completion process, follow up on missing forms until each student’s file is complete, and act on all missing forms notices 
5. Assist the superintendent in announcing and implementing amnesty periods during which non-resident families may disclose without penalty their true legal residence and transfer to their home school district 
6. Pursue tips and conduct proactive investigations of students   
7. Promptly and diligently investigate allegations, and keep records 
8. On the instructions of the superintendent, institute random residency audits of school students 
9. Conduct spot-checks of key drop-off locations  
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 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 in this job description 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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