Position Title:
Dean of Students
Reports to:
Senior High School Principal

SUMMARY:  To help students resolve both academic and non-academic problems which may interfere with their getting the greatest benefit from the school’s educational programs.  To help students achieve the fullest benefits from the school’s program, services and offerings.

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned.

· Assists the high school principal in the resolution of all discipline problems in a fair and just manner, and maintains records of any action taken.  The principal will make the final decision on all discipline matters.

· Works with faculty in a cooperative manner to develop rules and regulations to effect positive student behavior in the school.

· Supervises development, maintenance and distribution of student handbooks and the like.

· Provides documentation and recomme4ndations to the principal regarding the suspension and expulsion of all students; the principal makes the final decision regarding the suspension and/or expulsion of any student.

· Assists in developing carrying out policies and supervising practices dealing with campus control and supervision.

· Chairs the student assistance program and coordinates school and community resources for students at risk.

· Researches matters of discipline and welfare by conferring with parents, teachers, counselors, support service personnel and students with the final decision made by the principal.

· Oversees all matters of student attendance and makes recommendations to the principal for resolution of chronic attendance problems.

· Works with community and government agencies on problems relating to drug abuse and truancy from school.

· Assists in the dissemination of information regarding school and district programs, policies and procedures to students, parents, staff and community.

· Participates in the coordination, implementation and supervision of the extra-curricular clubs, activities and programs.

· Assists the supervisory responsibility for student activities, programs of student orientation and similar activities; any schedule changes that affect other teachers will be made by the principal.

SUPERVISORY RESPONSIBILITIES:

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
EDUCATION and/or EXPERIENCE:   

Valid certification as a secondary teacher;  successful experience as a secondary teacher.

CERTIFICATES, LICENSES, REGISTRATIONS:  

Valid Pennsylvania teaching certificate

LANGUAGE SKILLS
Ability to read and interpret educational materials relevant to learning and discipline.  Ability to write speeches and article for publication that conform to prescribed style and format.  Ability to effectively present information to administrators, staff, public groups/community and the board of education.

MATHEMATICAL SKILLS:

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret instructions furnished in written or oral form, and to delegate assignments to others.

OTHER SKILLS AND RESPONSIBILITIES:

Ability to remain calm in confrontational situations and to diffuse those situations. Ability to establish good working relationships with students, staff and the school community.  Ability to perform duties with awareness of all federal and state regulations as well as all district policies.

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform  he essential functions.
While performing this job the employee is frequently required to sit, stand, walk, speak and hear.  Specific vision abilities required by this job include close and distant vision.  Frequent driving is required while meeting the demands of this job.  The individual must be able to meet deadlines and be flexible with regard to work hours.
WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job.
The noise level in the work environment varies greatly.  There are frequent interruptions.

The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently holding this position and additional duties may be assigned.
