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TITLE: DISTRICT LIAISON  
SUPERVISOR: Director of Title 1 Programs 
 
JOB GOAL: 
District Liaison works with students who are removed from their school and placed into another facility including: 
Behavior Health Centers, Juvenile Detention Center, etc.  The goal of this position is to minimize the disruption of the 
student’s learning and maintain positive connections by effectively communicating with student and administrators.  
Liaison works with students and facility staff to provide weekly lesson plans based upon the established educational 
plan for the student who is confined in a different facility.   It is not the responsibility of the Liaison to enhance 
learning but rather to provide materials so student will have the opportunity to pursue learning and graduation 
requirements. 
 
QUALIFICATIONS: 

 Must have demonstrated positive and effective communication skills with students,  staff, and administrators 
 Must have successful experience working with at-risk students  
 Must have word processing, typing, computer skills and organizational skills 
 Preferred candidates will have successful experience working in a school environment 
 Preferred candidates will hold a Bachelor’s Degree from an accredited college or university in an educational 

field and hold a valid Idaho State Education Credential endorsed in one or more subject areas. 
 
PERFORMANCE RESPONSIBILITIES 

 Work cooperatively in a team environment with staff to gather lessons for student. 
 Help transition students in/out of the facility. 
 Monitor and facilitate pre and post testing procedures as necessary. 
 Deliver and return student work for grading and review according to the established schedule. 

 Establish and maintain a professional and collaborative relationship with both general and special education 

staff knowledgeable about the student’s ability. 

 Supervise para-professional at Kootenai Behavioral Health. 

 Contribute to a positive and professional working environment with student and facility.  
 Maintain accurate, complete, and correct records as required by law, District procedures, and Board Policy 

 Establish and maintain open lines of communication and cooperative relations with the administration, 

counselors, student, parents, and colleagues to include but not limited to email, phone calls, meetings, etc. 

 Continually strive to maintain and improve professional competencies through a continuous pursuit of 

educational and experiential activities throughout the school and district 

 Act in a fiscally responsible and timely manner in regard to travel and time providing instructional materials 

following District procedures 
 Be knowledgeable of, and uphold, all policies pertaining to staff and students as specified in Board policies 

and State and Federal laws 
 Performs tasks and assumes other responsibilities as the Supervisor(s) may assign 

 
ESSENTIAL FUNCTIONS - required with or without a reasonable accommodation: 

 Effective communication capabilities to discern verbal conversation  
 Comprehend the meaning of words and respond effectively 
 Visual acuity to comprehend written work, prepare, review, and organize documents and observe classroom 

and student activities 
 Manual dexterity to perform repetitive hand/wrist/arm motions and to operate a computer and office 

equipment and to physically restrain a student to keep from harming self and/or others 
 Personal mobility, flexibility, and balance which permits the employee to travel to designated sites and 

provide work in a one-on-one environment 
 Occasionally lift or move objects that weigh up to 20 lbs 

 
EVALUATION: Performance of this job will be evaluated per District Policy for classified staff 
TERMS OF 
EMPLOYMENT: This is a full-time at-will position paid hourly working 210 days on the Classified Salary 

Matrix 
 

 


