
Class Code:  0290 
 

JOB DESCRIPTION 
 
Position Title:  STUDENT SERVICES LIAISON 
 
Responsible to:  Director for Pupil Personnel and Director of District-Wide Operations 
 
Job Function: To provide direct services commensurate with the objectives of the Attendance 

Policies and Procedures of Fleming County Schools. The liaison will also be 
responsible to plan, develop, implement and direct highly visible and proactive 
community Involvement programs and activities in order to ensure community 
awareness of district proposals and programs and to provide the community with 
an opportunity for input. 

 
Performance Responsibilities:  

1. Provides attendance service upon receiving a referral from the designated school 
administrator 

 register the case 
 gather data 
 make home and collateral visits 
 make telephone contacts 
 correspond with individuals and/or agencies related in any way to the 

individual student 
 provide written and oral report to the designated school officials as to findings 
 set up conferences with teachers and counselors 

2. Offers direct service to students and their families o refer for other services within the 
school system 

 refer to community agencies 
 act as liaison between the home and the school 
 set up conferences in an effort to clarify existing problem 

3. Maintains attendance records on students who are referred 
 check the daily absentee list 
 check homeroom teachers monthly attendance records to record daily 

attendance 
4. Maintains an accurate file on all pupils referred for attendance service. The file will 

contain all essential information. 
5. Supports the implementation of the District's plan for community involvement and 

public engagement and provide annual reviews and updates. 
6. Identify community-based resources that could be used to facilitate coordination of 

family involvement with public school staff by surveying families and school staff to 
determine strengths and weaknesses of family involvement throughout the district. 

7. Identify community-based resources that could be used to facilitate coordination of 
family involvement with public school staff by having the Family Involvement committee 
of each school review community organizations in the neighborhoods near their school 
site and open discussion with them about ongoing partnering opportunities. 

8. Identify community-based resources that could be used to facilitate coordination of 
family involvement with public school staff by making use of television, newspapers, 
radio, transportation services, libraries, faith-based organizations, community service 
organizations, universities, etc., to run an extensive Public Relations campaign to make 
the entire school district aware of the need for community support as well as the 
current programs available for families in our district. 

9. Develop a directory of methods (strategies, activities, programs) for contacting and 



engaging families in the district by compiling a "list of parent engagement strategies" 
based on school/family/neighborhood demographics, feedback from parent surveys, 
etc. 

10. Supports the enhancement of the parent information booklet and district. The 
ultimate goal for each school is to develop a document that clearly spells out 
information about school operations, issues, needs, objectives and expectations. In 
addition, this booklet should include explanations of whom/when/how to contact 
school personnel for specific questions and concerns about the school and the 
student. 

11. Supports the creation or development of a timeline of events for the school year that 
gives information about the beginning of the year Open House, Parent Teacher 
Conferences, end of the year grading period, and grade level meetings at the 
beginning of each semester, FCS-PTA day, etc. 

12. Develop and Implement workshops, seminars and forums which address timely topics, 
such as parent/teacher conferences, primary program, school reform issues, 
strengthening parents' knowledge and skills as teachers of their own children, helping 
parents better Interact with schools and school personnel. 

13. Assist schools in the development of the "Family/Community" component of their school 
improvement plan. 

14. Coordinate efforts through school level contacts to monitor levels of parental 
involvement. 

15. Work with schools on initiatives to reach under represented parents in efforts to close 
the achievement gap. 

16. Meets as frequently as necessary with designated administrator to reconcile disposition 
of student referrals. 

17. Liaison (court action} to represent the school in a legal hearing with a mediation officer 
designated by the court for the sole purpose of enforcing the compulsory school law 
and other school law pertaining to student services. 

18. Maintains regular attendance. 
19. Perform other duties as assigned by the Superintendent. 

 
Education and Experience: 
• Bachelor1S Degree 
• Master's Degree 
• Certified Teacher 
• Certified School Principal in Kentucky 
•Three (3) years of successful experience in a certificated position in a public school system. 


