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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Student Placement Coordinator for School Hearings
	PCN: 14910075
	DepartmentSchool: Department of School Support

	Location Address: 4720 Jenkins Ave
North Charleston, SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Some
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: *Bachelor's degree in Education K-12, Guidance, Social Work, Counseling, Human Resources, psychology or related field;
*3+years successful experience working with at risk youth;
*Working knowledge of theory, research, methodology, and effective practices in early identification of students at risk; programs and
services for students at risk; staff development methods and strategies for reducing risk behavior; and/or basic principles and practices of child development and guidance;
*Ability to establish effective working relations with diverse populations within the schools and communities;
*Strong oral and written communication skills;
*Proficient Technology and Programming skills to include data tracking, creating reports, and analyzing data trends and patterns;
*Excellent organizational skills;
*Restorative Practices Trained Faciliator or able to be trained within a defined timeline;
*CPI and de-escalation trained or able to be trained within a defined timeline; and
*Strong knowledge of the MTSS and PLC practices.


	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: Dr. Shavonna Coakley
	Date: 09/28/2023
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: The Student Placement Coordinator for School Hearings will conduct discipline hearings in accordance to state regulations and district guidelines.  
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: 
	Text16: Must be able to interact with all levels of staff throughout the district.
Great presentation skills
	Text17: Master's degree
Certified K-12 Administrator, Licensed Counselor, Social Worker or Psychologist
Experience working in Alternative Schools


	Text18: *Assists with the review and approval of truancy and discipline packets for hearings;
*Assists with truancy hearings as necessary;
*Assists with creation and maintaining of consistent processes and procedures for student discipline and documentation at the district
and school level;
*Assists with the implementation of the Code of Conduct and Progressive Discipline Plan;
*Assists with the development and implementation of attendance policies and procedures of school operations and related;
programs district-wide (Student Information Services); and
*Assists with the preparation and presentation of data reports.

	Text19: *Must be able to work flexible hours and days throughout the year;
*Sedentary work involves sitting most of the time; and
*Must be able to meet deadlines and be adaptable to change.
	Position  of days: 210
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C43
	Reports toTitle only: Senior Hearing and Placement Coordinator for School Discipline
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: *Conducts Discipline Hearings according to state regulations and district guidelines;
*Conducts Discipline training for school administrators, parents, and community members;
*Collaborates and consults with schools/departments throughout the district and community;
*Processes student hearing outcomes into the discipline and attendance database in accordance to state and district guidelines;
*Assists and promotes decreased student discipline and increased student attendance among at-risk students to reduce
suspensions, expulsions, truancy, tardies, and frequent absenteeism by supporting the Attendance Campaigns, Discipline
Celebrations, and incorporating Parent Education Workshops;
*Serves as a member of the district's Progressive Discipline Plan Steering Committee;
*Attend Regularly scheduled meetings within the Department of School Support, District Departments, and Constituent Board Hearings
as needed, in addition to any other required local and state meetings;
*Maintains all necessary reports, records, and other documents in accordance with District policies and standards;
*Serves as a liaison for Constituent Board Hearings;and
*Supports the planning and implementation of school and community events to promote the goals of the district and department.





	Work Hours2: 5:00
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




