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AGENDA ITEM (ACTION ITEM): 

Issue Paper 

Consider/Approve revision to the current job descriptions for "Guidance Counselor and 
"Assistant Director of Districtwide Programs", 

APPLICABLE BOARD POLICY: 
01.11 General Powers and Duties of the Board; 03.233 "Duties": Job Description 

HISTORY/BACKGROUND: 
Currently, the Kenton County School District has a job description for revision to the current job 
descriptions for "Guidance Counselor and "Assistant Director of Districtwide Programs". The 
attached proposal for changes in the job description of "Guidance Counselor" to "School 
Counselor" are more aligned to the expectations of the current position, as needs in the roles have 
changed over time. The revisions to "Assistant Director of Districtwide Programs" is to better 
establish the minimum expectation of an employee in this role to hold and maintain Kentucky 
teaching certification, as is needed for Kentucky Department of Education and related 
employment/retirement organizations. 

FISCAL/BUDGETARY IMPACT: 
No net financial impact. 

RECOMMENDATION: 
Approval to revise the current job descriptions for "Guidance Counselor and "Assistant Director 
of Districtwide Programs", 

CONTACT PERSON: 
Malina Owens 

:::!Y\~ a~ o-iF-
PrincipaVAdminislrator »isirli:t Administrator Superin/1'~ 

Use this form to submit your request to the Superintendent for items to be added to the Board Meeting Agenda. 
Principal -complete, print, sign and send to your Director. Director -if approved, sign and put in the Superintendent's mailbox. 



Kenton County School District 
Job Description: G1,1iaaRce School Counselor 

Job Class Number: 1050 

TITLE: G1,1iaaRce School Counselor 

QUALIFICATIONS: 
1. Valid Kentucky Certificate endorsed for school counselor 
2. Master's aegree 
3. Three years teaching and/or counseling experience preferred 

REPORTS TO: Principal 

SUPERVISES: None 

JOB GOAL: Pro•,ide all stl:laeRts witl=I professioRal COl:lRseliRg services aesigRed to overcome oestacles that 
impede learRiRg aRd provide direct services that will assist all st1,1deRts iR makiRg ed1,1cati0Ral, occ1,1pati0Ral aRd 
life plaRs as the·,· pre13are f.or the 21st ceRtl:lP; ecoRomy. Utilizing leadership, advocacy, and collaboration, 
school counselors promote student success, provide preventative services, and respond to identified needs by 
implementing a comprehensive school counseling program that addresses academic, career, and personal/social 
development for all students through a Multi-Tiered System of Supports. 

PERFORMANCE RESPONSIBILITIES: 
1. CoRdl:lcts col:lRseliRg aRd ed1,1cati0Ral sessioRs 1Nith st1,1deRts OR aR iRdi·,id1,1al aRd gro1,1p easis 
2. CoRsl:llts with a Rd develops plaRs of s1,1pport with teachers a Ra pareRts/ al301,1t st1,1deRt's Reeds, 

coRcems aRd academic iss1,1es Maintains complete and accurate student records and protects the 
confidentiality of all records, including, but not limited to, student cumulative records 

3. Maintains a daily log of coRfereRces communication with students, teachers, parents and other 
stakeholders as documented using district procedures in the student information system. 

4. CoRsl:llts with teachers iR plaRRiRg a Rd proYidiRg classroom g1,1idaRce acti>,ities Collaeorates with school 
staff a Rd comml:lRity represeRtatives iR assessiRg stl:ldeRt Reeas a Rd 1,1tiliz:es the data to plaR a Rd 
eval1,1ate the g1,1iaaRce program Uses human development theories to have an impact on developmental 
issues affecting student success. Uses learning theory to support student achievement and success, 
including students with diverse learning needs. Uses career development theories and aligns them with 
career and technical education, when possible, to promote and support postsecondary planning. 

S. Assists or serves as the coordiRator of testiRg; admiRisters a Ra iRterprets test aata to teachers, pareRts 
aRd stl:ldeRts 

e-: Serves as a resource person on the Special Education Admissions and Release Committee when 
appropriate-Uses established and emerging evidence-based counseling theories and techniques that are 
effective in a school setting to promote academic, career and social/emotional development. Keeps 
current with all related educational developments and practices (e.g., ASCA, KY school counselor 
association, etc.). 

7. Assists Rew st1,1deRts ,...,ith registratioR, orieRtatioR a Rd acclamatioR to their Rev, school eRvironmeRt 
Pro•,ides col:lRseliRg services to farnlty, pareRts, atteRdaRce persoRRel a Rd District Co1,1rt to correct the 
atteRdaRce proelems of trnaRt st1,1deRts Pro·,ides s1,1pport a Rd reso1,1rces to tr1,1aRcy process a Rd 
st1,1aeRts/families/school persoRRel Provides comprehensive school counseling program with a focus on 
the district's goal of transition ready. Conducts individual and/or group short-term counseling to 
students and assists in referrals for long-term support outside of the school setting for students. 
Engages and maintains a professional relationship with outside school-based therapists and agencies 
through district MOUs. 
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Kenton County School District 
Job Description: Guidance School Counselor 

Job Class Number: 1050 

8. Demonstrates a working knowledge and application of the Multi-Tiered Systems of Support (which 
includes but not limited to Tier 1 SEB instruction and Tier 2 and 3 interventions including progress 
monitoring) and is a member of the school MTSS committee. Consults with and develops plans of 
support with school personnel and parents/guardians about student's social emotional behavior and 
academic concerns by matching students with needs to appropriate interventions. Completes student 
observations and delivers recommendations to MTSS committee 

9. Collaborates with stakeholders including community representatives to create ongoing, regular 
assessments to measure the effectiveness of the school counseling program. 

10. Maintains complete and accuFate student FecoFels anel pFotects tt:1e confielentiality of all records, 
inclueling, eut not limited to, st1:Jelent c1:Jm1:Jlati're Fecords Administers and interprets social, emotional 
and behavioral universal screeners to students and develops individual student plans and overall school 
goals based on the results as appropriate 

11. Demonstrates a working knowledge of crisis team protocols and is an active member of school and 
district level crisis teams. Conducts suicide assessments with students and provides consultation to 
administration with threat assessment. Connects students/families with school-based interventions 
and/or referrals to outside agencies as appropriate 

12. Attends all required meetings, and attends and/or presides over other meetings as the supervisor 
designates 

13. Aids st1:Jdents witf:l course s1:Jeject selection wf:lile assisting aelministFation ,.,,itl'I gro1:Jp scf:leduling 
presentations and in preparing subject selection sf:leets witf:l stuelents 

14. Pro,.•ides f:lorne visits as needed to assess family circumstances and rnal~e needed referrals to comrn1:Jnity 
resources foF proeleA'ls interfering witf:l tf:le cl'lild's academic progress, social, emotional, or pf:lysical 
development 

15. Pro·,ides counseling services to prevent students froA'l dropping out of scf:lool Pro¥ides student 
information to f:ligf:ler level education and potential employers accoreling to pro11isions of tf:le BoaFd's 
policy on student records 

Hi. Assists stuelents witf:l tf:le selection of l'ligf:ler le¥el eelucation, including admission anel scf:lolarships 
17. G1:Jides st1:Jdents in tf:leir participation of scf:lool and coA'lmunity actiYities 
18. Obtains anel elisseminates occupational inforA'lation to students anel to classes studying occupations 
19. Guides stuelents v,itf:l tf:le evaluation and selection of career interests and choices 
20. Counsels students on an indivielual easis in the solution of personal problems related to such areas as 

f:lome and family difficulties, l'lealth, and eA'lotional adjustment 
21. Assists in tl'le orientation of ne·.v faculty A'lemeers 
22. Initiates contact with appropriate service agencies anel professional consultants wf:lile referring students 

anel parents to appropriate person or agency, as case warrants 
23. Keeps current with all related eelucational dmi'elopments and practices 
24. Maintains regular attendance 
25. Performs other duties as assigned by the supervisor 

TERMS OF EMPLOYMENT: 
• Middle, High and SVA = 205 days, Elementary= 195 days Salary Schedule: 
• Salary Schedule: Certified Salary Schedule Scale and Certified Salary School Counselor Index 
• FLSA Status: Exempt 

EVALUATION: Performance of the position will be evaluated annually by the Principal 
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APPROVED: 11/25/1980 

Kenton County School District 
Job Description: Guidance School Counselor 

Job Class Number: 1050 

REVISED: 07/21/2003,09/10/2018,07/06/2020, 7/8/2022 
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Kenton County School District 
Job Description: Assistant Director of Districtwide Programs 

Job Class Number: 4016 

TITLE: Assistant Director of Districtwide Programs 

QUALi FICATIONS: 
1. Holds a valid Kentucky Administrative certificate endorsed for the position of school administration 

preferred 
2. Administrative experience in school programs preferred 
3. Holds a valid Kentucky Teaching Certificate 

REPORTS TO: Director of Districtwide Programs 

SUPERVISES: Assigned District staff 

JOB GOAL: To assist in providing leadership, staff development, and instructional support to all Districtwide 
Programs' instructional and administrative staff to ensure such programs provide a world-class education so all 
students are college and/or career ready and prepared for the 21st century economy. 

PERFORMANCE RESPONSIBILITIES: 
1. Assists in development, leadership, and implementation of innovation and alternative programming, 

such as early college, career pathways and alternative options for students 
2. Provides all students with equity and access to innovative programs designed to prepare them for 

college and/or career readiness 
3. Provides a leadership role in district-wide curriculum planning and training for professional staff with 

regards to innovative and alternative programming for students 
4. Provides assistance and training to building instructional staff in the integration of technology and 

innovation to support student achievement in innovation and alternative programming 
5. Assists in the evaluation of instructional methods and programs 
6. Assists in the guidance of individual professional development experiences for administrators and 

teachers 
7. Assists in providing leadership in development and implementation of innovation and alternative 

programming plans and assists principals in the planning and implementation of effective programs 
8. Conducts research about advancements in innovation and alternative programming to inform decision

making 
9. Gathers and disseminates information (e.g., grants, policies, professional development opportunities) 

relevant to innovation and alternative programming 
10. Assists in coordinating innovation and alternative programming related grant projects, community 

outreach projects and fund raisers 
11. Keeps current with all educational developments and practices related to assignment 
12. Conducts staff development and supports community awareness initiatives 
13. Works toward developing an improved understanding of students' educational needs on the part of 

teachers, administrators and parents, including the use of technology in the analysis of formative and 
summative data 

14. Attends to all record keeping functions, correspondence, data requests and any other requests related 
to duties of the position 

15. Attends all required meetings, and attends and/or presides over other meetings as the supervisor 
designates 

16. Performs other duties as assigned by the supervisor 
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TERMS OF EMPLOYMENT: 

Kenton County School District 
Job Description: Assistant Director of Districtwide Programs 

Job Class Number: 4016 

• Days per fiscal year: 230 

• Salary Schedule: Certified Salary Scale and Assistant Director Index 
• FLSA Status: Exempt 

EVALUATION: 
Performance of this job will be evaluated by the Director of Districtwide Programs 

APPROVED: 6/5/2023 
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