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JOB DESCRIPTION: MS/HS Attendance and Study Hall Coordinator 
TITLE:    
MS/HS Attendance and Study Hall Coordinator 
 
QUALIFICATIONS:  
Minimum of a high school diploma or GED.  In order to perform this job, the employee must have 
excellent written and verbal communication skills.  They must have the ability to work with 
frequent interruptions and manage multiple tasks at the same time.  The employee must be 
proficient in the use of technology.  Discretion is required in keeping appropriate information 
confidential.  The employee must be willing to adhere to the District’s policies and procedures.   
  
REPORTS TO:    
Secondary Principal 
 
PHYSICAL DEMANDS:  
While performing the duties of this job, the employee is regularly required to sit, stand, walk, go up 
or down steps, write, and speak.  The employee may occasionally be required to lift objects up to 
35 pounds in weight.  The employee may be required to push, pull, reach, stoop and turn.   
 
GENERAL DESCRIPTION:  
The Attendance and Study Hall Coordinator works directly with the Secondary Principal to ensure 
that policies and procedures regarding attendance are systematically followed in the Secondary 
School.  This person also is responsible for maintaining an environment in the study hall that is 
conducive to students completing their academic work.   
 
ESSENTIAL FUNCTIONS: 

1.  Conduct themselves in a way that adheres to the Mission of the Garretson School District; 
2.  Serve as a point of contact for parents regarding student absence from school; 
3.  Prepare student attendance, grade and behavior reports as requested by the Principal ; 
4.  Verify student absences and inform the Principal of excessive tardiness or absenteeism; 
5.  Prepare and mail necessary attendance / grade letters for students and parents as directed by 

the Principal 
6.  Perform data entry regarding student information as requested; 
7.  File correspondence, instructional records and materials as requested; 
8.  Prepare required reports and communications to assist the Principal; 
9.  Effectively monitor the study hall, maintains student behavior and fosters and environment 

that is conducive to student productivity; 
10. Maintain ICU database and collaborate with teachers and the Principal to ensure effective 

use of ICU time; 
11. Strive to promote the safety, health and comfort of all students within the school district; 
12. Promote a positive image of the Garretson School District; 
13. Understand and maintain confidentiality related to, and necessary for, students in the 

District; 
14. Perform other duties as required by the administration. 



 
 
TERMS OF EMPLOYMENT:   
This position is an At-Will position, as defined by SDCL.  Hourly wage and benefits to be 
determined by the board. Hours shall be set by the superintendent.  Overtime shall only be 
available with permission from the Superintendent.  Permission for overtime will be granted on a 
“per-incident” basis.   The Attendance and Study Hall Coordinator is expected to work while 
school is in session and classes are being held.   
 
EVALUATION:   
Job performance will be reviewed at least annually by the Secondary Principal. 
 
 
 
 
 
 
 
Adoption date:  January 13, 2020 


