REGIS CATHOLIC SCHOOLS
JOB DESCRIPTION

GI S DEAN OF STUDENTS
Catholic Schools
Qualifications:
e Approved by Principal and President e At least three years of successful teaching
o Certifiable as a teacher by State of in Catholic schools or similar experience
Wisconsin e Working knowledge of current Church
e Commitment to Catholic schools documents related to Catholic schools.

Courses in school
Administration/Leadership

Responsibilities

The Dean of Students supports the overall operation of Regis Middle School and/or Regis High School by
promoting a safe, respectful, orderly, and faith-filled learning environment. The Dean is responsible for

student discipline, attendance, student support, school events, and other administrative functions as assigned
by the Principal or President.

I. Student Services and Support

A.

B.
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Monitor and enforce student discipline in accordance with policies and procedures established by the
President, Principal, and Regis Catholic Schools Handbook.

Confer with administrators, teachers, students, and parents regarding educational, behavioral,
attendance, and other student concerns.

Maintain confidentiality regarding administrative, faculty/staff, student, and parent discussions,
concerns, and decisions.

Document concerns regarding student discipline, academics and/or attendance matters as appropriate.
Conduct school tours, orient new students and families, and assist with student enrollment.
Supervise students at school events and activities as assigned.

Supervise the RMS & RHS lunch periods.

Monitor student attendance records, follow up on attendance concerns, and issue truancy letters as
required.

Coordinate and monitor the detention program.

Coordinate student placement in the Resource Room in consultation with appropriate staff and
administration.

Lead progress monitoring for students, particularly those with Individual Learning Plans (ILPs), and
ensure instructors are informed of documented instructional accommodations.

Collaborate with local public school districts and other educational partners regarding student needs,
including IEPs and ILPs.

Provide mediation and intervention in routine teacher-student-parent conflicts.
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I1. School Operations and Events

A.
B.

G.

Organize and coordinate RMS Shadow Days.

Oversee and coordinate school-wide events, including but not limited to Awards Assembly, Sports
Day, 8th Grade Promotion, and All-System Mass.

Assist the Principal and appropriate committees with RHS Graduation.

Work with the leadership team to organize orientation for 8th-grade students, new students, and
families entering Regis the following school year.

Contribute to positive interpersonal and interdepartmental communication.

Demonstrate a cooperative and supportive attitude toward fellow employees and administration
through words and actions.

Attend meetings, workshops, conventions, and training sessions as required.

I11. Safety, Supervision, and School Security

A.

B.
C.
D.

Implement the building-level crisis management plan and participate in emergency preparedness
activities.

Monitor campus parking and traffic procedures and address violations as appropriate.

Monitor the school building and property to promote student and staff safety and security.
Supervise students during assigned school activities, events, and other times as needed.

IV. Administrative Leadership

A.
B.
C.
D.

E.

Support the Principal and leadership team in the effective administration and operation of the school.
Carry out Diocesan and Regis Catholic Schools policies and procedures.

Serve as Principal in the absence of the Principal, as assigned, and assume appropriate administrative
responsibilities during such absences.

Demonstrate flexibility and a willingness to assist where needed to support the effective operation of
the school.

Perform other reasonable duties as directed by the Principal or President.

V. Catholic Identity

A. Promote a Catholic school environment in which students experience and live out the Gospel
message.
B. Promote Catholic values and the mission of Catholic education within the secondary school
programs.
C. Encourage the development of a strong faith community within the secondary schools.
D. Support opportunities for students and staff to grow in their Catholic faith and understanding.
E. Maintain current knowledge of Church teachings and fulfill applicable Diocesan religious
certification requirements.
Dean of Students Date
Principal Date
President Date
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