
CHISAGO LAKES SCHOOLS, ISD #2144 

 

TITLE: Attendance & Detention Paraprofessional/Health Room Support Paraprofessional, HS 

 

QUALIFICATIONS: 1. Demonstrated aptitude for the tasks involved. 

 2. High School diploma or equivalent.  Post secondary training and experience 

preferred. 

 3. Able to lift 50 pounds. 

 4. Experience working with high school age students. 

 5. Experience with Microsoft Office Products. 

 6. Current Red Cross Standard First Aid and CPR certification. 

 7. Such alternatives to the above qualifications as the Board may find appropriate and 

acceptable. 

 

REPORTS TO: Assistant Principal Senior High School for building and office attendance 

responsibilities.  Reports to the district wide licensed school nurse for health service 

responsibilities. 

 

JOB GOAL: Attendance Para provides clerical related services in the Health and Attendance Office.  

The Detention Para is responsible for the smooth and effective operations of the After 

School Detention Programs.  The Health Room Support Para provides (as needed) 

assistance to the Health Service Department programs. 

 

PERFORMANCE RESPONSIBILITIES: 

 

Attendance Para 

 

1. Assist in the daily activities of the Health and Attendance Office. 

2. Assist in the maintaining, recording, entering and filing of attendance records and data. 

3. Perform responsibilities related to attendance; calling parents, tracking attendance data, monitoring and 

communicating attendance issues and completing attendance reports. 

4. Assist Health Paraprofessional in issuing admit, passes. 

5. Provide support and assist in updating all records relative to the Attendance Office. 

6. Help to maintain a clean, orderly, effective, efficient and caring office.  Maintain effective and positive working 

relationships with staff, students and parents. 

7. Provide clerical assistance to the Assistant Principal and main high school office as deemed necessary. 

8. Maintain confidentiality as per mandated data privacy laws. 

9. Other duties as assigned. 

Detention Para 

1. Provide overall supervision of the detention programs. 

2. Supervise After School detention. 

3. Keep records and attendance of students assigned to detention. 

4. Perform clerical duties relative to the position. 

5. Supervise the behavior of students assigned to detention. 

6. Provide a safe and orderly environment for detention. 

7. Prepare necessary reports relative to the detention programs. 

8. Maintain proper care and maintenance of detention facilities. 

9. Maintain appropriate and effective communication with parents and administration relative to detention issues. 

10. Maintain confidentiality as per mandated data privacy laws. 

11. Other duties as assigned. 

 

Health Room Support Para 

1. Administer and document first aid and emergency care to injured students and care to students showing signs of 

illness when the on duty designated Health Paraprofessional is not available. 
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Attendance/Detention Para 

 

2. Administer and document medications as delegated by supervising nurse and in accordance with school board 

policy and state laws when on duty, designated Health Paraprofessional is not available. 

3. Communicate any received health related information to Health Service Department staff. 

4. Other duties as assigned. 

 

 

TERMS OF EMPLOYMENT: Salary and work year to be established by the Board of Education. 

 

EVALUATION: Performance of this job will be evaluated annually in accordance with the 

provisions of the Board’s policy on evaluation of non-certified personnel. 
[2-5-99 / 7-14-2014] 

 


