
 
 

USD 261 EDUCATIONAL SUPPORT STAFF 
POSITION DESCRIPTION 

 
POSITION TITLE: SUPPORT/HOMELESS SERVICES COORDINATOR 
 
SUPERVISOR: Director of Learning Center and Grants  
 
PAYMENT RATE: Established by Board of Education  
 
QUALIFICATIONS:  
1. Bachelor’s degree in social service field, Master’s degree preferred 
2. Computer skills.  
3. Ability to organize materials and maintain accurate records.  
4. Conflict management skills.  
5. Excellent written and verbal communication skills.  
6. Detail oriented.  
7. Maintain current TB testing as required by Health Department regulations 
  
ESSENTIAL FUNCTIONS:  
1.Host/attend the monthly meetings of our district counselors and collaborate for training for all 
grade levels tied to State Standards designed to prevent the isolation and stigmatization of homeless 
students. Collaborate with district counselors on all district inservice training days.  Offer 
professional development on homelessness and trauma for inservice training. 
 
2. Attend district events to distribute information on McKinney-Vento rights and services offered by 
USD #261: (Ex. Open House, Haysville Fall Festival, Parent-Teacher Conferences, and family 
special events at each building, including PAT and ECC).   
 
3. Conduct face to face training for administrators, counselors, nurses and transportation staff on how 
to identify homeless students in order to increase district-wide awareness of McKinney-Vento laws 
and eligible students. Conduct video training (at minimum) for EVERY district staff member. 
 
4. Conduct verification visit/phone call promptly with each student and /or parents or caregivers and 
connect them with any needed services, provide follow up, and document outcomes. Submit 
documentation when requested  
 
5.  Offer to make presentations to raise staff awareness concerning the rights of homeless students at 
staff meetings of every building in the district.  
 
6. Coordinate transportation for students to and from area shelters or the residence they are staying at 
to their school of origin. Communicate daily or as needed with transportation staff  
 
7. Assist with completion and submission of paperwork, applications and required documents to 
obtain Kancare, birth certificates, SNAP, social security, etc.  
 



8. Maintain a master spreadsheet on all homeless students containing the student’s name, school, 
grade, services provided and their outcome, and at what level the student scored on the State Reading 
and Math assessment, also keep individual records on each verified McKinney-Vento student to be 
shared only on as needed basis, as these records are highly confidential.  
 
9. Provide Love & Logic or other classes for parents at least once per year to provide  
effective parenting skills.   
 
10. Maintain a high level of confidentiality regarding student and staff information in order to remain 
in compliance with legal requirements and to maintain a professional work environment.  
 
11. Serve on building SIT teams when asked or attend SIT meetings when McKinney-Vento students 
are discussed 
 
12.  Attend IEP meetings whenever possible for McKinney-Vento students 
 
13. Collaborate with community organizations and churches to leverage resources, make at least 2 
presentations per school year 
 
14. Attend area events/meetings to increase awareness of McKinney-Vento program (Chamber, 
Sedgwick County Continuation of Care, etc) 
 
15. Maintain regular contact with area resources and shelters, develop ongoing working relationships 
with all Wichita area resources. 
 
16.  Immediately notify food service for all McKinney-Vento qualified students with required 
verification email.  
 
17. Enter each qualified McKinney-Vento student into appropriate powerschool and KIDS system 
fields, run reports and share data when requested by district office for state reporting 
 
18. Perform other duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit. 
 
PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS:  
Physical and emotional ability and dexterity to perform required work and move about as  
needed in a fast-pace, high-intensive work environment. 
  
TERMS OF EMPLOYMENT:  
At will  
 
PERFORMANCE REVIEW:  
Performance effectiveness evaluated in accordance with Kansas Statutes and Board of  
Education Policy 


