
 

QUALIFICATIONS FOR  
DEAN/COUNSELOR, CONTINUATION SCHOOL 

TRAINING 

Required: - Any credential(s) authorizing service as a counselor in the secondary grades

Preferred: - Master’s Degree
- Supervision or administration credential
- Training beyond credential requirements in the behavioral sciences

with emphasis on adolescent psychology and the behavior of the individual

EXPERIENCE 

Required: - Three years of experience in education

Preferred: - Secondary school counseling experience
- Teaching experience in grades 9-12
- Experience with groups of adolescents
- Experience with adolescent behavior problems

OTHER QUALIFICATIONS 

Knowledge of: - Adolescents and their unique behavior problems 
- Teaching techniques and methods
- The California Education Code provisions for the administration of student

discipline
- Effective methods of testing, interviewing and counseling secondary school

students both individually and in groups

Ability to: - Communicate well, both orally and in writing
- Relate well to the staff and students, and assist in establishing and  maintaining

a high degree of faculty and student body effectiveness
- Establish and maintain cooperative and effective working relationships
- Analyze adolescent behavior problems and the underlying causes
- Help students overcome their behavior problems
- Assist in the planning and organizing of an effective program of student

discipline administration
- Assist students in making appropriate decisions regarding their educational or

vocational goals
- Assist students toward maximum effectiveness by recommending programming

to meet their needs, and by developing a failure prevention program
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COVINA-VALLEY UNIFIED SCHOOL DISTRICT 
 

DUTIES AND RESPONSIBILITIES OF  
DEAN/COUNSELOR, CONTINUATION SCHOOL  

 
 
Primary Function  
 
The Dean/Counselor, Continuation School, is responsible for designing and providing counseling, 
guidance and disciplinary services that will enable students to make optimum progress towards the 
attainment of District Goals.  
 
 
Duties and Responsibilities  
 
The Dean/Counselor:  
 

1. Deals directly with students who are referred by teacher and other staff members for 
disciplinary reasons, including appropriate disciplinary action when necessary and within the 
scope of District policy, rules and procedures;  

 
2. Assists students to choose educational and vocational alternatives consistent with their abilities, 

interest and tentative future goals including occupational guidance and job placement;  
 

3. Assists students by means of crisis counseling to take responsibility in coping with demands of 
school, adhering to school regulations and handling school frustration;  

 
4. Assists students to make progress toward their educational and career goals by increasing the 

understanding of their teachers and parents through consultation and other forms of 
communication;  

 
5. Implements the minimum proficiency examination program at the school level including 

administering examinations, monitoring students who are deficient, counseling them and their 
parents, and scheduling remediation opportunities;  

 
6. Provides personal counseling to students upon request and assists students and parents in 

locating community resources where appropriate;  
 

7. Assists the supervisor in carrying out other duties and responsibilities as directed;  
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