
 

 

ALPENA SCHOOL DISTRICT 
 

JOB DESCRIPTION 
 
 

Job Title: School Resource Officer   
Reports to: Superintendent and Principals   
Dept./School: All Campuses 
Approved: March 10, 2014 
 

Primary Purpose: 
 
Patrols district property to protect all students, personnel, and visitors from physical harm and prevent 
property loss due to theft or vandalism. 
 

Qualifications: 
Education/Certification: 
 
Certified Law Enforcement Officer 
 
Special Knowledge/Skills: 
 
General knowledge of criminal investigation, police report writing, and criminal laws 
Training and ability to subdue offenders, including use of firearms and handcuffs 
Ability to work well with youth and adults. 
 
Experience: 
 
Background in law enforcement or related work experience 
 

Major Responsibilities and Duties: 
 
Law Enforcement 
 

1. Follow District Policies and Procedures. 

2. Patrol all campuses and report to Principals and Superintendent. 

3. Be visible between all classes in the High School Building 

4. Patrol the cafeteria during lunchtime when available. 

5. Patrol the parking lot and areas surrounding the gyms during lunch times. 

6. Respond to all calls from campuses concerning crisis situations, accidents, and reports of 
crime 

7. Promote a positive, caring climate for learning 

8. Deal sensitively and fairly with persons from diverse cultural backgrounds 

9. Communicate effectively with students and staff 

10. Investigate all criminal offenses that occur within district’s jurisdiction and report them to the 
campus Principal. 



11. Collect and preserve evidence for criminal investigations including witness statements and 
physical evidence. 

12. Arrest perpetrators, file appropriate charges, and ensure placement in jail or juvenile 
detention centers for law violations as necessary. 

13. Write effective legal incident reports and file a copy with the Campus Principal. 

14. Testify in court as needed. 

 

Consultation 

15. Work cooperatively with other police agencies to share information and provide other 
assistance. 

 
Safety 
 
16. Help provide traffic control at athletic events, school closings or openings, or at any other 

time. 

17. Provide protection to or escort district personnel as needed. 

18. Operate all equipment including firearms according to established safety procedures. 

 
Administration  
 
19. Compile, maintain, and file all reports, and documents required, including affidavits for arrest 

and incident reports  

20. Prepare a weekly time sheet and activity report and submit to the Superintendent on the 
following Monday. 

 
Professional Growth and Development 
 
21. Participate in professional development or provide training to improve skills related to job 

assignment. 

 
School/Community Relations 
 

22. Articulate the school’s mission to community and solicit its support in realizing mission. 

23. Demonstrate awareness of school-community needs and initiate activities to meet those 
needs 

24. Use appropriate and effective techniques to encourage community and parent involvement. 

 



Instructional Resources 
 
25. Provide district instructional staff with resources on Drug Awareness Programs 

A. Speakers. 

B. Instructional Materials. 

26. Other duties as assigned by the Superintendent. 

 

 

Working Conditions: 
 

Mental Demands/Physical Demands/Environmental Factors: 
Maintain emotional control under stress. Strenuous walking, standing, and climbing; ability to 
operate a motor vehicle; specific hearing and visual requirements; ability to control sudden 
violent or extreme physical acts of others and exhibit rapid mental and muscular coordination 
simultaneously.  May be subject to adverse and hazardous working conditions including 
violent and armed confrontations.  Work outdoors in varying climate conditions. 

 

Supervisory Responsibilities: 
 
         None 
 
 
********** 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and 
are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be 
required.  


