	
	
	
		
	
	
		State of Michigan
Civil Service Commission



	
	
	
			Position Code



	

	
	

		1. CHIWCSTAA08R







	
		Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909



	
	

	
	
	
	

	
	
	
	
	
	
	
	

	
	
		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-DPT OF HUMAN SVC CNTL OF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Children's Services Administration

	4. Civil Service Position Code Description
	10. Division

	CHILD WELFARE CONSULTANT-A
	Child Welfare Licensing

	5. Working Title (What the agency calls the position)
	11. Section

	Child Welfare Consultant 12
	

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	DODGE-PIFER, RORIE A; SOCIAL SERVCS LICENSING MGR-2
	Unit 1

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	TRIESTRAM, CLAUDIA; STATE ADMINISTRATIVE MANAGER-1
	Wayne County and surrounding areas / 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The advanced level Child Welfare Consultant with the Division of Child Welfare Licensing functions as a recognized resource responsible for enforcing all statute and administrative rules in child caring institutions, child placing agencies, and court operated facilities, and to provide expert technical assistance and consultation to these programs, within the assigned geographical region. Determine good moral character and suitability of applicants. Conduct complaint investigations for child caring institutions, child placing agencies, and court operated facilities and coordinates investigations with Child Protective Services and Law Enforcement. These programs involve all governmentally-operated and all non-governmentally operated children’s institutions and governmentally and non-governmentally operated child placing agencies. The Consultant takes enforcement actions and testifies in administrative hearings and circuit court hearings when licensees contest Department actions. Participates in various Department and division initiatives.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	25

	Provide ongoing monitoring of and consultation with licensed facilities relative to the Child Care Organization Act and administrative rules; within the assigned geographical region.

	Individual tasks related to the duty:
	
	

	· Conduct licensing evaluations annually and investigations of all governmental (DHHS, CMH, DMH), court-operated, and non-governmental (private), adoption, independent living, substance abuse and foster care programs, juvenile detention homes, and children’s institutions, to assure compliance with statute and licensing rules. 
· Review references, physician’s reports, Children’s Protective Services and law enforcement clearances and records. 
· Review health and fire reports as applicable regarding fire safety, sanitation, and health conditions of the proposed facility.  Coordinate with these individuals/agencies as needed. 
· Evaluate staffing; records; programs; policies and procedures for emergencies; scheduling; food service; transportation; adult-child ratio; hazardous activities; fire safety covering heating sources; storage of combustible materials; and electrical service for child facilities.  The consultant must also review academic credentials and other training as well as the corporate status of the organization.
· Conduct an on-site evaluation of equipment, building space, and arrangement. 
· Prepare written licensing reports and related consultation materials. 
· Maintain the electronic agency file, prepare clear and concise reports, prepare correspondence, analyze data, and prepare and submit computer documents for processing.  Transmit licensing documents to the official file. 
· Make recommendations for issuance or denial of license issuance based upon an objective review of the findings.
· Provide technical assistance to these organizations to ensure compliance in all areas.  
· Consultation with licensees, chief administrators and/or applicants regarding program operations and development and reviewing for statute and  rule compliance. Consultation as well as compliance is documented in annual reports and/or special investigations.  
· Provide pre-application consultation to potential licensees within a specific geographic area. Apply appropriate statutory and administrative rules to new applicants for licensure.

	Duty 2

	General Summary:
	Percentage:
	60

	Conduct special investigations and carries out enforcement activities in support of the various policies, procedures, and contracts.

	Individual tasks related to the duty:
	
	

	· Conduct complaint investigations, which include determination of validity of the allegation of statute or administrative rule non-compliance by conducting interviews of witnesses and collecting other pertinent data.  This position must review and evaluate all findings, draw conclusions, and recommend appropriate licensing action. 
· Provide training on statute and administrative rules to licensed facility staff.  Determines compliance and makes recommendations regarding action against the license.  Training provided as well as compliance is documented in the annual reports or special investigations. Corrective Action Plans submitted by agencies are reviewed and approved to determine if the plan will obtain and maintain compliance.
· Consult with and coordinate investigations with the prosecutor’s office and local law enforcement agencies when potential criminal action is involved. Coordinates investigations with Child Protective Services.
· Prepare formal reports and correspondence to the licensee of findings pertaining to licensing requirements.
· Investigate unlicensed facilities.

	Duty 3

	General Summary:
	Percentage:
	10

	Agency oversight.

	Individual tasks related to the duty:
	
	

	· Review and make recommendations regarding rule variances from agencies.  Prepare letters for Division Director approval or denial of variance.
 
· Conduct unannounced visits at child caring institutions and court operated facilities; interviewing staff and youth, conducting a walk through of the building and discussing any concerns with agency director, as well as proving needed consultation or technical assistance. 
· Corrective Action Plans submitted by child placing agencies, court operated facilities and child caring institutions are reviewed and approved to determine if the plan will obtain and maintain compliance. They are monitored until completed for compliance. 

	Duty 4

	General Summary:
	Percentage:
	5

	Carry out other duties that may be assigned to meet reporting requirements and other management and program support initiatives.

	Individual tasks related to the duty:
	
	

	· Participate in policy and procedure developmental activities and other employee involvement teams. 
· Participate in Advisory Committees intended to develop administrative rules, policies, and procedures.  Attend public hearings for proposed administrative rules. 
· Prepare monthly time study report. 
· Perform other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Providing technical assistance based on prior knowledge and experience to assist licensees with the options for their achieving licensing compliance within the context of individual and very different programs. 
 Reviewing complex situations and recommend licensing action based on variables.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		Supervisor is used to provide checks and balances and to assure objectivity on matters where policy and procedures are absent or insufficient.  Supervisor reviews and approves complex matters such as adverse action recommendations and special investigation reports.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		Travel is required






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		A senior Child Welfare Consultant with the Division of Child Welfare Licensing is responsible for enforcing all licensing regulations as well as all policy requirements in child caring institutions, child placing agencies, and court operated facilities, and to provide expert technical assistance and consultation to these programs. Determine good moral character and suitability of applicants. Conduct complaint investigations for child caring institutions, child placing agencies, and court operated facilities and coordinates investigations with Children’s’ Protective Services. These programs involve all governmentally-operated and all non-governmentally operated children’s institutions and governmentally and non-governmentally operated child placing agencies. Additionally, the consultant monitors contract and policy compliance and the Settlement Agreement for the class action lawsuit Dwayne B. vs Granholm which added new regulatory monitoring requirements. The Consultant takes enforcement actions and testifies in administrative hearings and circuit court hearings when licensees contest Department actions. Participates in various Department and division initiatives.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Division function is the licensing and regulation of child care institutions, child placing agencies and court-operated facilities and to provide technical assistance and consultation to these programs. This position is the line function to issue, investigate, monitor and make recommendations for approximately 500 regulated facilities in Michigan.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a master's degree with a major in social work, psychology, counseling and guidance, family and/or child development, criminal justice, family and child ecology, sociology, family community services, family studies, human services-related counseling major, counseling psychology, elementary education, early childhood education, gerontology, or rehabilitation counseling.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Child Welfare Consultant-A 12
Three years of professional supervisory experience in a child placing agency, child caring institution, or child welfare social court operated facility; or, at least 1 year of experience as a Child Welfare Consultant P11 or equivalent.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As Per Civil Service Job Specification. The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		NA



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
	
	
		3/26/2026



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



