 (
Position Code
1. 
CORPRGCDR
)State of Michigan Civil Service Commission
Capitol Commons Center, P .0.   Box 30002
Lansing, Ml 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.1.)


	8. Department/Agency

4727

	3. Employee Identification Number


	9. Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	4. Civil Service Position Code Description

Corrections Program Coordinator-A
	10. Division

Charles E. Egeler Reception & Guidance Center

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

Re-entry Classification Processor
	IL Section
Classification

	6. Name and Position Code Description of Direct Supervisor

Malloy, James; State Deputy Warden
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

Chrisman, Troy; Senior Executive Warden
	13. Work Location (City and Address) /Hours of Work
3855 Cooper Street, Jackson, MI  49201
Monday through Friday, 8:00 AM to 4:30 PM

	14. General Summary of Function/Purpose of Position

The Re-entry Classification Processors will have primary responsibility for implementing Prisoner Re-Entry activities (primarily the COMP AS and TAP) at RGC. These individuals prepare all paperwork pertaining to the case history of the prisoner, including the risk factors and security classification forms, as well as program recommendation forms. These individuals serve on the Classification Committee which makes recommendations to the Assistant Deputy Warden/Classification Director for placement of prisoners. Re-entry Classification Processors serve as Transfer Coordinator on an as-needed basis. This involves coordinating transfers both into and out of the Reception & Guidance
Center and ensuring that prisoners are transferred from the facility in a timely manner.
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	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:	50

•The Re-entry Classification Processor will have primary responsibility for administering the MP RI-based COMP AS assessment and completing the TAP for newly committed prisoners. The COMP AS and TAP will enhance our ability to recommend programming during incarceration using verified evidence-based practices. The TAP will be the tool that guides the prisoner through the Re-entry Process and all related programming.
Individual tasks related to the duty:

· The Re-entry Classification Processor will administer the COMP AS assessment face-to-face, one-on-one, with newly committed prisoners. The results of the COMP AS would be used in conjunction with other instruments administered at RGC to determine RGC recommendations which would best enable prisoners to achieve parole and then remain in the community without committing further offenses. This position may also be required to administer the
COMP AS assessment to selected Parole Violators

	Duty 2
General Summary:	Percentage:	25

· This function involves preparation of all forms which make up the prisoner's transcase.
Individual tasks related to the duty:

· Closely exams various documents such as: the Judgment of Sentence, The County Jail Report/5 sheriff’s Questionnaire, the Pre-Sentence Investigation, Parole/Probation Repo rt, and if applicable, the Re-entry Processor will also review any previous prefix files.
· Conducts interviews with prisoners and completes the Basic Information Form assigning prisoners their R&GC recommendations.
· Completes the Initial Security Classification Screen determining the prisoner’s security level.
· Completes Property/Assaultive Risk Screens.
· Completes the Document Verification Request.
· Reads LE IN's and completes the Detainer Notification Form.
· Completes the application for Birth Certificates/Social Security Cards.
· Completes the VAS OR assessment.
· Complete the VP P assessment.
· Completes the SASSI assessment.
· Complete S PON's when needed.

	Duty 3
General Summary:	Percentage:	25

· The Processor is also responsible for performing the tasks associated with these casework duties.
Individual tasks related to the duty:

· This duty, and all others, routinely requires contact with and exposure to maximum security, as well as all levels of prisoners.
· Completes special projects assigned such as ACA standards, revision of manual /guidebooks, updating of orientation programs and other administrative work vital to the effective functioning of the facility.
· Facilitates ''Thinking for Change" lesson groups 2 times per week-2 hours each session to increase cognitive behavior awareness.
· Provides the first-step response for grievances submitted by prisoners. Correspondence from a wide variety of sources is received and the Re­ entry Classification Processor answers correspondence as assigned.
· Assist in responding to correspondence received from law enforcement personnel, legislators, prosecuting attorneys, as well as Court officials when required
· Prepares Parole Eligibility Report.
· Attends monthly staff meetings.

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


A. Formulation of a treatment plan for prisoners; prisoner's recommendations that have been made by the Re-entry Classification Processor will ultimately determine what he/she gets involved in at the receiving institution.

B. Establishing a transfer scenario; after reviewing the bed space situation in the 5 tate on a given day, the estimated intake, establishing what prisoners will transfer from the Reception & Guidance Center, where they transfer and when.

C. Preparing a Parole Eligibility Report: when a prisoner is reviewed by the Parole Board, the Parole Eligibility Report is utilized as a guideline and the prisoner's participation or lack of participation in the recommended programs will be reflected therein.

	17. Describe the types of decisions that require the supervisor's review.
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A. A departure or waiver from pre-authorized levels of security classification.

B. Approval of transfer details and prisoner transfer orders prepared by an individual in this position.

C. Areas of uncertainty for some designations based upon behaviors that aren't identical to listed criteria.

	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.

This position has an office located within the Charles E. Egeler Reception and Guidance Center. The physical effort required to perform the job typically is minimal due to the fact that the majority of the work is administrative. It does, however, entail the carrying of prisoner files which may be bulky and heavy.

	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	Approve leave requests.	N	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. Administration of COMP AS and development of TAP as a result of the implementation of the Prisoner Re-Entry Program.

B. Pr eparation of prisoner transfer orders and treatment plans for both incoming and outgoing prisoners in a timely manner.

C. Serving on the Security Classification Committee as needed. D. Performing duty as RGC Transfer Coordinator as needed.

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

Re classify .

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

The function of the work area is to process, evaluate, classify and transfer prisoners appropriately and within the guidelines established by the Department of Corrections. It is also the critical first step for the Prisoner Re-Entry processing of each prisoner committed to the care of the MDOC. As the implementation of Prisoner Re-Entry progresses, the role of this position
will become increasingly critical to the overall goals of the Prisoner Re-Entry program.

	

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

EDUCATION:

Possession of a bachelor's degree in criminal justice, correctional administration, criminology, psychology, social work, counseling and guidance, child development, physical education or recreation, sociolog y, school social work, social work administr ation, educational psychology, family relations, human services, ortheology. ALTERNATE EDUCATION AND EXPERIE NCE : Corrections Program Coordinator 9 Possession of a bachelor's degree in any major and one year of Department of Corrections experience. OR Education level typically acquired through the completion of high school and one year as an Assistant Resident Unit Supervisor 11 or Corrections Shift Supervisor 11; or, two years as a Corrections Field Services Assistant E 10, Corrections Medical Unit Officer E 10, Corrections Resident Representative E 10, Corrections Security Representative E 10, Corrections Transportation Officer E 10, Resident Unit Officer E 10, or Special Alternative Incarceration Officer E 10; or, three years as a Corrections Medical Officer E 9 or Corrections Officer E 9.
EXPERIENCE:
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Corrections Program Coordinator 9: No specific type or amount is required.

Corrections Program Coordinator 10: One year of professional experience providing services to inmates, parolees, or probationers in a correctional setting equivalent to a Corrections Program Coordinator 9 Prison Counselor 9, or Parole/Probation Officer 9.

Corrections Program Coordinator P 11 : Two years of professional experience providing services to inmates, parolees, or probationers in a correctional setting, including one year equivalent to a Corrections Program Coordinator 10, Prison Counselor 10, or Parole/Probation Officer 10.

Corrections Program Coordinator 12: Three years of professional experience providing services to inmates, parolees, or probationers in a correctional setting, including one year equivalent to a Corrections Program Coordinator P 11, Prison Counselor P 11, or Parole/Probation Officer P 11.

Al TE RNATE EDUCATION AND EXPERIE NCE : Corrections Program Coordinator 9: Possession of a bachelor's degree in any major and one year of Department of Corrections experience.

OR Education level typically acquired through the completion of high school and one year as an Assistant Resident Unit Supervisor 11 or Corrections Shift Supervisor 11; or, two years as a Corrections Field Services Assistant E 10, Corrections Medical Unit Officer E 10, Corrections Resident Representative E 10, Corrections Security Representative E 10, Corrections Transportation Officer E 10, Resident Unit Officer E 10, or Special Alternative Incarceration Officer E 10; or, three years as a Corrections Medical Officer E 9 or Corrections Officer E 9.

KNOWLEDGE, SKILLS, AND ABILITIES:

Proficiency in typing helpful, but not mandatory. Good overall knowledge of the correctional system, its goals, functions and purpose. Additionally, good evaluation, interview and telephone skills. Special expertise in policies and procedures pertaining to the classification process and the Prisoner Re-Entry Program.
CERTIFICATES, LICENSES , REGISTRATIONS:

None
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.

AA requests release from S TP.

	

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

ANGELA GEIGER	12/13/2019

	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
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