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	State of Michigan
Civil Service Commission
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 this form 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

	
	MDOC

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

	
	CFA

		4.Civil Service Position Code Description

	10.	Division

	Institution Chaplain 9-12
	IBC

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

	11.	Section

	Chaplain
	Prisoner Services

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Sabrina Jones, ADW
	Chaplain Services

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

	Liza Moyer, Deputy Warden
	1727 W. Bluewater Hwy, Ionia MI  48846
40 hours per week

		14.	General Summary of Function/Purpose of Position

	The Chaplain oversees all aspects of religious programming at Bellamy Creek Correctional Facility (IBC). The Chaplain is responsible to plan, develop, implement, coordinate, and regularly evaluate all religious programming and activities of IBC. Chaplain’s provide spiritual and religious resources and counseling for the entire prisoner population and sets the tone for the pursuit of righteousness, excellence and truth among each person and faith group.

		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 of Duty 1	% of Time		50
To supervise, oversee, monitor or conduct religious services for each faith group meeting MDOC policy and IBC procedures. To provide religious leadership; education; training; and materials for prisoners at IBC. To promote an atmosphere fostering religious development and growth.

	Individual tasks related to the duty.
· To set up for and provide in room supervision (monitoring or conducting) Levels II & IV, Protection and Dormitory religious services whether or not an outside volunteer is present. ( 20 hrs). When Chaplain is not available, ensures there is adequate staff supervision provided (28 hrs.)
· Ensures the religious services are conducted within MDOC & IBC policy and procedure as well as generally accepted practice for each respective faith group.
· Ensures that each faith group has what is needed (equipment or materials, etc.) for services in accord with MDOC & IBC policy and procedure.
· Organizes, maintains and dispenses religious books from the "Chapel Library" to the prisoner population.
· Approves/disapproves prisoner disbursements for religious items and materials.
· Approve/disapproves religious group procurements for items necessary to the normal group function. Once approved forwards to Programs Deputy for approval, and expenditure from PBF
· Provides guidance, instruction and training for "leaders" for groups desiring this direction.
· Communicates with Chaplain's Assistants (and prisoners in general) via kites, personal conversations, memos, etc., regarding information and/or concerns from prisoners or staff.
· Chooses "Chaplain's Assistants" for each religious group and security level, for smooth communication between staff and prisoners (religious groups).
· Records attendance of those attending services.
· Regularly updates the call-outs for each service to keep files current, deleting those who are not attending.
· Adds or removes prisoners to call-outs for religious services, activities or special events as requested in accord with policy and procedure.
· Acts on and assures properly placement of those seeking to change their religious preference in accord with MDOC policy.
· Assures that services are not used for any purpose or activity other than that for which religious services are designed.
· Works with each group (and individuals) to aid them in advancement of their faith and pursuit of the truth.
· Addresses prisoner concerns about his religious faith and practices via personal conversations, memo, letter or kite.
· Interviews applicants for special religious diets. Sends memo to Warden with summary, overview and recommendation regarding the interview applicant.

	Duty 2
General Summary of Duty 2	% of Time		30
Develop, initiate, implement, regularly evaluate and have oversight of all religious programming (Services, special events and activities) for all faith groups at IBC.

	Individual tasks related to the duty.
· Regularly assess the spiritual needs of the IBC prison population.
· Develop, initiate and implement programs, events and activities to meet identified needs.
· Develop the pool of Religious Volunteers, attempting to recruit volunteer’s representative of the faith groups within IBC.
· When Chaplain is on site, should escort religious volunteers to and from the services in which they are participating.
· Coordinate volunteers and volunteer special events with program coordinator and recreation staff to not cause unnecessary overlap of room usage or other potential program conflicts.
· Recruit volunteers, to provide valued services to the prisoner population.
· Strive to balance the needs and programs to meet those needs for all security levels.
· Train religious program volunteers, through the volunteer orientation training and training updates.
· Seek to recruit additional special event volunteers to meet the prisoner leisure time and/or other specific identified spiritual needs.
· Maintain a current data base of all IBC Religious volunteers, including all pertinent volunteer information.
· Assure all volunteers have a current LEIN clearance and notify appropriate staff of any changes in LEIN status.
· Establish contacts with the Ionia Faith Community and the surrounding area to communicate facility needs and exchange mutually beneficial information.



	
Duty 3
General Summary of Duty 3	% of Time		10
Provide pastoral care to prisoners and staff in times of need: in personal crises, grief, unresolved guilt and/or grief  and loss. 
Regularly evaluate current effectivenss of programs and methods in use, developing and implementing new means and methods of meeting these areas of need more effectively.

	Individual tasks related to the duty.
· Visit weekly Units 1, 2, 8 and the Dorm units, making rounds speaking with and answering inmate questions and kites. Delivering requested religious reading materials, etc.
· Provide marriage counseling, as needed.
· Working with inmate, fiancé minister, IBC staff and others to arrange all the details of a prison wedding, within the restraints of MDOC policy and IBC procedure.
· Provide grief counseling as needed to prisoners as requested.
· General counseling (religious) in response to inmate communication or at the request of IBC staff members.
· Respond to inmate kites relating to all sorts of requests and needs - in accord with all applicable policy and procedure.
· Be available to staff as needed and requested (always in confidence unless it is something illegal or endangers the wellbeing of other staff and the security of the prison).
· Schedule call-outs for individual counseling at inmate request or on behalf of a concerned staff person.
· In the event of a staff crisis, provide requested compassionate counseling and/or support for family members of injured or deceased staff.
· Communicate with prisoner family members as needed within the constraints of MDOC policy and procedure.
· Work with staff to ensure the smooth operation and effective response to inmate needs.
· Communicate with custody and housing staff relating to religious programs, activities, events and information that affects their areas.
· Additional duties as assigned.

	Duty 4
General Summary of Duty 4	% of Time		10
Administrative duties: bookkeeping, paperwork, required training, etc.

	Individual tasks related to the duty.
· Plan annual calendar
· Regularly sort and remove inactive prisoners from service call-outs they no longer attend.
· File monthly reports.
· File weekly reports.
· Attend monthly meetings.
· Attend training seminars and modules, as well as computer aided training.
· Regularly review and update all religious facility Operating Procedures.
· Keep accurate and current files on all ACA applicable areas.
· Review and submit ACA files as assigned.
· Keep copies of all pertinent communications with volunteers and potential volunteers for future reference and tapping for other volunteer work.
· Keep accurate, current files of all prisoner weddings.
· Keep files of all kites and other inmate correspondence, for one year-longer if there is something serious involved.
· Keep files on attendance at religious programming for one year.
· Keep supervisor up to date of general plans and all things which need his approval, etc.
· Supervise prisoner clerks in managing routine office work related to religious programming.
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	16.	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.
    Decisions I make independently center around spiritual and pastoral counseling experiences.  Any crisis intervention techniques
    I use to address a prisoner’s personal situation, application of policy and procedure affecting the manner in which a prisoner     
    practices his religious beliefs often require my making an independent decision as well.  I supervise prisoner clerks.  I evaluate  
    and select the kinds of religious programs for consideration and implementation at the facility. 



		17.	Describe the types of decisions that require your supervisor’s review.
Scheduling of religious services, scheduling prisoners assigned to a work detail in the building.
Provide special programs for prisoners and volunteer attendance.
 Decisions that effect the movement, operation or safety of the facility.
 Lein clearance approval.

		18.	What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.
Standing, sitting, walking, lifting and climbing stairs.  Environmental conditions I am physically exposed to while performing my job are heat, cold, noise and physical intervention in a life threatening situation.

		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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		Train employees in the work.



	
TO BE COMPLETED BY DIRECT SUPERVISOR
	22.	Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?
Yes, I am in agreement with responses 1 through 20.

		23.	What are the essential duties of this position?
The essential duties of the position are to provide religious services, religious programming, and religious leadership for Level I, II and Level IV prisoners.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
The job duties and responsibilities have not changed significantly 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 function of this work area is to provide a prisoner environment which protects the public while offering offenders the opportunity to grow and change.  This position oversees religious and other social enrichment programming for prisoners at this facility.  The Chaplain provides religious services for Level I, II and Level IV prisoners.

		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 religion, theology, divinity, or in an area of human services such as guidance and counseling, social work, criminal justice, etc.

	EXPERIENCE:
Institution Chaplain 9
No specific type or amount is required.
Institution Chaplain 10
One year of professional experience as a religious leader either in a community or institutional setting equivalent to an Institution Chaplain 9.
Institution Chaplain P11
Two years of professional experience as a religious leader either in a community or institutional setting equivalent to an Institution Chaplain, including one year equivalent to an Institution Chaplain 10.
Institution Chaplain 12
Three years of professional experience as a religious leader either in a community or institutional setting equivalent to an Institution Chaplain, including one year equivalent to an Institution Chaplain P11.
Alternate Education and Experience
Possession of an associate's degree in religious studies or an area of human services and two years (4,160 hours) of experience performing religious services such as marriages, burials, baptisms, and any other services unique to the particular faith may be substituted for the education requirement.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Some knowledge of religious counseling.  Ability to conduct and direct religious services and classes.  Ability to have insight and understanding in dealing with prisoner population.  Considerable organizational skill.

	CERTIFICATES, LICENSES, REGISTRATIONS:
Must have certificates or endorsement by the appropriate endorsing body of religious faith.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

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


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		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’s Signature			Date


NOTE:  Make a copy of this form for your records.
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