	
	
	
		
	
	
		State of Michigan
Civil Service Commission



	
	
	
			Position Code



	

	
	

		1. DEPSPL2F24N







	
		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

	
	DOC-CORRECTN CENTRAL OFFICE

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

	
	Correctional Facilities Administration

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-2
	Time Computation Unit

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

	Sentencing Specialist
	

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

	PARTRIDGE, CYNTHIA S; STATE ADMINISTRATIVE MANAGER-1
	

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

	CHAPMAN, WILLIS A; SENIOR POLICY EXECUTIVE
	4000 COOPER ST; JACKSON, MI 49201 / 8:00 AM - 4:30 PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Responsible for the review of approximately 1,500 Preliminary Sentence Investigation Reports, Judgment of Sentence and court documents of all new prisoners received monthly at the Reception and Guidance Center and WHV Reception Center, to verify accuracy and determine that statutory requirements have been met. Responsible for review of any new or amended sentencing documentation received for currently incarcerated prisoners housed in correctional facilities in the Southern Region and designated facilities in the Southern Region. Serves as the Department’s liaison with the 83 Circuit Court’s in the State of Michigan, prosecuting attorney’s, probation offices and correctional facility staff to correct discrepancies or inaccuracies of said documents. Responsible for reviewing the entry of information from such documents into the department’s computer database by facility staff to determine accuracy. Contacts appropriate party, (Court, Probation Department, Facility staff, Prosecutor’s or Law Enforcement Staff), when errors are discovered to obtain resolution to the issues identified. Notify facility staff of any database entry errors discovered, ensures staff understand what was done incorrectly and that errors are corrected. Provides training, direction, and guidance to record office staff. Reviews prisoner’s prior criminal history on the Michigan State Police LEIN database to determine if the department has received all sentencing documentation for prior convictions. Serves as technical advisor to all facilities in Southern Region and designated facilities in Southern Region, relating to the processing of new prison sentences. Works with Classification Department to ensure prisoner is not placed in inappropriate custody/security level due to inaccurate or incomplete documentation.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	This position is the final authority as it relates to the review and interpretation of all sentencing documents, the Department’s acceptance of said documents, and the determination that discrepancies exist and further action must be taken. This includes making recommendations to the sentencing Judge and Prosecuting Attorney to bring sentencing documents into compliance with applicable statues.

	Individual tasks related to the duty:
	
	

	· Review Preliminary Sentence Investigation Reports, (PSI), Judgment’s of Sentence and court orders for all new and amended sentences on all new prisoners received in the Department along with prisoner s currently incarcerated. The average number of new prisoners received per month is approximately 855, this number represents only new commitments, it does not include prisoners already incarcerated who received new sentences while incarcerated, i.e. they arrive with pending changes or commit new felonies while incarcerated. Approximately 60% of new prisoners received arrive with multiple case and/or sentences. 
· Interpret Michigan statues, Michigan Compiled Laws, and Public Acts as related to the crime(s) convicted of and sentences imposed, as indicated on the Judgment of Sentence and Pre Sentence Report. 
· Compare information provided in the Pre Sentence Report to the information indicated on the Judgment of Sentence to identify discrepancies. One example of a discrepancy would be that the Pre Sentence Report indicates a sentence enhancement by the Habitual Offender statue, however there is no indication on the Judgment of Sentence of a Habitual conviction and sentence enhancement. Omission of this type of information on the Judgment of Sentence could result in the prisoner being classified inappropriately and ultimately could result in a inappropriate release of the prisoner prior to the date he/she would be eligible for release thereby compromising public safety and exposing the Department to legal ramifications. 
· Review computerized database entries by facility staff of information obtained from the Pre Sentence Reports, Judgment of Sentence, and court orders for accuracy. 
· Review initial calculation of time as entered by facility staff to ensure the sentences are calculated as ordered on the Judgment of Sentence. 
· Instructs facility staff o identified entry errors and/or time calculation errors. Provide direction as to the process required to correct identified errors, and ensure corrections have been made. Errors left uncorrected could result in the inaccurate placement or untimely release of prisoner’s thereby compromising public safety and the safety of facility staff and other prisoners.
·  Ensure facility staff is aware of how the error was made to prevent future occurrences of the same errors. Evaluate the identified errors to determine if further training is necessary for facility staff

	Duty 2

	General Summary:
	Percentage:
	20

	Departmental liaison with  Circuit Courts, which includes; judges, Administrative Law Clerks, Circuit Court Administrators, Judicial Secretaries, assistants and Clerk’s of the Court; Prosecuting Attorney’s Dep. of Corrections Field Operations staff, which includes; Probation and Parole Agents, court service staff, Parole Board members and support staff; Correctional Facilities Records Supervisors and their support staff, Warden, Deputy Wardens, Classification Directors and their staff, and Law Enforcement Agencies both local and federal.

	Individual tasks related to the duty:
	
	

	· Develop and maintain working relationships within the Circuit Courts throughout the state including Judges, Judicial Assistants, secretaries, clerks and bailiffs. 
· Provide notification to Circuit Court Judges and Prosecuting Attorneys via written or electronic correspondence, in accordance with Michigan statutes and/or Public Acts, of identified clerical errors; sentences imposed which are not in compliance with the applicable statute(s), and orders issued which are not in compliance with the applicable statute(s). 
· Request amended Judgment’s of Sentence from the court via written or electronic correspondence. Which includes making recommendations as to the correct method of recording the specific sentencing issues on the Judgment of Sentence which is in question, clearly inaccurate, or not in compliance with applicable statutes and/or Public Acts. 
· Serve as technical advisor to Circuit Court Judges and court staff, providing assistance and recommendations with regard to sentencing issues ranging from the preparation of the Judgment of Sentence to fashioning an appropriate sentence in compliance with the statutes and compiled laws of the State of Michigan.
·  Collect, maintain and analyze statistical data with regard to types and frequency of errors made on Judgments of Sentence for each of the Circuit Courts in Michigan. Utilize statistical data to provide recommendations as to modifications to their current program structures; offer and provide training to reduce their error rate and ease the production of correct and appropriate Judgments of Sentence and other court documentation

	Duty 3

	General Summary:
	Percentage:
	15

	Serves as Department expert with regard to felony sentencing, laws that govern felony sentencing, intake processing of new prisoners, entry of new sentences, and policies, procedures, and statutes governing time calculation.

	Individual tasks related to the duty:
	
	

	· Identify research sources pertaining to all aspects of felony sentencing and criminal procedures to obtain and maintain knowledge of past, current and pending legislation with regard to Michigan Compiled Laws, Statutes, Public Acts, Court of Appeals and Supreme Court published and unpublished opinions and decisions. 
· Collect and maintain data and research materials pertaining to all areas of the imposition and execution of felony sentences. Review and interpret legal resource reference material on a daily basis to determine if current statues have been superseded by Court of Appeals or Supreme Court decision, or if new legislation has been enacted creating new statutes or amending existing statues. 
· Consult with State Attorney General’s office with regard to sentences imposed which are not in compliance with Michigan Compiled Laws and statutes.
·  Make referrals to the State Attorney General of sentences imposed which are not in compliance with Michigan Compiled Laws and statutes which the Department has been unsuccessful in obtaining corrected documents form the Circuit Court. 

	Duty 4

	General Summary:
	Percentage:
	10

	Design and implement methods to determine if response has been received to correspondence sent to court regarding errors on original sentencing documents.

	Individual tasks related to the duty:
	
	

	· Design and implement utilization of Audit Worksheet to document errors identified during audit of sentencing documentation and methods utilized to resolve identified errors. Worksheet utilized as documentation that audit was performed, errors were identified, notification was made to appropriate party to correct errors, and resolution of identified errors. 
· Collect and maintain Audit Worksheets in a stickler system to track all Audit Worksheets generated for current prisoner in the Department of Corrections. 
· Enter detainer, (hold) into the Department’s computerized database for all errors documented on Audit Worksheet which will result in the inability for the prisoner to be released on parole or discharge without review and authorization by the Specialist who audited the case and entered the detainer. This position has the final authority to determine if the detainer will remain active and any potential release will be cancelled; or if the detainer can be revoked and release allowed. 
· Evaluate all responses received to our correspondence to determine if further review or clarification is required resulting in further correspondence or communication with the court, or if the response resolves the issue and the case will be deemed closed. The specialist is the final authority as to whether a case will be considered resolved or if further follow up is necessary.
·  Design and implement computerized database to sore a list of all letters sent to the court including pertinent data. Utilize this database to determine which letters have not received a response and when a follow up letter is due to be sent according to the follow up procedure

	Duty 5

	General Summary:
	Percentage:
	10

	Ensure prisoners are not classified inappropriately, release prior to the service of the sentence imposed by the courts and not incarcerated longer than the term imposed by the court.

	Individual tasks related to the duty:
	
	

	· Review and assess all sentencing documents, court orders and other related documentation on identified prisoners approaching release eligibility to determine if sentencing documentation is free of errors and in compliance with all applicable statues. 
· Identify the specific Michigan Compiled Laws, statutes, rules, Michigan Court of Appeals & Supreme Court opinions and decisions which govern the specific criminal code violated and the stat the violation occurred to ascertain the accuracy of the sentence as it has been ordered by the court. Access case specific research or resource materials acquired during the analytical reviews of similar cases, to identify the practice or process that must be utilized to bring the sentencing into compliance. 
· When errors are identified that would affect the prisoners security classification notify the facility Classification Director either directly or via the Record Office Supervisor of the appropriate custody level of the prisoner should be housed in. 
· Enter a detainer, (hold) into the Department’s computerized database when errors are identified that will affect the prisoner’s custody level or would affect release. The detainer will not be removed without authorization of the Specialist who place in as the Specialist is the final authority. 
· Notifies the Parole Board when a prisoner’s potential or scheduled parole must be cancelled or revoked due to incomplete or inaccurate sentencing documentation. The Specialist position is the final authority in determining if the Parole Board can proceed with parole release when errors exist in the sentencing documentation. 
· When errors have been identified with the maximum term of the sentence imposed by the court, and the prisoner is nearing his maximum release date, notification to the court must be expedited and the urgency of the issue must be relayed to the Judge in an appropriate and professional manner. Obtain an answer form the court as quickly as possible as to whether the court intends to correct the error or let the sentence stand as ordered.
·  If an error is discovered during release processing which identifies a maximum sentence imposed more than the statue allows for the crime committed, and the prisoner has already served the number of years statute mandates, the court must be contacted immediately to determine if the Judge will amend the Judgment which would effect the prisoner’s immediate release, or if the court will let the sentence stand as ordered. When the court advises the sentence will be amended to be in compliance with statue and provides an amended judgment via facsimile the prisoner must be released immediately. Any decision by the court to let the sentence stand as ordered will be referred to the Attorney General for review and any action the Attorney General deems necessary. Prisoners held beyond the statutory maximum allowed can file lawsuits against the Department for unlawful incarceration and will be awarded a monetary settlement which has a negative fiscal impact on the agency.

	Duty 6

	General Summary:
	Percentage:
	5

	Reviews prisoner’s prior criminal history on the Law Enforcement Information Network to determine if the department has received all sentencing documentation for prior convictions.

	Individual tasks related to the duty:
	
	

	· Runs criminal history check on LEIN 
· Reviews criminal history on LEIN against criminal history listed in prisoner PSI and file. 
· Contacts the court to determine the disposition of any conviction listed on LEIN that is not included in prisoner’s file or PSI and obtains copies of certified copies of convictions that need processing to ensure the prisoner serves all cases sentenced to and is not release prematurely. 
· Evaluates any prior convictions discovered to determine if they will result in a change in prisoner’s classification or parole eligibility and advises staff of such. 
· Advises record office and classification staff o any outstanding warrants discovered that need processed as pending changes and ensures prisoners are classified appropriately and not placed in an inappropriate security level.
·  Works with Michigan State Police to update their records when it is found they are incomplete









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Determine if sentencing documentation is in compliance with all applicable statutes and decide what steps to take to bring the documentation into compliance. The Specialist’s interpretation of sentencing documents have resulted in revoked paroles, parolees to have their parole status suspended and returned to prison, and prisoners to have their sentences reviewed by the courts. These decisions directly affect public safety.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		How the department will implement various statutory requirements. How to implement complex or unusual court orders.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Office setting. Long hours of sitting, standing, stooping, bending, verbal and written communication. Duties may require entry into correctional facilities.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		To serve as an expert in all areas of felony sentencing and the laws that governs felony sentencing. To serve as a liaison between the Department and outside agencies, such as Courts. This position serves as technical advisor to facility record office staff and provides training to staff as needed.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Updated facility ee is covering 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of this unit is to serve as a department-wide focal point for records management, computerized record keeping, prisoner sentence computation and related issues especially as they pertain to the uniqueness of prisoner records management. This position fits into that function by ensuring consistency in how the department reviews, processes, clarifies, and corrects prisoner records. As such this unit is critical in carrying out the Department’s mission of public safety.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 any major.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level. And SPR of: Minimum four years in the Central Records Administration or a facility record office including two years entering and auditing new commits, new sentences after commit, amended sentences and re-sentences.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Considerable working knowledge of Prisoner records content and management, prisoner time computation, DOC computerized records management systems and laws that govern felony sentencing.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		3/24/2021



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



