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			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)

	
	EXECUTIVE BUREAU

	4. Civil Service Position Code Description
	10. Division

	SCHOOL PRINCIPAL-3
	Offender Success 

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

	SCHOOL PRINCIPAL
	EDUCATION

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

	GAY, HEATHER M; STATE ADMINISTRATIVE MANAGER-1
	EDUCATION

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

	KAMINSKI, KYLE D; STATE OFFICE ADMINISTRATOR
	ARF-2727 E. Beecher St., Adrian, MI  49221 and LCF-141 First St., Coldwater, MI  49036 / Hours vary




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The Regional School Principal functions as the first-line professional manager of professional positions in a complex work area, within multiple correctional facilities.  The School Principal is responsible for the efficient functioning of all the schools he/she supervises.  This position will be responsible for Gus Harrison Correctional Facility and Lakeland Correctional Facility. 
The School Principal is responsible for all tasks and responsibilities assigned by the Education Manager.  This position is accountable for development, implementation, improvement and maintenance of academic, vocational, special education, employment readiness/workforce development and post- secondary education programs in MDOC schools.  This position functions as the GED Chief Examiner, providing oversight for GED Testing and all other required test administration.  The School Principal position requires knowledge of MDOC policies and procedures, state and federal laws, as well as teaching methods and supervisory techniques.  
The School Principal is responsible for collaborating within the larger framework of the prison to ensure safety and efficiency, and to maintain required operational standards.  These responsibilities require daily prisoner contact and travel to different correctional facilities.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Efficiently manages, supervises, and organizes all education programs and staff.

	Individual tasks related to the duty:
	
	

	· Organizes and supervises the educational programs at the prison schools. 
· Schedules work assignments and class schedules, sets priorities, and directs work of school staff. 
· Assures educational data is being entered into MAERS and OETS databases. 
· Determines proper class organization, enrollment numbers, instructional methods, and priorities. 
· Manages the budget and approves purchases based on the approved spending plans. 
· Oversees Academic, Vocational, Employment Readiness/Workforce Development program, Title I, post-secondary classes, correspondences courses, etc. 
· Ensures compliance with state and federal law as it relates to Special Education services. 
· Facilitates SCORE/Prison Build and other service learning projects. 
· Hires, assigns, observes, and evaluates school staff. 
· Approves use of leave and payroll of school staff. 
· Conducts quarterly staff meetings at each facility and communicates relevant correctional and educational information. 
· Resolves problems and conflicts with staff. 
· Provides support and inclusion to all Reentry programs. 

	Duty 2

	General Summary:
	Percentage:
	35

	Under the direction of the Education Manager, applies state and federal laws/regulations, MDOC policies/procedures and completes assigned tasks.

	Individual tasks related to the duty:
	
	

	· Maintains records/files and prepares reports for department, legislative, state and federal requirements. 
· Applies state and federal laws governing education and the education of persons with disabilities (special education). 
· Ascertains that instructional methods and materials are in accordance with state and federal educational standards. 
· Assures standardization of education programs and compliance with approved standards and curriculum. 
· Completes required education audits:GED, OER Education, WDA, Department of Education, Special Education, etc. 
· Responds to Central Office regarding education-related lawsuits, advocacy inquiries, and discovery requests. 
· Reviews and recommends proper class organization and instructional methods. 
· Makes program and resource recommendations; evaluates and adjusts educational programming in response to changing community, department and facility needs. 
· Establishes and evaluates annual school goals. 
· Serves on education committees, prepares reports, attends meetings, and completes tasks as assigned. 
· Recommends staff development and training needs. 
· Approves or denies school exemption requests when warranted.

	Duty 3

	General Summary:
	Percentage:
	10

	Collaborates within the prisons to ensure safety and efficiency and to maintain required operational standards.

	Individual tasks related to the duty:
	
	

	· Interacts with all other departments and represents the school at the facility. 
· Resolves school issues within the functioning of the facility; works cooperatively to ensure efficiency of school operations. 
· Ensures proper labor relations and conditions of employment are maintained. 
· Schedules and ensures staff training. 
· Investigates/responds to staff grievances. 
· Ensures compliance with, and maintains school-related documentation for audits:ACA, Prisoner Education, WDA, Civil Rights, Auditor General, etc. 
· Reviews and revises operating procedures. 
· Assures completion of documentation and weekly/monthly reports. 
· Participates in facility security monitoring and critiques.

	Duty 4

	General Summary:
	Percentage:
	10

	Oversees all required test administrations and functions as GED Chief Examiner.

	Individual tasks related to the duty:
	
	

	· Maintains security for GED, TABE, CASAS, and other exams. 
· Inventories and accounts for all secure test materials. 
· Trains testing personnel in test security and confidentiality. 
· Prepares contracts and obtains secure testing materials for required tests and assessments. 
· Monitors contracts for compliance with terms and conditions of testing. 
· Enters information on GED Access-Point database as required. 
· Refers students with learning disabilities for special accommodations. 
· Administers GED and other required tests, and oversees testing by Alternate Examiners. 
· Responsible for all reports: batch reports, accommodation documentation, quarterly inventories, test compromise reports and other documentation. 
· Conducts regular audits of GED testing.

	Duty 5

	General Summary:
	Percentage:
	5

	Performs other duties as assigned.

	Individual tasks related to the duty:
	
	

	Tasks include but are not limited to:
· Completes facility-related assignments as required. 
· Completes education-related assignments as required.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		· Schedule education programs 
· GED testing scheduling   
· Assess student needs 
· Authorize leave usage.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Review of audit responses 
· Work schedule changes 
· Policy and procedure changes 
· Changes to curriculum 
· Hiring of staff  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standing, sitting, walking across the grounds of a secure prison facility, transporting and carrying equipment and supplies.  The position requires daily contact with convicted felons:  mental alertness 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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	TRADES INSTRUCTOR-E 11C
	
	SECRETARY-A 9

	
	SPECIAL EDUCATION TEACHER-E 11A
	
	TRADES INSTRUCTOR-E 11C

	
	SCHOOL TEACHER-E 11B
	
	SCHOOL TEACHER-E 11B

	
	TRADES INSTRUCTOR-E 11D
	
	SECRETARY-A 9

	
	TRADES INSTRUCTOR-E 11A
	
	EMPLYMNT EDUCATION COUNSELOR-E P11

	
	EMPLYMNT EDUCATION COUNSELOR-E P11
	
	PSYCHOLOGIST-A 

	
	SCHOOL TEACHER-E 11A
	
	SCHOOL TEACHER-E 11B

	
	SCHOOL TEACHER-E 
	
	SECRETARY-A 9

	
	SECRETARY-A 9
	
	SPECIAL EDUCATION TEACHER-E 11A

	
	SPECIAL EDUCATION TEACHER-E 
	
	SPECIAL EDUCATION TEACHER-E 11B

	
	TEACHER AIDE-E 
	
	TRADES INSTRUCTOR-E 11A

	
	TRADES INSTRUCTOR-E 11C
	
	TRADES INSTRUCTOR-E 

	
	TRADES INSTRUCTOR-E 11A
	
	TRADES INSTRUCTOR-E 11C

	
	TRADES INSTRUCTOR-E 11C
	
	TRADES INSTRUCTOR-E 11A

	
	TRADES INSTRUCTOR-E 11E
	
	TRADES INSTRUCTOR-E 

	
	TRADES INSTRUCTOR-E 11C
	
	TRADES INSTRUCTOR-E 11B

	
	TRADES INSTRUCTOR-E 11D
	
	TRADES INSTRUCTOR-E 11D







	
	
	

		Additional Subordinates



	

	
	
	

	
		SCHOOL TEACHER P-11 TRADES INSTRUCTOR P-11 SCHOOL SECRETARY E-9 TITLE I AIDE E-8 EMPLOYMENT COUNSELOR E-9



	



	

	
	
	
	
	
	
	
	
	
	
	

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




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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 manage the delivery and organization of education programs within a prison environment, with responsibility for staff, scheduling, budget, curriculum, performance, discipline, materials and equipment, compliance with federal and state education requirements, and MDOC policy, interaction with other agencies and departments.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Update position description.  Changes were to update the location of the position and to add additional subordinates. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This work area provides education to all eligible prisoners, in preparation for their successful re-entry into community. This position provides management of all aspects of education within the prison environment as needed/required by policy, and state/federal law.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 in a field of education.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
School Principal 13 - 14
Two years of professional experience as a certified teacher.

Alternate Education and Experience

School Principal 13 - 14
For positions in the Department of Corrections: 

Possession of a bachelor’s degree in a field of education and four years of professional experience as a certified teacher working in a prison setting may be substituted for the education requirement.

OR

Possession of a valid School Administrator Certification and four years of professional experience providing instruction in a classroom within a prison setting may be substituted for experience requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· 
· Knowledge of the principles and practices of teaching and of education administration, particularly with adults. 
· Knowledge of academic/vocational assessment and guidance and counseling. 
· Familiarity with state and federal education laws and regulations. 
· Ability to correlate the education program within a prison facility, and to work with prisoner classification and placement. 
· Ability to work effectively with a variety of staff.
·  Ability to understand, communicate, and provide educational direction for persons with disabilities and socially. 




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Valid state teacher or administrative certificate.
 
NOTE:  Equivalent combinations of education and experience that provide the required knowledge, skills and abilities will be evaluated on an individual basis.




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		CHANTAL VANATTA



	
		7/6/2023



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



