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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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	

	4. Civil Service Position Code Description
	10. Division

	RIGHTS SPECIALIST-2
	Office of Recipient Rights (ORR)

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

	Field/Community Rights Specialist
	Hospital and Community Investigations

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

	CURRINGTON, KAREN; STATE ADMINISTRATIVE MANAGER-1
	

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

	POSTEMA, RAYMIE L; STATE OFFICE ADMINISTRATOR
	TBD / Monday - Friday 8 am - 5 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is the agency-wide specialist in hospital and community rights protections.  The position is serving in a professional capacity in the rights system; interprets, applies and gives advice on statutes, administrative departmental policy, interdepartmental agreements, to consumers, facility staff, community mental health staff, and interested others.  Independently analyzes/investigates allegations of violations of rights guaranteed by Constitution, statutes, and rules; draws conclusions; recommends and assures appropriate remedial action.  Reports findings and recommendations to complainants, ORR and appropriate facility, Community Mental Health Services Programs (CMHSPs) and License Private Hospital Unit (LPH/U) staff; undertakes complex special assignments impacting rights protection systemically.  The position also provides support to the Director of Hospital and Community Investigations by reviewing prepared reports for compliance with code, rules, and policy and reviewing cases not open for investigation to ensure appropriate handling per Michigan Department of Health and Human Services (MDHHS) and ORR policy and procedure.  Position requires flexibility to travel among the five state-operated facilities and be “on assignment” at a facility for varied duration.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Specialist for the rights protection in all state-operated facilities.  Reviews prepared reports and investigates allegations of violations of rights of mental health service recipients.  

	Individual tasks related to the duty:
	
	

	· Responsible for providing rights protections and knowledge for all state-operated hospitals and centers to address systemic issues across the state-operated hospitals and centers. 
· Required to know the policies, procedures, staff, units, organizational structure, crises management techniques, training needs, complaints and issues and leadership at each of the state operated facilities. 
· Reviews and recommends changes to hospitals’ procedures impacting recipient rights. 
· Reviews prepared ORR reports for compliance with Code, Rules and policies.
· Audits ORR case files and reports 
· Conducts investigations to determine whether allegations of rights violations are substantiated, utilizing statute, policy and preponderance of evidence. 
· Alerts appropriate facility director of rights violations and/or allegations, advises as necessary. 
· Determines minimally adequate remedial action, recommends such to facility director and assures timely action taken. 
· Issues Report of Investigative Findings or other appropriate documentation for each case and submits to complainant, facility director and appropriate others. 
· Maintains complaint/report files and data system. 
·  Available to respond on-site to any of the state-operated facilities as administratively determined to priority investigations including serious injury, death or sexual abuse.

	Duty 2

	General Summary:
	Percentage:
	35

	Conducts special assignments in state-operated hospitals and centers addressing systemic issues.

	Individual tasks related to the duty:
	
	

	· Consults with facilities and community agencies regarding review, development and revision of rights related policies and procedures. 
· Reviews reports from external bodies, e.g., audit reports, The Joint Commission, public health, to monitor for systemic rights related issues 
· Identifies and assists in the development of specialized training relevant to rights and to address systemic issues as needed 
·  Collects, reviews and presents data and evidence to recommend programs, procedures and policies consistent with the goals of the Office of Recipient Rights.

	Duty 3

	General Summary:
	Percentage:
	10

	Conducts external or special investigations of community mental health services providers when requested pursuant to law. 

	Individual tasks related to the duty:
	
	

	· Determines, based upon investigation, whether allegations of rights violations are substantiated, utilizing statute, policy and preponderance of evidence. 
· Alerts CMHSP director and responsible mental health agency, advises as necessary. 
· Determines minimally adequate remedial action, recommends such to CMHSP director and assures timely action taken. 
· Issues Report of Investigative Findings or other appropriate documentation for each case and submits to complainant, CMHSP director and appropriate others. 
· Maintains complaint/report files.

	Duty 4

	General Summary:
	Percentage:
	10

	Provides assistance to the Training and Compliance Unit by assisting in assessments and monitoring the rights protection systems of the state’s CMHSPs.

	Individual tasks related to the duty:
	
	

	· Conducts on-site assessments of CMH rights protection system which includes interviews with rights office and executive staff, program site visits, completion of standards and policy checklists, and analysis/determination of compliance with requirements. 
· Consults and coordinates with DHHS Quality Improvement/Service Planning certification status and contract compliance issues. 
· Intervenes as necessary with the CMHSP to resolve deficiencies in the rights protection mechanisms, to resolve conflict on behalf of mental health services recipients, and to assure quality rights protection at the community level. 
· Keeps abreast of all relevant state and federal laws and regulations as well as any pending legislation.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Determines whether to handle an allegation (except abuse or neglect) on a formal or informal basis; independently determines whether reasonable cause exists to support report to external agencies; independently determines adequate and appropriate remedial action necessary for substantiated violations and recommends such to facility director; independently reaches conclusions based on evidence to substantiate or disprove alleged rights violations.
Determines if a prepared report is compliant with all required standards and approves for submission to hospital director.
Determines methods of collecting and disseminating data and information regarding special assignments.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisor reviews variable work schedule needs. Investigative reports and work product resulting from special assignments to be reviewed by supervisor.
Decision as to Mental Health Code, Administrative Rules, and DCH guideline interpretation.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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, walking, driving, transporting cumbersome document files, sitting occasionally for extended periods of time.
Environmental conditions include hazardous road conditions, inclement weather during travel, and potential exposure to blood-borne pathogens due to direct recipient-resident contact.
Position requires flexibility to travel among the five state-operated facilities and be “on assignment” at a facility for varied duration.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Serve as agency-wide specialist in hospital and community rights protections.  Analyze/investigate allegations of violations of rights guaranteed by Constitution, statutes, and rules; draws conclusions; recommends and assures appropriate remedial action.  Report findings and recommendations to complainants, ORR and appropriate facility, Community Mental Health Services Programs (CMHSPs) and LPH/U staff; undertakes complex special assignments impacting rights protection systemically.  Position also provides support to the Director of Hospital and Community Investigations by reviewing prepared reports for compliance with code, rules, and policy and reviewing cases not open for investigation to ensure appropriate handling per Michigan Department of Health and Human Services (MDHHS) and ORR policy and procedure.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 function of MDHHS-ORR is to provide rights protection for consumers of state-operated mental health facilities and to provide consultation, monitoring, and technical assistance to rights offices, community based mental health services.   This position provides rights protection where needed in five state hospitals and centers.  This position is responsible for collecting data and evidence and reviewing rights related policies from each of the five state hospitals and centers in an effort to assist in identifying and preparing of strategies for improving, standardization of and consistency in rights protection.  This position requires a deep understanding of the rights system in the state hospitals and centers.  None of the rights advisors in the facilities analyze data with an eye towards systemic issues.
In addition to the Investigation/Field Unit responsibilities, this position provides support to the Community Rights Unit by performing assessing and monitoring functions of the rights protection systems of the CMHSPs throughout Michigan.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		Rights Specialist 13 - 14
Four years of professional experience equivalent to a Rights Representative or Civil Rights Representative, including two years equivalent to a Rights Representative P11 or Civil Rights Representative P11, or one year equivalent to a Rights Representative 12, Rights Representative Manager 12, Civil Rights Representative 12, or Civil Rights Manager 12.
LTCBC - Position has direct access to a patient or resident, or to a patient’s or resident’s property, financial information, medical records, treatment information, or any other identifying information. As authorized under MCL 333.20173a, MCL 330.1134a, and MCL 440.734b, incumbents must pass and comply with the Long-Term Care (LTC) Background Check at the time of hire and during the duration of employment. The LTC Background Check includes a state and federal fingerprint-based criminal history record check and placement on statewide rapback.
SPHCLEAR - Position completes work at a State Operated Inpatient Psychiatric Hospital and must abide by state law and federal regulatory requirements with health-related testing and screening to ensure and maintain the safety and well-being of patients. Incumbents are subject to health-related testing and screening at the time of hire and during the duration of employment.  




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Expert analytical skills.  Expert interpretative skills relative to the Mental Health Code, Administrative Rules, and DHHS guidelines, policies, procedures and contract language.  Excellent conflict resolution/mediation skills.  Ability to communicate effectively.  Ability to work with persons with a wide variety of educational levels and diverse cultural backgrounds and establish and maintain cooperative working relationships.  Expert knowledge of the Mental Health Code, Administrative Rules, DHHS guidelines, policies, procedures, contractual language between DHHS-CMH, state and federal laws relative to rights and supports for persons with mental disabilities. Ability to handle stress and sensitive situations with tact.  Knowledge of applicable statutes, rules and guidelines.
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:



	
	
	

	
	
	
	
	
	
	

		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		1/28/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



