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1.
Position Code



	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency



	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Special Alternative Incarceration Officer E10
	
10.
Division

Special Alternative Incarceration Program

	
5.
Working Title of Position (What the agency titles the position)

Female Corporal (BFOQ)
	
11.
Section

Custody/Programs/Housing

	
6.
Name and Classification of Direct Supervisor

Corrections Shift Supervisor 11
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Corrections Shift Supervisor 12
	
13.
Work Location (City and Address)/Hours of Work

3201 Bemis Road Ypsilanti, Mi 48197
24 hours/ 7 days/ Week

	
14.
General Summary of Function/Purpose of Position

Employees must maintain proper custody and security of trainees, other staff, visitors and the facility. Must establish an authoritative and respectful program environment by utilizing proper mode of communications, maintaining physical standards, and adhering to grooming, uniform and leadership presence that promote such an environment. Instructs female trainees in rule compliance, drill exercise, personal hygiene, physical training and provides trainees with motivational, instructional and disciplinary counseling. Duties are performed independently and regularly unsupervised. Responsible for custody and security in a female housing unit, as well as treatment responsibilites, primarily on the day and afternoon shift. The goal is to provide a safe, clean, secure, efficient living environment while respecting the privacy of female trainees and enforcing rules and regulations. Conducts Offender Success CORE programming classes designed to equip prisoners and probationers with the cognitive skills needed to re-enter their communities and be successful.  Specific duties are dependant on the activities and workshops scheduled on each shift. This position requires a Bonafide Occupational Qualification (BFOQ) and must be filled by a female employee to supervise female offenders. 

Positions in this class are test-designated and subject to pre-appointment and random-selection drug and alcohol testing.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
40% of Time



Responsible for the custody of female trainees in a housing unit. Monitors behavior, wellness and overall condition of the housing unit. Performs counts, security checks, shakedowns and monitors safety systems. Makes necessary log entries, administers first aide and transports female trainees as needed.

	Individual tasks related to the duty.

· Inspect individual trainees for proper grooming, hygiene, and health and injury problems.

· Inspect trainees beds for proper compliance with bed making procedures

· Inspect trainees footlockers for proper order and contents

· Instruct female trainees in unit clean-up and inspect rooms and housing units for proper set up and housekeeping

· Inspect unit rest rooms for proper cleanliness and sanitation

· Assure trainees are properly and safely dressed in relation to their work details and adverse weather conditions

· Open trainee in coming mail and inspects for contraband

· Sort trainee mail by living units and distributes to trainees

· Wake trainees up at specified time in morning

· Organize and conducts morning rest room calls

· Instruct trainees as to the proper dress for the day

· Instruct trainees to fall-in proper formation and marches platoons to dining hall

· Monitor trainees activities in the dining hall
     

	Duty 2

General Summary of Duty 2
40% of Time



Facilitates CORE programming and workshops to promote Offender Success.

	Individual tasks related to the duty.

· Prepares for facilitation as needed (reviewing module, making copies needed, etc.)
· Facilitates programming as scheduled.
· Documents participation in programming including plotters and/or spreadsheets.

· Contacts Classification if any scheduled participants are not in attendance or unable to participate. 

· Complete Discharge Summary Reports in OMNI and CSJ-363 Program Completion reports as required. 


	Duty 3

General Summary of Duty 3
10% of Time



Conducts physical training with female trainees by leading, demonstrating, and monitoring authorized morning stretching exercises.



	Individual tasks related to the duty.

· Line up trainees in proper physical training formation

· Command and instruct trainees to perform authorized exercises

· Lead exercises and/or motivational runs

· Monitor trainees for proper compliance and participation

· Motivate trainees physical training through encouragement, instruction, enthusiam by example

· Assure accommodations or MCP is adhered to for trainees identified as needing such.

	Duty 4

General Summary of Duty 4
5% of Time



Conducts SAI disciplinary procedures as necessary to correct negative behavior. Writes reports on trainees progression in program and writes critical incident reports as necessary. Documents positive behavior. 

	Individual tasks related to the duty.

· Conduct alternative training - give extra duty, run confidence course, room or bunk restriction, verbal counseling, motivational detail, motivational log

· Use demerit system - cites trainee rule infractions on demerit cards, signs and dates

· Use merit/positive reinforcement system – acknowledges trainee strengths and positive behavior demonstrated

· Write case notes - writes case notes for negative trainee behavior and positive trainee behavior, or for informational purposes

· Write misconducts - to be written on prisoner trainees for disciplinary reasons when serious negative behavior is displayed

· Write critical incident participant/witness reports when either involved in or a witness to a critical incident


	Duty 5

General Summary of Duty 5
5% of Time



Monitors use of toxic/caustic cleaning supplies and supervise cleaning. 

	Individual tasks related to the duty.

· Assure proper handling and usage of toxic/caustic cleaning supplies
· Supervise trainees’ cleaning

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.

· 


	
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.

None

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

When procedures or instructions are not clear or there are program or procedure changes.

	
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.

Must maintain required physical fitness and grooming standards as well as a high degree of intensity and enthusiasm. Exposed to all weather conditions (wet, cold, hot, slippery, windy) when moving trainees in formation from living units to dining hall or on outdoor work details. Mental fatigue experienced when required to maintain a highly energetic role.
Physical Requirements The job duties require the employee maintain physical fitness and grooming standards and provide a role model regarding personal hygiene. The work includes the performance of strenuous tasks requiring muscular strength, coordination, and cardiovascular endurance. The job duties require an employee to be absent of any physical limitation which would impair effective performance.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee 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.
My responsibility 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.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


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

	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

	
23.
What are the essential duties of this position?

Conducting accurate counts of trainees. Doing required security checks and following proper security procedures. Performing proper shakedowns and inspections.

Performing emergency first-aide when necessary. Remaining alert to trainee health conditions and being aware of adverse weather conditions and properly preparing for them.

Inspecting trainees and their living units and remaining alert to the conditions of their health.

Facilitating Offender Success CORE programming classes and workshops. 

Being a positive role model by a professional appearance and attitude while using good judgement and emmitting enthusiasm towards trainees and the SAI program.

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

Duty #2 was added to emphasize the programming facilitation and documentation responsibilities of Corporal position

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

To divert offenders from prison by changing attitudes and behavior patterns through a program of physical labor and physical training, educational programming and military style discipline, thereby developing self esteem through experiencing accomplishment, self discipline, responsibility and the work ethic. This position fits into this function by implementing and carrying out the duties if the program designed to make it work.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION: 
         High School Diploma. 15 semester (or 23 term) college credit hours in one or a combination of the following areas: Correctional Administration, Criminal Justice, Criminology, Psychology, Social Work, Sociology, Counseling and Guidance, Educational Psychology, Family Relations, Pastoral Counseling or Law Enforcement. Completion of MDOC New Employee School. Successful completion of the in-service education and training programs, which may parallel aspects of the offenders' treatment program. Satisfactory completion of physical fitness standards, annual recertification, and training.

	EXPERIENCE:

Special Alternative Incarceration Officer E10--One year of experience equivalent to a Special Alternative Incarceration Officer 9, Corrections Officer 9, or Corrections Medical Aide 9.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of department custody and security policies and procedures as well as content of MDOC Employee Handbook.
Knowledge of SAI operating procedures and rules of conduct and grooming; ability to complete and maintain physical fitness standards; self defense, emergency control and first aid. 
Knowledge of CORE programming and workshop facilitation. 

Physical Requirements-The job duties require the employee maintain physical fitness and grooming standards and provide a role model regarding personal hygiene. The work includes the performance of strenuous tasks requiring muscular strength, coordination, and cardiovascular endurance. The job duties require an employee to be absent of any physical limitation which would impair effective performance.

	CERTIFICATES, LICENSES, REGISTRATIONS:

Positions in this class are test-designated and subject to pre-appointment and random-selection drug and alcohol testing.

Successful completion of the in-service education and training programs, which may parallel aspects of the offenders' treatment program.

The Department of Corrections will not hire individuals who have been convicted of a felony or who have felony charges pending, in accordance with Public Act 140 of 1996.

Satisfactory completion of physical fitness standards, annual recertification, and training.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
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

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 1

