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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-ST. LOUIS FACILITY

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

	
	St. Louis Correctional Facility

	4. Civil Service Position Code Description
	10. Division

	SPECIAL EDUCATION TEACHER-E
	Prisoner Services

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

	Special Education Teacher P11
	Education

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

	; SCHOOL PRINCIPAL-2 13
	Academic School

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

	; SENIOR EXECUTIVE WARDEN 17
	8585 N CROSWELL RD; SAINT LOUIS, MI 48880 / T - F 0645 - 1715 40 hours per week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		To provide special education, academic instruction and vocational education support to adult male prisoners at St. Louis and Central Michigan 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:
	63

	Classroom teaching; Special Education, Adult Basic Education, and GED preparation.

	Individual tasks related to the duty:
	
	

	Administer diagnostic and other tests and assign materials to improve student competencies. Develop student education program plans, including IEP’s for special education students. Assign student work following curriculum guidelines and program plans. Teach students individually, answer questions, increase understanding and retention. Use resources to help students develop concept mastery. Motivate and reward students with recognition of achievements. Measure student progress. Provide opportunities for students to develop the ability to assess their own performance and responses (academic and behavioral) and to set reasonable expectations and goals. 

	Duty 2

	General Summary:
	Percentage:
	15

	Maintain records, forms and reports.

	Individual tasks related to the duty:
	
	

	Keep individual records regarding progress and tasks completed for each student. Maintain special education records and files in accordance with federal and state requirements. Update education program plans quarterly, and as otherwise needed. Maintain daily prisoner attendance and payroll records. Prepare/maintain progressive discipline records on prisoners as required. Maintain prisoner testing records. Complete monthly reports. 

	Duty 3

	General Summary:
	Percentage:
	7

	Assure adherence to Michigan Department of Corrections policies and procedures, manage students, and maintain order.

	Individual tasks related to the duty:
	
	

	Review and follow policies and procedures. Participate in mobilizations, unit shakedowns and other activities related in institutional needs. Enforce posted school rules with firmness, reasonableness and consistency. Supervise movement of prisoners. Write misconduct reports and summaries as necessary. Maintain a positive learning environment through intervention, counseling and communication. Maintain a clean and organized classroom to foster orderliness. Work in cooperation with the principal, school officers, school and other staff. Exercise good judgment in the administration of progressive discipline, determining appropriate kinds and levels of response. 

	Duty 4

	General Summary:
	Percentage:
	5

	Order and maintain classrooms supplies and equipment, relative to allocated budget. Keep current on materials.

	Individual tasks related to the duty:
	
	

	Read literature, curriculum updates, memos, etc., dealing with education. Replace outdated and worn-out classroom materials, maintaining adequate supplies. Assure that the available, required curriculum materials are in classroom use. Review and order required curriculum materials as appropriate. Review allocated budget, to stay within limits. Using the appropriate forms and procedures, propose new materials and equipment as desired. 

	Duty 5

	General Summary:
	Percentage:
	5

	Supervise and train prisoner tutors and/or clerks.

	Individual tasks related to the duty:
	
	

	Attend mandatory and institutional training. Attend training for professional development. Attend staff meetings. Attend Special Education meetings. Keep up to date on changes in Special Education documentation and practices. Read and evaluate educational brochures, journals catalogues, and materials. Assist prisoner tutors in becoming familiar with various materials. Train prisoner tutors in methods of properly assisting students. Direct and supervisor prisoner tutors’ daily activities. 

	Duty 6

	General Summary:
	Percentage:
	5

	Perform other duties as indicated by the supervisor.

	Individual tasks related to the duty:
	
	

	Exchange information and practices with colleagues. Assist other teachers. Assist with graduation ceremonies and other facility activities as requested. Compile data as requested. Inventory supplies and equipment. Assist with ACA, self and school audits. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Student placement within a curriculum, individualized methods of instruction, classroom resources and activity selections, methods and techniques of teaching and discipline.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Student scheduling, prisoner evaluations, IEP’s for special educations students.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Walking within the secure perimeter of three state prisons, carrying books and other classroom materials and daily and recurring supervision of prisoners which requires mental alertness.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 provide special education and academic support instruction in ABE, Special Education and GED preparation classrooms and to maintain supervision of prisoner in the classrooms.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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. This position provides special education and academic instruction as needed/required by law.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Bachelor’s Degree in education and a valid Michigan teaching certificate with a special education endorsement.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		No specific type or amount of experience is required.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Considerable knowledge of the principles and practices of teaching. Ability to communicate effectively. Ability to guide students to academic competence. Ability to maintain discipline. Ability to maintain records and prepare reports. Ability to understand and follow policies and procedures. 




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Current appropriate State of Michigan academic teaching certificate with a special education endorsement.




	
	
	
	
	
	
	

	
		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.



	

	
		



	
		4/30/2012



	

	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



