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E
CORRECTIONS ACCREDITATION AND PLANNING MANAGER

DESCRIPTION:  Under administrative direction from the Deputy Director of Correctional Services, is responsible for administering, supervising and implementing the agency's accreditation, evaluation, research, safety/sanitation and planning functions; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Ensures compliance/compatibility with Accreditation Standards (ACA), existing departmental rules and regulations and state statutes at all adult and juvenile facilities, centers and programs.

Provides liaison activities with National ACA standards and accreditation staff/auditors and department administrative staff.

Responsible for coordinating and monitoring the accreditation process during the three year accreditation cycle.

Administers the review and evaluation process in accordance with agency administrative regulations.

Drafts, revises and reviews all department administrative regulations.

Supervises and assigns work to subordinate staff in carrying out program responsibilities.

Administers department federal, state and local grant programs to include the preparation, revision and review of all grant applications.

Conducts and monitors evaluation and feasibility studies and assessments for utilization in department policy, budget and decision making process.

Submission of various reports regarding accreditation, evaluation, and planning functions for review by Director, Deputy Director or other administrative staff.

Reviews and coordinates proposed research projects and studies submitted by individuals/agencies outside the department to assess the proposed research for merit, compliance with ACA standards, agency rules and regulations and methodology.

Compiles, analyzes, collects and summarizes statistical data and administrative material for budget preparation, including fiscal note preparation, annual report publication and oral and written presentation to department administrative staff.

Monitors department compliance with court ordered consent decrees and settlements.

Administers department safety and sanitation section ensuring compliance with applicable federal, state and local fire, safety and sanitation regulations, codes, and guidelines.

Ensures compliance with federal and state asbestos regulations and guidelines.

CORRECTIONS ACCREDITATION AND PLANNING MANAGER  (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  data gathering and analysis techniques for conducting accreditation reviews; personnel management techniques, such as performance appraisal, training and delegation; agency administrative regulations, rules and facility operational memorandums; office organization, management and administration; federal, state and local grant processing.

Ability to:  obtain the cooperation of facility administrators in making changes which are necessary to bring the facility into compliance with accreditation standards; independently evaluate the compliance of a facility to the relevant federal and state regulations; develop program objective, performance goals and work priorities; interpret and apply all applicable complex guidelines, mandates, policies and regulations throughout the department.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  survey techniques and reporting methodologies; program analysis/evaluation techniques; principles and methods of statistical research; manual and automated methods for data collection and analysis; planning functions and procedures for program evaluation; applicable federal and state statutes and regulations; the principles and techniques of public relations; the principles and practices of budgeting, accounting and fiscal control.

Ability to:  conduct research activities, summarize technical data and conclusions into reports; interact with diverse groups and individuals in order to exchange information and ideas; summarize program and administrative data and statistics into technical reports and charts, graphs, and tables; communicate orally and in writing to exchange factual information and conclusions.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A general qualification guideline for positions in this class is post high school coursework/training in economics, public or business administration, management analysis, research, statistics and/or program evaluation.

