	
SOP: H6, JD59
	
Page 4 of 6

	
Subject: Job Description, Community Service Manager (CSM)



 ALTERNATIVES, INC. 
POLICY AND PROCEDURAL STATEMENT

	SOP: 	H6, JD59
	
Subject: 	Job Description
Community Service Manager (CSM)

	
Section: Personnel  
	
Page 1 of 6

	
Related ACA Standards: None
	
Revision Date:  August 29, 2011 

	
Signature: 
	
Effective Date:  October 4, 2011




COMMUNITY SERVICE MANAGER (CSM)

QUALIFICATIONS

REQUIRED:		1.	Degree in Human Services or equivalent or related experience with a    
				minimum of two years experience in social services, law enforcement, or correctional employment.
					2.	Must have the ability to relate to offenders in a firm, empathetic fashion.  
					Must also have good interactional skills to permit person to relate with referral agencies and to handle public relations responsibilities.
					3.	Experience in computer data base management and word processing.
					4.	Good writing, verbal skills, and computer skills with the ability to type a 
						minimum of 40 words per minute.
					5.	Must have experience and demonstrated ability in records management.
6.	Valid Montana driver’s license.

PREFERRED: 	1.	Working experience in a correctional system.
		2.	Direct public relations experience.
		3.	Experience in computer database management and word processing
		4.	Case management experience.
	 
WORKSITE AND CONDITIONS

Alternatives, Inc. is a not-for-profit corporation located in downtown Billings.  The organization provides residential supervision and treatment programs for state and federal inmates, and alternatives to jail in Yellowstone, Carbon, and Stillwater Counties.

Employment responsibilities require a person with resilience, the ability to deal with stressful situations such as verbal confrontations with clients, and the ability to react quickly to deescalate potentially explosive situations.  While incidents of physically aggressive or assaultive behavior on the part of clients have been infrequent, a significant portion of the clients have been convicted of violent offenses.  As such, the possibility of physical aggression must be anticipated.  Employees are expected to be physically fit and mentally alert so as to be able to handle such incidents with the minimum physical force necessary to defend oneself, others and property.  Alternatives, Inc. also offers services to offenders (mentally and physically challenged), who need extra attention and assistance, but are still to be held accountable to program rules.

Considerable documentation and paperwork requirements exist.  The employees of Alternatives, Inc. must be able to organize, manage time effectively, and keep records orderly and up to date.  Use of computers for record-keeping purposes is commonplace and you may be required to learn computer operations, to enter data and develop reports.

The Alternatives, Inc. building is designated as a tobacco-free facility area.  Employees will be permitted to take breaks for the purpose of smoking or chewing but may not do so in the building.  Employees are asked not to wear cologne, aftershave, perfume or other scented grooming aides.  This requirement has been instituted to promote a healthier workplace, and in consideration of co-workers and clients with chemical sensitivities or allergies.

SUPERVISION/EVALUATION/PROBATION PERIOD

[bookmark: Text1][bookmark: Text2]The Community Service Manager is directly accountable to the Community Alternatives Supervisor (CAS) of Alternatives, Inc.  
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The Position Title is directly accountable to the Supervisor's Title of Alternatives, Inc.  


Semi-annual performance evaluations will be conducted by the employee's supervisor during their first year of employment and during the first year of their current position.  Annual performance evaluations will be conducted on the anniversary date of their hire or current position thereafter.  Written quarterly summaries on the status of assignments may also be required of each employee by his/her supervisor.  There is an initial probation period of 180 days from the date of hire, during which time the supervisor of this position may discharge the probationer without cause.  In the case of promotion to a new job title there is a 180-day training period.  During the training period, the employee's supervisor may return the employee to his former position and pay grade or a similar position for unsatisfactory performance.

SALARY AND BENEFITS

[bookmark: Text3]The current starting salary for the position is $12.00, although consideration will be given the successful candidate's experience and educational background.

Permanent full-time employees of Alternatives, Inc. are entitled to personal time off (PTO), individual health and dental insurance, and retirement benefits.  Alternatives, Inc. participates in the State Workers Compensation and Unemployment Insurance plans.

Permanent part-time employees are entitled to a pro-rata share of benefits based on the percentage of full-time hours worked (full-time = 40 hours per week).

Temporary full-time and part-time workers are not eligible for benefits.

Specific detail regarding benefits will be provided upon request at the time of interview or at the time of hire.

DUTIES AND RESPONSIBILITIES

General Overview:

General Requirements:

1. All employees of Alternatives, Inc. are required to comply with the limits of confidentiality concerning client information.  The specifics of the confidentiality limits are detailed in SOP I1.  In general, no information on clients other than name, current offense, and whether or not the individual is a client may be given out in writing or verbally without a signed consent form from the client.  An exception to this is the case of Deferred Prosecution clients, whose names, charges, and status in the program are not a matter of public record and may not be divulged.  File materials may not be copied or distributed without a signed release.  Under no circumstances are prison files, psychological evaluations, or chemical dependency evaluations to be released, shown to or discussed with the client or other persons without a signed release from the source of these materials.  Failure to comply with confidentiality standards will render an employee of Alternatives, Inc. subject to disciplinary action up to termination of employment, depending on the seriousness of the violation.
2. No employee of Alternatives, Inc. shall use his or her position and its implied authority for personal gain.  Staff members shall not:
a. Exchange personal gifts or favors or engage in any business barter with clients, their family or friends.
b. Accept any form of bribe or unlawful inducement.
c. Perform duties under the influence of intoxicants or consume intoxicants while on duty.
d. Violate or disobey established rules, regulations or lawful orders from a supervisor.
e. Discriminate against any client on the basis of race, religion, creed, gender, national origin or other individual characteristic.
f. Employ corporal punishment or unnecessary physical force.
g. Subject clients to any form of physical or mental abuse.
h. Demean or intentionally humiliate clients.
i. Bring any type of weapon(s) or item(s) declared as contraband into the facility without proper authorization.
j. Engage in critical discussion of staff members or clients in the presence of other clients.
k. Divulge confidential information without proper authorization.
l. Withhold information which, in so doing, threatens the security of the facility, its staff, clients, visitors, or the community.
m. Endanger the well-being of self or others through intent or neglect.
n. Inquire about, disclose or discuss details of client's crime(s) other than as may be absolutely necessary in performing duties.
o. Engage in any kind of social contact with clients except as a part of a staff member's approved Job Duties and as authorized by supervisory staff.
3. All employees of Alternatives, Inc. are expected to attend meetings as directed by their supervisor.  Those persons receiving permission from their supervisor to not attend a meeting are responsible for the content of the meeting through reading of minutes of the meeting.
4. Team attendance is mandatory and is a requirement of your employment at Alternatives, Inc.  If for any reason you must miss an assigned Team Meeting, it is your responsibility to notify your Team Leader of your intended absence and request to be excused for a specific Team Meeting.  If you will be absent from an assigned Team Meeting, it is your responsibility to ensure that your team duties are covered.
5. All employees of Alternatives, Inc. are responsible for reading and complying with standards and procedures in the following documents:
a. Personnel Policy Manual (Employee Handbook)
b. Standard Operating Procedures

Alternatives, Inc. personnel are responsible for attending and documenting satisfactory completion of 40 hours of supervisor.

Specific Duties:

1. Community Service Managers program’s are aligned with local and county courts and other government agencies; therefore, staff are required to work the same business hour schedules as these agencies, which are Monday through Friday, 8:00 a.m. to 5:00 p.m.  This schedule allows staff to coordinate cases for these agencies and also gives offenders/agencies the ability to access staff during normal business hours.  Community Service Managers are given a one-hour lunch.  Overtime must be preauthorized by the CAS.  

Each Community Service Manager is assigned a case load and separate programs to manage.  Managers must coordinate with other members for coverage for their case load and programs in the event they are going to be absent.  Blanket approval for schedule changes for the required workday are not made available as the pace of work, the familiarity of managers with their own clients, and the number of clients make it difficult for one manager to fill in routinely for another. 
2. The CSM shall be responsible to assist the Beta Jail Alternatives staff in the supervision of clients referred to the following programs (and comply with SOP’s and Job Descriptions thereof).  The CSM will be assigned to oversee the Community Service program. 
3. The CSM may be required to travel to Columbus and Red Lodge, Montana as needed to provide coverage during manager illness, vacation, or staff shortage.
4. The CSM shall be responsible for documenting all client contact whether by phone or in person and make status changes and input information into the computer.  Such documentation is to include contact person, purpose, resolution of contact, and initials of the person making the record entry.
5. The CSM will participate in team, staff, and administrative meetings as required.
6. The CSM shall be responsible for fee tracking and collection on all clients on any Jail Alternatives Program they are assigned.
7. The CSM shall be available to cover for House Arrest/Electronic Monitor Manager, Urinalysis/MIP Manager, or Community Treatment Manager when requested by CAS.
8. The CSM is expected to be flexible in assuming new duties and creative in establishing or modifying program operation procedures under the supervision of the CAS.
9. The CSM is expected to comply with all agency standards for performance, including those described in the Personnel Policy Manual.
10. The CSM shall be responsible for the intake and tracking of client’s compliance or noncompliance in their specific program.  Other duties may include billing and accounts receivable.
11. The CSM shall be available as requested by the CAS for public relations duties necessary to educate the public regarding services provided and is expected to be responsive under the discretion of the CAS to appropriate needs of the Advisory Committee and referral sources.
12. The CSM may be required to meet with the Yellowstone Advisory Committee to present statistics and program concerns on a quarterly basis.
13. The CSM will be required to be familiar and trained in all Beta Jail Alternatives program so as to be able to assist and cover in all programs. 
14. The CSM may be assigned the duty of facilitating education groups by the CAS.
15. The CSM shall cover phones hours with their community clients. 
16. The CSM shall complete paperwork for court referrals for the daily run. 

Other:

1. [bookmark: Text5]In order to enhance the quality of services, the CSM is expected to:

A. Attend to orientation procedures as directed by their Supervisor.

B. Familiarize self thoroughly with House Rules and Regulations.

C. Familiarize self thoroughly with Standard Operating Procedures (SOPs).

D. Attend all in-house training sessions.

E. Familiarize self thoroughly with Unit Training Manuals and/or departmental procedures

2. The CSM is responsible for informing their supervisor of significant developments related to Alternatives, Inc.  Such issues are to be reported expediently, based on his/her assessment of the importance of the issue.  Examples include:

A. Any resident involvement in the legal system or in violation of program rules and regulations.

B. Threats of legal action.

C. Public Relations problems.

D. Resident complaints.

E. Fraternization issues.

F. Medical incidents/accidents.

G. Repair requirements on van or facility.

H. Schedule changes, leave requests, reporting in sick and any unauthorized departures from the office.

I. Any suspected or confirmed violation of agency rules by clients.

3. The CSM is expected to report to his/her supervisor in an expedient fashion all areas of noncompliance with program procedures, along with suggested remedial plans or interventions.

4. The CSM is responsible within the best of his/her ability for maintaining a positive and professional image of Alternatives, Inc. in the community and within the agency.  The CSM is required to deal with intra-agency concerns in a direct manner within the confines of the agency’s chain-of-command or grievance procedures.

5. The CSM is expected to be flexible in assuming new duties and schedule changes.  He/she is to be creative in establishing or modifying program operation procedures, and obtaining approval of the appropriate authority previous to implementation.

I have read and understand the content of this Job Description and agree to comply with the terms and conditions of my employment as described herein.

 
_________________________________________			
Employee Signature		              		Date   


_________________________________________			
Employee Printed Name	              		Date      


_________________________________________			
Supervisor             	        				Date

	        			
