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HOUSEKEEPING MANAGER (HM)

QUALIFICATIONS
REQUIRED:
1.
High School Diploma or equivalency.

2.
Six months work experience in social services or maintenance field.

Or 

The equivalent in undergraduate study in Behavioral Sciences.

3.   Must have current Montana driver's license.

4.
Good writing and verbal skills.
PREFERRED:
1. 
Undergraduate degree in Behavioral Sciences.

2.
Experience working with an offender population.

3.
Computer operations background.

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.

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.  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

The Housekeeping Manager (HM) is directly accountable to the Operations Supervisor.
Semi-annual performance evaluations will be conducted by the employee's supervisor with eligibility for salary adjustments occurring on the anniversary of the date of hire.  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 also a 180-day probation period.  During probation the employee's supervisor may return the employee to his former position and paygrade or a similar position for unsatisfactory performance.

SALARY AND BENEFITS

The starting salary range for the position is $12.00 per hour based on experience.  

Permanent full-time employees of Alternatives, Inc. are entitled to sick leave, vacation leave, individual health 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 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 H1).  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 or reviewing audio or video tapes.

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.

Supervisory and Administrative personnel are responsible for conducting meetings with subordinates on at least a once monthly basis for the purpose of disseminating information, organizing, planning, and to receive the input of subordinates on operational efficiency.  Minutes are to be maintained for all such meetings.


4.
All employees of Alternatives, Inc. are responsible for reading and complying with standards and procedures in the following documents:

a.
Personnel Policy Manual

b.
Policy Manual

c.
Standard Operating Procedures


5.
Alternatives, Inc. personnel are responsible for attending and documenting satisfactory completion of 40 hours of approved training activities each fiscal year.


6.
The HM will track the duties of the Inmate Workers under this position with weekly performance ratings on a monthly evaluation report.
7. The HM will comply with all CA training.
8. The HM shall oversee the regular training and utilization of interns in the Client Advisor positions. 
9. The HM shall maintain documentation of all activities under established guidelines.
10. The HM will be a member of 24/7, Safety Team, CA Wash, and Resident Team.
Specific Duties:

The HM is responsible for maintaining high standards of cleanliness for all agency equipment, facilities, and grounds.  To accomplish this, the HM is assigned supervision of three Inmate Workers, and draws on the resident population who are responsible for room care and maintenance of the common areas of residential facilities.  Tasks include training Inmate Workers and residents, monitoring their performance of maintenance duties, documenting the completion of assignments, and performing regular inspections to assess sanitation, maintenance, housekeeping needs and safety needs.  Must become certified in ServSafe workshop within 90 days of hire. 

Close coordination is required with Client Advisor personnel and accordingly the HM shall participate in CAI – CAIII Training Programs.  The HM will not work as a CA unless specifically directed to by the Chain-of-Command only.
1. Weekly Residential Cleanup


The HM organizes and supervises the weekly residential cleanup.  Once a week residents are required to perform a thorough (deep cleaning) of rooms and the entire residential portion of the facility.  The next week residents are required to be up, fully dressed, and ready to participate by 7:30 a.m. on the days designated for this cleanup.  The HM is responsible for ensuring that residents do not leave the facility until cleaning assignments are performed to standard.  Super Saturday hours will be 7:30 a.m. – 9:30 a.m. weekly.


There are two types of residential cleanup as follows:



a.
All House:  On the second and fourth weekend of every month at 7:30 a.m., a thorough cleaning of common areas and bathrooms is conducted.



b.
Rooms:  On the first, third, and fifth weekend of every month, each resident room is to receive a thorough cleaning (e.g. move and clean behind all furniture, polish floors, etc.)



Residents may be excused from the cleanup for the following reasons:



a.
Verified employment on the day of the cleanup during cleanup hours.



b.
Illness



c.
On 48 Hour Pass.


While not required to participate on the day of the cleanup, those persons excused are to have completed assignments prior to the cleanup and must meet the same standards as for all other residents.

2.
House Job List


The HM will be responsible for assigning house jobs as described in agency (SOP K24).


a.
Procedure:  The sign up sheet for house jobs is set out for sign up Wednesday afternoon and is to be removed at 12:00 p.m. on Friday.  Several reminder announcements should be made to the residents to when they need to be signed up by.  After completion, 2 copies are made.  The original and both copies are left in the filing bin for the night shift to post.  Completed House Job lists are filed in the CA work room after going over unsigned jobs.



b.
Bi-Monthly Residential Maintenance:  Extra duty hours will be checked daily by HM.  These residents can be used for special jobs or just general cleaning on resident side.


c.
Bio-Waste Cleanup:  When a bio-waste happens it must be supervised by the HM if on duty, if not on duty, backup person is CA IV Facility Emergency Procedure Officer then In-Charge CA.  This is to ensure that the cleanup is done properly.  The bio-waste kit is located under the CA locker in the CA office.  Complete Bio-Hazard paperwork and route accordingly.  The HM is to ensure proper inventory levels in the bio-waste kit.


d.
Detention room B and Sanction Bedroom A cleaning is done by Inmate Workers in B and A if not occupied.  If occupied, Sanctioned Bed Offenders are to clean their own room, supervised by the HM, and is tracked daily by tracking sheet in each detention room to be pulled and filed on a weekly schedule and replaced with a new one.

3.
Inventory of Cleaning Supplies


The HM is responsible for maintaining inventory of cleaning supplies as follows:



a.
Equipment:  General equipment that is used in the facility are as follows – mops, dust brooms, push brooms, vacuums, shower brushes, toilet brushes, OSHA approved cleaning solutions, and cleaning rags.


b.
Location of Cleaning Supplies and Materials:  Trash bags, water bottles, toilet paper, Kleenex, and rags are located in the storage room under men’s main stair case.  In utility closet in men’s grey unit there is paper towels and toilet paper, along with vacuums.  The maintenance room located in men’s green section, also room to roof, the Inmate Workers have all the supplies for floors (e.g. wax, sealer, mops, and cleaners).  The Buckeye Twist and Fill is located in storage closet next to dining room entrance.  All above have mops, brooms, and dust brooms.  Under no circumstances should chemicals be stored in the boiler room.


c.
Ordering of Cleaning Supplies:  All purchasing of cleaning supplies needs to be authorized by the HM and if additional approval is required for non-typical, items must be authorized by Operations Supervisor.  The HM may be required to arrange for pickup of supplies only if the vendor can not deliver or products are needed immediately. An inventory of cleaning supplies should be done on a regular basis with a list of needed supplies routed to the HMHMHMkdkd.  All solutions and most other supplies are purchased through Hanson Chemical.  No new chemicals may be brought into house without MSDS sheets.  Safety team must be advised so MSDS books can be updated.


d.
Twist and Fill:  The Twist and Fill is the device that is used to dispense a combination of cleaning agents and water.  The Twist and Fill is located in the sink in the Housekeeper closet on main floor.  Cleaning bottles filled by the Twist and Fill are to be filled only by trained staff members.  Residents are never allowed to fill bottles by the Twist and Fill due to liability and the location of the Twist and Fill.

4.
Material Safety Data Sheets (MSDS)


The Safety Team is responsible for maintaining the Material Safety Data Sheets as follows:



a.
Location:  MSDS stands for Material Safety Data Sheets.  This book contains all of the information about all of the chemicals that are currently or have been used in the facility.  This is an OSHA standard, it is also an OSHA standard that the information of past chemicals be kept in the MSDS book for approximately 20 years past the date of those used.  This book is updated by the Maintenance Supervisor.  It is located in the front CA area and also the storage closet with 3M products, where it can be easily accessed.  It is in a red binder that is clearly labeled.



b.
How To Use:  All kitchen products are listed first with the 3M cleaning chemicals directly following.  Each sheet has the chemicals name and suggested first aid as well as a 24 hour emergency response phone number (go through MSDS book).

5.
Sanitation/Housekeeping Checks


The HM is responsible for sanitation checks as follows:



a.
When to do sanitation checks:  Monday through Sunday at 10:00 a.m. room checks should be done on all resident rooms including the CA de-escalation room(s).  Each resident should meet the requirements of the Resident Room Standard Sheet.  Residents, however, are required to meet room standards 24 hours a day and may be placed on room restriction at anytime.


b.
Review resident room standard sheet and keep posted in every resident room.


c.
Maintenance Incident Report:  There is an Incident Report form that is developed specifically for maintenance violations.  All violations for each resident at each given room inspection are to be included on one Maintenance Incident Report.



* Note:  Exception for sleeping in past 10:00 a.m. on a weekday; illness, night work, or a case note in the resident’s top file regarding night workers sleep patterns.  All residents must be up 10 hours from the time they returned from work.


d.
Residents who do not pass room inspection are to be “red flagged” for room restriction.  The HM will insure they are in their room if they are not appropriately signed out.  Sign out sheets will be kept in the CA area.  The HM will check at least twice each shift that this policy is being followed.  The resident will be put immediately in detention if they are inappropriately out of their room.


e.
The HM will ensure that residents who have been room restricted 3 times in 30 days are written a Class II IR and on page 2 Indicate Class II written to be reduced to Class III with bunker room restriction.  The intent is this Class II will be reduced to a Class III with a Bunker Room Sanction.  If found guilty by the Hearing Officer.


f.
The HM will also ensure that room restriction occur when house jobs are not completed.



g.
HM will ensure that one Inmate Worker cleans the dining room for every meal, starts 1 hour before meal cleaning, bus boy and cleaner during meal and cleanup after meal is over.



h.
Inmate Worker will be responsible for cleaning dining room floors after each meal and with an automatic floor scrubber Monday, Wednesday, and Friday followed by burnishing.

6. Inventory Checks


The HM assists Client Advisors in ensuring that residents adhere to inventory standards through regular review of resident inventories.



a.
Inventory Sheet:  Room checks are one of the many times that inventory checks can and should be done.  (Review Inventory Sheets)


b.
The HM is to do a linen inventory the end of each month, fill out a purchase order and route to the Operations Supervisor and Director for Approval.

7. Weekly Maintenance Checks


The HM is responsible for conducting and following up on weekly maintenance checks as follows:



a.
The Maintenance Checklist:  The Maintenance Checklist form is located in the top drawer of the CA filing cabinet.  After completion, the form should be routed to the CA IV Facility/Emergency Procedure Specialist for review, where after review it will be routed to Maintenance Supervisor. (Review form)



b.
Maintenance Slips:  When maintenance needs to be done to the facility pertaining to housekeeping, a Maintenance Request Form (S86) needs to be completed.  Review form.  After completion, the white copy is routed to HM and the yellow copy is routed to the secretary for follow up by Safety Team.


c.
Maintenance Request Slips:  This is a complete request for Maintenance issues, Safety issues, Housekeeping, and computer requests and is tracked by the Secretarial Department to which is assigned.  


d.
The HM in conjunction with a resident is responsible for completing one resident inventory per week.  This is to be coordinated through the Security Officer.

8. Federal and State Housekeeping Coordinator


The HM is responsible for coordinating housekeeping for state and federal inspections as follows:



a.
Inspections:  Before Federal or State inspections of the building, several things should be checked carefully.  These are areas that are heavily concentrated on during inspection:




1.
All vents including common areas and rooms




2.
Baseboards



3.
Door frames




4.
Wax all floors or burnish as needed.



5.
Foot bath in Federal shower (light blue unit)



6.
Fire evacuation plans (hallways in new units, all brown unit rooms)




7.
Doors closing properly




8.
Cardboard boxes




9.
Behind pop and candy machines



    10.
There are no extension cords present in the facility


11.
Items may not be stored 18” from the ceiling in areas where fire suppression sprinklers are installed.



12.
All lights in federal rooms, hall and restroom are working.


9.
Inmate Worker Supervision


The HM supervises three Inmate Workers and in the absence of the Maintenance Supervisor, a total of four workers.  The HM is responsible for:



a.
Maintaining current job descriptions for the three Inmate Workers.



b.
Scheduling Inmate Workers



c.
Assigning tasks and supervising their completion.



d.
Providing weekly and daily feedback to the three Inmate Workers on their performance and rating them for pay.



e.
Insuring that all functions performed by the three Inmate Workers are done in accordance with agency standards for security as well as safety.
Other:
1.
In order to enhance the quality of services, the HM 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 in-house training sessions to the degree possible.

e.
Supervise the Part-time Housekeeper.

2.
The HM 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 HM 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 HM 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 HM 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 HM 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 contents of this Job Description and agree to comply with the terms and conditions of my employment as described herein.

________________________________________
Employee                                  

Date

________________________________________
Supervisor                                

Date
