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 Class Specifications 
 for the Class: 
  

PROGRAM SPECIALIST (MENTAL HEALTH)IV 
[PROGRAM SPCLT (MENTAL HLTH) IV] 

 
Duties Summary: 
 
 Participates in the improvement of mental health center and contractor services 
by monitoring their activities and advising them on meeting mental health program 
requirements and related standards; and performs other related duties as assigned. 

 
Distinguishing Characteristics: 
 
 This class reflects responsibility for participating in the improvement and 
development of mental health services by monitoring the activities of mental health 
centers and clinics and of private contractors relative to established minimum program 
requirements and established activity levels and advising and assisting them as 
requested in meeting these and other standards (e.g., hospital accreditation standards, 
etc.). Work includes conducting research and special studies and participating in 
developing or amending program standards and assisting in negotiating new or renewal 
contracts for the provision of mental health services by private organizations and 
individuals. 
 
 The scope of monitoring work affects all mental health centers statewide and all 
private individuals and organizations contracted by the State to provide mental health 
services (excepting contractors of individual centers and those providing substance 
abuse services).  It includes advising and training as requested, individuals designated 
within mental health centers to be responsible for the monitoring of center- or clinic-
specific contracts and overseeing their work when they are assigned to assist positions 
in this class in the monitoring of other mental health centers.  Work also includes the 
development of forms and schedules for monitoring and recommending changes and 
improvements to the monitoring system as required. 
 
 While monitoring and advisory work is directed toward assuring conformance of 
the centers and contractors with stated program requirements and established service 
delivery goals and not toward detailed evaluations of the quality of services provided or 
adherence to technical clinical standards, incumbents of positions in this class are 
expected to identify potential problems in these areas and to refer them to subject 
matter clinical specialists for review and follow up as necessary.  Advisory services 
given to assist clinics/contractors in meeting or improving their programs similarly relate 
to meeting legal requirements or more effective use of staff or methods of records 
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maintenance, etc., based on a general knowledge of clinical practices, the 
interrelationships among clinical specialties and effective mental health program 
management and not on the basis of substantial subject matter clinical expertise in any 
clinical specialty. 

 
 A position in this class works under the general supervision of a higher level 
clinical specialist responsible for the development of clinical and program standards and 
the evaluation and monitoring of their application.  Review of work is concerned with 
adherence to general policies; consultation is available when actions are anticipated to 
be controversial or sensitive. 

 
Examples of Duties: 
 
 Develops monitoring schedules; advises and, as necessary, trains monitors 
designated by the various mental health centers to monitor center-specific contracts; 
recruits or designates one or a few designated center monitors to serve as assistant 
monitor in the monitoring of mental health centers; conducts on-site monitoring visits to 
mental health centers and contractors, conducts interviews with program managers and 
staff, inspects facilities and surroundings, reviews reports and operating and clinical 
records and conducts closing interviews with management; determines compliance with 
mental health program requirements as applicable and with units-of-service contracted 
for or shown in action planning documents; prepares monitoring reports reporting 
compliance or lack of compliance and cites specific areas needing correction to meet 
compliance requirements; issues certificates of compliance as applicable; evaluates 
contractors’ or center plans for corrective action and accepts or rejects such compliance 
plans; as appropriate participates in appeals made by those monitored against 
decisions or actions of the monitor; responds to inquiries from other State or national 
agencies regarding the mental health division particularly as they relate to monitoring 
findings or procedures, etc.; conducts research into changes in laws, rules and 
regulations, community concerns, etc., and participates in periodically revising or 
developing program standards for all mental health programs as assigned; assists 
contractors and mental health centers in the improvement of their programs by 
discussing areas for improvement identified during monitoring visits; conducts special 
studies relating to monitoring including evaluating new program proposals or contracts 
and recommending ways and means to structure requirements to enable effective 
monitoring; as assigned, reviews various contract documentation and drafts scope of 
service for new or renewal contracts and discusses/negotiates kinds of services to be 
provided with contractors within previously established cost and term decisions; ensures 
that contracts assigned meet standard program requirements for terminology, format, 
etc.; prepares special reports and correspondence; reviews and revises monitoring 
forms and procedures periodically as required. 
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Knowledge and Abilities Required: 
 
 Knowledge of:  General knowledge of the philosophy, principles, concepts and 
practices relating to the treatment and rehabilitation of the mentally ill and emotionally 
disturbed; functions/roles of and interrelationships among clinical specialties; State 
public health laws, rules and regulations and program requirements pertaining to mental 
health. 

 
 Ability to:  Monitor activities of contractors and public mental health centers to 
identify adherence to program requirements and service plans and commitments; 
conduct research and develop improved mental health program requirements; analyze 
and evaluate information, identify problems and develop alternative solutions; establish 
and maintain effective working relationships; prepare clear and concise reports; speak 
effectively. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
 This is the first class specification for the new class PROGRAM SPECIALIST 
(MENTAL HEALTH) IV. 

 
Effective Date:  October 28, 1985 
 
 
 
DATE APPROVED: 10/15/85  /s/James H. Takushi 
   JAMES H. TAKUSHI 

Director of Personnel Services 
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