State of Hawaii

Job Description Youth Corrections Supervisor

(Position Description, Class Specification & Minimum Qualification Requirements)

All Positions CO-8 3.609

Function and Location

This position functions as a working supervisor in a youth correctional facility for juvenile
wards and is responsible for the security function and activities conducted in an
assigned functional area (e.g., housing, school) and for supervising and performing the
work performed by lower level Youth Corrections Officers (YCOs). The position works
in a setting requiring 24-hour coverage and may be required to work any shift and
weekends and holidays.

Key Duties and Responsibilities

1.  Supervise the security operations of the assigned functional area on a shift;
monitor activities, movement, transportation of wards, receive and check
headcounts.

2. Make work assignments for subordinate Youth Corrections Officers; ensure
adequate staffing (coverage for YCOs on leave, special assignment) and
recommend additional or alternate coverage as necessary.

3. Supervise, assign, review/evaluate the work of and provide ongoing training to
subordinate YCOs; ensure that subordinate YCOs perform all post duties. Perform
YCO post duties such as supervising wards and conducting searches.

4. Conduct investigations of ward misconduct or assign investigations to YCOs.
5. Direct and oversee records maintenance and the timely and accurate preparation
of required reports and logs prepared by subordinate YCOs such as incident

reports, timesheets, attendance sheets, time cards, shift logs and leave forms.

6. In emergencies (e.g., medical, fire, escape), plan and direct actions in accordance
with procedures.

7. Conduct and review shift inspections conducted by subordinate YCOs in assigned

area to meet security requirements; assure compliance with safety and sanitation
requirement and the adequacy of supply inventory.
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8. Exchange information with YCO supervisors on the previous and following shifts
and brief subordinate YCOs regarding incidents/behavior, activities, assignments
and special orders.

9. Immediately notify the Corrections Supervisor | of emergencies, incidents, and
wards exhibiting unusual behavior; and also notify the supervisor of staffing and
work assignments; request approval for extended segregation, housing, transfer,
changes in activities, transfer of wards from community residential programs to the
facility; and information to address potential problems.

10. Performs Youth Corrections Officer duties and responsibilities as a regular
assignment.

Other Duties
In addition to the key duties and responsibilities, this position may:

Attend Cottage and Program meetings and conduct Cottage Adjustment
Committee meetings; identify training needs for YCOs and make
recommendations; conduct investigations of YCO misconduct, and obtain factual
information; make recommendations/changes for security and programs; in
emergencies, or as required, drive authorized vehicles, and/or apply CPR and first
aid; and perform other related duties as assigned.

Knowledge and Abilities used In Performing Key Duties

In addition to the required prerequisite knowledge and abilities, knowledge of the
principles and practices of supervision and policies, procedures and work rules of the
work site; reporting requirements; YCO staffing requirements and priorities; appropriate
emergency and crisis planning and response; enforcement procedures for Standard of
Conduct rules; basic labor contract requirements related to scheduling, overtime relief,
vacation and sick leave.

Ability to supervise Youth Corrections Officers; supervise the security operations of an
assigned functional area; make and execute a plan of action in crisis situations; take
follow-up action on incident and other reports; enforce rules stated in the Standards of
Conduct; schedule work following basic labor contract requirements; and assure
records maintenance and timely reports.
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Demonstrated proficiency in the application of all of the knowledge and abilities
specified in providing the full range of services to the clientele of the work site,
independently and supervising the YCO staff of an assigned area.

Controls Exercised over the Work

Supervision is provided by the Corrections Supervisor | of the assigned area. Other
controls include applicable administrative rules and regulations, departmental and
facility policies and procedures, Standards of Conduct and post descriptions.

Instructions Provided: The Corrections Supervisor | provides instructions on the
conduct of operations and provides specific guidance and instruction on unusual
problems. Other instructions are provided through memoranda and directives.

Assistance Provided: The Youth Corrections Supervisor on the previous shift
provides information regarding incidents/behavior on the previous shift, activities,
assignments, special orders and apprises the position of potential problems.

Review of Work: Work performance is reviewed to ensure conformance with
applicable facility and administrative rules, regulations and directives, department
and division policies and procedures, post descriptions and the departmental
Standards of Conduct.

Prerequisite Qualifications Required

Education and Essential Knowledge and Abilities: Two (2) years work
experience as a Youth Corrections Officer, full performance level, which provided
and demonstrated knowledge of departmental administrative rules and regulations,
department and facility policy and procedures; Standards of Conduct; Inmate
Handbook rules; confidential procedures; classification of wards; procedures
related to safety and security; fire safety; emergency response; use of restraints;
transporting wards; contraband; effective communication techniques used in
required reports, in conducting interviews and investigations, supervising wards in
confinement, and in working with employees and visitors; and the ability to
supervise Youth Corrections Officers.
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Other Requirements:

a.

e.

Be able to work 24-hour rotating shifts, seven days a week, including all
holidays.

Possess a valid State of Hawaii Driver's License, Type 3.

Possess emotional and mental stability appropriate to the job duties and
responsibilities and working conditions.

Possess traits and characteristics required to perform the essential duties of
he position.

Attend work regularly.

Physical Requirements: All employees must be physically able to perform the
essential duties of the position. An annual physical examination is required after
appointment which will be conducted by an appointed physician. The general
types of physical abilities involved, and examples of the tasks requiring these
abilities, follows:

Sensory: Read reports; observe wards and activities on facility grounds;
distinguish colors in locating contraband and in inspecting property; listen for
unusual sounds.

Coordination and Dexterity: Use handcuffs and leg chains; lock and unlock
doors; close gates rapidly in emergencies; perform searches.

Strength and Stamina: Restrain/subdue wards; break up fights; carry wards to
seclusion room or other locations; walk and stand prolonged hours; and work
double shifts.

Mobility: Chase and apprehend escaping wards and participate in manhunts.
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Desirable Qualifications: Alertness, caution, integrity, honesty, good judgment;
accuracy in work; skill in handling special assignments; initiative, adaptability;
Youth Corrections Supervisor experience; and completion of coursework in the
Criminal Justice and/or other related fields. Also, ability to: learn quickly; work
under pressure; respond calmly and appropriately in emergencies; plan work; meet
work schedules; react positively to constructive criticism; treat others with
assertiveness, respect, tact and courtesy; remain objective and impartial; resist
coercion.

Revised Effective: December 16, 2006

REPRICED: November 16, 2005
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