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 Class Specifications 
 for the Class: 
 
 CORRECTIONS EDUCATION MANAGER 
 
 
Class Distinguishers:  
 
 Managerial Responsibility:  This class reflects a branch 
chief that is responsible for planning, developing, managing and 
evaluating a statewide corrections education program.  This 
responsibility includes developing long-range plans, policies and 
procedures; ensuring compliance with all federal and State laws, 
rules, regulations, legislative mandates and other requirements 
and standards; and the planning, development and management of 
corrections education program resources, including budget, 
staffing, equipment and supplies. 
 
 Complexity:  The sole position in this class manages a 
statewide corrections education program which involves 
responsibility for developing and implementing academic, 
vocational and general interest education programs and services 
for inmates in adult correctional facilities, and ensuring 
compliance with special program requirements, laws, rules, 
regulations, and State and federal court/other mandates and 
agreements. 
 
 Supervision Exercised:  Directs and supervises corrections 
education services in various adult correctional facilities 
through Corrections Education Supervisors and Corrections 
Education Specialists, and supervises staff level support 
positions responsible for assisting in program planning and 
coordination, fiscal and staff development activities. 
 
 Full Performance Knowledge and Abilities:  (Knowledge and 
Abilities required for full performance in this class.) 
 
 Knowledge of:  Basic principles of human behavior and 
motivation; principles and practices of education and learning, 
educational testing and evaluation methods and techniques; 
instructional methods and materials; needs and requirements of a 
diverse inmate population; corrections education program 
activities, goals, objectives, laws, rules, regulations, policies 
and procedures; laws, standards, court/other mandates relating to 
the educational requirements of inmates; vocational opportunities 
which provide inmates with employment or skill development 
experiences; governmental processes, including the legislative 
process; principles and practices of supervision and management; 



PART I    Page 2 
CORRECTIONS EDUCATION MANAGER 17.482 
 
 

educational institutions and other community resources, including 
public and private individuals and agencies which provide 
educational services; programs, services and requirements of 
federal, State and local government agencies involved with 
educational issues; report writing; and contracts and grants 
reporting requirements. 
 
 Ability to:  Plan, manage and evaluate a statewide 
corrections education program; develop policies, procedures, 
goals and objectives; ensure compliance with all applicable laws, 
rules, regulations, standards and requirements; evaluate program 
and resource requirements; formulate, recommend and administer 
budget and expenditure plans; establish and maintain effective 
working relationships with officials in the correctional 
facilities, others within the department and in other agencies; 
perform or oversee the planning and implementation of staff 
training; supervise and evaluate the work performed by others; 
communicate effectively both orally and in writing with 
individuals as well as groups (e.g., prepare written legislative 
testimony; speak at legislative hearings on the Director's 
behalf); and oversee the development and monitoring of contracts 
and grants.    
 
Examples of Duties:  (The position may not be assigned all of the 
duties listed, nor do the examples necessarily include all the 
duties that may be assigned.  The omission of specific statements 
does not preclude management from assigning such duties if such 
duties are a logical assignment for the position.  The 
classification of a position should not be based solely on the 
examples of duties performed.) 
 
 1. Plans, organizes, directs, implements and evaluates a 

statewide corrections education program at the branch 
level. 

 
 2. Formulates, interprets and administers all policies and 

procedures governing a statewide corrections education 
program. 

 
 3. Works cooperatively with the Correctional Industries 

Administrator, community colleges, trade unions, and 
others in the development of projects for inmate 
training and job development. 

 
 4. Ensures that program services, policies and procedures 

comply with all applicable laws, rules, regulations, 
court/other mandates (e.g., Spear Consent Decree), 
State of Hawaii/Federal agreements (e.g., Waiawa Quit 
Claim Deed), and other requirements and standards. 
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 5. Formulates, recommends and administers the corrections 

education budget and expenditure plans. 
 
 6. Acquires funding for the educational program through 

the development of new program initiatives and grant 
proposals which qualify for additional funding through 
private and federal sources; prepares annual 
expenditure plans for federal grant projects (e.g., for 
programs under the Carl D. Perkins Act and Chapter I) 
and ensures that all expenditure and reporting 
requirements are met. 

 
 7. Directs all purchase of services within the education 

program including services purchased through federal 
grant allocations. 

 
 8. Conducts an annual review of the corrections education 

program services plan by evaluating inmate needs, 
current academic and vocational profiles and shifting  
employment market opportunities, and makes necessary 
changes or adjustments to the curriculum and the 
overall education plan as necessary. 

 
 9. Works cooperatively with administrators of correctional 

facilities to insure that program offerings are 
compatible with the needs of the facility and its 
inmates. 

 
 10. Supervises and evaluates the work performed by 

Corrections Education Specialist positions in the staff 
office and those that have responsibility for carrying 
out the education program at assigned facilities. 

 
 11. Conducts analysis of education programs to insure 

adequate and efficient use of resources. 
 
 12. Provides for training and staff development of branch 

employees. 
 
 13. Reviews and takes appropriate action on branch 

personnel matters (e.g., resolves complaints, counsels 
staff, maintains discipline and recommends personnel 
actions affecting subordinates). 

 
 14. Prepares written testimony and special reports on the 

department's education program to the Legislature as 
requested by the Director; and responds to inquiries at 
legislative hearings on the Director's behalf. 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class 
CORRECTIONS EDUCATION MANAGER. 
 
 
 
Effective Date:  January 23, 1996 
 
 
 
 
DATE APPROVED: 1/23/96  /s/  Ann K. Kon 
   JAMES H. TAKUSHI 

Director of Human Resources Development
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