Employee:  


Claim #:


Work Education Release Case WORKER

(Community COrrections Caseworker)

essential functions of the position

doctor:  This form identifies the essential functions of this position.  Please review these essential functions and indicate in each area if the employee is medically able to perform the identified skills and abilities.  In the comment box, indicate any functions in which our employee has limitations and/or any functions in which you would like to request greater detail of either cognitive processes/abilities or physical exertion.  This information will be used to assess whether our employee can fully perform this job and/or if a reasonable accommodation is needed and can be provided.  You must provide your objective medical rationale in the comment box for a skill or ability that you indicate the employee cannot fully perform.  You may suggest an accommodation for King County to consider.    NOTE:  The following information is not intended to represent “any and all activities” of this job that could occur on a daily basis.  The development of this analysis is based on information obtained from management and line workers and to the best of their knowledge is a true and correct representation of the work performed.

Definition of job and DISTINGUISHING characteristics of work: Work is performed in the Community Corrections Section of the Department of Adult Detention and are responsible for determining program eligibility, evaluating and making case management decisions and  monitoring activities of inmates while on the program. 

	Essential Functions
	Physical/Cognitive/Sensory Abilities Required

Seldom  = 1-10%;          Occasionally = 11-33%; Frequently = 34-66%;   Continually = 67-100%
	Able to Fully Perform
	Comments – Restrictions must be stated in objective measurable terms.  Use medical rationale to justify restriction but do not state the diagnosis.

	1. Interview prisoners, families and crime victims, gathering and verifying information and making basic determinations regarding drug and alcohol abuse or mental illness.  Investigates arrest and personal circumstances affecting prisoners’ status.
	· Accept direct instruction and supervision, which may include receiving coaching and/or constructive action/discipline.   Supervisory review is also through case management records, conferences and program evaluation.  Acceptance of own work and caseload.

· Have a predictable and reliable attendance for variable schedule to work in an authoritative setting including inside a courthouse or jail setting.
· Utilize objective, independent judgment to make decisions based on relevant information; understand the parameters of the criminal justice system; and make psychosocial assessments.
· Effectiveness and speed with which instructions and assignments are understood; and new ideas, methods, techniques and principles are grasped and retained to multi task with a high volume of client related demands.  Reliability in carrying out instructions, observing rules, respecting confidences and completing responsibilities. 
· Ability to work under stress in a self paced environment while analyzing diverse sources of information and making logical deductions.
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	

	Continued
	· Ability to work with a diverse population in culture, education and ethnic background to include judges, attorneys, probation officers, corrections staff, police officers, social service agency personnel, prisoners and their families as well as crime victims.
· Physical abilities to sit for meetings or paperwork a few minutes to 2 hours at a time and up to 7 hours in a day; stand occasionally for filing; walk frequently in office or WER facility or 1-2 blocks to obtain county vehicle; lift/carry up to 10 pounds of paperwork or reference material; push/pull drawers and doors; perform data entry tasks for 1-2 hours daily depending on caseload.
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	

	2. Make referrals to various social services agencies and programs for further assistance.
	· Frequently to continually use effective oral and written communication skills, teamwork and effective interpersonal communications with staff and other agencies. 

· Use professional judgement, sound reasoning and decision making to interview, assess and determine eligibility of applicants; make recommendation of assessment of criminal activities, social and vocational patterns of behavior and degree of deviancy.  

· Obtain, review and documents information from outside resources such as Prosecutor files, therapist evaluations, jail classification files, booking histories, pre-sentence reports and court orders.  

· Evaluate, isolate and appraise essentials and reach sound conclusions about violent offenders risk to the community.  Contact victims and assess offender’s current level of community support.  Integrate information to make appropriate decisions as to program eligibility, inform courts, DOC as to eligibility status, and be prepared to defend decisions.

· Evaluate and classify participants according to varying levels of program participation and community release status.  
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	

	3. 
	· Determine high risk inmates based on alcohol and drug dependency, domestic violence, sexual deviancy, mental health concerns, physical limitations and others.

· Ongoing review of participants to assess current status.  

· Review participant to determine if he/she is following job, work, education or treatment plan.  Write infraction reports or take action as needed. 
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	

	4. Advising and counseling releasees on personal problems, mental illness, alcohol and drug abuse, financial and employment problems.   Determines problems contributing to arrest of individual and develops responsive release program.


	· Utilize personal computer to enter or retrieve data in software about prisoners.  Utilize all office equipment as copier, facsimile, printer, etc.

· Ability to express ideas or opinions verbally or by writing grammatically correct, legible, clear and concise letters, reports and recommendations.  Read to create written reports/records and present verbal reports in court.  

· Communicate verbally, presenting information in a logical manner at various court hearings.

· Maintain complete and accurate case management records and files.

· Exercise authority in setting inside the jail or monitoring prisoner adherence to release conditions. Ability to explain court obligations to individuals with varying levels of education, ability to speak English and levels of understanding.

· Utilize crisis management and problem solving skills.
	Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

	

	5. Monitoring activities and progress of released prisoners to ensure scheduled court appearances and appearing and presenting written and verbal reports and recommendations to the courts.  Evaluates eligibility for supervised release.
	· As noted above.
	
	

	6. Attends meetings and conferences.
	· Participate in group to identify and work towards common goals.

· Understand the differences between the welfare of the programs and the clients.

· Ability to work effectively with others and jointly with a group; capacity for teamwork. 
	Yes  FORMCHECKBOX 
   No FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No FORMCHECKBOX 

Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 


	

	7. Participate in staff development activities and backfill co-workers positions in their absence.
	· Teach co-workers skills specific to job performance as to judgment, resources and methodologies of tasks.
	Yes  FORMCHECKBOX 
   No FORMCHECKBOX 

	


This job analysis was performed on 01/11/02 by PAULA R. Seeger, Disability Services Specialist.

PLEASE FAX ANY RETURN TO WORK RELEASE OR RESTRICTION INFORMATION TO: Paula R. Seeger, Senior Human Resources Analyst, King County, Department of Adult and Juvenile Detention, fax # 206.205.5666.  Phone contact can be made at 206.205.9517.  Thank you!  

	position: Work Education                                         Release Caseworker
	
	employee  name:  
	


UPON REVIEW OF THE ESSENTIAL FUNCTIONS FOR THIS POSITION, THE:  

 FORMCHECKBOX 

Employee is medically released to fully perform the essential functions of this position on a reasonably continuous basis effective:


















            (Start Date)

 FORMCHECKBOX 

Employee is medically released to perform the essential functions of this position on a reasonably continuous basis but has restrictions as stated on the form:


 FORMCHECKBOX 

Restrictions are temporary.

Date temporary restrictions should be reviewed: 






 FORMCHECKBOX 

Restrictions are permanent.

Effective date:  _________________________________________________________________


	Comments:
	

	


 FORMCHECKBOX 

The employee is released to perform the described job with the following modifications:

 FORMCHECKBOX 

Employee is not medically released to perform the essential functions of this position on a reasonably continuous basis:


 FORMCHECKBOX 

Due to permanent restrictions.

 FORMCHECKBOX 

Due to temporary restrictions.

	Comments:
	

	


 FORMCHECKBOX 

This employee is permanently unable to perform any work on a reasonably continuous basis as a result of his/her medical condition.  

Effective Date: 




	Additional information the employer should consider regarding this employee:
	

	


Physicians name:







Phone number:  ____________________________________________





(Please print)

Physicians signature:







Date:   _____________________________________________________

	Employee Review of Job Description:  FORMCHECKBOX 
 Agree with job description.   FORMCHECKBOX 
  Disagree with job description.  Specify which areas you disagree with:

__________________________________________________
                                                                                                                                                                                                      Employee signature


5
Work Education release caseworker.doc  011102


