Here’s what L&I requires:

WAC 296-19A-170 What information must a provider include in a job analysis? When completing a job analysis, the vocational rehabilitation provider must:
(1) Include identifying information on each page. This information includes the worker's name and claim number, and job title and DOT number;
(2) Note the name of the vocational rehabilitation provider who completed the job analysis, where the provider completed the job analysis and the date of the job analysis. If the analysis is done on-site, include the employer name and employer contact person with phone number;
(3) Describe the essential functions and all other tasks required to perform the job;
(4) List the tools and equipment required to do the job;
(5) Evaluate and describe the competencies required to perform the job;
(6) Evaluate and describe the physical demands and their frequency required to perform the job. This must include demands for sitting, standing, lifting, etc. The vocational rehabilitation provider should pay special attention to any job duties and physical demands that may be affected by the industrially injured or ill worker's condition;
(7) Describe any environmental hazards encountered on the job;
(8) Describe possible modifications to the job for employer job offers or job modifications;
(9) A section for medical approval, signature, and comments; and
(10) The signature of the vocational rehabilitation provider presenting the job analysis for review and date signed. 

[Statutory Authority: RCW 51.04.020, 51.04.030, 51.32.095, 51.36.100, 51.36.110. 00-18-078, § 296-19A-170, filed 9/1/00, effective 6/1/01.]

JOB TITLE    Captain/Shift Commander   

DOT TITLE  Jailer, Chief 

JOB CLASSIFICATION Captain

DEPARTMENT  Adult and Juvenile Detention (DAJD), Adult Division

# OF POSITIONS IN THE DEPARTMENT WITH THIS JOB TITLE  12

JOB STATUS Full Time, Career Service.

ADDRESS OF WORKSITES 

King County Correctional Facility, 500 5th Avenue, Seattle, WA 98104

Regional Justice Center, Detention Facility, 620 West James Street, Kent, WA 98032

CONTACT Paula Seeger, Disability Services Specialist, 206-205-9517

DATE COMPLETED  [INSERT FINAL DATE WHEN AGREED] 

WORK HOURS Shifts vary as follows: 0550 to 1350, 1350 to 2150, 2150 to 0550, 0830 to 1630, 0730 to 1530, or 0800 to 1600.  Relief shift requires 16 hour shift, 2 days a week.

OVERTIME Required and optional.  The amount of overtime varies upon work demand but the average amount of overtime ranges from 25 to 32 hours per month.  Fair Labor Standards Act, Non-Exempt (hourly).

JOB DESCRIPTION  

Captains act as shift commanders or managers of specific units in Adult Correctional Facilities.  When acting as a shift commander, a Captain oversees all security operations of their assigned shift, including inmate booking, confinement, security and release. As unit manager, a Captain manages an operational unit such as Internal Investigations; Intake, Transfer & Release;  or Administration.  Captains ensure safety and security of inmates, facilities, employees and others in the facilities.  Captains manage and/or oversee subordinate employees including uniformed Sergeants, Officers and other employees.  They participate with senior managers on issues involving all operations of the Adult facilities. 

In the absence of the Director, Facility Commander and Major, the Captain is in charge of the correctional facility.  While serving as a shift commander, the Captain has authority to direct the work of one or both Adult Correctional Facilities and deal with emergency situations.  

Other responsibilities include scheduling of employees; managing shift rosters; managing overtime resources within established budgetary constraints; and ensuring employees are receiving training and development.  

A Captain may conduct on-shift investigations or, when assigned to the Internal Investigations Unit, formal investigations of alleged employee misconduct. 

A Captain may develop, review or recommend Adult Division policy and procedures pertaining to a wide range of issues, including for example, use of firearms, emergency responses, contraband control, inmate programs, inmate restraint, key and tool control and inmate accountability.  

ESSENTIAL ABILITIES FOR ALL KING COUNTY JOB CLASSIFICATIONS

1.      Ability to demonstrate predictable, reliable, and timely attendance.

2.      Ability to follow written and verbal directions and to complete assigned tasks on schedule.

3.      Ability to read, write & communicate in English and understand basic math.

4.      Ability to learn from directions, observations, and mistakes, and apply procedures using good judgement.

5.      Ability to work independently or part of a team and interact appropriately with others.

6.      Ability to work with supervision, receiving instructions/feedback, coaching/counseling and/or action/discipline.

JOB SPECIFIC REQUIREMENTS 

¨      Three years previous experience as a supervisor at the rank of Sergeant.

¨      Ability to understand the principles and practices of modern law enforcement operations, security standards, correctional standards, administration of the organization security standards, particularly related to the Adult Division of DAJD.  Ability to understand and possess knowledge of principles and behaviors of inmates and causes of underlying psychiatric and social behaviors of incarcerated inmates.

¨      Ability to understand legal terminology, criminal and correctional law regarding detention, arrest interrogation, unlawful arrest, use of force, search and seizure, rules of evidence and court proceedings.

¨      Ability to understand County charter, ordinances and policies provisions; ability to understand and apply Department policies and directives; ability to understand and apply agreements and requirements relating to collective bargaining units.

¨      Ability to understand and posses a thorough knowledge of the geographical and judicial areas of King County which has a bearing on transportation, court and jail related needs.

¨      On a daily basis, A Captain may sit regularly and/or stand on an intermittent basis, have theability to monitor video terminals, operate a keyboard to access and record information correctly andtalk and listen  one to one, on the phone or over a communications radio. Driving a car or van with automatic transmission is required occasionally.
¨      On an emergency basis, A Captain must possess the ability to respond to emergency situations in a timely manner which may include running and traversing stairs or exerting physical force in restraining an inmate. The employee may have assistance of other employee(s). Ability to understand and react in a timely manner to emergency and disaster planning and mobilization is required.

¨      Knowledge of instruments and equipment used in crime prevention, detention and law enforcement tactics used in maintaining order of a correctional facility and the inmates who reside within.   This includes but is not limited to riot gear, drug detection equipment, crime scene evidence equipment, cameras, surveillance equipment, operation orders, etc.


¨      Ability to analyze complex detention problems and to resolve problems with regards to environmental and hazardous conditions.  Ability to meet safety and security concerns, including airborne and blood borne-pathogen issues.


¨      Ability to effectively deal with employees.  Ability to delegate and provide written and verbal directions to subordinates.

¨      Possesses knowledge of financial management.



¨      Ability to provide training or coordinate training and development for subordinates.

ESSENTIAL FUNCTIONS - Listed in order of importance

1.      Maintain security, operation, and maintenance of correctional facility during assigned shift or for assigned work unit.

2.      Provide direct supervision of subordinate supervisors and a diverse group of employees including Corrections Sergeants, Officers and other employees. Enforce performance standards among uniformed and non-uniformed employees.  

3.      Monitor subordinate supervisors and employees, including Corrections Sergeants and Officers and other employees, review reports and evaluate for accuracy, make appropriate recommendations, evaluate work performance, train and correct employees, recommend corrective action and implement where appropriate.

4.      Recommend and implement administrative changes or modifications in operating procedures.  

5.      Respond to emergency situations and other occurrences, administratively and, less often, physically.  

6.      Ensure documentation and appropriate response to potential breaches of security/code of conduct.

7.      Respond to inquiries and complaints from employees, members of the public, criminal justice agencies and inmates.

8.      Coordinate response to situations of a potentially volatile or dangerous nature to maintain and restore order. 

NON-ESSENTIAL FUNCTIONS

1.      May be gun qualified, which requires: utilizing hand gun, shotgun ,and/or baton; being exposed to the firing of a gun at practice or in training; kneeling at range for practice and testing; wearing protective vest.

2.      Drive longer distances than other Captains due to attending training, responding to emergencies on call for up to 2-3 hours at a time.

TOOLS, MACHINES, EQUIPMENT, PRODUCTS, AND SERVICES USED  

Computer, telephone, , cellular phone, pager, printer, fax machines, pens, pencils, documents, copy machines, 2-way radio, files, documents, pepper spray, keys, handcuffs, riot gear, helmets, blood pathogen clean up kits, PAPR respirators, fire extinguishers, CPR pocket mask, gloves metal detection equipment, King County vehicle, etc.  For gun qualified Captains only: hand gun, shotgun, baton, protective vest.  Other items not used by this classification but employee is exposed to include, cleaning solutions, narcotics test kit, blood and other bodily fluids.

PHYSICAL DEMANDS AS JOB IS TYPICALLY PERFORMED

Continuously = occurs 66-100% of the time

Frequently = occurs 33-66% of the time

Occasionally = occurs 1-33% of the time

Rare = may occur less than 1% of the time

Never = does not ever occur (such demands are not listed)

This job is classified as sedentary per DOT, but adjusted up to heavy on a rare occasion for emergencies

Standing 

Occasionally on flat cement, linoleum and carpeted surfaces for up to 10 to 60 minutes at a time for up to 1-2 hours total in a usual work shift. Most commonly occurs while conversing with other employees and subordinates as well as when waiting for the elevator.  The employee may be able to alternate sitting and standing while performing some job duties such as talking on the telephone.  This varies by assignment and facility up to a full shift.

Walking 

Occasionally on flat cement, linoleum and carpeted surfaces for distances of up to 450 feet or ¼ mile for up to 10 to 30 minutes at a time for up to 1-2 hours total in a usual work shift.  Most commonly occurs while walking between the jail and the courthouse and within the RJC facility. This varies by assignment and facility up to a full shift.

 Sitting 

Continuously on an office or conference room chair for up to 2 hours at a time for up to 6 to 8 hours total in a work shift.  Most commonly occurs while performing computer work, writing and reading documents. The employee may be able to alternate sitting and standing while performing some job duties such as talking on the telephone or in person.

Climbing stairs 

Rare for up to 3 minutes at a time when responding to emergencies or during emergency training.  Occasionally for up to 1 minute at a time while climbing up to 20 stairs while doing housing unit inspections on an emergency basis. During emergencies, stairs are the only means of travel within the building.

Bending/Stooping 

Occasionally on flat cement, linoleum and carpeted surfaces for up to 3 minutes at a time for up to 10 minutes total in a work shift.  Most commonly occurs while reaching for objects on lower shelves, in lower drawers and on the floor.  Rarely for administering CPR or first aid or restraining inmates. 

Kneeling/Crouching

Rarely while administering CPR or first aid or restraining inmates.  For gun-qualified Captains, rarely while practicing or testing at the range.

Operating Controls with Feet

Occasionally for up to 60 minutes at a time for up to 2.5 hours total in a work shift while driving between the King County Correctional Facility in Seattle and the Regional Justice Center in Kent or other locations.     

Reaching above shoulder height

Occasionally for up to 2 minutes at a time for up to 10 minutes total in a work shift while writing on a whiteboard or obtaining items from a shelf, cabinet or filing cabinet.  Rarely for up to a minute to retrieve an inmate from an attempted hanging suicide.   

Reaching at waist to shoulder height

Continuously for up to 30 minutes at a time for up to 6 hours total in a work shift while driving, typing, talking on the phone and manipulating documents.

Reaching at knee to waist height 

Occasionally for up to 1 minute at a time for up to 15-30 minutes total in a work shift while reaching for objects in lower drawers or on lower shelves.      

Reaching at floor to knee height

Occasionally for up to 30 seconds at a time for up to 15-30 minutes total in a work shift while reaching for objects in lower drawers, on lower shelves or on the floor.       

Lifting 1-10 pounds

Occasionally for up to 30 seconds at a time for up to 10 minutes total in a work shift.  Most commonly occurs with weights of 1-3 pounds while using a 2-way radio and manipulating files and documents.     

Carrying 1-10- pounds

Occasionally for distances of up to 450 feet or ¼ mile for up to 10 minutes at a time for up 20 minutes total in a work shift.  Most commonly occurs with weights of 1-3 pounds while carrying a two-way radio, documents, or files within or between the jail and courthouse or facilities.

Lifting 11-20 pounds 

Occasionally for up to 10 seconds at a time for up to 1-5 minutes(Claudia, cleaning off your desk takes at least this much)  total in a work shift.  Most commonly occurs with weights of 15 pounds while manipulating various supplies.

Carrying 11-20 pounds

Rare for distances of 15 feet for up to 1-5 minutes total in a work shift.  Most commonly occurs with weights of 15 pounds while moving various supplies. 

 Lifting 21-100 pounds

Rare for 10 seconds to 1 minute at a time for up to a few minutes total in a work shift.  This would involve responding to a code or assisting in restraining an inmate on an emergency basis.   Most commonly a Captain will be supervising this activity, but on a rare occasion during an unforeseen emergency, may need to participate in the use of force to restrain or move an inmate.   

Carrying 21-100 pounds

Rare carrying for 1 minute for distances of up to 10-20 feet. This would involve responding to a code or assisting in placing an inmate on a restraint board on an emergency basis.       

Pushing and Pulling

Occasionally on an intermittent basis for up to 5 seconds at a time with a force of up to 15 pounds for up to 5 to 15 minutes total in a work shift while opening and closing office drawers and jail doors. Most commonly a Captain will be supervising this activity, but on a rare occasion during an unforeseen emergency, may need to participate in the use of force to restrain or move an inmate.   Rarely may need to drag a person from an emergency situation. 

Handling 

Frequently for up to 30 minutes at a time for up to 3 to 6 hours total in a work shift while driving a County vehicle, opening doors and holding the telephone receiver, portable radio or moving items by hand.   

Operating Controls with Hands

Occasionally for up to 60 minutes at a time for up to 2.5 hours total in a work shift while driving between the King County Correctional Facility in Seattle and the Regional Justice Center in Kent as well as other locations.  Also while using the computer mouse.     

Fingering

Frequently for up to 15 minutes at a time for up to 4 to 5 hours total in a work shift while typing, clicking the computer mouse, filing, using the phone and writing. 

Talking 

Occasionally for up to 10 minutes to 2 hours at a time for up to 4 hours total in a work shift while answering the telephone as well as conversing with co-employees and subordinates.

Hearing 

Continuously listening for up to 8.17 hours total in a work shift (or 16 hours for relief shift) while conversing with co-employees and subordinates as well as listening for potential dangers or safety hazards, which would lead them to problems.   Uniformed employees must be available to respond to an emergency at all times on shift to ensure security of the facility.

Near acuity—clarity of vision at 20 inches or less

Continuously for up to 2 hours at a time for up to 6.5 hours total in a work shift while reading documents, writing and performing computer tasks.  

Far acuity—clarity of vision at 20 feet or more

Depth perception, Color Vision and Field of Vision ---

Occasionally for up to 30 minutes at a time for up to 2.5 hours total in a work shift while driving a County vehicle, looking for potential dangers and ensuring security of building. 

Night vision--seeing after sundown with minimal or no supplemental light sources

Occasionally for up to 30 minutes at a time for up to 2.5 hours total in a work shift while driving a County vehicle during the evening shift or making rounds in the evening hours.     

TEMPERAMENTS

Working alone or apart in physical isolation from others: Occasionally

Directing, controlling, or planning activities of others: Continuously  

Performing repetitive or short-cycle work: Continuously               

Influencing people in their opinions, attitudes, and judgements: Continuously 

Performing a variety of duties: Continuously                                                          

Working effectively under stress: Continuously                                                     

Attaining precise set limits, tolerances, and standards: Continuously to enforce the laws, policies and procedures

Working under specific instructions: Continuously                                    

Working with others: Continuously                                                  

Making judgements and decisions: Continuously             

ENVIRONMENTAL FACTORS

Work is performed in a correctional facility setting with exposure to felon, misdemeanor and pre-trial inmates.  The employee is continuously exposed to potentially violent, intoxicated, mentally ill, high security, manipulative and/or hostile inmates.  Employee can be exposed to bodily fluids, biohazards, airborne pathogens and infectious diseases on a rare occasion.  Exposure to cleaning agents used to clean the jail is daily. The noise level varies from quiet to very loud.

Employees are exposed to          

Outside weather: Occasionally

Fumes: Occasionally from cars, cleaning solutions or pepper spray                  

Odors: Occasionally from food, body odors, cleaning agents or pepper spray           

Dusts: Frequently from within the building or from human skin                

Ventilation: positive ventilation, typical of a public facility compounded by the density of the population but varies by location 

Vibration: Occasionally while driving a vehicle                              

Working with explosives: Rare with use of gun in facility but occasionally with employees who are gun qualified while at practice range or in training

Moving mechanical parts: Frequently, from security doors. 

POTENTIAL MODIFICATIONS TO JOB 

¨      Ergonomic chair to increase comfort during extended duration of sitting.

¨      Ergonomic workstation to promote proper posture and body mechanics while performing extended periods of computer work.

¨      Alternate sitting and standing during duties such as speaking on the phone to reduce static positions.

¨      Telephone headset to reduce grasping and promote proper posture when speaking on the telephone.

_________________________________________    _____________________

Signature & title of evaluator                                                Date

_________________________________________    _____________________

Signature & title of contact                                                   Date

_________________________________________    _____________________

Signature & title of employee                                              Date

HEALTH CARE PROVIDER SECTION

Check all that apply

       The employee is released to perform the described duties without restrictions on performance or work hours effective ____________________ (date)..

       The employee is released to perform the described duties on a reduced schedule.  The recommended schedule is: ______________________________________________________________________________________________________________________

  Temporary until ______           Permanent as of ______

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

  Temporary until ______           Permanent as of ______

        The employee is not released to perform the described duties due to the following essential job functions:

  Temporary until ______                       Permanent effective ______

        The employee is unable to work in any capacity.  

A release to work is:   Anticipated by ______          
Not expected to be released to this job again  _____
The limitations are due to the following objective medical findings: ________________________________________________________________________________________________________________________________________________________________________________________________

CLAUDIA, do you want to have the issues addressed here about whether the employee is taking any medications which may negatively impact their ability to perform their essential functions?

________________________________________________________________

Printed or typed name and phone number of Health Care Provider        

______________________________________           _____________________

Signature of Health Care Provider                                Date

PLEASE FAX ANY RETURN TO WORK RELEASE OR RESTRICTION INFORMATION TO: DAJD Human Resources, King County Department of Adult and Juvenile Detention (DAJD) via:

· Fax #: 206-205-5666;

· E-Mail (completed scanned documents): LeaveMgmnt.DAJD@kingcounty.gov
· Phone Contact: (206) 477-2400 (DAJD Human Resources)

Thank You!

