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STATE OF OREGON 
POSITION DESCRIPTION 

Position Revised Date: 
11-13-09 

 
This position is: 

 
Agency:  Oregon Department of Corrections 
 
Facility:  Medical Services –  
 

 New     Revised 

 Classified 

 Unclassified 

 Executive Service 

 Mgmt Svc – Supervisory 

 Mgmt Svc – Managerial 

 Mgmt Svc - Confidential 

SECTION 1.  POSITION INFORMATION 

a. Classification Title:  Nurse Manager  b. Classification No: X6241 

c. Effective Date:  December 1, 2009 or signed  d. Position No:  

e. Working Title:  Nurse Manager f.  Agency No: 29100 

g. Section Title:  Health Services  h. Budget Auth No:       

i.  Employee Name  j.  Repr Code       

k. Work Location (City – County):  

 l. Supervisor Name (Optional):  

m. Position:  Permanent  Seasonal  Limited Duration  Academic Year 

 Full-Time  Part-Time  Intermittent  Job Share 

n. FLSA:  Exempt 

 Non-Exempt 
If Exempt:  Executive 

 Professional 

 Administrative 

o. Eligible for Overtime:  Yes 

 No 

SECTION 2.  PROGRAM AND POSITION INFORMATION 
 

a. Describe the program in which this position exists.  Include program purpose, who's 
affected, size, and scope.  Include relationship to agency mission. 

 

The program in which this position exists is the Health Services section of the Oregon Department of 
Corrections.  The purpose of this program is to provide health care to inmates at each state institution 
operated by the Department of Corrections.  State and federal laws have established that inmates are 
entitled to health care during incarceration.  Health care services available to inmates must be consistent 
with health care provided in the community in order to meet the legal obligation the state has when 
persons are incarcerated.  This means that all types and levels of health care must be provided in a 
clinically appropriate manner by properly credentialed professionals in settings equipped and designed for 
the delivery of health care.  Health care includes medical, dental and psychiatric/mental health services. 

The Health Services section is comprised of an administrative unit which sets policy and long term 
direction and a series of operational units representing the health care program at each facility or a 
division wide clinical service.  The health care program at each of the correctional institutions operated 
by the Department is responsible for delivering health care to inmates consistent with policy established 
by the Section.  The average daily population for whom the entire range of services must be available is 
13,500 inmates.  The Health Services section employs more than 500 health care personnel and 
manages a number of agreements with health care organizations in communities throughout Oregon 
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and the surrounding states in order to deliver constitutionally adequate health care.  The biennial budget 
for the Health Services section exceeds $150 million dollars. 
 
The Oregon Accountability Model (OAM) depends upon a team approach to custody with the security-
series personnel and non-security personnel communicating effectively to maintain safe, secure, and 
sanitary correctional environments while preparing inmates for successful reentry into the community.  
The vast majority of DOC inmates will return to Oregon communities.  Enhanced public safety, lower 
crime rates, and reduced recidivism can all be tied directly to attitudes and actions of correctional staff 
who must effectively apply ODOC rules and transition initiatives in their daily interaction with inmates.  All 
staff are expected to model pro-social behaviors; reinforce positive behaviors; redirect negative 
behaviors; and effectively communicate observed behaviors to responsible program staff, administrators, 
and supervisors in support of OAM. 
 
The Department of Corrections recognizes and respects the dignity, diversity and human rights of all 
persons.  In support of those values DOC employees are expected to promote a respectful work 
environment that recognizes cultural diversity.  Moreover, DOC upholds a zero-tolerance policy towards 
all sexual abuse. 
 
Managers and supervisors are expected to provide leadership that contributes to the establishment of a 
working environment that is positive, productive and free from harassment and discrimination.  As part of 
this effort, managers and supervisors are expected to participate in and encourage others to participate in 
the agency’s activities that support affirmative action.  This includes recruiting, selecting, retaining and 
promoting individuals with a diverse background who are committed to the mission and values of the 
Department. 
 
b. Describe the primary purpose of this position, and how it functions within this 

program.  Complete this statement.  The primary purpose of this position is to: 
 

This position supervises Institution Registered Nurses, Registered Nurses who are working out of class as Nurse 
Managers, Registered Nurses who have been designated as Lead Workers, and Health Services Technicians. The 
overall supervision of licensed nursing staff includes but is not limited to recruitment, hiring, training, scheduling, 
assigning, and managing employee performance. The total nursing staff in the facility ranges from 20 to 37 
positions serving inmate populations of approximately 1400 – 3000 inmates.  This includes establishing and 
managing systems to deliver medical, dental, hospice, psychiatric treatment, and medication services on a 24 hour, 
7 day per week basis, for inmates housed in a variety of units including, but not limited to, general population, 
infirmary, minimum housing, disciplinary segregation unit, mental health infirmary, administrative segregation unit, 
and intensive management unit.  This position assists the institution’s Medical Services Manager to assure a 
standard of health care is consistent with that available in the community and assists the facility to meet standards 
for environment/occupational health and safety.  This position serves as the on-site health authority in the absence 
of the Medical Services Manager.  This position participates on the statewide Health Service Management team 
which is a forum used to problem solve operational issues, develop short and long range operational goals, and 
develop policies. 
 

SECTION 3.  DESCRIPTION OF DUTIES 

List the major duties of the position.  State the percentage of time for each duty.  Mark “N” for 
new duties, “R” for revised duties or “NC” for no change in duties.  Indicate whether the duty 
is an “Essential” (E) or “Non-Essential” (NE) function. 

% of Time N/R/NC E/NE DUTIES 
Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”. 
   Model pro-social behaviors; reinforce positive behaviors; redirect negative 

behaviors; and effectively communicate observed behaviors to responsible 
program staff, administrators, and supervisors in support of OAM.   
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30% 

   
Directing 

   Arranges for provision of nursing care and works with facility management to 
ensure inmate access to health care services.  Assures that the system for 
delivery of health services is according to Department of Corrections 
Administrative Rules, Policies and Procedures and is comparable in quality 
to health services provided in the community.    
 

   Ensures that clinical decision-making remains with the responsible physician 
or dentist and that all matters requiring a final clinical decision are forwarded 
to the facility's Chief Medical Officer. 
 

   Establish and maintain an effective working relationship with program 
managers and staff at the institution, including participation at management 
meetings. 
 

   Makes arrangements in advance of need for evaluation of treatment 
services, not provided by the facility's health services, with offices, clinics 
and hospitals in the community.  Coordinates security and transportation 
arrangements. 
 

   Evaluates, determines need, and secures equipment, supplies and materials 
necessary for health service operation.  This includes preparation and timely 
submission of budget requests, proper management of allocated budget for 
purchases and maintenance of equipment, supplies and materials. 

 
50% 

   
Managing 
 

   Manages human resources to deliver all levels and types of nursing care to 
a population of inmates.  Recruits, interviews, selects, and orients nursing 
personnel to perform health care delivery.  Verifies licenses and certificates, 
and secures training for personnel.  Assigns work to nursing personnel 
consistent with credentials and clinical privileges.  Supervises employees, 
and agency personnel so that work performed is consistent with assignment 
& licensure requirements.  Uses progressive discipline to correct deficient 
employee performance.   The total nursing staff in each facility ranges from 
19 to 36 positions serving inmate populations of approximately 1400 – 3000 
inmates.    
 

   Assures that medical records are properly maintained on all inmates. 
 

   Establishes and maintains a system for administration of medication 
according to physician orders, which is timely and conforms to applicable 
law, administrative rule and security requirements.   
 

   Responds to written or verbal complaints, grievances, or other requests for 
information, including investigations. 
 

   Represents the Department of Corrections in court as necessary. 
Must be able to perform the duties as listed on the Institution Registered 
Nurse position description in case of emergencies, staff shortages or as 
needed. 

 
15% 

   
Planning 
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   Writes and implements health service procedures consistent with Health 
Services policy; assists in the preparation of nursing protocols at the state-
wide level and participates in policy-making regarding Health Services. 
 

   Provide and arrange for in-service training of nursing staff. Schedule 
employees for all required training, and assists in facilitating continuing 
professional education requirements.    Functions as a trainer for annual in-
service.   
 

   Establishes a plan for health care programs to evaluate and monitor the 
quality of health care provided.  Evaluates and documents the quality of 
health service delivery.  Prepares written and statistical reports which 
convey or quantify the status, volume and quality of services provided by the 
Health Services Program. 
 

   Assists Medical Services Manager in examining, developing and proposing 
service alternatives to expand the level of service provided or improve the 
quality of service, including cost and resource sharing service. 

 
5% 

   
Budgetary 

   Participates in and assists the Medical Services Manager in managing the 
fiscal resources of the Health Services Program. 

100%    

 

SECTION 4.  WORKING CONDITIONS 
 

Describe any on-going working conditions.  Include any physical, sensory, and 
environmental demands.  State the frequency of exposure to these conditions. 

 

Will be expected to share the mission, vision, and core values of the department; requires being a role model of pro-
social behavior and having an attitude that conveys dignity and respect in the treatment of others; must be able to 
acknowledge that everyone is capable of positive change.  This position works within the secure perimeter of an adult 
correctional institution and encounters angry, hostile, threatening, and abusive inmate behaviors which may result in 
injury, death, and the potential for hostage taking.  The Nurse Manager has an inherent responsibility for the 
supervision of inmates in the health care area.  Must have the ability to work any or all of the seven days of the week, 
including but not limited to Saturdays and Sundays, and work any shift of the day; requires that this position be on call 
24 hours, 7 days per week on a rotating basis; requires mandatory double shifts occasionally; requires walking or 
standing for long periods; requires climbing and descending stairs (with or without medical equipment); requires 
occasional exertion resulting from patient care; possible exposure to chemicals, radiation, communicable diseases or 
other hazards inherent in a health care and correctional setting; may require response to “man down” calls; requires 
lifting/carrying 30lbs+; requires kneeling and stooping; may require occasional in-state travel. 
 

You must have a valid driver’s license and a good driving record or be able to provide an acceptable alternate 
method of transportation. 
 

SECTION 5.  GUIDELINES 
 

a. List any established guidelines used in this position, such as state or federal laws or 
regulations, policies, manuals, or desk procedures. 
 

 Department of Corrections Administrative Rules and Procedures 
 NCCHC Standards 
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 American Correctional Association Accreditation Standards 
 Oregon Revised Statutes  
 Professional Associations Practice Standards and Administrative Rules for the various professional groups 

employed (i.e., nursing, medicine, pharmacy, etc.) 
 Collective Bargaining Agreements; Personnel Procedures 
 Professional Service Contracts and Letters of Agreement 
 Operating Procedure Manuals and Protocols for the Health Services Program at the facility. 

 
b. How are these guidelines used? 

 Established guidelines, direction and standards for the performance of work; used as the primary reference 
documents in evaluating program performance, responding to inmate requests and reviewing complaints, and 
resolving problems with service delivery. 

 Used as reference document when determining the types and levels of clinic services to be provided. 

 Established compliance with practice and program standards for clinic care delivery 
 Reference documents that describe more specifically the nature of practice allowable by statute and levels of 

supervision required for certain tasks.  Used to determine scope of job duties for each classification. 
 Used as the basis for selection and promotion of employees, scheduling practices, supervision, disciplinary 

actions, and necessary documentation of management actions. 
 Contracts and letters of agreement used as the basis for obtaining necessary services for outpatient care and 

hospitalizations and including emergency transportation. 
 

SECTION 6.  WORK CONTACTS 

With whom, outside of co-workers in this work unit, must the employee in this position 
regularly come in contact? 

Who Contacted How Purpose How Often? 

Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”. 
Outside medical facilities, 
individuals & institutions 

Telephone Provide consultation & treatment for 
inmates, including follow-up care 

Daily 

Security Staff Telephone & direct contact Security issues pertaining to Health Service 
Program 

Daily 
 

Ancillary staff within the 
Institution 

Telephone & direct contact Exchange of information as needed Daily 

Community Bases: 
Physicians & Staff 
Laboratory staff 
Private Dentists 
Pharmacies 

Telephone Request and share information in regard to 
Health Service 

Daily 

Inmate & families 
 

Telephone & Direct Contact Answer questions or direction to others Daily 

Purchasing & Accounting  Telephone, direct contact & 
e-mail 

Purchases & Approve Payments As Needed 

Central Office Personnel 
 

Telephone & direct contact Issues relating to that office’s function & 
health services 

Daily 

Licensure Boards Telephone & direct contact Verify credentials , report practice violations As Needed 
 

SECTION 7.  POSITION RELATED DECISION MAKING 
 

Describe the typical decisions of this position.  Explain the direct effect of these decisions. 
 

 Formulates methods for recruitment, executes selection, schedules and assigns work for licensed nursing staff 
ensuring that staff resources are scheduled efficiently to cover the health care and operational needs of a 24 
hour, 7 day per week institution by independently planning, projecting and modifying staffing resources. 
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 Assesses the adequacy of administrative rules, department polices, and Health Services policies and procedures 
and makes recommendations for revisions based on operational needs and changes to ensure that the health 
care provided meets community standard in an effort to minimize department risk and liability.   

 
 Facilitates evaluations and treatment, not provided within the facility, with off-site hospitals, offices and clinics in 

the community and coordinates these needs with security and transport staff.   
 

 Generates budget information requests and identifies system for procuring equipment and supplies and inventory 
control. 

 
 Reviews information and/or data that is readily available or conducts further reviews to collect additional 

information in preparation for responding to grievances, tort claims, and investigations of either staff or inmates.   
 

 Ensures that the language negotiated and contained within the collective bargaining agreement are implemented 
and applied correctly.   

 
 Ensures employee assignments remain within their scope of practice per the Oregon State Board of Nursing, 

Nurse Practice Act.   
 

SECTION 8.  REVIEW OF WORK 

Who reviews the work of the position? 

Classification Title Position Number How How Often Purpose of Review 

Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”. 
 

Prin. Exec. Mgr D     By Discussion and 
Review of written 
reports, statistics, 
verbal descriptions of 
program operations to 
determine problems 
with implementation.  
To establish progress 
toward goals.    

 

SECTION 9.  OVERSIGHT FUNCTIONS            THIS SECTION IS FOR SUPERVISORY POSITIONS ONLY 

a. How many employees are directly supervised by this position? 0  

 How many employees are supervised through a subordinate supervisor? 0  

b. Which of the following activities does this position do? 

 

  Plan work   Coordinates schedules 
  Assigns work   Hires and discharges 
  Approves work   Recommends hiring 
  Response to grievances   Gives input for performance evaluations 
  Disciplines and rewards   Prepares & signs performance evaluations 

SECTION 10.  ADDITIONAL POSITION-RELATED INFORMATION 

ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not 
already required in the classification specification: 
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Persons in this position manage a health care program in a correctional setting and are responsible for maintaining 
security and supervision of inmates.  The demands of the work environment are chaotic.  Licensed medical staff are 
responsible to provide health care to inmate populations, ranging from 100 to 3,000 with large volumes of inmate 
movement in and out of the facilities on a daily basis. 
 
SPECIAL REQUIREMENTS:  List any special mandatory recruiting requirements for this position: 
 
You must possess a valid Oregon Registered Professional Nurse License. 
Ability to communicate orally and in writing with a variety of individuals ranging from health care professionals to lay 
persons.   

 
The Oregon Accountability Model (OAM) depends upon a team approach to custody with the security-series personnel 
and non-security personnel communicating effectively to maintain safe, secure, and sanitary correctional environments 
while preparing inmates for successful reentry into the community.  The vast majority of DOC inmates will return to 
Oregon communities.  Enhanced public safety, lower crime rates, and reduced recidivism can all be tied directly to 
attitudes and actions of correctional staff who must effectively apply ODOC rules and transition initiatives in their daily 
interaction with inmates.  All staff are expected to model pro-social behaviors; reinforce positive behaviors; redirect 
negative behaviors; and effectively communicate observed behaviors to responsible program staff, administrators, and 
supervisors in support of OAM. 
 
The Department of Corrections recognizes and respects the dignity, diversity and human rights of all persons.  In support 
of those values DOC employees are expected to promote a respectful work environment that recognizes cultural diversity.  
Moreover, DOC upholds a zero-tolerance policy towards all sexual abuse. 
 
Managers and supervisors are expected to provide leadership that contributes to the establishment of a working 
environment that is positive, productive and free from harassment and discrimination.  As part of this effort, managers and 
supervisors are expected to participate in and encourage others to participate in the agency’s activities that support 
affirmative action.  This includes recruiting, selecting, retaining and promoting individuals with a diverse background who 
are committed to the mission and values of the Department. 

BUDGET AUTHORITY: If this position has authority to commit agency operating money, indicate the 
following: 

Operating Area Biennial Amount ($00000.00) Fund Type 
Note:  If additional rows of the below table are needed, place curser at end of a row (outside table) and hit “Enter”. 
The person in this position has authority 
to commit Agency operating money.  
Includes Personal Services and 
Services and Supplies.   

$1,000,000.00  

   
 

SECTION 11.  ORGANIZATIONAL CHART 

Attach a current organizational chart.  Be sure the following information is shown on the chart for each 
position:  classification title, classification number, salary range, employee name and position number. 

SECTION 12.  SIGNATURES 

         
 Employee Signature  Date  Supervisor Signature  Date  

     
 Appointing Authority Signature  Date  
 


