JUVENILE JUSTICE SERVICES HANDBOOK

SUBJECT:  Organizational Staffing Chart:

                    Juvenile Justice
PAGE:  3 of 3

   ITEM:  100.5
DATE: 10/1/03


[image: image1.png]



Wayne County Department Of Children and Family Services

JUVENILE SERVICES DIVISION
JUVENILE JUSTICE SERVICES HANDBOOK

SUBJECT:   Organizational Staffing Chart:

                     Juvenile Services Division
PAGE:   1 of 3

        ITEM:   100.5
DATE: 10/1/2003

I. Policy
A. An organizational staffing chart shall be developed to reflect adequate staffing to meet the needs of the mission and goals of the division.  This chart shall define (or appoint) responsibility, place staff into related units promoting efficiency and provide a clear chain of command from the entry level position to the Division and Department Directors.  

B. The Division’s internal approval process will adhere to the chain of command of command, as defined in this policy.

II. Definitions
A.
Contract Management refers to the scheduled collection and analysis of client service data, routine compliance auditing and special and/or unscheduled audits, reports of findings, approval and assessment of corrective action plans, contract oversight and payment authorization.

III. Program Staff
A. Division Manager
Responsible for overall program administration for juvenile justice services: policy issuance, budget development, training, contracting, payment authorization, etc.

B. Assistant Manager
Assumes overall responsibility for administration in the absence of Division Manager and manages special projects, grants, writes and evaluates RFP’s, manages Quality Assurance and non-CMO programs in the system of care (i.e., YAP, special grants), and provides technical assistance. Responsible for contract administration, program monitoring, training, complaint investigations, quality assurance, program reviews, technical assistance supervision of Contract Managers, and other activities related to the Juvenile Assessment Center.  Supervises subordinate staff.

C. Program Manager for JAC and CMO’s
Responsible for contract administration, program monitoring, training, complaint investigations, quality assurance, program reviews, technical assistance, supervises Contract Managers, and other activities related to the performance of the Juvenile Assessment Center (JAC) and Care Management Organizations (CMOs). 

D. Program Manager for Federal Financial Participation (FFP) and School Resources
Responsible for Medicaid, Title IV-E, Social Security and other benefit programs which includes policy development, compliance monitoring, training, unscheduled audits, quality assurance, technical assistance, and mandatory reporting. Manages contracts and interagency agreements with school districts for school resource and support services. Supervises subordinate policy specialist staff.

E. Juvenile Agency Information System (JAIS) Manager
Manages the Division’s automated information system, data analysis, report writing, training, complaint investigations, quality assurance, and technical assistance. Supervises subordinate staff.

F. Contract Managers
A Contract Manager is responsible for evaluation of JAC, CMO, and grant funded contract implementation; inclusive of any provider subcontracts for services to Wayne County juveniles. A Contract Manager is responsible for assessing the extent to which the JAC and CMOs are fulfilling the defined scope of contractual services and compliance with WCDCJ policy and procedure.  Responsibilities include complaint investigation, contract oversight, quality assurance review, report writing, technical assistance, community education, resource analysis, payment pre-audits, and policy assessment.

IV. Procedure
A. Constructing the Organizational Chart: The Department Director is responsible for constructing, maintaining and approving the organizational chart.

B.  
Organizational Chart Review: The organizational chart shall be reviewed periodically by the Division Director who shall submit all revisions with comments from the staff, to the Department Director for review, approval or revision.  This review shall be completed at the beginning of each fiscal year.    

V.       Exhibit
100.5-A
Organization Chart: Juvenile Justice
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