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CORRECTIONAL CLASSIFICATION COORDINATOR

Employees in this class serve as coordinators and advisors to the Director's Subcommittees (DSC) and
to area, institution, or complex classification authorities. The Director's Subcommittees hold custody
classification hearings on those inmates considered to be high risks, intensive management problems,
and whose cases have already been heard on the area, complex, or institutional level. Employees
attend these subcommittee meetings to advise on policies and procedures, as well as on unique
aspects or special needs of a particular prison facility or inmate. Employees advocate problem cases
through the DSC to the Director's Review Committee (DRC) and coordinate transfers of inmates,
accordingly. Work also involves serving as consultants to lower classification committees at the area,
institutional, and complex levels, and providing informal training in interpreting policies, procedures, and
laws.

I. DIFFICULTY OF WORK:

Variety and Scope - Employees are responsible for scheduling DSC hearings at the appropriate
facilities and ensuring that procedural and legal compliance within the requirements of due process are
followed. Employees provide input into committee decisions based on knowledge of each facility in the
system so that special problems or considerations of that facility or inmate can be incorporated into the
classification decision. When area, complex, or institution classification committees' decisions are
overturned by the DSC, the cases are automatically referred to the highest decision-making body, the
Director's Review Committee (DRC). However, employees are responsible for appealing to the DRC
any decisions made by the DSC if it appears that there is pertinent evidence or circumstances to
warrant this action. Employees also serve as consultants to lower classification committees and provide
informal training in the interpretation of policies, procedures, and laws.

Intricacy - Employees are concerned with integrating the psychological, sociological, educational, and
medical data, plus the inmates' prison record and behavior records into the broader issues of programs
and problems within all facilities for the good of the inmate and facilities. Work requires interpreting and
applying the legal aspects of classification, as well as policies and procedures, to ensure that the
decisions made best suit the needs of the cases involved.

Subject Matter Complexity - Work requires a thorough knowledge of the classification process and a
knowledge of the available programs and unique aspects of each prison facility. Employees must have
knowledge of utilization of testing results and psychological aspects, along with a knowledge of
characteristics of mental conditions and understanding of sociological facets and family interactions.

Guidelines - Employees refer to policy manuals and guides on classification process and custody
levels. Textbooks relating to theories of corrections and psychological/sociological characteristics of
criminal behavior are also used.

II. RESPONSIBILITY:

Nature of Instructions - Employees are assigned areas to cover, and consult with that specific
geographic or line commander when necessary. Employees work independently in carrying out
assigned functions. Administrative supervision, work assignments, and changes in classification
procedures are provided by the Diagnostic and Classification Services Manager.
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Nature of Review - Employees are responsible for ensuring that DSC's adhere to policies and
procedures and are accountable for analysis of decisions made by committees. Work is performed
independently, with general review conducted through weekly staff meetings. Supervisor also
periodically reviews case materials and observes subcommittee performance.

Scope of Decisions - Decisions made by employees affect individuals, as well as groups of inmates in
the broad number of facilities under the areas assigned.

Consequence of Decisions - Employees' involvement and influence in the final decision of an inmate's
classification is substantial.

III. INTERPERSONAL COMMUNICATIONS:

Scope of Contacts - Employees have daily contact with superintendents, area administrators, and
geographic or line commanders. Employees consult with the Deputy Director and the Director of
Prisons, departmental legal advisors, the Inmate Grievance Commission staff, and Parole Commission
staff. Employees also have contact with the public in response to questions and concerns regarding
classification procedures.

Nature and Purpose - Work requires that employees serve as an information source in their
consultative role. Employees also influence committees in their decision-making by pointing out
pertinent case factors and, therefore, have substantial impact on the resulting decision, and by
interpreting policies, procedures, and laws for committees.

IV. OTHER WORK DEMANDS:

Work Conditions - Employees are based in a regular office setting, traveling to prison facilities of area
assigned.

Hazards - Work requires employees to travel to various prison facilities to hold classification committee
meetings. Exposure to potentially dangerous inmates during these meetings occurs frequently.

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - Thorough knowledge of policies and procedures of Division of
Prisons, of inmate classification process, and of correctional programs. Ability to interpret testing results
and psychological aspects. Ability to interpret policies, procedures, and laws regarding the inmate
classification system. Ability to synthesize data with acquired knowledge of complexion, programs and
unique aspects of the various prison facilities and make decisions essential to the inmate classification
process. Ability to communicate effectively through oral and written form.

Minimum Education and Experience - Graduation from a four-year college or university with a degree in
a human services field and two years of experience in a supervisory or consultative role in correctional
diagnostic, classification, or program activities; or an equivalent combination of education and
experience.

Necessary Special Qualifications - Must be eligible for certification by the North Carolina Criminal
Justice Training and Standards Council.


