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ACCELERATED MANAGEMENT SELECTI ON MANAGEMENT TRAI NI NG FOR ADULT
CORRECTI ONAL I NSTI TUTIONS: ~ THE OREGON DEPARTMENT OF CORRECTI ONS
| NSTI TUTI ON SUPERVI SOR CANDI DATE SCHOOL

On January 25, 1990 the National Institute of Corrections announced
a Request For Proposal for the devel opment, inplenentation, and
docunment ation of an Accel erated Managenent Training Program as a
denonstration project. The Oregon Departnent of rrecti ons was
t he successful proponent and was subsequently awarded a grant for
$75,000. The grant period Novenber 1, 1990 through Septenber 30,
1992 included two grant extensions for a total of three nonths.

The Correctional Institution Supervisor Candidate School is a
project inplemented by the Oregon Departnent of Corrections to
prepare its workforce to nanage an intended increase in its
institutional capacity. The program consisted of a 80-hour

classroom I nstruction Phase based on the results of a job-task-

analysis (DACUM) for entry-level institution supervisors; a 200-

hour On-The-Job/ Cross Training Phase consisting of five, one-week
visitations for participants at different institutions who worked
w th managers in departments or offices that were different from
the student's normal duty assignnent; and an Enhancenent Phase
consi sting of a second cl assroom experience, 40 hours in length
whi ch introduced the students to advancenents in supervisory
theory, and practical application of the theoretical principles
t hat 'had been presented during the first classroom phase.

The study conpares program participants to a matched group,
randomy selected who did not attend the program Since the
conclusion of the Correctional Institution Supervisor Candi date
School, twi ce as nmany program graduates have received pronotions as
menbers of the control group. In addition, a conpanion neasure
denonstrates that program graduates are nore than twice as |ikely
to volunteer for, and be accepted into special agency assignnents
as the control group. Reverse neasures indicate that negative
outcomes - denotion or termnation - occurred half as often in the
student group as in the control group.

Even though the suspension of the Departnent's facility expansion
plans did not allow as many pronotional opportunities to becone
avail abl e as had been anti ci pated, prﬂ ect managenent feels that in
this climte a 14% pronmotion rate, and 21% special assignment rate
denonstrate a successful outcone to the project.
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PREFACE: In recent years, adult correctional systems throughout

the country have experienced rapid and dramatic growth. Prison
popul ati ons have increased to the point that overcrowding exists in
many systens. State-wi de construction prograns have becone common,
and new institutions are built with great frequency.

As both the Federal and state systens respond in this nmanner, many
conpani on needs surface. Cearly, every jurisdiction that expands
its institutional beds, also expands its need for qualified

institutional personnel. And as a specific conponent of that
greater need, systens find that the nunber of institutional
supervisors who will be called upon to manage the expansion

out paces the nunber actually avail able.

In recognition of that need, the National Institute of Corrections
asked jurisdictions to consider accelerating their selection and
training programs for institutional managers. As of this witing,
several state systems are operating accel erated prograns of this
type. The program expl ai ned herein, inplemented in the state
correctional systemin Oregon, was the first sponsored by NIC, and
identifies the realities that acconpany such an endeavor.

This program sunmary is intended to serve two purposes: first, to
expl al n C}egon's project specifically, and second, to stand as a

general guide to other systens considering the inplenmentation of
such a program






THE OREGON DEPARTMENT OF CORRECTIONS
INSTITUTION SUPERVISOR CANDIDATE SCHOOL

INTRODUCTION: The Correctional Institution Supervisor

Candi date School is a project inplenented by the Oregon Departnment
of Corrections to prepare its workforce to nanage an intended
increase in its institutional capacity.

Prior to 1990, the capacity of Oegon's state correctional system
had been relatively static throughout its 100 year plus history.

Sonme new facility construction had occurred in the fifties and
sixties, but subsequent expansion (1977, 1985) had consisted of

retro-flttln%]eX|st|ng structures. As expl ained herein, two
facilities that had been previously used by the state's nental

heal th system were redesi gned for correctional use. The state's
traditional pronotion and training process for new supervisors was
sufficient to acconmodate this nobdest growth

A sizable increase in the offender population in the l[ate 1980's
contributed to a w despread perception that the O egon system
| acked bal ance; that insufficient state institutional cell space
caused the early release of dangerous offenders to the comunity,

t hat ot her dangerous offenders were allowed to remain in the
comunity for the sane reason, and that institution programing had
fallen victimto popul ati on managenent needs. A facilities
expansi on program was planned and begun.

In order to match the conmensurate need for trained supervisors for
these new facilities, Oegon inplenented an Accel erated Managenent
Sel ection and Trai ning program The program al |l owed supervi sor
candi dates to self-identify prior to pronotion, attend a |engthy
training program be evaluated for their performance in that
program and then, if successful, conpete from an inproved position
agal nst other candidates for the new supervisory positions.

Unfortunately, just as the training program began (Novenber, 1990)
voters in a state-wi de General Election passed a sweeping property
tax limtation nmeasure. Al of state government in Oregon faced
serious cutbacks, and the expansion plans of the Department were
postponed. The Supervisor Candi date School project continued, but
the supervisory positions into which graduates had hoped to pronote
failed to naterialize.

In addition to the overall reduction in pronotional opportunities,

many of the available supervisory positions were accepted by md-
managenent staff who were required to-voluntarily denmote or be laid
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off as a result of agency downsizing. \Wile this effect had not
been predicted, the general result seens to have been a postponing
of the benefits of the program The graduates still work in the
state corrections systemin Oegon, and should be stronger
pronotional candidates in the future as a result of their
experience. The crucial need in correctional systens for well
trained institution supervisory staff still remains. Pl anned
| ayoffs, transfers, resignations, and retirements all create
openings into which promsing line staff can pronote.

Budgetary and political realities such as these, along with the
nore recent private industry practices of reducing nmanagenent
| ayers and increasing managenent span of control, all should be
recogni zed and planned for by jurisdictions who are considering a
project of this type. This report is presented as an honest
reflection of those realities.

HISTORY:

Institutional Facilities:

State corrections in C}egon has | ong been defined by the adult
institutions located in and around the state capital city of Salem

The Oregon State Penitentiary (OSP), the |argest maxi mum security
institution for men, was originally located on its current site in
Salemin 1866. The Oregon State Correctional Institution (OSCl),

designed as a nedium security facility for youthful male felons,

was opened in 1959 on land two mles east of the city. The O egon
Wnen's Correctional Center (OAMCC), the state's only secure custody
institution solely for women, was built on a site contiguous to OSP
in 1965. In addition, the |largest mninmm custody work canp, the
2,000 acre Farm Annex gNCCF), was built on farmland six mles
south of Salemin the 1930's.

Through the majority of its existence as a state agency, the only
state corrections facilities found outside of the Salem area were
a smaller reforestation work canp on the Oregon Coast and severa
wor k/ school release centers at scattered regional |ocations.

In 1977, as a cost savings neasure, the work/school release centers
were closed and centralized into a single Corrections Division
Rel ease Center, also located within the rmmediate vicinity of the
city of Salem Wen that occurred, only the 70 inmates housed at
the Forest Canp (SFFC) and the 15 staff required to supervise them
were | ocated outside the Sal em area. The Rel ease Center was
renaned the Santiam Correctional Institution (SCl) in 1991

Map A, found in Attachnent A, displays the arrangement of state
facilities as they existed in 1979 and earlier.



In June 1985, state corrections opened a retro-fitted facility in
Pendl eton, Oegon, the first such state correctional institution
outside of the Salem area. The buildings had previously been used
by the Mental Health Division of state government as a hospital and
training center for retarded adults. This prison, Eastern O egon
Correctional Institution (EOCI), originally housed only 350
|rr]1rrat es, but nowis the second |argest correctional institution in
the state.

Since that tine, the following facility openings and expansion have
occurred (See Attachment A, Mp B):

Expanded Capacities

1985 1990 1993 Location
OSsP 1679 2104 1780 Sal em
osal 946 1063 850 Sal em
ONCC 84 221 197 Sal em
SCl 305 521 409 Sal em
MCCF 211 223 223 Sal em
SFFC 104 119 119 Ti | I anpok
EQCI 350 1310 1465 Pendl| et on

New Facilities

Design 1993 Location

Parole Violator's Prison (PVP) 107 0 North Bend
Powder River Correctional Facility (PRCF) 137 144 Baker City

Shutter Creek Correctional Inst.  (SCO 70 194 North Bend
Col unbia River Correctional Inst. &lCRCI 400 456 Portl and
Oregon Corrections Intake Center (OCI Q) 200 158 Oregon Gty
| ntensi ve Management Unit (1 MJ) 196 100 Sal em
Snake River Correctional Inst. (SRC) 648 295 Ontario

The SRC site was selected with the intent that it would eventua_IIK
becone the | argest single-location famhtg in the state, wt
proj ected popul ation forecast as high as 3000.

The current Winen's Center population has tripled in ten years.

Supervi sory Trai ning:

Institution supervisors within the Oegon Department of Corrections
have participated in a unique set of circunstances in their efforts
to receive and apply corrections-specific supervisory training.

Prior to 1978, a 40-hour supervisory training curriculum was
available to supervisors enployed by State Corrections, Thi s
program was delivered by Corrections staff and was required for all

6



managenent - | evel personnel once every five years. The |prog_r am had
two segments - Basic Supervision (24 hours) and Wrk Planning and
Performance Appraisal (16 hours).

The training audience was a m xed group nade up of central office
staff, parole and probation supervisors as well as institution
managers. The trainers did not have an institution background and
focused the training on office-type settings. Wth the exception
of some specific personnel applications in the second segment, the
training content for this Program_was, as announced, generic
information on the subject of supervising subordinate workers.

In the md-70's and by Legislative action, State Corrections became
a menber of the Departnent of Human Resources (DHRR, the State
agency assigned to deliver social services to the people of O egon.
By virtue of this marriage, Corrections managers were required to
attend DHR Managenent training. DHR was then the |argest single
agency in state government. Because of the breadth of its target
audi ence, DHR management training was entirely generic and focused
exclusively on principles that could be applied to mainstream
supervisory situations and issues.

Legi slative activity in July 1987 resulted in the renmoval of State
Corrections from DHR and the establishment of a separate Department
of Corrections.

As a response to the training issue, the then current
adm ni stration of the Department of Corrections devel oped and
del |_ver|ed a 40-hour corrections-specific nmanagenent training
curriculum

METHODOLOGY: In response to these historical factors and the
pl anned expansion, the Oegon Departnent of Corrections inplenented
a 320-hour Correctional Institution Supervisor Candidate School .
This training program had three phases:

O assroom I nstructi on Phase:

Instructional Design: During fiscal year 1988 - 89, Departnent of
Corrections supervisors participated in an extensive and el aborate
study of managenent duties conducted by the State of O egon
Executive Department. This detailed job-task-analysis was
conmi ssioned by the Oregon State Legislature for the purpose of
establishing equity in job classifications and pay.

In addition in 1989, the Departnent of Corrections was involved in
a W de-ranging safety evaluation of work place practices by the
state Cccupational Safety and Health Administration Dvision. The
result of this extensive evaluation was an intensified |evel of



attention to work place safety issues, specifically focusing on
managenent's duty to make work sites safe. Several ‘instructional
requi renents were the by-product of the evaluation process.

Based on these sets of input, in My, 1989 Corrections executive
staff established an 80-hour Managenment Training classroom
curricul um This program served as the foundation for the
cl assroom program delivered during the Institution Supervisor
Candi date School .

One of the initial high priority activities of this grant was to
conduct a DACUM (Devel op a Curricul um-based job-task-anal ysis
(JTA) of entry-level institution supervisors. The DACUM process
was chosen because of its proven success as a quick and effective
met hod of occupational anal ysis. Thi s process invol ved asking
sel ected DOC supervisors to identify the tasks that they perform on
the job. Under the gui dance of a contracted facilitator, the
I ncunbents identified 1)/ consensus the tasks that they performin
common. Validation of their results was done by asking other
i ncunbents to review those results. This JTA contributed to a
revision and nodification of the 80-hour curriculum The Job Task
Analysis results are included as Attachment B to this report.

A assroom Instruction:  Follow ng those activities, the 80-hour
cl assroom phase was put into place. The courses offered included
the follow ng:

M ssion, Values and Ethics;

I ntroduction to Supervision;

Recr ui t nent/ Sel ecti on/ AA/ EEG

Legal |ssues for Supervisors;

Adm nistrative Directives;

Witing Position Descriptions and Setting Performance
Expect ati ons;

Constructive Feedback and Appraising Performance;

Enpl oyee Di scipline;

Supervi sing Labor Contracts and Gievance Resol ution;
Supervi sing Enpl oyee/ O fender Rel ati onshi ps;

Supervi sing Report Witing;

Supervising a Safe Wrkpl ace; and

Supervising Security Practices.

G assroom curriculumis available upon request.
The instructional design also included:

e Two witten projects conpleted durin% cl ass time;

e An oral presentation which required the conbination of
performance objectives from any three separate
instructional nobdules into an integrated whole; and

e A pre- and post-test.



On-t he-Job/ Gross Training Phase:

This 200- hour conponent of the program inmmediately followed the 80-
hour C assroom Phase. It was based on three principles; 1) a
standard Field Training format (see Attachment C), 2) the val ue of
cross training as a broadening experience, and 3) the notion that
institution nmanagenent is an inter-related business in which
deci si ons which are made and Procedures whi ch are changed in one
part of a given facility-set off a series of correspondi ng changes
In all other areas of that sane facility.

Therefore this QIT Phase had several notable elenments to it. First,
the program was separated into five, one-week visitations. Second,
each of the visitations was spent at different institutions, i.e.,
Wek one at Institution A, Week two at Institution B, Wek three at
Institution C, and so on. Third, nost of the weekly assignnents
were with incunbent managers in departnents or offices that were
different fromthe student's normal duty assignnent.

Again, the notivating concept in the QIT/Cross Training Phase was
that institution managenent is based on an inter-related set of
olicies, procedures, interpretive decisions and personalities.
hese el ements are in place on an on-going basis in any faC|I|tY,
and a program or procedure change in one part of a facility wll
require a correspondi ng change or set of changes throughout the
facility. Decisions nmade in any part of a facility have

ram fications throughout that facility.

Typically, first-line supervisors are pronoted fromline positions
of narrow authority and focus. A Correctional Counselor, for
example,' has very [ittle daily contact with the operations of the
Infirmary. A training benefit could therefore be derived fromthe
specific experience of seeing how inmate programm ng decisions have
an effect on Infirmary operations, and vice versa. The fi nal
result of this instructional design was to have Food Service
Stewards work with Security managenent, and Mi ntenance Repair
Wirkers understudy with Program Services supervisors, all at
institutions with which the students were unfamliar. As an
exanple, a Recreational Supervisor from OSP would end up visiting
the following institutions and departnments for one week each:
OSCl - - Mai nt enance, NCCF/SFFC—-Securltgé CRCl - - Program Servi ces;
ECCl --Heal th Services; and SC --Food rvi ces.

And finally, in order to give the supervising nmanager sone
flexibility in the nanagenent of their field trainin
responsibility, as well as giving the students an additiona
instructional exercise, each student was given a reading |list of
managenent texts available fromthe Oegon State Library. Each
student was required to select a mninmm of 500 pages of text and
prepare a witten discussion of the book(s) around a programmed set
of questions which were designed to connect the content of the text
with the specific business of Oregon institutional corrections.
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This assignnent was to be conpleted and turned in to Project
Management at the conclusion of the QJT/Cross Training Phase.
(This assignment is included in Attachment D.)

Enhancenent Phase:

This was a second cl assroom experience, 40 hours in |length, which
t ook place several nonths after the conclusion of the QJT/ Cross
Training Phase. |t introduced the students to advancenents in
super vi sory theorK, and practical application of the theoretical
principles that had been presented during the first classroom
phase. The courses offered included the follow ng:

e Mssion and Values of Oregon State Governnent;

e Listening and Communicating Positively;

e Effective Business Witing;

e Surviving Change in the Wrkpl ace;

e Practical Personnel Issues |I: Delivering Performance
Apprai sal s; and

e Practical Personnel Issues Il: Minaging Gievances and

I mposi ng Discipline.

IMPLEMENTATION: The initial, two phase 280-hour course was

of fered four tines: August 12, 1991 through Septenber 27, 1991,
Cctober 14, 1991 through Novenber 29, 1991; Decenber 2, 1991
t hrough January 17, 1992; and February 3, 1992 through March 20,
1992. 56 students conpleted this portion of the program The 40-
hour Enhancenent program was conducted three tinmes: August 3, 1992
t hrough August 7, 1992; August 10 through August 14, 1992; and
August 17, 1992 through August 21, 1992. 42 of the original 56
students conpleted this portion of the course.

Enrol |l ment Process: In keeping with the Frogressive nature of the
original concept as developed by NNC, enrollment in the program was
intentionally conducted outside the traditional pronotional

process. Rather than reinforcing the standard practice of allow ng
the current generation of institution nmanagenent to select its
successors, project managenent atterrﬁt ed to open the enroll nent
process as much as possible. For this reason two factors were
I ntroduced: First, applicants did not need to neet the m ni num
qualifications for the pronotional position, but only to be within
one year of those standards. This all owed a pool of potential

pronotional candidates to be established ahead of the need curve.

And second, enrollment was essentially based on self selection.

After a review by agency Personnel O fice staff to ensure that the

"Within one year" standard was net, Superintendents within the
applicant's chain of conmand reviewed the application and anal yzed

10



it based on a conparison of the applicant to the "Traits and
Characteristics" |ist established during the DACUM j ob-task-
anal ysi s. Superintendents were urged to give applicants the
opportunity to succeed or fail in the programon their own nerits
rat her than exclude them from potential pronotional opportunities
before the applicant had attenpted the program Excl udi ng
applicants fromthe program was therefore a very rare occurrence.

Program Delivery: Enrollment was as foll ows:

e (ass ne: 13 students;

e (ass Two: 6 students;

e (Cass Three: 13 students; and

e (lass Four: 24 students.

ORI G NAL PROGRAM 56 STUDENTS

e Enhancenment d ass One: 10 students;

e Enhancenent d ass Two: 18 students; and
e Enhancenment O ass Three: 14 students.
EHANCEMENT PROGRAM 42 STUDENTS

Fnlrltallnent in the original program by denographic category was as
ol | ows:

PROMOTI ONAL  AREA ETHNI C
APPLI ED FCR CGENDER BACKGROUND
ADM NI STRATI ON 5 FEMALE, 5 MALE 9 CAUCASI AN,

1 H SPANI C
EDUCATI ON VOC TRNG 2 MALE 2 CAUCASI AN
FOOD SERVI CES 1 FEMALE, 2 MALE 1 ASI AN,

2 CAUCASI AN
MAI' NTENANCE 9 MALE 8 CAUCASI AN,

1 NATI VE AMVER CAN
RECREATI ON 1 MALE 1 CAUCASI AN
SECURI TY 6 FEMALE, 18 MALE 1 AFRI CAN AMVERI CAN;

20 CAUCASI AN;

2 H SPANI C,

1 NATI VE AMVERI CAN
SUPPORT 6 FEMALE: 1 MALE 7 CAUCASI AN

OUTCOMES:

Below is a study that identifies the outconmes, on a student-by-
student basis, of the Supervisor Candidate School program
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OREGON DEPARTMENT OF CORRECTIONS
SUPERVISOR CANDIDATE SCHOOL
OUTCOMES STUDY; STUDENT-BY STUDENT ANALYSIS

STUDENT GROUP

CONTROL GROUP

CORRECTIONAL
OFFICER SERIES; n=25

Promoted

Special ‘
Assignment

Demoted

Terminated

Promoted

Special
Assignment

Demoted

Terminated

Sergeant

" Corporal

Correctional Officer

INMATE PROGRAMS/
TRADES; n=20

Boiler Operator

Boiler Operator Supvr

Counselor

Diagnostician

Food Service Coordinator

Landscaper

Maintenance Worker

Program Coordinator

Recreation Specialist 2

Teacher

Vocational Instructor

| ADMINISTRATION/
| SUPPORT; n=11

Accountant 1

Executive Support Spec |

Executive Support Spec 11

Office Specialist 1

Office Specialist 11

Purchasing Agent

TOTAL; N=56

12
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The study conpares this student group with a matched group,
random y sel ected, of 56 other Oregon DCC staff who did not attend
the program The matching occurred within three fields--Position
Title, 8Ender, Race. Some students represented positions with such
a small population of incunbents that the Student/Control G oup
mat ching could not be made perfectty. A fourth field, Institution,
was consi dered and then di scarded because of the difficulty in

creating a perfect, field-by-field match.  Each group was then
divided into three sub-groups by institution program area,
Correcti onal Of ficer-series, | nat e Prograns/ Tr ades,

Adm ni stration/ Support.

Once the matching had been conpleted and the control group
sel ected, the groups were conpared in four ways--nunber pronoted,
nunber receiving special assignnments, nunber denoted, nunber
t er m nat ed. The special assignnents category included three
possibilities-- Tactical Energency Response Teanmassi gnnent, Hostage
Negoti ator assignment, and conpletion of Instructor Devel opnent
program and assignnent as ( assroom Range |nstructor

Qut comes Summary: It is clear that, in the short tine since the
conclusion of the Correctional Institution Supervisor Candidate
School, tw ce as many program graduates have received pronotions as
menbers of the control group. In addition, a companion measure
denonstrates that program graduates are nore than twice as likely
to volunteer for, and be accepted into special agency assignments
as the control group. Reverse measures indicate that negative
outcones - denotion or termnation - occurred half as often in the
student group as in the control group.

Wiile the nunmbers are snall, and assumng that factors beyond the
training experience affected the outcome, such as the fact that the
self selection nodel favors enployees who already feel
prof essional |y enmpowered and who are eager to contribute to the
agency in a special way, the measures do consistently point to the
Correctional Institution Supervisor Candidate School as having a
positive inpact on the identification and preparation of a new
generation of institution supervisors.

Even though the suspension of the Departnment's expansion plans did
not allow as many pronotional opportunities to becone available as
had been anticipated, project managenent feels that in this climte
a 14%pronotion rate, and 21% special assignment rate denonstrate
a successful outconme to the project.

POLITICAL ENVIRONMENT: As mentioned in the introduction to

this report, external political events may have contributed to the
final results of this project in the state of Oregon. In order to
col lect the inpact of those experiences for the benefit of other
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agenci es which would be interested in applying a programof this
nature, the following is provided.

Sﬁan of Control: In an effort to flatten organi zations, and
t hereby reduce the layers of managenment between the top and bottom
many agencies are enlarging the span of control of nanagers'
ositions. \Wwere a one manager to nine subordinates (1 to 9) ratio
as been traditionally accepted as appropriate in Oregon state
governnent, it is now common to find pressure both internally. and
externallﬁ to widen that span of control to a 1 to 12 ratio.
Whet her this concept can be applied in a correctional setting
wi t hout conprom se of facility security or enployee/inmate safety
remains to be seen, but it is certain that in conjunction with the
two forces to be nmentioned below, there will be pressure to adopt
greater spans of control than now exist. This wll reduce the
nunber of supervisory positions available for pronotional purposes.

The Decreasing Role of M d-Managenent: The statenent that "m d-
managenment is an endangered species" is commonly heard from current
organi zati onal speakers and the authors of managenent texts.
Traditional supervisor-subordinate relationshups are being replaced
by Self Directed Wrk Teans, or even Directed Wrk Teams. Sem nars
on Team Building are common, and correctional systens can
potentially benefit fromthe | essons presented there. Effective
correctional facilities have enacted team nanagenent strategies for
decades, and the pressure to increase that activity is connected to
the national perception that traditional hierarchical managenent
can result in an adversarial relationship in agency |abor
relations. Once again, this change in nmanagenent practice reduces
t he nunber of managenent positions which will be available for
pronotion in years to cone.

CGeneral Public Sentinment Regarding Governnent: It is commonly
accepted that a growing feeling of dissatisfaction with property
taxes and the accountability of government were the prinarg causes
of the tax limtation nmeasure that passed in Oegon in 1990. The
result of the nmeasure has been a decreased general fund revenue
base for all of state governnent. \Wile it is true that public
safety Prograns are often spared fromthe nost harsh cuts durin
times of limted budgets, it is also true that they are not spare
entirely. Program expansion is alnost certainly curtailed, and
| arge scale building prograns stop abruptly.

The State of Oregon correctional system went from a plan of
statewi de expansion in institution and conmunity corrections to
downsi zing and cut-back managenent. I n conbination with the two
el enents mentioned above, it 1s probable to expect that supervisory
positions even in correctional facilities will grow at a reduced
ratelfn the near future, if Oregon's experience has broad currency
at all.
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PROGRAM SUGGESTIONS:

® |f applied in a correctional systemin a manner simlar to the
one used in Oegon, there is great chance that the program wl |
successfully surface candidates for future pronotion. The
exi stence of the programis a signal to the best, brightest, nost
goal centered, early to md-career line staff that the organization
I's interested in their future, and is able to plan for its own
growh. The program wi |l enfranchise a section of the veteran |ine
staff population that is confident and is interested in
contributing to the success of the agency in the future. The

programw || be notivating to these students and to the nanagers
with whom they cone in contact.

® |f expansion is occurring in a system a programsuch as this
will provide a well trained pool of potential candidates for
Bronntions based on that expansion. This will allow the agency to
e ahead of the pronotional need curve when expansion takes place.

® Since the outcone neasures consistently point to the

Correctional Institution Supervisor Candidate School as having a
positive. inpact on the identification and preparation of a new
generation of institution supervisors, even a system w th nodest
Inmate popul ation growth can use the programto fill vacancies that
exist as a result of traditional agency turnover; transfers,

retirements, other pronotions, etc.

® |n order to enfranchise those nost notivated to positively
ef fect change in the organization, enrollment in the program shoul d
stand outside of the traditional pronotional process. Al | ow ng
candi dates to enroll before the% are eligible for pronotion is a
valuable idea. It is expected that agencies wll find a |arge and
w ll1ing pool of candidates for a program such as this. The
candidates will tend to be early to md-career line staff, eager to
contribute to agency success, anenable to the new skills and
informati on which they wll receive, and highly notivated both
personal Iy and professionally.

e Although the initial enrollnent process should stand outside the
traditional pronotional system the program itself must be
incorporated into the pronotional practices of the agency.
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Participants nust see that their efforts will be rewarded through
advancerment within the agency. A pronotional systemthat does not
reward the effort required by such a programas this will send
contrary nessages to interested enpl oyees.

e Cross training for the purpose of broadening the vision of line

staff is a very valuable tool as they consider a career in
corrections managenent.

® Sone elenents of current managenent thinking and future

managenent perfornmance are counter to the notion that corrections
institution management will continue to expand. Failure to take
external political realities such as this into consideration during
program formulation could result in a program that inplies
pronotional success where that success will not then be available.

16






ATTACHMENT A:
MAPS; 1979 INSTITUTIONS, CURRENT INSTITUTIONS






MAP A - 1979 INSTITUTIONS

A CORRECTIORAL JWSTITUTIONS

S

MAP B - CURRENT INSTITUTIONS

A  CORRECTIONA INSTITVTIOWS

o “S
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OREGON DEPARTMENT OF CORRECTIONS

FIRST LINE SUPERVISORS

JOB TASK ANALYSIS

FRED B. PEARCE
DIRECTOR

Conducted November 13-16, 1990

Coordinated by the Oregon Co-Sponsored by the )
Department of Corrections National Institute of Corrections

Staff Training Section



FIRST LINE SUPERVISOR

unrepresented employees performing the unit"s tasks.

DUTIES

A Manage
Personnel
Functions

8 Manage
Unit
Operations

[ Manage
Inmates

2] Perform
Administrative
Support

E' | Manage ’
Budget

F Provide
Tratining

Haintain

G and Promote
Community
Relations

Maintain

H and Develop
Professional
Expertise

M90-117
11/15/90

Is responsible for supervision of the work of represented/

Commemmmcmcccr—————————— —— e et e
"A-1 Develop A-Z2 Recruit “A-3  Interview/ A-Z Develg;
posftion new employees recommend plan/post or
description prospective

employee

A-9 Hesolve A-10 Take A-l]l Resolve A-12 MaTnta
differences progressive employee in-house per
between staff disciplinary grievances fi{les
members ‘action

" B=1 Prioritize

B-2 Prioritize

B-3 Schedule and

~B-4 Wonitor

needs tasks to be assign staff performance
completed
[—B-3 Respond .to B-10 Conduct B-IT Respond to B-12 Ensure
varfous staff meetings emergencies facility's
communications maintenance

C-1 Provide clear

~Ce2 Enforce vules

C-3 tnsure stat?t

(-4 Provide

rules and and regulations enforcement an environme
regulations of inmate that foste—-
accountabil{ity <ommunicae
(=Y Keview and
approve inmate
payroll
O-T Prepare D2 Acttend D-3 Interpret D-Z Teview
monthly report administrative Rules/Procedures and Procedur
meetings recommend ch

"£-1 Develop a
decision package

t-Z2 Develop )
purchase package’

t-3 Monitor
Budget Reports

t-4 tnsure
accountabili
of expenditu

“F-1 ldentity
training needs
of staff

t-¢ Identity and
secure training
resources

F-3 Develop a
training plan

F-& Schedul
staff for tr

=1 Represent the

G-Z Maintain

-3 Maintain

G-4 Assist

Department with relattfonships relatfonships community wi

Community Groups -with other with business fnmate tabor
agencies community programs

H-1 Perticipate "H-d HMatntain H-3 Review H-Z  Main’

in conferences professional professional professio

and workshops certification/ Titerature contact in -
l{censing community

N




--=- TASKS

- - - -

rk A-5 Write A-6 tstablish work/ | A-/ Recognize A-8 Ulounsel staftff
-s performance vacation schedules employee
appratsals contribution
nel
Tatt ~5 Monitor staff -6 Enforce B-7 Ensure B-8 Ensure
time/attendance security procedures compl {ance with compliance with
-] safety and state/local
sanitation regulations
bB~l3 tvaluate
program’s
effectiveness
C-5 Investigate/ ~C-6 Provide L=/ Review C-8 Review statt
respond to various services andfor inmate assignments evaluation of
grievances programs for {nmate performance
special needs
_ inmates
es D=5 Disseminate D-6 Provide D-/ Maintain
and information compliance with unit files
‘es Affirmative Action
Plan .
ing
-5 Interact G-6 (onduct tours

with public

H-5 3Serve 1in
acting capacities




General Skills and Knowledge

Budgeting SKkills
Computer Literacy
Counseling Skills

Data Collection/Interpretation
Delegating

Games That Inmates Play
Inmate Psychology
Interviewing Skills
Listening Skills
Negotiating SKkills

Time Management

Verbal Communication
Written Communication

Traits and Characteristics

Comnon Sense
Consistency
Dedication
Dependability
Diplomacy
Fairness
Flexibility

Good Reputation
Honesty
Intelligence
Loyalty
Open-Mindedness
Patience
"People" Person*®
Positive Attitude
Punctuality
Sense of Humor
Tact

Tools and Equipment

Department Rules and Procedures
General Services Purchasing Rules
Labor Contracts
OSHA Regulations
Executive Department Personnel Rules
Office Automation Equipment

and Instructional Manuals
Security Equipment
Reference and Resource Materials

Panel Members

Tony Crowley
Vocational Training Manager
Oregon State Penitentiary

Ron Frost
Laundry Manager
Unigroup/EOQCI

Pennie Hathaway
Office Services Manager
Oregon State Penitentiary

John King
Vocational Training Manager
Oregon State Correctional Institution

Richard Ladeby
Food Services Manager
Oregon Women®"s Correctional Center

Royce Marlin
Physical Plant Supervisor
Oregon State Correctional Institution

Jim  Muranaka
Social Services Manager
Oregon State Penitentiary

Frank Papenfus
Lieutenant
Santiam Correctional [Institution

Chuck Reese
Captain
Oregon State Penitentiary

Kent Ward
Executive Assistant
Health Services

Dick Wenger
Lieutenant
South Fork Camp

Facilitator

Allen Wiant
DACUM Services
Columbus, Ohio

Organized by

Gregory R. Morton
Oregon Department of Corrections
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On-the-Job Training Manual

Correctional Institution Supervisor Candidate School

PROGRANM SERVICES - PROGRAN SPBCIFIC

Information
has been pre-
sented to me
and I under-
stand how I
am to perform
in each area.

Knowledge
and/or
ability

has been
demon-
strated

by employee.

Initials & Dates Required below.

A. Manage Personnel Functions

L Y PN SR YU I S
40P POUBLLLUN QEBCILPLLION

Recruit new employees

Interview/recommend prospective
employee

4.

Develop work plan/post orders

S.

Write performance appraisals

6.

Establish work/vacation schedules

7.

Recognize employee contribution

8.

Counsel staff

9.

Resolve differences between staff
members

10. Take progressive disciplinary action
11. Resolve employee grievances
12. Maintain in-house personnel files

B. Manage Unit Operations

1. Prioritize needs

2. Prioritize tasks to be completed
3. Schedule and assign staff

4. Monitor staff performance

5. Monitor staff time/attendance
6. Enforce security procedures
7. Ensure compliance with safety and
sanitation R
8. Ensure compliance with state/local
regulations
9. Respond to various communications

OJT-PS.01/1

6/11/91




Correctional Institution Supervisor Candidate

On~the-Job Training Manual

School

PROGRAN SERVICES - PROGRAM SPECIFIC

Information

has been pre-
sented to me
and I under-
stand how I

am to perform
in each area.

Knowledge
and/or
ability

has been
demon-
strated

by employee.

Initials & Dates Required below.

10. Conduct staff meetings

11. Reépond to emergencies

12. Ensure facility's maintenance
13. Evaluate program's effectiveness

C. Manage Inmates

1. Provide clear rules and regulations

2. Enforce rules and regulations

3. Ensure staff enforcement of inmate
accountability

4. Provide an environment that fosters
communication

5. Investigate/respond to various
grievances

6. Provide services and/or programs for
special needs inmates ’

7. Review inmate assignments

8. Review staff evaluation of inmate
performance

9. Review and approve inmate payroll

D. Perform Administrative Support

1. Prepare monthly report.
2. Attend administrative meetings
3. Interpret rules/procedures
4. Review rules and procedures and
recommend changes
S. Disseminate information -
€. Provide compliance with Affirmative
Action Plan
7. Maintain unit files

OJT-PS.01/2

6/11/91




ATTACHMENT D:

ORAL PRESENTATION AND READING ASSIGNMENT
INSTRUCTIONS






Correctional Institution supervisor

On-the-Job Trai ning Manual

Candi dat e School

PROGRAN SERVICES — PROGRANM SPECIFIC

Information
has been pre-
sented to me
and I under-
stand how I
am to perform
in each area.

" Knowledge

and/or
ability

has been
demon-~
strated

by employee.

Initials & Dates Required below.

E. Manage Budget

1. Develop a decision package

2. Develop a purchase package

3. Monitor budget reports

4. Ensure accountability of
expenditures

F. Provide Training

l. Identify training needs of staff

2. 1Identify and secure training
resources

3. Develop a training plan

4. Schedule staff for training

G. Maintain and Promote Community Relations

1. Represent the Department with
community groups

2. Maintain relationships with other
agencies

3. Maintain relationships with business
community

4. Assist community with inmate labor
programs

S. Interact with public

6. Conduct tours

H. Maintain and Develop Professional
Expertise

1. Participate in conferences and
workshops

QJT-PS. 01/ 3
6/11/91




Correctional Institution Supervisor

On-the-Job Training Mnual

Candi dat e School

PROGRAM SERVICES - PROGRANM SPECIFIC

Information
has been pre-
sented to me
and I under-
stand how 1
am to perform
in each area.

Knowledge
and/or
ability

has been
demon-
strated

by employee.

Initials & Dates Regquired below. .

2. Maintain professional certification/
licensing
3. Review professional literature
4. Maintain professional contact in the
community -
5. Serve in acting capacities
QIT-PS. 01/ 4

6/11/91




CORRECTIONAL INSTITUTION SUPERVISOR CANDIDATE SCHOOL
ORAL PRESENTATION INSTRUCTION SHEET

As one of the last nodules in the Supervisor Candidate School, each

of you will be asked to prepare and deliver a | o-m nute oral
presentation based on material of your choice, selected fromthe
cl assroom instruction presented previously. Specificall sel ect

any three performance objectives found in your classroom training
manual and develop a presentation that connects the three concepts.
The working theory is that institution management is a broad field
which requires the incunbent to have expertise in many areas, and
to be able to integrate the various areas of know edge (safety,
| egal issues, personnel issues, security, etc.) with each other
No single piece of information stands al one. Every choi ce,
decision, concept relates to nmany others. The purpose of this
presentation is to determne your skill at meshing these ideas with
each ot her.

Your presentation nust be at least 5 mnutes and nay be no |onger
than 10 minutes. It nust be acconpanied by a witten outline of
your material.

You will be evaluated on your outline, your presentation skills and
your material (technical accuracy, breadth of content, ability to
expand nmaterial if questioned).

Training aids such as flip charts, overhead projections, hand outs
may be used.

GV cd
MD1- 624






CORRECTIONAL INSTITUTION SUPERVISOR CANDIDATE SCHOOL
On-The-Job Training Phase; Supplemental Reading Assignment

As part of the on-the-job training phase of the Correctional Institution
Supervisor Candidate School, you are being asked to complete a supplemental
reading assignment. Attached to this page of instructions is a reading list
compiled from several management training courses. The books relate either to
general management theory or to specific issues in correctional management..

These books are all available through the Oregon State Library.

Your assignment is to select and finish one or more of the books (reading a total
of at least 500 pages), and prepare a paper analyzing your understanding of the
author™s ideas. Your paper does not need to be type written, but it must be
legible. It must be mailed (or faxed) to me by the conclusion of the 0JT phase.
No extensions of this deadline will be authorized. An outline of the items to
be included in your analysis is also attached.

My phone number is 378-2498. The Employee Training Section address is 2575
Center Street NE, Salem, Oregon 97310. Our fax machine number is 378-8681.



CORRECTIONAL INSTITUTION SUPERVISOR CANDIDATE SCHOOL
Reading Assignment Outline

Book Title:
Copyright Date:
Publisher:
Length:
Author(s):

Author Biography:
Identify and explain the author®s primary point, concept or idea:

Identify and explain the author®s understanding of organizations that contributes
to this main point:

Identify and explain the author®s secondary, or subordinate points, concepts or
ideas:

Which concepts would work in or contribute to the operation of the Oregon
Department of Corrections? Why? Be specific.

Which concepts would not work in or contribute to the operation of the Oregon
Department of-Corrections? Why? Be specific.

What adjustments would have to be made? Be specific.



