(ORGANIZATION) Policy 002.01.01
Job Descriptions
Subsections: none

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	March 22, 2011

	· Corporate Function Guideline
	CEO
	

	· Financial Function Guideline
	CFO
	

	· Clinical Function Guideline
	CMO
	


	First Approval Date: 6/9/2007
	
	Next Review Due: 2013

	Dates Reviewed: 2011
	
	Dates Revised: 6/9/2007, 2009

	Dates Revisions Announced to Staff: June 2009



	Purpose:
	To clearly define the roles, responsibilities and qualifications needed for specific jobs at (ORGANIZATION).

	Mandated by:
	

	Applies to:
	All (ORGANIZATION) staff positions

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	DSHS –  Contractor’s Financial Procedures Manual

HHSC – Texas Administrative Code, title 1, part 15, chapter 379, subchapter c.  http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=5&ti=1&pt=15&ch=379&sch=C


Text of Policy:

Each staff position at (ORGANIZATION) has a job description to define the job responsibilities and skills necessary to fulfill the goals of the position. Job descriptions can be found on the Admin server in the Employee\JobDescript folder.  Staff members will receive a copy of their job description at the onset of their work with (ORGANIZATION) and also at any point that the job description is modified¹. 
Job descriptions shall be reviewed and revised, if necessary, prior to the end of the program year.  Revisions may be made during a program year if such changes are deemed beneficial to the fulfillment of the program’s goals.  All revisions will be referred to the CEO for written approval. Review and/or revision dates will be noted on the job description.
The contents of the job description will include, as a minimum, the following:

· Title¹ 
· Salary range¹ 
· Classification (full-time/part-time, hourly/salaried)

· Exempt or Non-exempt status³ (required by HHSC)
· Programs (funding sources) under which employee works²
· Supervision and evaluation will be received annually¹ 
· Supervision received¹
· Essential job functions³ 
· A brief description of major duties and responsibilities¹ 
· A realistic qualification statement (minimum qualifications)¹ 
· Physical capacity¹
· Work location¹ 

² Required by DSHS

³ Required by HHSC


