
PRIMARY JOB FUNCTIONS AND PERFORMANCE EXPECTATIONS

Job Classification:
Day Program Aide, With Bus Duties
Responsible to:
Day Program Coordinator and Residential Coordinator

Supervises:
N/A

I. 
Professionalism

15%

a. 
Adheres to scheduled work hours.

b. 
Reports to work each day as scheduled prepared to complete job responsibilities.

c.
Approaches job with a positive attitude, keeping client needs as priority.

d.
Appropriately applies for and utilizes leave based on agency policy.

e.
Supports agency policy and procedures.

f.
Exhibits respect for co-workers and supervisors.

g.
Communicates directly to the person involved in a professional manner to resolve conflicts as they occur.

h. 
Completes all responsibilities in given time frame.

i. 
Attends at least one conference annually related to client care or Autism provided by the agency.

j. 
Obtains and maintains certification in CPR, First Aid, PMAB and others as required.

II.
Participates in the planning and development of the IPC for clients in assigned

15%
classroom.

a. 
Reviews client records, including medical, psychological, educational and other information as appropriate.

b. 
Participates in team staffing designed to develop and update program plans as well as all required staff meetings.
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c. 
Assists instructor in assessing client needs and skill deficiencies with an emphasis on functional academics, social, ADL and vocational issues.

III. 
Provides direct services to clients at Adult Services.

25%

a. 
Follow the client's IPC and the program philosophy which emphasizes non aversive, positive programming and interactions.

b. 
Assists in conducting and supervising clients daily training in accordance with the client(s) daily schedule, and IPC.

c. 
Assists clients directly in their care or performs the activities of daily living for the clients including but not limited to personal hygiene, grooming, dressing, toileting, eating, routine chores, and making beds in cooperation with house staff.

d. 
Responds to emergency situations consistent with Glenwood, Inc. program policies and procedures or independent decisions to ensure the safety and well being of the client.

e. 
Appropriately handles disruptive and/or aggressive behavior in accordance with the approved treatment procedures and reports unusual behavior or incidents.

IV. 
Ensures that client health needs are met.

5%

a. 
Accurately assist client in taking medication as prescribed and in accordance with procedures.

b. 
Monitor and treats, upon approval, special health condition of the clients as per medical instructions.

c. 
Responds to medical emergencies consistent with Glenwood, Inc. policies and procedures or independent decisions consistent with the safety and well being of the clients.
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V. 
Completes required administrative and client related paperwork.

15%

a. 
Accurately records behavior, progress and problem consistent with instructions or procedures.

b. 
Completes all reporting documents as assigned.

1. 
Incident Reports

2. 
Time Sheets

3. 
Leave Request

4. 
Family Contact Sheets

5. 
Client Progress Data Sheets, Summary and Notes

6, 
Attendance Sheets

7. 
Daily Meal Count

c. 
Accurately completes medical paperwork as required.

1. 
Daily Medical Book

2. 
Medical Incident Reports

VI.
Transportation of Clients

15%

a. 
Escorts or drives vehicles as scheduled.

b. 
Drives the vehicles with no "at fault" accidents.

c. 
Ensure that all client safety and supervision procedures are followed and documentation is completed as required.

d. 
Drives the vehicles in accordance with all state and local traffic laws and regulations.

e. 
Updates drivers' license as required and notifies agency of incidents that could affect driver's record.
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VII. 
Fulfills professional development requirement and other assignments.

15%

a. 
Participates in the performance improvement process by identifying opportunities for process improvement and/or actively contributes to performance improvement team functions with data analysis, root cause analysis, action planning or evaluation.

b. 
Assists in covering clients from other classes in case of emergency.

c. 
Rides the bus as assigned and makes arrangement for a replacement if necessary.

d. 
Maintains record of clients= attendance on the bus in AM and PM.

e. 
Responsible for mail and medication transport on bus for community staff.

f. 
Notify parents of adults of any changes in bus schedule.

Classification:

Non exempt

Minimum Qualifications:
19 years of age, high school graduate or equivalent.  Experience preferred.

Must be able to safely apply the techniques of Prevention and Management of Aggressive Behavior (PMAB), including restraint techniques such as the Abear hug,@Abasket hold,@ and Ahorizontal hold.@
Employee Signature



Date

Employee Name (Please Print)


Supervisor Signature



Date

082997,112098,050100,060600
The foregoing description is not intended and should not be construed to be an exhaustive list of all responsibilities, skills, efforts, or working conditions associated with the job. It is intended to be an accurate reflection of the general nature and level of the job.

GLENWOOD, INC.
PHYSICAL DEMANDS SUMMARY
Position: 

	Activity
	Frequency
	Strength

	
	Never
	Occasionally
	Frequently
	Regularly
	Sedentary
	Light
	Medium
	Heavy

	Apply MCS techniques safely

	
	
	
	
	
	
	
	

	Balancing

	
	
	
	
	
	
	
	

	Bending

	
	
	
	
	
	
	
	

	Chasing

	
	
	
	
	
	
	
	

	Climbing/Descending

	
	
	
	
	
	
	
	

	Crawling

	
	
	
	
	
	
	
	

	Crouching

	
	
	
	
	
	
	
	

	Grasping/Holding

	
	
	
	
	
	
	
	

	Keyboard work

	
	
	
	
	
	
	
	

	Kneeling

	
	
	
	
	
	
	
	

	Lifting/Carrying/Transporting

	
	
	
	
	
	
	
	

	Pushing/Pulling

	
	
	
	
	
	
	
	

	Reaching

	
	
	
	
	
	
	
	

	Sitting

	
	
	
	
	
	
	
	

	Squatting/Stooping

	
	
	
	
	
	
	
	

	Standing

	
	
	
	
	
	
	
	

	Twisting/Turning

	
	
	
	
	
	
	
	

	Walking

	
	
	
	
	
	
	
	

	Other:

	
	
	
	
	
	
	
	


Frequency:





Strength:
   Never 

–  0% of time



   Sedentary
-  up to 10 lbs
   Occasionally
-   1%-33% of time


   Light

-  up to 20 lbs
   Frequently
-  34%-66% of time 


   Medium
-  up to 50 lbs
   Regularly
-  67%-100% of time


   Heavy

-  up to 100 lbs
Apply to:

Jonita Tatum

150 Glenwood Lane

Birmingham, Alabama 35242

205-969-2880

jtatum@glenwood.org 

Send Resume or Apply in Person.

Sharis Harper

Supported Employment Coordinator

Glenwood Mental Health

150 Glenwood Lane

Birmingham, Alabama 35242

205-795-3323

205-795-3349

