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Ceneral Services

| NTRODUCTI ON

This standard describes the rating plans to be used to evaluate positions allocated to the
General Services Group. It consists of an introduction, definitions of the Operationa

Cat egory, the occupational group and sub-groups, a basic point-rating plan for all positions in
the group, a supervisory rating plan for all supervisory positions, an inmate training rating
pl an for Canadi an Penitentiary Service positions

in the group, element profile guides, and bench-mark position descriptions.

Al positions in this group will be evaluated using the basic point-rating plan. Canadi an
Penitentiary Service positions that have a continuing responsibility to instruct, notivate and
relate to inmates will also be evaluated using the inmate training rating plan. Supervisory
positions will be allocated to the sub-group by reference to their non-supervisory duties,

and wi || be evaluated using the basic point-rating plan, the supervisory rating plan, and
where applicable the inmate training rating plan.

Point-rating is an analytical, quantitative method of deternining the relative

values of jobs. It is particularly suited to heterogeneous occupational groups in which jobs
consi st of varied conbinations of tasks. Essentially, point-rating plans define
characteristics or factors conmmon to the jobs being eval uated. They define degrees of each
factor or elenment and assign point values to each degree.

The total point value determined for each job is the sumof the point val ues assigned by the
raters to the el ements.

Al nmethods of job evaluation require the exercise of judgenent and the orderly collection
and anal ysis of information in order that consistent judgenents can be made. The point-
rating method facilitates rational discussion and resolution of

differences in determning the relative val ues of jobs.

Sub- gr oupi ng
This occupational group is divided into seven sub-groups, which are defined in the standard

Factors

The conbi ned factors do not necessarily describe all aspects of jobs. They deal only with those
characteristics that can be defined and distinguished and that are useful in determning the
rel ative val ues of jobs.

Four factors are used in the basic plan, one factor is used in the supervisory plan, and one

factor is used in the inmate training plan. Each factor is defined in terns of two or nore
related el ements.

Cct ober 1971 -1 -



Ceneral Services

Poi nt Val ues

The naxi numpoi nt val ue assigned to each factor in the basic plan reflects its relative inportance. Snilarly, point
val ues have been assigned to the degrees of the el ements in the basic plan.

In the basic plan the point values for the degrees of the elenents of each factor increase
is one-fifth of the

arithnetical ly. Wth two exceptions, the mini numpoint val ue assigned to each el ement

maxi mum | n the Hazards el enent of the Wrking Conditions factor the minimumpoint value is

one-tenth of the maximum Trai ning el ement of the Skill

In the Specific Vocational

Know edge factor the m ninmum point value is one-twelfth of the maxi mum

Degr ee Co-ordi nates

The degree co-ordinates assigned in the supervisory plan reflect the nature of supervisory

responsi bility and the nunber of enpl oyees supervised. Those assigned in the inmate training plan reflect

the nature of the training responsibility and the nunber of

Rating Pl ans

Inthe basic rating plan the followng factors, el enent, weights and point val ues are used:

Fact or

Skill and Know edge

Effort

Responsibility

Wor ki ng Condi ti ons

June, 1969
Revi sed June, 1971

El enent

Basi ¢ Know edge

Conpr ehensi on and
Judgenent

Speci fic Vocati onal
Trai ni ng

Mental Effort
Physi cal Effort

Resources or Services
Safety of Others

Envi r onment
Hazar ds

Per cent age of

i nmat es trained.

Poi nt Val ues

Tot al Points M ni num Maxi mum
50
15 75
25 125
25 300
20
20 100
20 100
20
25 125
15 75
10
12 60
4 40
100



General Services

In the supervisory rating plan, the follow ng factor and el enents are used:

Fact or El enent

Super vi si on Nat ure of Supervisory
Responsibility
Number of Enpl oyees
Super vi sed

In the inmate training rating plan the follow ng factor and el ements are used

Fact or El enent

I nmat e Trai ni ng Nat ure of Training
Responsibility
Nunber of | nnates
Trai ned

Bench- mark Positions

Bench-mar k position descriptions are used to exenplify degrees of el enents. Each description consists of a brief
summary, a list of the principal duties wth the percentage of tine devoted to each, and a specification
describing each of the elenents as it appears in the position. The bench-nark positions have been eval uated, and
the degree and, where applicable, the point val ue assigned to each el enent are shown in the
specifications.

The rating scal es identify the bench-nark position descriptions that exenplify each degree. These descriptions are an
integral part of the rating plans and are used to ensure consistency in applying the rating scal es.

Use of Standard

There are nine steps in the application of this standard.

1. Alocation of the position to the category and the group is confirned by reference to the definitions
and the descriptions of inclusions and excl usi ons.

2. Alocation of the position to the sub-group i s confirned by reference to the sub-group definitions and to
the bench-nark position descriptions.

3. The position description is studied to ensure understanding of the position as a whol e and
its relation to positions with simlar duties and to positions above and belowit in
the organi zati on.

4. The tentative degree of each element in the position being rated is determned by conparison wth
degree definitions in the rating scal es. The Specific Vocati onal Trai ning and the Resources or
Services el enents do not have degree definitions, and for these the tentative degree i s deternined
by the conparative ranking of the position being rated with the bench-nark positions. For these two
elenents raters nay use the El ement Profile Quide as a check on the degree tentatively
sel ect ed.

June, 1969
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Ceneral Services

5. The description of the elenent in each of the bench-nark positions exenplifying the degree tentatively
established is conpared with the description of the elenent in the position being rated. Gonparisons are
al so nade wth descriptions of the elenent in bench-nark positions for the degrees above and bel owthe one
tentatively established.

6. The point values for all elenents are added to deternine the tentative total point rating in the basic
pl an.

7. The supervisory differential is determned by the degree co-ordinates assigned to the position in
accordance with the rating scal es of the supervisory rating plan.

8 Theinmate training differential is deternmined by the degree co-ordinates assigned to the position in
accordance wth the rating scales of the inmate training rating plan. For the Nature of Training
Responsi bility Henent raters nay use the Henent Profile Quide as a check on the degree tentatively
sel ect ed.

9. The position being rated is conpared as a whol e to positions in the sange sub-group or in other sub-groups
towhich simlar total point val ues and degree co-ordinates have been assigned, as a check on the validity
of the total rating.

Det erm nati on of Levels

The ultimate objective of job evaluation is the determnation of the relative values of positions in each
occupational group or sub-group. Non-supervisory positions that fall within a designated range of
points in terns of the point val ues assigned using the basic plan will be regarded as of equal difficulty and
wll be allocated to the sanme | evel. Supervisory positions will be rated under both the basic
point rating plan and the supervisory plan. The base | evel of each supervisory position wll

be established by its rating under the basic plan. A supervisory differential wll be applied to
each supervisory position, its anount being deternined by the rating of the position under the supervisory
pl an.

Canadi an Penitentiary Service positions that have a continuing responsibility to instruct, notivate and rel ate
toinmates will also be rated under the inmate training plan. An inmate training differential will be applied to
each of the Canadian Penitentiary Service positions included in the General Services Goup, its anount being
determned by the rating of the position under the innate training plan.

In the case of Canadian Penitentiary Service positions where both the supervisory and i nmate traini ng
differential s would apply, the differential sumfor each wll

be calculated using the rate for the basic level, added directly to that basic rate, and will not be
conpounded.

June, 1969
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Inmate Training Rating Plan

I NVATE TRAI NI NG RATI NG PLAN

GENERAL SERVI CES GROUP

Added
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General Services
Inmate Training Rating Plan

| NMATE TRAI NI NG RATI NG PLAN

This plan is used to neasure the continuing responsibility that the incunbent of the
position assunes for the training of inmates in terns of the nature of the training
responsibility and the nunber of innmates trained.

Definitions

"Nature of training responsibility” refers to the actions taken singly or collectively and
progressively to establish communications with inmates, to notivate themtowards self-

i mprovenent, to encourage in thema pride of acconplishment, to train themin specific skills,
and to assist themin a better self-understanding.

"Nurber of inmates trained” refers to the relative size of the inmate group for which the
i ncunbent of the position exercises training control directly or through subordinate
i nstructors.

Notes to Raters

Al'l positions of the Canadian Penitentiary Service that have a continuing responsibility to
instruct, notivate and relate to inmates will be evaluated using this plan.

Qccasional training responsibility, such as that assumed during absence of a staff nenber
on annual or sick leave is not to be rated.

In rating positions all of the characteristics outlined for each degree of the Nature of
Training Responsibility el ement nust be considered. Generally speaking, the criterion for
the assignment of a position to a degree is that it nust include nost of the characteristics
of the degree to which it is assigned.

The degree co-ordinates assigned to a position by nmeans of this plan will determ ne the
differential that will be applied to the basic rate for the position.

The four degrees of the Nature of Training Responsibility elenment are designated as A B, C and D
and are defined on page 8. A profile guide is provided on page 7 to assist raters in checking
the degrees tentatively selected for the Nature of Training responsibility elenment. The "A"
degree is to apply only to positions designated as exercising training responsibility.

The two degrees of the Nunmber of Inmates Trained el enent are designated as 1 and 2, these
degrees represent two different sized groups being trained. On page 9 the degree allocation
tabl e indicates the degree that is to be assigned to Canadian Penitentiary positions identified
by their descriptive titles, and established by the relative size of the innmate group.

In the case of Canadian Penitentiary Service positions where both the supervisory and
inmate training differentials would apply, the differential sumfor each wll

be cal cul ated using the basic rate of pay deternmined by the basic point-rating plan, added
directly to the basic rate of pay, and will not be conpounded.

Added
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General Services
Inmat e Trai ning Rating Plan

For the further assistance of

raters of Canadian Penitentiary Service positions a profile

gui de has been prepared for the Nature of Training Responsibility El ement, which may serve as
a check on the degree of the element tentatively selected for a position.

NATURE OF TRAI NI NG RESPONSI BI LI TY

ELEMENT PRCFI LE GUI DE

Expect ed Degree Descriptive Titles

St or ekeeper

A
St oreman (prescribed positions only)
Assi stant Chi ef Cook
Assi stant Laundry Manager

5 Cl ot hi ng Supervi sor
Cook
Supervi sor of Institutional Services
Chi ef Cook

c Laundry Manager

D Vocational Instructor

Added
June, 1971
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Inmate Training Rating Pl an

NATURE OF TRAI NI NG RESPONSI BI LITY

DEGREE DEFI NI TI ONS

Nature of Training Responsibility

Degr ee

Bench-mark Position
Descri ptions

Expl ains institutional rules; denonstrates
sinpl e tasks; establishes effective
comruni cations with inmates; and reports
di sci pline infractions.

1>

No. Page

Hel ps inmates to sol ve work problens by
giving detailed instructions; establishes
effective relations with inmtes to notivate
them toward sel f-i nprovenent

assesses the progress of individuals

and identifies relevant behavioura

probl ens; reports discipline infractions.

2 C ot hing Supervisor 18

Assesses individual training needs of

i nmat es usi ng a Know edge of their work
capabilities; establishes effective
relations with inmates to encourage in
thema pride of acconplishment and a
better sel f-understanding; assesses

the progress of the individual and
reports weaknesses apparently caused

by behavi oural problens; proposes

di sciplinary or classification action.

1 Chi ef Cook, Cowansville 14

3 Regi onal Laundry Manager 21

Assesses the progress of inmates in terns
of their training needs, their apparent
potential and their evident progress, to
ensure their individual optimm devel op
ment; recommends cl assification action

on the basis of a total training assessment;
establ i shes effective relations

with inmates to encourage in thema

pride of acconplishment, a sense of

sel f-confidence, and a better self
under st andi ng; reconmends di sci plinary
action.

Added

June, 1971
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NUMBER OF | NVATES TRAI NED

DESCRI PTI VE TI TLES AND DEGREE ALLOCATI ON

Degr ee Descriptive Title

Cl ot hi ng Supervi sor
Cook
St or ekeeper

1
Storeman (prescribed positions only)
Vocational Instructors
Supervi sor of Institutional Services
Assi stant Chi ef - cook

2 Assi stant Laundry Manager

Chi ef Cook
Laundry Manager

Added
June, 1971 -9



RATI NG SCALE - | NVATE TRAI NI NG

General Services
Inmate Training Rating Plan

Degree of the

Degree of Nature of Training Responsibility

Rel ative
Nunber of
| nmat es Trai ned A B C D
1 4% 7% 10% 13%
2 9% 12%
Added
June, 1971 - 10 -






DESCRI PTI VE TI TLE

Chi ef Cook
C ot hi ng Supervi sor

Regi onal Laundry Manager

Added
June, 1971

Cener al

Servi ces

Inmate Trai ning Rating Plan

BENCH MARK POSITION DESCRIPTION INDEX

I n Al phabeti cal

O der

BENCH- MARK TOTAL
POSI TION NO. PO NTS  PAGE

1 581 12

2 352 16

3 489 19



General Services
Sub- group: Food Services
B.MP.D. No.1

BENCH MARK PGCSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 1 Level: 9

Sub- group: FOOD SERVI CES
Descriptive Title: CH EF COOK,

Basic Point Rating: 581
Supervi sory Rating: c
3

I nmat e Trai ni ng
Rati ng:
&)

Sunmary

Under the direction of the Assistant Warden (Services and Supply), plans, organizes, directs
and controls the food services at Cowansville Institution, P.Q, to feed 420 innmates three-
nmeal s and a staff of 100 enployees one neal daily; supervises six enployees; nonitors the use
of a large nunber of inmates working i n the kitchen and eating area; adm nisters the kitchen,
and perforns related duti es.

Duti es % of Time

- Plans, organizes, directs and controls the food services at
Cowansville Institution, P.Q, to feed 420 innates three neal s
and a staff of 100 enpl oyees one neal daily

- by determning the weekly menu and forecasting food require
nment to provide bal anced nutrition to inmates according to 50
a fixed budget and ration directives based on the popul ation,

- by co-ordinating the preparation and cooki ng of vegetabl es,
the baking of bread and pastries, the butchering, boiling,
broiling, frying and roasting of neats,

- by assi gni ng housekeepi ng duti es such as washi ng di shes,
utensils, pots and pans, and the cleaiing of floors, walls,
tabl es, counters, stoves and other equi pnent, to provide
sanitary conditions in the kitchen and eating area

- by arrangi ng nai ntenance and repair of the institutional food
services prem ses and equi pnent in conjunction with nain
tenance staff, and

- by setting-up, maintaining and applying a rigid contro
system for the custody and use of food to avoid pilfering
and wast e.

- Supervises six enpl oyees

- by assigning work to subordinates and schedul i ng shift work 15
assi gnnent s,

- by directing subordinates in the choice of work nethods,
and co-ordinating their work to meet schedul es,

- by reviewing work in progress and indicating corrective
action or rejecting conpleted work,

- by training themin the custody aspect of their work,

- by appraising the performance of subordinates, and

- by proposing disciplinary action

- Mnitors the use of a |arge nunber of inmates working in the kitchen 15
and eating area
- by interview ng i nmates proposed for work to assess
notivation for training and establish suitability,

June, 1971 - 12 -



Ceneral Services

Sub-group: Food Services

B.M.P.D. No.1

% of Tine

- by assigning work to the inmates,
- by establishing effective relations with innmates to

encourage in thema pride of acconplishnment and a better

sel f-understanding, and to identify and discuss their

behavi oural probl ens,
- by review ng the assessnent of innmates by subordi nates through
conpl eti on and subm ssion of the Inmate Perfornance and | nnate
Remi ssion Forns on a regul ar basis, evaluating the progress of
i ndi vidual s and i ndi cati ng weaknesses apparently caused by behavi oura
probl ems, and
by proposing disciplinary and classification action

Admi ni sters the kitchen

- by estimating and submitting annual food, nachinery and
equi pnent requirenents,

- by requisitioning food and supplies in accordance with
approved scal es,

- by initiating nonth-end stocktaking and subnitting summary
of ration costs and entitlenment, explaining variances, and

- by conmpiling and submtting the annual report on the food
services operations.

Perforns other duties such as participating in selection boards
for staff and in classification boards for inmates, controlling
the novenent of inmates, enforcing discipline and searching the
kitchen and eating area for contraband and weapons, and inspecting
for pest control

Speci ficati ons Degr ee

10

10

Poi nt s

Skill and Know edge

June,

Basi ¢ Knowl edge - The work requires maintaining a system of 4
records and to forecast annual food and supplies requirenents for the
operation of the institutional kitchen.

Conpr ehensi on and Judgenent - The work requires an under
standi ng of managenent, principles and techni ques, and
the exercise of judgenent to provide bal anced nutrition 4
to inmates. The work al so requires discretion in
dealing with staff and inmates.

Specific Vocational Training - The work requires considerable
adnini strative experience to manage an institutiona
kitchen wth a production of 1400 neal s daily, through
pl anni ng, organi zi ng, coordinating, directing and controlling their
operations, and a sound know edge of all kitchen 6
functions such as baki ng bread, butchering, cooking and
di sh-washi ng. The work al so requires experience to super
vise a large staff.

1971 - 13 -
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200



General Services
Sub- group: Food Services
B.MP.D. No.1

Effort

Mental - The work requires close attention and periods of
concentration to plan, organize, direct and control
the institutional food services, and to supervise
staff in order to neet work schedul es.

Physical - The work requires intermttent standing, sitting
and wal ki ng.

Responsi bility

Resources or Services - The work requires responsibility
for the managenment of the institutional kitchen in order
to produce 1400 neals daily, to ensure the optinum use of
food, equipnent, and human resources, and for the custody
of food and equi pnent.

Safety of Others - The work requires ensuring that the
staff use proper working methods to prevent injury
to thensel ves or other workers, that safety precautions
be observed and that a first-aid kit be avail
able in the kitchen at all tines.

Wr ki ng Condi ti ons

Envi ronnent - The duties are perfornmed in an office and
in the kitchen where there is exposure to heat, steam
and wet conditions during the kitchen operations.

Hazards - The work involves little exposure to injury or
hazards to heal th.

Super vi si on

The work requires the supervision of six full-tine enpl oyees, assigning
duties and work to maintain quality and quantity standards, arrangi ng work
schedul es, training workers in custodial duties and in the use of

behavi oural techniques with inmates, assessing the performance of workers,
and proposing disciplinary action. The work requires coordinating the
different functional groups such as bakers, butchers and cooks to meet work
schedul es.

Inmate Training

The work requires nonitoring the use of a | arge nunber of innmates working
in the kitchen and eating area, assessing individual notivation of innates
proposed for kitchen work, establishing effective comunications with
inmates to identify and discuss their behavioural

June, 1971 - 14 -
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3 73
1 20
3 91
2 45
1 12
Ay 4
C3



CGeneral Services
Sub- group: Food Services
B.MP.D. No.l

Degr ee Poi nt s

probl ens, and to encourage in thempride of acconplishnent and

a better sel f-understanding. The work al so requires review ng

the periodic assessnent of individuals by subordinates, G
eval uating their progress and indicating their weaknesses apparently caused by behavi oural

probl ens, and proposi ng disciplinary and cl assification action.

June, 1971 15 -



General Services
Sub- group: Stores Services
B.MP.D. No.2

BENCH MARK POSI TI ON DESCRI PTI ON

Bench-nmark Position Nunber: 2 Level : 4

Sub- group: Stores Services
Descriptive Title: CLOTH NG SUPERVI SOR,

Basi ¢ Poi nt Rating: 352
Supervi sory Rating: N A
I nmate Trai ning Rating: B

Sunmary

Under the supervision of the Supervisor of Institutional Services, organizes and controls the
operations of the Institutional clothing roomto provide a popul ation of nmore than 500 innates
with clothing, bedding and assorted |inens, and a staff of 200 enployees w th unifornms,
according to an established scale of issue, at Joyceville nmediumsecurity institution; co-
ordinates the laundry requirements for the institution with the Regional Laundry Manager;
nmonitors the use of inmates in the clothing room and perforns other duties.

Duti es % of Tinme

- Organi zes and controls the operations of the Institutional
cl ot hi ng room engaged to provide a popul ati on of more than
500 i nmates with cl othing, bedding and assorted |inens, and 40
a staff of 200 enployees with uniforms, according to an
establ i shed scal e of issue
- by exam ni ng and approvi ng the requests and issuing
items to innmates and staff,
- by altering and pressing the itens, using sew ng nachi nes
and steam press to ensure adequate fitness,
- by receiving newitens, identifying themw th stanps and
tags and storing them
- by maintaining an individual inmate and staff record control
systemfor the issue of newitens,
- by keeping record of the clothing roominventory on a
regul ar basis,
- by preparing drafts of estinmates for the annual requirenents
the cl othing room and
- by reporting on the operations of the clothing roomto the Supervisor
of Institutional Services.
- Co-ordinates the laundry requirements for the institution with the
Regi onal Laundry Manager

- by receiving items frominnates, 30
- by recording all laundered itenms on an individual inmate
basi s,

- by sorting and registering, forwarding to and receiving
fromthe regional laundry, all the itens to provide
quantity control, identification, and adequate return to
i ndi vidual inmates, and

- by reporting all missing itenms and other conplaints to the
supervi sor of Institutional Services and the Regi onal
Laundry Manager.

June, 1971 - 16 -



- Mnitors the use of inmates in the clothing room

by allocating work and giving detailed instructions to

i nmat es,

by establishing effective relations with inmates to notivate
them toward sel f-inprovenent

by assessing the progress of individuals, and

by reporting infractions of discipline.

- Performs other duties such as replacing the Supervisor of
Institutional Services and enforcing discipline in the
clothing roomduring | eave period.

Speci fi cati ons

June

Basi ¢ Know edge - The work requires performng

cal cul ations requiring the use of fractions and
percentages, to maintain stock itenms and | aundry wei ght
records and the individual inventory control records.

Conpr ehensi on and Judgenent - The work is perforned

according to well established procedures and net hods
set out in an established scale of issue
institutional regulations and oral instructions. There

Specific Vocational Training - The work requires on-the-job

training and experience in the distribution of clothing

for inmates and staff, in laundry nethods, in the

use of equiprment such as sew ng nachi nes and steam press,
in the co-ordination of various activities, in planning

for the economic use of materials, and in the use of

behavi oural techniques to participate in the rehabilitation

Mental - The work requires noderate attention to the receipt

and issue of itens and periods of concentrati on when
altering or pressing clothing and keeping records.

Physi cal - The work requires constant standing, wal king

conti nuous handling of |ightweight itens and occasi ona
handl i ng of heavy cl ot hi ng bundl es.

Skill and Know edge
of i nmates.
Effort
1971

Ceneral Services
Sub- group: Stores Services

B.MP.D. No. 2

% of Tine
20
10

Degr ee Poi nt s

3 39

3 65

4 100

2 46

2 46



General Services
Sub- group: Stores Services
B.MP.D. No. 2

Responsi bility

Resources or Services - The work requires accountability
for the custody of institutional clothing and for the
mai nt enance of a supply service. The work al so
requires altering and repairing damaged itens.

Safety of Others - There is limted responsibility for
the safety of others, work being perfornmed in a"
controlled area that is planned to all ow conveni ent
and safe handling of clothing itens.

Wirki ng Conditions

Envi ronnent - The work is perforned in a shop-office
envi ronment under agreeabl e conditions.

Hazards - There is little possibility of accidents.
Super vi si on
N A

I nmat e Training

The work requires nonitoring the use of a nunber of inmates in

the clothing room allocating and expl ai ni ng work, establishing
effective communications with inmates to notivate themtoward self-
i mprovenent. The work al so requires assessing the progress

of individuals and reporting infractions of discipline

June, 1971 - 18 -
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1 15
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General Services
Sub-group: Laundry Servi ces
B.M.P.D. No.3

BENCH MARK POSI TI ON DESCRI PTI ON

Bench-mark Position Nunber: 3 Level : 7
Sub- group: LAUNDRY SERVI CES

Descriptive Title: REG ONAL LAUNDRY MANAGER,

Basi ¢ Poi nt Rating: 489
Supervi sory Rating: A
Inmate Training Rating: G

Summary

Under the general supervision of the Supervisor of Institutional Services, plans, directs and
controls the operations of a regional |aundry at Leclerc Institution in Laval, P.Q for a weekly
washi ng | oad of 25,000 pounds of clothing (30,000 pieces) and the pressing of 15,000 pieces of
clothing; nonitors the use of a large nunber of inmates working in the |aundry; supervises one
enpl oyee; and perforns rel ated duti es.

Duti es % of Tine

- Plans, directs and controls the operations of a regional |aundry
for aweekly washing | oad of 25,000 pounds of clothing (30,000
pi eces) and the pressing of 15,000 pi eces of clothing

- by establishing priorities and scheduling |aundry for a
nunber of institutions,

- by receiving, weighing and registering incomng |laundry fromthe
institutions,

- by organi zi ng the washi ng process, checking | aundry, sorting
according to colour and fabrics of clothing, soap, bleaches,
g . S ; 65
di sinfectants and starch m xes, and verifying washers | oadi ng
accordi ng to equi pnment capacity, and unl oadi ng
- by coordinating the drying process, checking extractors and tunblers
| oadi ng and unl oadi ng,

- by supervising the pressing process, distributing and review ng the
qual ity of pressing,

- by ensuring the nmaxi rum use, adequate nai ntenance and repair of
equi prent, and

- by verifying, recording and expediting conpleted laundry to the
i nstructions.
- Mounitors the use of a large nunber of inmates working in the |aundry

- by assigning work to the innates,
- by assessing individual notivation for |aundry operational training,
- by establishing effective relations with inmates to encourage in them
a pride of acconplishnent and a better self-understandi ng
- by identifying and di scussing human behavi our problens with innates, 20

- by reporting nonthly on the progress of individuals and indicating
weaknesses apparently caused by behavi oural problens, and

- by proposing disciplinary and classification action for the innates.

June, 1971 - 19 -



General Services
Sub- group: Laundry Services
B.MP.D. No.3

% of Tinme

- Supervi ses one enployee, by assigning and explaining work with instructions

and denonstrations when required. >
- Perforns other duties such as estimating equi prent and tool s requirenments and

preparing requisitions, controlling the nove nent of inmates, enforcing

di sci pline and searching for mssing laundry in the shop. 10

Speci fications Degree Points

Skill and Know edge

Basi ¢ Knowl edge - The work requires nmaintai ning records of
i ncomng and outgoi ng | aundry and using cal cul ati ons to nix soap, bl eaches, 3
disinfectants and starch according to clothing colour and fabric and to
equi prent capacity.

39

Conpr ehensi on and Judgenent - The work is perfornmed according
to wel | -establ i shed procedures and nethods set out in reference nanual s,
penitentiary regul ations and oral instructions. There is some |atitude 3 65
for independent judgenent when arranging activities related to the opera-
tions of the laundry.

Speci fic Vocational Training - The work requires on-the-job
training and experience in all the operations of alarge laundry, in the use,
nmai nt enance and repair of equipnent, in the co-ordination of the washing,
drying and pressing processes, in planning for the opti numuse of nen and 5 150
equi pnent, in the supervision of staff, and in the training
of subordinates in |aundry operations.

Effort

Mental - The work requires continuous attention to control
the movenent of inconing, in-process, and outgoi ng | aundry,
to check washing formul a according to col our and fabric of clothing and
capacity of equi pnent, with frequent periods of concentration to detect and 2 46
repair defective equi pment, in order to neet tinme schedul es.

Physi cal - The work requires continuous standing to supervise
the laundry operations and requires greater physical effort while working in 2 46
avwkward positions during the repairing
of equi pnment.
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General Services
Sub- group: Laundry Services
B.MP.D. No. 3

Degr ee Poi nt s

Responsi bility

Resources or Services - The work requires accountability for the laundry, and
for the opti numuse, nai ntenance and repair of equipnment and materials. Errors
in the work group woul d cause danage to clothing and del ays in laundry services for 2 58
a nunber of institutions.

Safety of Others - The work requires that enployees |earn the proper use of
equi pnent and proper work nethods to avoi d possible injury or accident, and that

i nmedi ate action to provide first-aid treatment to injured subordinates is taken. 2 45
Wr ki ng Condi ti ons
Environnment - The work is performed in sonewhat higher than 2 36
Hazards - The work invol ves occasional exposure to m nor
injuries such as bruises or burns fromhot water and steam 1 04
Super vi si on
The work requires accounting for and coordi nating the work of one
subordinate in the |aundry. Al

I nnate Training

The work requires nonitoring the use of a large nunber of innates working in the |aundry

operations, assessing individual notivation of innates proposed for |aundry work,

establ i shing effecti ve comuni cations with innates to identify and discuss their

behavi oural probl ens, and encouraging in thema pride of acconplishment and a better self- C
under st andi ng. The work requires assessing the progress of individuals periodically,
identifying work habits that nay indicate a potential behavioural problem and proposing

di sciplinary and classification action.
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