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RPA # C&P Analyst 
Approval 

Date 

Employee Name Division 
Department of State Hospitals  

Position No / Agency-Unit-Class-Serial Unit 

Class Title 
UNIT SUPERVISOR (SAFETY) 
(FORENSIC FACILITY) 

Location 
Patton  

Subject to Conflict of Interest CBID Work Week 
Group: 

Pay Differential Other 

☐Yes     ☐No

MAJOR TASKS, DUTIES, AND RESPONSIBILITIES 
Under direction of program management, the Unit Supervisor is responsible for the overall 
management and supervision of an organized nursing unit on a 24-hour basis in a state hospital; 
responsible for the nursing care and practices of an organized nursing unit or a nursing service; 
plans, implements, evaluates and provides for continuity of client/patient care; works with other 
disciplines to integrate nursing services to provide a total treatment program; teaches, plans, directs, 
supervises and evaluates nursing personnel; supervises and, as needed, assists subordinate staff in 
performance of custody responsibilities 

40% 

Program Administration 
 Assists in planning and implementation of program goals, objectives, and

activities. Assists in establishing program policies and procedures, within
hospital and departmental policy and structure to achieve desired results

 Assists in coordinating of service
 Participates in the program quality improvement program and takes

action based on identified problems and proposed solutions.
 Assists the Program Director and Nursing Coordinator in the procurement

and allocation of nursing personnel, space, equipment and supplies
within the program.

 Assists the Program Director and Nursing Coordinator in identifying the
budgetary needs of the program and in maintaining equipment and the
building in a satisfactory manner.

 Assists with periodic environmental surveys of all Program IV units and
office areas.

 Ensures that medication room staff deliver Physicians Fee for Service
sheet to the Nursing Coordinator in a timely manner.

 Ensures that shift leads (and/or alternates report serious unusual
occurrences to the Program Officer of the Day in a timely manner.

 Attends Hospital wide committee meetings as assigned.

30% 

Oversee and Coordinate Delivery of Treatment 
 Assists in assuring that nursing treatment conforms to applicable

standards as dictated by Program, Hospital, Department, and relevant
governmental agencies, as well as Joint Commission standards.

 Assists in the development of assessment tools relative to nursing care.
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 Meets with nursing staff on all three shifts on a regular and frequent basis
to observe and assess nursing treatment activities and progress

 Monitors documentation to ensure compliance with requirements in
control of narcotics, syringes, lithium board, lab work consults, glucose
monitoring and restraint and seclusion reports.

 Ensures that nursing staff comply with requirements regarding nursing
care plans and weekly and monthly ID notes.

 Schedules and attends regular meetings with the I.D. Team and with
patients (TC/Ward Government).

 Maintains open-door policy for all staff and patients
 Promotes morale on the unit.

25% 

Personnel Management and Supervision 
 Directly supervises all nursing staff on the three shifts and completes

documentation as required. Reviews and approves/disapproves
employees’ 634’s.

 Cooperates with the Nursing Coordinator and the other Unit Supervisors
in the distribution of nursing staff in the program.

 Assists the Program Director and Nursing Coordinator in assuring
compliance with departmental, hospital, and program policies and
procedures.

 Assures compliance with Equal Employment Opportunity rules and
regulations and assures conformance with labor contracts.

 Completes annual performance evaluations, duty statements,
Competency Validation Checklist, on all nursing staff based on objective
input from shift leads and personal observation.

 Assures clinical evaluations are completed by appropriate staff.
 Completes quarterly review of unscheduled time-off usage for nursing

staff and takes appropriate action.
 Recommends, in writing, adverse action and commendations based on

verifiable, objective evaluations.
 Conducts safety inspections, investigates unusual occurrences, and

makes recommendations for accident prevention.
 Reviews and evaluates Special Incident Reports.
 Assures nursing staff maintains compliance with mandatory training and

licensing requirements.
 Represents the program in hiring and promotional interviews.
 Ensures nursing staff compliance with work hours, days off, and vacation

rules and regulations.
 Makes regular, unscheduled, periodic rounds on all three shifts.
 Is responsible for ensuring that overtime and temporary help is minimized

and used judiciously in order to carry out your unit’s day-to-day
operation.

5% 
Interpersonal Relations 

 Assures that all appropriate information regarding patient care, training,
and hospital protocol issues are distributed to and understood by unit
staff.
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 Approaches employee and patient confidentiality issues with 
professionalism and within the mandates of our court system. 

 Responds promptly to all questions and complaints from patients, 
families, and staff. 

Required 
Competencies 

SUPERVISION RECEIVED: 
Delegated by the Program Director and under the general direction of the 
Nursing Coordinator. 
 
SUPERVISION EXERCISED: 
The Unit Supervisor supervises the nursing staff assigned to the unit 
 
ABILITY TO: 
Apply nursing techniques; observe and record symptoms and behavior; keep 
records and prepare reports; gain the interest, respect, and cooperation of 
clients/patients; learn and apply sound judgment in situations requiring the 
protection of persons and property; plan, organize and direct the work of others; 
effectively contribute to the Department’s EEO objectives. 
 
 
KNOWLEDGE OF: 
Professional nursing principles and techniques; hospital routine and equipment; 
medicines and narcotics; custody procedures, public and property protection 
policies; techniques of effective supervision and unit management; the 
interrelationship of treatment activities in a hospital setting; the Department’s 
Equal Employment Opportunity (EEO) program objectives; a supervisor’s role in 
the EEO program and the processes available to meet EEO objectives. 
 
TECHNICAL PROFICIENCY (SITE SPECIFIC) 
Demonstrates knowledge and applies treatment for adult forensic patients  
within the meaning of the various penal code and civil commitments in a co-ed  
setting to improve mental health and to reduce the risk of re-offense. 
 
ANNUAL HEALTH REVIEW: All employees are required to have an annual 
health review and TB test or whenever necessary to ascertain that they are free  
from symptoms indicating the presence of infection and are able to safely 
perform their essential job functions. 
 
INFECTION CONTROL: Applies knowledge of correct methods of controlling 
the spread of pathogens appropriate to job class and assignment. 
 
HEALTH AND SAFETY: Activity supports a safe and hazard-free workplace  
through practice of personal safety and vigilance in the identification of safe or  
security hazards. 
 
CPR 
Maintains current certification. 
 
THERAPEUTIC STRATEGY INTERVENTION (TSI): Supports safe working  
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environment; practices the strategies and interventions that promote a 
therapeutic milieu; applies and demonstrates knowledge of correct methods in  
the management of assaultive behavior in accordance with policy. 
 
CULTURAL AWARENESS: Demonstrates awareness of multicultural issues in  
the workplace that enable the employee to work more effectively. 
 
RELATIONSHIP SECURITY: Demonstrates professional interactions with  
patients and maintains therapeutic boundaries. Maintains relationship security  
in the work area; takes effective action and monitors, per policy, any suspected  
employee/patient boundary violations. 

 

License or 
Certification 

It is the employee’s responsibility to maintain a license, credential, or required  
registration pertinent to their classification on a current basis. Any failure to do  
so may result in termination from Civil Service. 

Training 

Training Category = RN 
 
The employee is required to keep current with the completion of all required  
training. 

Other 
Information 

Regular and consistent attendance is critical to the successful performance of 
this position due to the heavy workload and time-sensitive nature of the work. 
The incumbent routinely works with and is exposed to sensitive and confidential 
issues and/or materials and is expected to maintain confidentiality at all times. 
 
The Department of State Hospitals provides support services to facilities 
operated within the Department. A required function of this position is to 
consistently provide exceptional customer service to internal and external 
customers. 
 
The employee is required to work any shift and schedule in a variety of settings 
and security areas throughout the hospital and may be required to work 
overtime and float to other work locations as determined by the operational 
needs of the hospital. All employees are required to have an annual health 
review and repeat health reviews whenever necessary to ascertain that they 
are free from symptoms indicating the presence of infection and are able to  
safely perform their essential job functions. 
 
Incumbent will be held accountable for maintaining the program expenditures  
within budgeted allocations and to use funds for proper needs while tracking  
and reporting expenditures to ensure fiscal transparency and accountability. 
 
Statement of Economic Interests / Form 700 Requirements: 
The Political Reform Act requires employees who serve in this position to be  
designated in our agency conflict-of-interest code to file a Statement of 
Economic Interest (Form 700). Your assuming office statement is due within 30 
days of Assuming Office, Annually and within 30 days of Leaving Office. The 
Annual Form 700 due date is determined by the Fair Political Practices 
Commission and is generally due on or about March 31 of each year. The 
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statements must be submitted to the DSH-Patton Filing Officer. These 
statements are public access documents. You will receive reminders from the 
DSH-Patton Filing Officer regarding completion of the statements; however, it is 
your responsibility to ensure you are compliant with all regulations and 
requirements. For additional information regarding the Statement of Economic 
Interests or regulations, please contact the DSH-Patton Filing Officer. 

Ethics Training and Compliance: 
Pursuant to Assembly Bill 3022 and Government Code 11146.4, employees  
required to file a Form 700 Statement of Economic Interests must complete an  
Ethics orientation training course within six months of assuming a Form 700  
covered position, and every two (2) years thereafter, by December 31 of each  
odd numbered year. The Ethics training governs the official conduct of state  
officials. You will receive reminders from the DSH-Patton Filing Officer 
regarding completion and documentation of the training; however, it is your 
responsibility to ensure you are compliant with the required training. Your Ethics 
training record and certificates of completion are public access documents. For 
additional information regarding the Ethics training and regulations regarding 
this requirement, please contact the DSH-Patton Filing Officer. 

I have read and understand the duties listed above and I can perform these  
duties with or without reasonable accommodation. (If you believe reasonable  
accommodation is necessary, discuss your concerns with the Office of Human 
Rights). 

_______________________________  _______________ 
Employee’s Signature       Date 

I have discussed the duties of this position with and have provided a copy of this 
duty statement to the employee named above. 

_______________________________  _______________ 
Supervisor’s Signature       Date 

 _______________ _______________________________ 
Reviewing Supervisor’s Signature       Date 




