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POLICY  
 
An accurate and up-to-date written description of the purpose, duties, responsibilities, and essential functions shall be 
developed and maintained for each position in the Department.  Contract service providers shall be responsible for the 
preparation and maintenance of position descriptions for those personnel required to fulfill the contractual obligations to 
the Kansas Department of Corrections.  
 
DEFINITIONS 
 
Contract Service Provider:  Any entity under a contractual agreement with the KDOC to provide direct services to 
offenders within KDOC custody or supervision.  Such services would include, but not be limited to, medical and mental 
health, substance abuse, academic and vocational education, food service, and, private prison-based and private non-
prison based industries.  Contractors for physical plant construction, renovation, or other services, which do not require 
direct contact with or establish supervisory responsibilities over offenders, are not included within the scope of this 
definition. 
 
Essential Functions:  Those statutorily defined or agency determined physical activities and functions that the individual 
holding the position must be able to perform unaided or with the assistance of a reasonable accommodation, to the 
satisfaction of the appointing authority. 
 
Position Description:  A written description of the duties and responsibilities of a position, and the education, experience, 
knowledge, skills and abilities necessary to perform the duties and responsibilities of the position in a satisfactory manner.  
For purposes of this IMPP, the term shall include Information Technology Profile forms. 
 
PROCEDURES 
 
I. Maintenance and Distribution of Position Descriptions 
 

A. Each appointing authority shall be responsible for maintaining the integrity of the position classification 
program by assuring that positions in his or her facility or office are accurately classified and that position 
descriptions are maintained in compliance with State and Department requirements. 

 
B. The human resources manager of each facility shall direct and oversee the preparation and maintenance 

of position descriptions and essential functions for all classified and unclassified positions in the facility. 
 

C. The Human Resources Director or designee shall oversee maintenance of position descriptions, maintain 
the essential functions for all positions assigned to the agency, and oversee preparation and maintenance 
of position descriptions for Central Office, Parole and Reentry Services. 

 
D. Supervisors and incumbents shall be responsible for the accuracy of position descriptions and shall 

consult with their immediate supervisor and/or the human resources manager regarding necessary 
adjustments. 

INTERNAL MANAGEMENT POLICY & PROCEDURE 
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E. Position descriptions shall be drafted in the format of the Position Description form (Attachment A).  Each 
position description shall be signed by the incumbent and the immediate supervisor, reviewed and signed 
by the human resources manager, and approved by the appointing authority or designee. 

 
F. Distribution of completed position descriptions shall be the responsibility of the Human Resources 

Department, and shall be as follows: 
 

1. Original descriptions for Central Office, Kansas Correctional Industries, and Parole Services 
positions shall be maintained in the Central Office’s official position file.  Original descriptions for 
each facility’s positions shall be maintained in the facility’s human resources office. 

 
  2. One (1) copy – Official Central Office Position File except as noted in Section II. 
 
  3. One (1) copy – Incumbent. 
 
  4. One (1) copy – Supervisor. 
 

G. Position descriptions and position description review forms shall be maintained for a minimum of three (3) 
years past the effective date of the next subsequent updated/revised position description. 

 
II. Review of Positions 
 
 A. Each position shall be reviewed at least annually.  
 

1. Unless an updated position description is submitted, position reviews shall be documented on the 
Department of Corrections Position Review Form (Attachment B).  It is not necessary to complete 
both an updated position description and a review form unless a reallocation review is requested 
or there will be a delay of more than one (1) week before an updated position description will be 
submitted to the Human Resources Office.  

 
a. If a position description is determined to be out-of-date or inaccurate, a revised position 

description will be drafted and submitted to the appropriate human resources official 
within 30 calendar days of the review.  No action shall be taken to reallocate, fill, or 
transfer any permanent classified position for which an up-to-date and accurate position 
description does not exist. 

 
b. The Position Review Form shall be filed and maintained with the position description in 

the official position file. 
 

c. Except as discussed in Section II.A.2.e. all position descriptions shall be updated and 
submitted to Central Office at least once every three (3) years. 

 
2. With the following exceptions, positions in the Corrections Officer and Juvenile Corrections Officer 

series shall be reviewed in accordance with the above procedures. 
 

a. To maintain broad and general position descriptions and ensure constant flexibility in 
making job assignments, it shall be the responsibility of the facility's human resources 
manager and chief of security to monitor the accuracy and acceptability of position 
descriptions classified as Corrections Officer I (A), Corrections Officer I (B), Corrections 
Officer II, Corrections Supervisor I, Corrections Supervisor II, Corrections Supervisor III, 
Juvenile Corrections Officer I, Juvenile Corrections Officer II, and Juvenile Corrections 
Officer III, and to initiate revisions and/or updates, as necessary. 

 
b. For classes listed in paragraph II.A.2.a., the incumbent and immediate supervisor shall 

not be required to complete and sign a Position Review Form unless deemed necessary 
by the supervisor or appointing authority. 

 
(1) In lieu of completing the Position Review Form, the human resources manager 

shall document position reviews by writing the review date and reviewer’s initials 
in Section 15 of the Position Description form (Attachment A). 
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c. Position descriptions which remain accurate are not required to be updated every three 

(3) years.   Updated position descriptions shall only be submitted to Central Office when 
substantial changes to the duties or the essential functions occur.  A change in 
incumbents shall not be considered a substantial change. 

 
d. The Department’s Human Resources Director may designate other specific classes for 

similar treatment. 
 

B. The supervisor and incumbent shall sign the Position Review Form in accordance with the instructions.  
When the position is vacant, only the supervisor's review and signature is required. 

 
C. Review Procedures 
 

1. At the time an employee’s performance appraisal is due, the human resources manager shall 
send to the appropriate supervisor, a Position Review Form (Attachment B), and the performance 
appraisal. 

 
a. The immediate supervisor of the employee shall ensure that the Position Review Form is 

completed, signed, and returned to the human resources manager along with the 
employee's performance appraisal. 

 
2. The human resources manager shall review each completed Position Review Form and take 

action(s) necessary to assure current and accurate position descriptions are maintained. 
 
III. Position Descriptions for Contract Service Providers' Staff 
 

A. Contract service providers shall maintain position descriptions of employees providing service to KDOC 
and shall provide each employee a copy of his or her position description.  Such position descriptions 
shall be available to the Division Deputy Secretary and to the appointing authority for the location to which 
the employee is assigned.  

 
B. The contract service provider shall approve, review at least annually, and update, as necessary, the 

written job descriptions of contract service staff.  
 

C. Contract service providers may utilize forms appropriate to their organization, agency or entity to 
document compliance with this procedural requirement and shall not be required to adopt the Position 
Description form (Attachment A) or the Position Review Form (Attachment B) referred to in this IMPP. 

 
IV. This IMPP must serve as final policy in all departmental facilities, and no General Orders shall be 

developed or implemented on this subject. 
 
NOTE:  The policy and procedures set forth herein are intended to establish directives and guidelines for staff and 
offenders and those entities that are contractually bound to adhere to them.  They are not intended to establish State 
created liberty interests for employees or offenders, or an independent duty owed by the Department of Corrections to 
employees, offenders, or third parties.  Similarly, those references to the standards of various accrediting entities as may 
be contained within this document are included solely to manifest the commonality of purpose and direction as shared by 
the content of the document and the content of the referenced standards.  Any such references within this document 
neither imply accredited status by a Departmental facility or organizational unit, nor indicate compliance with the 
standards so cited. The policy and procedures contained within this document are intended to be compliant with all 
applicable statutes and/or regulatory requirements of the Federal Government and the state of Kansas. This policy and 
procedure is not intended to establish or create new constitutional rights or to enlarge or expand upon existing 
constitutional rights or duties. 
 
REPORTS REQUIRED 
 
None. 
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KANSAS DEPARTMENT OF CORRECTIONS 
 
 POSITION REVIEW FORM 
 
 
POSITION TITLE:             
 
POSITION NUMBER:             
 
SPECIFIC WORK UNIT:             
 
AGENCY:              
 
POSITION SUPERVISOR & TITLE:           
 
DATE OF LAST UPDATE:            
 
A review of the position has been completed, and: 
 

_____ The position description is accurate and up-to-date. 
 

_____ The position description is in need of revision.  A revised description will be forwarded to the 
Human Resources Office within 30 calendar days of the date this form is signed. 

 
_____ The duties and responsibilities or qualifications of this position have changed significantly since 

the last review.  A revised position description is attached and it is requested that the duties or 
qualifications be reviewed for reallocation to a more appropriate classification. 

 
_____ The essential functions associated with the position are appropriate. 
 
_____ The essential functions currently associated with the position are not appropriate for the duties.  

Recommended changes are attached for review by the Human Resources Office. 
 
 
 
SIGNATURE OF SUPERVISOR        DATE:    
 
 
 
SIGNATURE OF INCUMBENT        DATE:    
 
 
 
THIS FORM IS TO BE COMPLETED at the time of the employee's performance review and is to be returned to 
the Human Resources Office along with the appropriate performance review forms.  Questions regarding the use 
and/or completion of this form are to be directed to the agency's Human Resources Office. 
 
 
 
 
 
 
 
 
 


