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Oversight

The Program Director supervises workers under his/her authority, and provides guidance
and oversight for the TCOOMMI program. The Program Director shall make decisions
congruent with the mission of TCOOMMI, with a primary interest in public safety and
offender mental health care.

Routine Responsibilities

The Program Director is responsible for program goals and objectives, evaluation of
performance, making staffing decisions, providing technical assistance and consultation
services to other criminal justice entities, and ensuring that timely, accurate, and complete
reports are submitted to TCOOMMI, as well as, other administrative duties as assigned.
Primary responsibilities shall include:

A. The Program Director is responsible for the completion and accuracy of data

submitted on the monthly report (Form I (Monthly Reports)).

1. The Program Director shall ensure the monthly report is submitted no later than the
3" working day of each month via email or fax.

2. The Program Director shall ensure the report is completed in its entirety prior to
submission.

3. The Program Director shall review the information for accuracy and approve the
data prior to submitting the report to TCOOMMIL.

4. The Program Director shall sign the report to reflect a complete review of the
information submitted.
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. The Program Director is responsible for ensuring accuracy of information entered into

the TCOOMMI Web Application (.i.e., WebApp). The WebApp will be deployed
beginning September 2013. The WebApp will replace the Microsoft Access database
file required for reporting program activity and service delivery information. All
contract providers are required to request and maintain access to the WebApp for a
sufficient number of individuals to ensure that referrals are received and acted upon,
and that program activity and service delivery information is entered timely and

accurately.
1. The Program Director shall ensure the WebApp is maintained with current
information.

2. The Program Director shall review data entered into the WebApp each month, and
shall ensure that the data entered is complete and accurate no later than the 3™
working day of each month.

. The Program Director shall complete monthly case reviews to monitor for compliance

with TCOOMMI case management procedures.

1. The Program Director shall select no less than one offender case per caseload per
month for review.

2. The Program Director shall maintain a record of each review including findings
and recommendations.

. The Program Director shall manage offender service programming.

1. The Program Director shall ensure caseload sizes are within TCOOMMI
guidelines.

2. The Program Director shall ensure offenders referred to the program are
appropriately screened for services.

3. The Program Director shall attend case staffings, or ensure a designee is present.

4. The Program Director shall make recommendations regarding staffing patterns to
TCOOMMI where indicated.

. The Program Director shall ensure that all applicants for TCOOMMI program

employment, including consultants, independent contractors and their employees and
agents who are paid with TCOOMMI funds, are subject to a criminal background
check (Form II (Criminal Background Check)) prior to being hired .

. The Program Director shall ensure completion of an annual criminal background

check (Form II (Criminal Background Check)) for each employee, including
consultants, independent contractors and their employees and agents who are paid with
TCOOMMI funds.

Liaison Duties

The Program Director shall be the primary contact between TCOOMMI and the Local
Mental Health Authority (LMHA) and may be requested to gather information from local
sources such as probation officials, court representatives, jail officials, and social workers.
The Program Director may serve on local advisory and/or policy committees in the
interest of public safety and offender mental health care.

Fiscal Accountability

A. The Program Director is accountable for a proper monthly invoice (Form III (Invoice)

to be submitted within twenty (20) working days following the end of the reporting
period.
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B. Each month, the Program Director is accountable to verify monthly invoices for the

following:
1.
2.
3.
4.

Correct salary amounts expensed.

Line item expenditures within the annual budgeted amount.

Adequate funding to cover program expenses remain budgeted for each line item.
Invoice submission includes back-up documentation for medication, contracted
services and any other pre-approved expenses as required.

C. The Program Director is accountable for responding to invoiced medication

reconciliation or inquiries.

D. The Program Director is responsible for completing requests for use of flexible

2.

3.

4.

funding (Form IV (Flex Funds Request)).
1.

The Program Director shall review each request prior to submission to

TCOOMMLI.

The Program Director shall ensure that all information required by TCOOMMI is
complete on the request form prior to submission.

The Program Director shall ensure that funds requested are not expensed to
TCOOMMI prior to authorization.

The Program Director shall ensure that any other community resources have been
pursued to resolve the issue prior to requesting use of flexible funding.

E. The Program Director is accountable for the submission of quarterly budget

2.

adjustment requests (BARs) at least ten (10) working days subsequent to the change.
1.

The Program Director is accountable for proper completion of the required BAR
form (Form V (Budget Adjustment Request)).

The Program Director is accountable for responding to TCOOMMI if no BAR is
to be submitted.

F. The Program Director is accountable for the submission of vacancy reports (Form VI

(Position Vacancy)) by the 3 working day of the month. This report shall be
complete and accurate when submitted.

G. The Program Director is accountable for any pre-approval requests for necessary
salary adjustments, usage of TCOOMMI funds for meetings, conferences, or training
(MCT), and usage of TCOOMMI funds for the purchase of assets that include
equipment or furniture.

The Program Director is accountable for the proper completion of MCT request
forms (Form VII (MCT Request), which shall be submitted no later than fifteen
(15) business days prior to the event.

The Program Director is accountable for the proper completion of the required
request form (Form V (Budget Adjustment Request)) for adjustments to annual
salaries or equipment/furniture purchases.

H. The Program Director is accountable for the accurate completion and submission of
the asset inventory report (Form VIII (Inventory Report)) at the beginning of the
fiscal year.

1.

The Program Director is accountable for the submission of an updated inventory
report after any equipment has been added to or deleted from the program
inventory.

The Program Director is accountable for the submission of copies of all
purchasing documents or purchase orders for equipment purchased with
TCOOMMI funds, including the approval notice received from TCOOMMI for
the purchase.
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3. The Program Director shall coordinate with TCOOMMI on the return of any asset
purchased with TCOOMMI funding when the asset is replaced, is no longer
needed by the program, or upon termination of the contract.

The Program Director is accountable for the submission of a current list of employees
that provides the employee name, position title, and any other identifying
classification at the beginning of each fiscal year.

The Program Director is accountable for maintaining and submitting a list of current
program and LMHA contacts to support consistent communication and exchange of
information between the LMHA and TCOOMMI (Form IX (Contact List)).

The Program Director may request reimbursement (Form X (46B Medication
Request)) for the purpose of providing new generation medications to defendants held
in jail under Texas Code of Criminal Procedure, Chapter 46B after release from a
LMHA outpatient program, or state mental health facility. The reimbursement period
shall not exceed seventy-six (76) days, and will only be reimbursed for the actual
time the defendant is in custody pending a determination of guilt or innocence.

Audit

A.

April Zamor:

Program Director is responsible for ensuring that TCOOMMI is provided with all
necessary financial information during on-site and/or desk audits, as well as, any
other written request made for financial information throughout the contract term.
Program Director is responsible to ensure a written response is made to financial
audits within 30 days of the notification of any findings.

Program Director is responsible for ensuring the Annual Independent Audit Report is
sent to TCOOMMI within 180 days of the end of the LMHAs fiscal year.

e S| Jzes3

Integration Division, Director Date




