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Level: Non-Exempt
Job Band:  12
Job Code: LPNSAS
Job Title: Licensed Practical Nurse, Substance Abuse Services
Job Objective: Provide physical care and carry out therapeutic and medical regimens.

Qualifications: 

· Licensed Practical Nurse with current state LPN license

· Valid driver’s license and reliable transportation
Qualifications Needed for Billing Purposes as Applicable (if not billing for this position a waiver is required for the personnel file):

· Council for Affordable Quality Healthcare (CAQH) number, or ability to obtain
· National Provider number, or ability to obtain
· Current State License or Certification
· Current National Certification if required
· Current updated Resume/Curriculum Vitale, including Easterseals
· Degree certificate or transcript
· Malpractice insurance per Agency policy
· Current Drug Enforcement Agency (DEA) certificate if applicable
· Current Controlled Dangerous Substances (CDS) certificate if applicable
· All relevant documentation regarding sanctions and/or malpractice actions, if any
· All relevant identification numbers i.e. Unique Physician ID Number (UPIN), Medicare, Medicaid, etc. 
Competencies:  See Appendix A
Background Checks: Motor vehicle record, Auto insurance, State criminal record (For additional required background checks see Appendix B)
New Hampshire:  Childcare physical required for all positions working in all schools and all youth residential facilities. 

Essential Responsibilities:

1. Assist with providing direction and oversight for the medical component of the individuals served consistent with state regulation.

2. Help coordinate and/or deliver all nursing care procedures and related health care activities for assigned program.

3. Maintain proper documentation for administering medication, treatment and assessment, and provide required reports as needed.

4. Maintain ongoing, cooperative communication and collaboration with ancillary service providers and physicians.

5. Implement quality assurance and oversight of medication administering and nursing activities.
6. Maintain ample medical and first aid supplies, adequate medications which are accurately labeled and securely store, and a safe and orderly medication area. 

7. Triage when necessary and, as needed, respond with emergency medical care until appropriate EMS personnel arrive. Prepare incident reports and inform all appropriate parties as required.
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8. Be a resource to program physicians and assist in all clinical and administration activities related to medical services provided, as required.

9. Obtain needed medical, clinical and dental records and treatment as assigned.

10. Assist nursing staff and the clinical team in the development, implementation, monitoring and ongoing evaluation of the medical components contained in the treatment plan.

11. Help train and supervise staff in relation to health safety and personal care to be provided to individuals.

12. Participate in staff meetings as necessary and act as a nurse consultant when requested.

13. Ensure and maintain the cleanliness and safety of program areas and follow safety and infection control policies at all times.

14. Maintain current state nursing license and required program certifications.
15. Provide on-call emergency coverage as required.

Non-Essential Responsibilities:

1. Perform additional duties as requested.

The preceding Essential and Non-Essential Responsibilities are not intended to be an exhaustive list of tasks and functions for this position. Other tasks and functions may be assigned as needed to fulfill the Agency mission.

Physical Requirements:

1. Licensed Practical Nurse, Substance Abuse Services
My signature below is an acknowledgement that I have received and reviewed a copy of this job description.

	
	
	
	
	

	Employee Name (clearly printed)
	
	Employee Signature
	
	Date
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Appendix A: Competencies

	COMPASSION
	 Genuinely cares about people; is available and ready to help; is sympathetic to the plight of others; demonstrates empathy with the others.

	INTEGRITY/TRUST
	 Is seen as a direct, truthful individual; can present the truth in an appropriate and helpful manner; admits mistakes and does not represent him/hers elf for personal gain.

	PATIENCE
	 Is tolerant with people and processes; listens and understands the people and the data before making judgements and acting; sensitive to due process and proper pacing. 

	PERSONAL LEARNING
	 Picks up the need to change interpersonal behavior quickly; seeks feedback; watches others for their reaction to his/her attempt to influence and preform.

	PROBLEM SOLVING
	Uses logic and methods to solve difficult problems with effective solutions; can see hidden problems; excellent at analysis; looks beyond the obvious and doesn’t stop at the first answers.

	SKILLED
	Adheres to an appropriate and effective set of core values and beliefs during both good and bad times; acts in line with those values; rewards the right values and disapproves of others; practices what he/she preaches.

	WORK/LIFE BALANCE
	Maintains a balance between work and personal life; is not one dimensional; gets what he/she wants from both

	CONFLICT MANAGEMENT
	Steps up to conflict, seeing them as opportunities; reads situations quickly; good at focused listening; can settle disputes equitably; can find common ground and get cooperation with minimum noise.

	CUSTOMER FOCUSED
	Is dedicated to meeting the expectations of internal and external customers; gets first-hand customer information and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective customer relationships and gains their trust and respect.

	FAIRNESS TO DIRECT REPORTS
	Treats direct reports equitably; acts fairly; has candid discussions; doesn’t have a hidden agenda; doesn’t give preferential treatment.

	LISTENING
	Practices active listening; has the patience to hear people out; can accurately restate the opinions of others even when he/ she disagrees.

	MANAGING DIVERSITY
	Manages all kinds and classes of people equitably; deals effectively with all races, nationalities, cultures, disabilities, ages and both sexes; hires variety and diversity with our regard to class; supports equal and fair treatment and opportunity for all.

	ORGANIZING
	Can marshal resources (people, funding, material, and support) to get things done; can organize multiply activities at once to accomplish a goal; arranges information and files in a useful manner.
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Appendix A: Competencies continued

	PEER RELATIONSHIPS
	Can quickly find common ground and solve problems; can represent his/her own interests and yet be fair to other groups; can solve problems with peers; is seen as a team player and easily gains trust and support of peers. 

	TIMELY DECISION MAKING
	Makes decisions in a timely manner; sometimes with incomplete information and under tight deadlines and pressure.

	WRITTEN COMMUNICATION
	Is able to write clearly and succinctly in a variety of communications settings and styles; can get messages across that have the desired effect.

	APPROACHABILITY
	Is easy to approach and talk to; spends the extra effort to put others at ease; is a good listener; is an early knower, getting informal and incomplete information in time to do something about it.

	BUILDING EFFECTIVE TEAMS
	Blends people into teams when needed; creates strong morale and spirit; shares wins and successes; defines success in terms of the whole team; creates a feeling of belonging.

	COMPOSURE
	Is cool under pressure; does not become defensive and can hold things together when times are tough; is not knocked off balance by the unexpected; is a calm influence in crisis.

	DECISION QUALITY
	Makes good decisions based on a mixture of analysis, wisdom, experience and judgement; sought out by others for advice and solutions.

	DELEGATION
	Clearly and comfortably delegates both routine and important tasks and decisions; shares both responsibility and accountability; trusts people to perform; lets direct reports finish their own work.

	DIRECTING OTHERS
	Is good at establishing clear directions; distributes the workload appropriately; lays out work in a well-planned organized manner; maintains two-way dialogue; is a clear communicator and brings out the best in people.

	INTERPERSONAL SAVVY
	Relates well to all kinds of people; builds constructive and effective relationships; uses diplomacy and tact; can diffuse high-tension situations comfortably.

	MANAGING AND MEASURING WORK
	Clearly assigns responsibility for tasks and decisions; sets clear objectives and measures; monitors process, progress and results; designs feedback loops into work.

	PRIORITY SETTING
	Spends his/her time and the time of others on what’s important; quickly zeros in on the critical issues; can quickly sense what will help or hinder accomplishing a goal; eliminates roadblocks and creates focus.

	NEGOTIATING
	Can negotiate skillfully in tough situations with both internal and external groups; can settle differences with minimal noise; can be direct or diplomatic depending on the circumstances; has a good sense of timing.

	SIZING UP PEOPLE
	Is a good judge of talent; can articulate the strengths and limitations of people; can accurately project what people are likely to do across a variety of situations.
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Appendix B:  Additional Background Checks
	NH
	 Fingerprinting
-Positions working with youth (ie YTS, Camp Sno Mo, STS) (RSA 189)

- Positions working  in/ at Res/Ed/Childcare  setting 5+ hrs/wk (RSAs 189 & 170)

-ISO ( RSA 189 & 170-if at Res/Ed/Childcare setting)

-Med Rehab if working in schools (RSA 189)


	 CCLU/ Household List
- Positions working in/at Res/Ed\Childcare setting 5+ hrs/wk (not ISO)


	 BEAS

- Positions working in Adult programs

-ISO

-STS
	 State Central Registry

-ISO 

-STS

-Camp Sno Mo Respite Providers
	 Office of Inspector General

-Substance Abuse Positions

	ME
	 Fingerprinting
-All  positions working with children in a school setting 
	 CFS Abuse & Neglect

- All  positions working with children in a school setting
	 Adult Protective 

-Adult Mental Health positions
	 Office of Inspector General

-Adult Mental Health positions
	 MaineCare Exclusions

-Adult Mental Health positions

	VT
	 Adult/Child Abuse                         Registry  

-All  Positions
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Physical Requirement Form

	Position:
	Licensed Practical Nurse, Substance Abuse Services
	Department:
	Substance Abuse Services

	

	Definition of Terms:

	
NOT AT ALL - Employee never engages in activity.


OCCASIONALLY - Employee engages in this activity 1% to 33% of time.


FREQUENTLY - Employee engages in this activity 34% to 66% of time.


CONTINUOUSLY - Employee engages in this activity 67% to 100% of time

	
	
	
	
	

	1. On an average day, staff are required to:
	Not at all
	Occasionally
	Frequently
	Continuously

	A. Sit
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	B. Stand
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	C. Walk
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	D. Drive
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	E. Bend/Stoop
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	F. Climb (i.e.: Stairs)
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	G. Kneel
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	H. Balance
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	I. Squat
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	J. Crouch
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	K. Crawl
	(
	x
	)
	(
	
	)
	(
	
	)
	(
	
	)

	L. Hold
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	M. Carry
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	N. Assist individual in/out of vehicles
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	O. Transfer individual in/out of wheelchair
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	2. On an average day, staff may be required to:
	
	
	
	

	Lift/Customer Handling
	Not at all
	Occasionally
	Frequently
	Continuously

	A. 0-10 pounds
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	B. 11-25 pounds
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	C. 26-35 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	D. 36-50 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	E. 51-100 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	F. over 100 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	Push/Pull
	Not at all
	Occasionally
	Frequently
	Continuously

	A. 0-10 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	B. 11-25 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	C. 26-50 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	D. 51-100 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	E. over 100 pounds
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)
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	3. On an average day staff are required to:
	
	
	
	

	Office
	Not at all
	Occasionally
	Frequently
	Continuously

	A. Collate
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	B. Use Phone
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	C. File
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	D. Type
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	E. Schedule
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	F. Use Keyboard
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	G. Use Computer Monitor
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	Communication
	Not at all
	Occasionally
	Frequently
	Continuously

	A. Hear
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	B. Speak
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	C. Write
	(
	
	)
	(
	
	)
	(
	x
	)
	(
	
	)

	4. Some positions require the use of behavioral intervention which may include:
	Not at all
	Occasionally
	Frequently
	Continuously

	A. Pursuing an individual
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	B. Lowering an individual to floor
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	C. Lifting individual from floor to standing
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	D. Lowering an individual to sitting position
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	E. Blocking/Deflecting (stop force of hit/punch)
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	F. Cushioning individual from a fall
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	G. Preventing/releasing hair pulls/bites
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	H. Restraining an individual
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	I. Receiving/Enduring physical aggression
	(
	
	)
	(
	x
	)
	(
	
	)
	(
	
	)

	

	Comments:
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