
 
Careers at DYS - Alabama Department of Youth Services 
Vacca Campus - Alabama Department of Youth Services 
 
The Alabama Department of Public Health requires documentation verifying 
possession of the degree prior to employment. EXAMINATION • Open-

Competitive to all applicants. • An Evaluation of Training and Experience as shown on the application 
will comprise 100% of the final score for the open-competitive register. HOW TO APPLY • Complete an 
Application for Examination Form available at www.personnel.alabama.gov, the above address, or any 
Alabama Career Center Office. • Apply on-line, by mail, by fax, or by email at 
apply@personnel.alabama.gov. Applications will be accepted until further notice. The State Personnel 
Department is not responsible for late receipt of applications due to mail service or faxing malfunctions 
 
JOB INFORMATION 
The Infirmary Registered Nurse is a professional permanent, full-time, part-time or per-diem position 
located on the Vacca Campus in Birmingham, AL.  
MINIMUM REQUIREMENT(S) • Associate’s degree or higher from an accredited* college or university 
in Nursing or diploma in Nursing. ADDITIONAL REQUIREMENT(S) • Alabama Professional Nursing 
license as issued by the Alabama Board of Nursing; license number MUST be included on application.  
 
JOB INFORMATION 
 The Infirmary Licensed Practical Nurse is a permanent, full-time, part-time or per diem position on the 
Vacca Campus in Birmingham, AL.  This is a responsible sub-professional nursing position in providing 
nursing care to students in the campus infirmary. 
 MINIMUM REQUIREMENT(S) • Graduation from an approved school of practical nurse education. 
ADDITIONAL REQUIREMENT(S) • Possession of a license as a practical nurse as issued by the 
Alabama Board of Nursing. Applicants must include their license number on their application. 
 
Key Responsibilities: 
  

• Student Intake:  H&P, Lab Collection, Vision & Hearing Screening 
• Nursing Care: Provide direct student (patient) care, including assessing their needs and 

administering medications.  
• Assisting Physicians: Support physicians during examinations, ensuring patient comfort and 

safety. 
• Patient Education: Educate student, and their families about health conditions, treatment plans, 

and preventive care measures. 
• Record Management: Maintain accurate health records, including medical histories, treatment 

plans, and progress notes. 

https://dys.alabama.gov/careersatdys
https://dys.alabama.gov/vacca-campus


• Coordination of Care: Collaborate with other multidisciplinary professionals to ensure 
comprehensive student care and effective communication among the healthcare and 
multidisciplinary team. 

• Administrative Tasks: Manage appointment scheduling, inventory of medical supplies, and 
adherence to safety and infection control protocols. 
 
Skills 

• Communication: Strong verbal and written communication skills to effectively interact with 
students and multidisciplinary team members. 

• Compassionate Care: Ability to provide empathetic and patient-centered care. 
• Critical Thinking: Strong problem-solving skills to assess patient needs and respond to 

emergencies. 
• Organizational Skills: Ability to manage multiple tasks efficiently in a fast-paced environment. 

 



 
 

Vacca Nurse-Compliance Checklist 
 
 
Compliance Checklist: 
 

• Every licensed nurse is accountable, responsible and liable to carry out their duties 
and only practice within their scope of practice as mandated in the statutes and 
policies of the Alabama Board of Nursing and Nurse Practice Act. As a DYS 
Contract Nurse, you are expected to treat our students with compassion. The 
students understand that respect is required of them as our nurses render care to 
them. 

• Each nurse is expected to be on time for the start of their shift as a courtesy to 
your coworker, whom you are relieving. If you need to call out, please try to call 
the day before or at least 2 hours prior to the scheduled start of your shift. If 
absences are unexcused too often, your contract will be terminated. Please be 
reasonable, professional and courteous. 

• Once a nurse is hired, and a start date is established, I will need to receive their 
Written Full-Time Contract (32-40 hrs) reflecting a 13-week commitment with 
start and end dates noted. Once I receive and sign it, the nurse may start. After the 
first day of orientation, the nurse will need to submit their availability in writing. I 
have no need for prn contracts at this time. 

• Please issue timesheets to your staff. 
• A work week starts on Sunday and ends on Saturday. 
• Timesheets are expected to be turned in no later than each Monday morning. I 

have to calculate and approve all timesheets, which must correlate with the Gate 
Logs (security checks everyone in at the front gate) and my time and attendance 
sign-in book ( located inside the gatehouse) 

• The nurses should confirm their check-in time with security staff each day upon 
arrival. 

• Once I have approved and signed each timesheet, I will send each batch to the 
designated agency. The total batch is sent to the State Accountant in Montgomery 
as well as our campus Administrator and Campus Account Clerk. The Account 
Clerk pays the bills for our campus. 
 

 
Nurse Clay  
Nurse Coordinator 
DYS Vacca Campus 



 
 
 

 

 

Time and Attendance 
1. Staff must sign in at the time of arrival and departure, not the time of the scheduled shift. 
2. Tardiness is defined as signing or clocking in more than 7 mins after the start of your 

scheduled shift. Furthermore, employees are not allowed to clock or sign in more than 7 
mins before the start of their shift.  

3. If a staff member is going to be tardy, communicate with a supervisor or on-call nurse.  
4. If employee is unable to work an already scheduled shift, it’s expected that they attempt 

to get it covered before notifying supervisor. 
a. If an employee calls off a shift, they will not be allowed to make it up later. 

5. When calling off a shift, staff must provide a 2-hr. notice. A doctor’s excuse may be 
requested prior to returning to work. Provider documentation will be required when out 
for longer than 2 days. 

6. Time off requests will be taken into consideration by 1st come 1st serve, priority, and 
availability. There is no guarantee of approval or accommodation.  

a. Request made after schedule has been distributed will be considered based on 
clinic coverage and availability. 

b. State Nurses: Time-off requests should be submitted ASAP through Kronos 
portal.  

c. Contract Nurses: Availability should be submitted prior to the monthly deadline 
provided.  
 

Policies, Procedures, and Regulations 
7. All employees must abide by DYS and State of Alabama policies and procedures. In 

addition, nurses are required to abide by HIPPA, American Nurses Association Code of 
Ethics, and administer care designated within their scope of practice. 

8. Employees are expected to demonstrate compliance and cooperation to protocols, 
standards, and regulations set forth by facility and this department.  

9. The after-hours on-call nurse should be contacted whenever there’s a medical emergency, 
need for follow-up, an incident or information report is initiated, or if there are any 
questions or concerns. If unable to reach an on-call nurse after 2 tries (15 minutes apart), 
contact the Nursing Coordinator. 
 

Performance 
10. A nurse must be relieved of their duties or have completed their assigned tasks before 

ending their shifts. Walking out without waiting for relief will constitute as abandonment.  

Vacca Campus Medical 
Standards of Practices and Expectations 

 



11. Medical records request must go through a supervisor so that proper documentation is 
completed. Any request for PMH, direct them to the Nursing Coordinator. 

12. A report sheet must be updated throughout the shift and given to the on-coming nurse 
during shift turn over. 

13. Nurses must complete all assigned tasks within their shift. 
a. All documentation must be completed prior to end of shift. 

14. Nurses must be able to remain adaptable as healthcare and campus needs change 
consistently.  
 

Safety & Task  
15. The medication cart is to remain locked at ALL times. There is 1 set of med cart keys and 

are dedicated to one nurse per shift. The designated med nurse shall be responsible for the 
medication cart for their remainder of their shift. Consequently, they will be responsible 
for the AM control substance count and administration of meds during their shift. Upon 
shift change, the PM med nurse will complete the 2nd control substance count and 
exchange the cart key.  

a. Any medication discrepancies are to be logged on a CS Discrepancy Reporting 
Form and reported immediately to the Nursing Coordinator 

16. Medication errors are to be reported immediately to the Nursing Coordinator after 
ensuring students’ safety and appropriate measures taken dependent on the error. 

17. All students must be escorted to the clinic by staff. If multiple nurses are on shift, a nurse 
may retrieve a student and escort them.  

a. For PREA concerns, if a student is in the clinic, the front exterior door must 
remain open at all times.  

b. Escorts (YSA, Security) must stand at doorway to protect the student’s privacy 
unless the nurse’s safety is a concern or the student provides permission.  

c. When an exam requires privacy (genital, rectal) a male chaperone (preferably a 
supervisor) MUST be present.  

i. If obtaining a urine drug screen, a male staff MUST be present and 
standing at the restroom door as to ensure no tampering. 

ii. If obtaining a urine specimen, student may provide sample in clinic or 
from room. 

18. Nurses will determine the safety of students to attend outdoor recreation. Use of heat 
index calculator and heat index chart will govern whether the students are allowed to 
safely go outside.  

a. Any heat index over 95 degrees are NOT allowed to participate in outside 
recreations. 

19. At end of shift, confirm locked med cart, return keys to “book safe”, ensure radio is 
attached to base and charging, turn off clinic lights, and return clinic keys to security.  
 

Documentation 
20. Pill pass starts promptly at 6am and 6pm beginning with scheduled medication and 

ending with prn meds. Any prn medications must be noted in the prn book and a Sick Call 
Treatment sheet completed. 



21. Sick Call is Monday-Friday after school from 2:30pm to 4:30pm and after the final 
scheduled med is administered during evening med pass until 8 pm; and 
Saturday/Sunday/Holidays 9:30am to 11:00am and 2:30pm to 4:30pm. Outside of Sick 
Call hours, students will complete a Sick Call Request Form and will be called to the 
clinic during the assigned time frame to be seen by the nurse. 

a. If an event occurs causing sick call to be delayed, the nurse will determine 
priority on assessing students requesting sick call. 

22. When a student is remanded to a cell for time-out, a medical evaluation is always 
required. 

a. If student refuses medical attention, there was no physical altercation, or no 
restraints used, a Nursing Evaluation Form is all that’s needed. 

b. If a physical altercation occurred, handcuffs or restraints were used, or there was 
an injury of any kind, a Nursing Assessment Form is required along with an 
Information Report stating your findings.  

i. Additionally, photo documentation must accompany any reported injuries 
even if they are not visible.  

ii. Copies of all forms will remain in the student’s chart and the originals will 
be submitted to the Nursing Coordinator’s mailbox. 

 

 

These Standards of Practice and Expectations are not all encompassing and will continue to 
expand as our new program further develops into its finality. Non-compliance and 
insubordination will not be tolerated. Failure to comply will result in disciplinary actions up to 
and including termination of employment.  

Any questions or concerns, please bring to my attention and we can discover a resolution 
together. For matters that need further attention, state nurse may proceed with their chain of 
command. Agency nurses are to contact their company’s representative.  

 

 

 

 

 

             

Nurse Signature       Date 

 

             

Nursing Coordinator       Date                                                 

















DHR-FCS-1598 (Revised December 2009)  

 
ALABAMA DEPARTMENT OF HUMAN RESOURCES 

CHILD ABUSE / NEGLECT (CA/N) CENTRAL REGISTRY CLEARANCE 
PRINT OR TYPE in black or blue ink. Additional information regarding the CA/N Central Registry is on the back of this form. 

** See instructions for the address to use when submitting this form. ** 
 

Requesting Person or Agency/Organization Check All That Apply 
Mailing Address Child Placing Agency 

 Residential Child Care Facility 

 Child Day / Night Care Center 

Telephone Number ( ) Email: Family Day / Night Care Home 

PRINT Requestor’s Name Exempt Child Day Care Center 

Requestor 
Signature 

Date Medicaid Rehab. Provider 
DHR Vendor 

Witness 
Signature 

Date Other (Please Specify) 

 
The person whose name and identifying information, printed or typed below, will provide unsupervised care and 
supervision of children as an  employee  volunteer  other. This person’s specific job/role is or will be: 

 

 
 

Name      
Last First Middle 

Sex  Male 
 Female 

Race   DOB  / /  

Current Mailing Address       

Alias, Maiden & Prior Married Name(s)       

Name & DOB of Spouse & Former Spouse(s)    

Name & DOB of Children / Stepchildren      

Alabama counties where person has lived and/or worked    
Attach additional pages as needed to provide all information requested above. 

To be completed by person being cleared 

I authorize the Alabama Department of Human Resources to release information contained in the Child Abuse / Neglect Central 
Registry about me to the above named person/agency/organization. I hereby waive any right to any review or hearing to which I may 
otherwise be entitled. I further release the Department of Human Resources, its officers, and employees from any and all claims 
arising out of or in any way connected to the release or dissemination of any information concerning me. 

 
Signature Date Signature of Witness Date 

 

To be completed by DHR 

A search of the Alabama Child Abuse / Neglect Central Registry has been completed with the information provided to 
determine if the person identified above has been named as being responsible for child abuse or neglect in Alabama. 
DHR releases only that information which is necessary to discover or prevent child abuse / neglect. 

 Substantiated report (i.e., indicated) located. See attached information. 
Type Report:  Physical Abuse  Neglect  Sexual Abuse  Mental Abuse / Neglect 

 No report located. 
 Request Denied   

 Other   
 

Office of Child Protective Services Date Completed 

Print Form 

Alabama Department of Youth Services

PO Box 66

Mt. Meigs, AL 36057

215-3800 Janetha.Isaac @ dys.alabama.gov334

Janetha Isaac

Department of Youth Services



PREA Form 115.317              Revised 02/18 BL 

 

Alabama Department of Youth Services 
 

 Prison Rape Elimination Act (PREA) Employment/Appraisal Questionnaire  
Name   

 
Social Security Number  

Driver’s License Information Driver’s License Number: Driver’s License Expiration 
Date: 

Date of Interview   
 

Facility  
Vacca Campus 

Job Classification  
 

Have you engaged in sexual abuse in a 
prison, jail, lockup, community 
confinement facility, juvenile facility, or 
other institution (as defined in 42 U.S.C. 
1997)? 

 

o Yes o No 
If yes, please explain: 

 
 

Have you been convicted of engaging or 
attempting to engage in sexual activity in 
the community facilitated by force, overt 
or implied threats of force, or coercion, 
or if the victim did not consent or was 
unable to consent or refuse? 

o Yes o No 
If yes, please explain: 
 

 
Have you been civilly or administratively 
adjudicated to have engaged in the 
activity described in paragraph above? 

o Yes o No 
If yes, please explain: 
 

 
   

Signature of Interviewer/ Rating Supervisor Date 

  

Signature of Applicant/ Employee Date 

This questionnaire is required for employment consideration, annual performance reviews, and promotions. This form will 

be maintained in a confidential, personnel file. 
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