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The following table outlines the anticipated FTE allocation and/or patient-to-provider ratio limits 
for the minimum required staffing positions to be provided by the selected Vendor. For positions 
that are not required, Vendors must propose their most efficient staffing model within Appendix E 
Cost Proposal:    

Position Title    Minimum FTE/    
Staffing Ratio Limits    

Clinical and Programming Staff  

e. Chief Medical Officer Hampstead  *  1.0 FTE    

f. General Medical Director  *  1.0 FTE medical group  

g. Staff Psychiatrists   *  Ratio of patients to Staff Psychiatrists 
and Psychiatric APRNs not to exceed 
12:1    
Psychiatric APRN - ratio of Psychiatric 
APRNs to Psychiatrists not to exceed 
4:1    

h. Psychiatric Advanced 
Practice  Registered Nurses (APRN)   *  

i.  Director of Admissions  1.0 FTE    

j. Admissions Clinician *  2.8 FTE    
   

k. Admission Coordinator 
*  (Administrative position with 
psychology background)  

4.2 FTE  

l. Director of Pharmacy *  1.0 FTE  

m. Pharmacist *  0.4 FTE     

n. Pharmacy Technician *  1.0 FTE    
    

o. Chief Nursing Officer *  1.0 FTE    

p. Nurse Manager *  4.0 FTE    

q. Nurse Supervisor *  4.2 FTE  

r. Infection Control/Nurse Educator *  1.0 FTE  

s. Director of Clinical Services (PhD)  1.0 FTE  

t. Director of Social Services *  1.0 FTE  

u. Assistant Dir of Social Services  1.0 FTE  

v. Director of Behavioral Services  1.0 FTE  

w. Program Director *  4.0 FTE  

t. Milieu Supervisor  4.0 FTE  
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u. Social Worker - MSW *  Ratio of patients to social worker not 
to exceed 8:1  
  

Direct Care Staff  

  

v. Senior Counselor**  12.8 FTE  

w. Counselors / Counselor 
Aides/LPN’s/Music Counselors/Art 
Counselors/Activity Counselors/ Yoga 
Therapists****  

Ratio of patients to staff not to 
exceed 5:1  
  
Any of these modalities can be mixed 
and matched to make up the direct 
care staff with the ratio noted.  
  

x. Education Director ****  1.0 FTE  

y. Registered Nurse *  25.2 FTE  or 1 RN per locked unit per 
shift  
  

z. Behavior Analyst *  1.5 FTE  
  

Support Services Staff  

aa.  IT Manager  1.0 FTE  

bb. Switchboard  2.8 FTE  

cc. Administrative Coordinator  1.0 FTE  

dd. HR Manager *  1.0 FTE  

ee. HR Staff/Training/Recruiter *  3.0 FTE  

ff.  Safety Ambassador**  1.0 FTE  

gg.  Safety Ambassador Assistant**  10.0 FTE  

PRTF Specific Staff  

hh. Unit Coordinator***  1.0 FTE  

ii. Family Advocate ***  1.0 FTE  

jj. Special Education Teacher ***  1.0 FTE  

kk. Teacher’s Aide ***  2.0 FTE  

ll.  Recreation/Activity Therapist ***  2.0 FTE  

mm. Occupational Therapist ***  1.0 FTE  
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nn.  Psychiatrist 0.4 FTE 

*Positions required by regulatory rules for HHRTF.   
**Required position for HHRTF  
***Required positions for PRTF   
**** Required positions for PRTF and HHRTF  

 

Job Descriptions 
Chief Medical Officer Hampstead - The Chief Medical Officer Hampstead is responsible for 
monitoring all clinical programs and making recommendations as appropriate for any changes, 
additions, etc. The CMO is involved in assessing, planning, linking, monitoring, and advocating for 
each patient assigned to the clinicians within specific departments. 

General Medical Director - The General Medical Director Hampstead is responsible for the 
provision of general medical services at the facility. Assumes a leadership role in maintaining and 
improving medical standards of care for patients. 

Staff Psychiatrists - The Psychiatrist Hampstead assumes responsibility for admission, 
continuing care, and discharge of patients at the Hampstead Hospital and Residential 
Treatment Facility (HHRTF). The Psychiatrist provides leadership to the multi-disciplinary 
treatment team, and participates in hospital-wide performance improvement and other activities. 

Psychiatric Advanced Practice Registered Nurses (APRN) – The Psychiatric Nurse Practitioner 
Hampstead works under the supervision of the Staff Psychiatrist or the Chief Medical Officer 
and in accordance with established facility policy and procedure as well as within the State 
guidelines. Maintains any documentation required by state or facility guidelines to demonstrate 
compliance with supervision requirements. Provides psychiatric consultation, diagnostic and 
treatment services to the identified patient population, including medication management and 
crisis intervention services. 

Director of Admissions - The Director of Admissions Hampstead oversees the day-to-day 
operations of the Admissions Department. This position actively manages the flow of 
information from initial admission inquiries through the referral process, internal review 
processes and acceptance of the patient. In addition to scheduling and coordinating patient 
arrivals with the Clinical Directors, Medical Staff, Nursing Department and Staffing Department, 
this position actively manages Admission Staff through assigning daily responsibilities and 
tasks—coordinating the scheduling of level of care evaluations and direct admissions, and 
maintaining the staffing schedule. The Director of Admissions is responsible for auditing staff’s 
compliance with required documentation; and develops and maintains professional relationships 
with referring crisis teams, clinicians, hospitals, and individuals. 

Admissions Clinician - The Admission Clinician Hampstead actively responds to all admission 
inquiries from both individual and professional sources. This position educates prospective 
patients, their families and community-based practitioners to hospital treatment programs and 
services, and admission criteria for inpatient level of care. The Admission Clinician performs 
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Level of Care Evaluations and ensures insurance authorization or alternative payment for 
services is in a place prior to patient admission. This position works collaboratively with medical, 
clinical, and unit-based staff to review and schedule new patient admissions when feasible and 
works closely with community-based referral sources to ensure all necessary referral 
information and documentation is provided. 

Admission Coordinator - The Admission Coordinator Hampstead is tasked with coordinating all 
aspects for the admission process and actively responds to all admission inquiries from both 
individual and professional sources. This position educates prospective patients, their families 
and community-based practitioners to hospital treatment programs and services, and on 
admission criteria for inpatient level of care. The Admission Coordinator also ensures insurance 
authorization or alternative payment for services is in place prior to patient admission and works 
collaboratively with medical, clinical, and unit-based staff to review and schedule new patient 
admissions when feasible. In addition, this position works closely with community-based referral 
sources to ensure all necessary referral information and documentation is provided.   

Director of Pharmacy - This position is responsible for the operation of Pharmacy Services, 
including strategic planning, day-to-day operations, pharmaceutical care, clinical and distributive 
services, financial management, legal responsibility, and pharmacy personnel management. In 
addition, the Director of Pharmacy provides monitoring of quality and appropriateness of 
pharmacy services in accordance with Hospital’s Performance Improvement program and 
ensures that services are provided in accordance with hospital policy, State, Federal, and other 
regulatory standards. 

Pharmacist - This position is responsible for day-to-day operations, pharmaceutical care, clinical 
and distributive services, as well as supporting the monitoring of quality and appropriateness of 
pharmacy services in accordance with the Hospital’s Performance Improvement program and 
ensures that services are provided in accordance with hospital policy, State, Federal, and other 
regulatory standards. 

Pharmacy Technician - Pharmacy Technician Hampstead assist pharmacists in preparing and 
distributing drugs, maintaining the drug inventory and maintenance of records. Pharmacy 
technicians work only under the supervision of a registered pharmacist and do not perform 
duties that can legally be performed only by a registered pharmacist. 

Chief Nursing Officer - The Chief Nursing Officer Hampstead directs the delivery of nursing 
care, treatment, and services. This individual manages unit managers, work assignments and 
performance for all Nursing Department employees. The position also provides effective 
leadership, evaluates unit program objectives and Performance Improvement activities, and 
realigns work as needed. 

Nurse Manager - The Nurse Manager Hampstead directs the delivery of nursing care for an 
assigned unit, ensures that nursing standards are developed and met, and promotes staff 
education. In addition, this individual directs the development and implementation of unit 
objectives, standards, performance improvement, and safety management, along with 
establishes and maintains effective communication with senior management, physicians and 
staff. 
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Nurse Supervisor - The Nurse Supervisor Hampstead is responsible for the coordination and 
delegation of professional nursing care throughout the hospital on an assigned shift. This 
position is responsible for monitoring clinical operations throughout the facility to ensure 
compliance with established quality care and customer service standards. The Nurse 
Supervisor monitors the delivery of nursing care following Hampstead Hospital and Residential 
Treatment Facility (HHRTF) established policies and procedures and the ANA Psychiatric Nurse 
Standards, ensuring that these standards are met and maintained. In addition, this individual 
promotes staff education, performance improvement, and safety management, as well as 
establishes and maintains effective communication with senior management, physicians and 
staff. 

Infection Control/Nurse Educator (Nurse Educator and Infection Control) - The Nurse 
Educator and Infection Control Hampstead, coordinates the orientation process of all nursing 
staff by assessing staff competencies and providing on-going education for all direct care 
employees, based on departmental needs. Job responsibilities are carried out in direct 
consultation with the Chief Nursing Officer. This position also assists in coordinating the 
orientation process of all staff by assessing staff competencies and providing on-going infection 
control (IC) education based on departmental needs. In addition, this individual is responsible 
for facility-wide compliance with all regulatory requirements involving infection control. The 
Nurse Educator and Infection Control individual also performs an ongoing assessment to 
identify the organization's risks for the acquisition and transmission of infectious agents and 
effectively conducts surveillance by collecting data and interpreting the results. Finally, this 
position implements infection prevention and control processes and educates and collaborates 
with leaders across the organization to effectively participate in the design and implementation 
of the IC program. 

Director of Clinical Services - The Director of Clinical Services Hampstead is responsible for 
the clinical oversight of all aspects of patient care; directs the delivery of patient care; provides 
clinical leadership and promotes staff education and training; directs the development and 
implementation of clinical programming; and initiates performance improvement projects. This 
position is also responsible for monitoring the quality, integrity, and appropriateness of social 
work services provided. This individual works collaboratively with the Nursing Department and 
Medical Staff to ensure all disciplines are working most effectively as a team in the provision of 
patient care. 

Director of Social Services - Director of Social Services Hampstead is responsible for monitoring 
the quality, integrity and appropriateness of social work services provided. In addition to serving 
as the senior consultant to social work staff providing consultation on clinical, case 
management, disposition and/or family issues/concerns, the Director of Social Services 
participates in hospital committees as assigned. This position is responsible for the hiring and 
management of social work, regular and per diem; and ensures that services are provided in 
accordance with hospital policy, State, Federal, and other regulatory standards. 

Assistant Director of Social Services - In addition to carrying a smaller caseload of patients, the 
Assistant Director of Social Services will assist the Director of Social Services in day-to-day 
management tasks to include hiring, training, and evaluating staff performance. He/she will 
monitor case assignments. This individual will also provide regular clinical consultation and/or 
LICSW supervision to all social workers.  
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Regarding direct care responsibilities, this individual will carry a small caseload. Direct care 
clinical responsibilities will include individual, group and family counseling; case management 
duties; psychosocial formulations; social work assessments; and conducting level-of-care 
assessments as needed. This individual will be an active member on the interdisciplinary 
treatment team.  

Director of Behavioral Services - Responsible for the clinical oversight of the behavior treatment 
program for an assigned unit, the Director of Behavioral Services Hampstead provides initial 
functional assessment, develops a behavior support plan, assists in the training of staff/families, 
and oversees implementation of the plan. 

Program Director - The Program Director Hampstead is responsible for the administrative 
oversight of all aspects of patient care; directs the delivery of patient care; provides leadership 
and promotes staff education and training; directs the development and implementation of 
clinical programming collaboration with the unit leadership; and initiates performance 
improvement projects. The Program Director also works collaboratively with all hospital 
departments to ensure all disciplines are working most effectively as a team in the provision of 
patient care. This position provides clinical oversight and supervision to all direct care staff and 
is responsible for decision making on hiring, performance evaluation, and disciplinary actions. 
The Program Director is responsible for the coordination of all direct care staff to ensure 
adequate staffing for the provision of clinical services and provides ongoing evaluation of all 
aspects of clinical programming. 

Milieu Supervisor - The Milieu Supervisor Hampstead supervises milieu and classroom 
programming. Responsible for supervision, training, discipline, and evaluation of direct care staff 
performance. This position assists with the development and implementation of service 
objectives, standards, performance improvement, and safety management. In addition, the 
Milieu Supervisor establishes and maintains effective communication with senior management, 
physicians, and staff, and participates in hospital wide committees. This position has input 
regarding decisions on hiring and disciplinary actions, evaluates direct care staff objectives and 
realigns work as needed, and provides direct supervision of Counselors and per diem staff. 

Social Worker – Masters of Social Work - Social Worker Hampstead performs case 
management services and actively participates in the Treatment Planning process with the 
multidisciplinary team. This position provides individual, family, and group therapy. Responsible 
for developing a psychosocial formulation and completing the Social Work Assessment. Social 
Workers are tasked with conducting level-of-care assessments and related insurance reviews 
for admissions. All aspects of aftercare planning are the responsibility of the assigned social 
worker. 

 

 

Senior Counselor - A Senior Counselor Hampstead establishes a therapeutic relationship with 
assigned patients and facilitates the maintenance of the therapeutic environment in the 
psychiatric unit. In addition, they provide basic patient care services and maintain a clean and 
orderly work environment. 
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Education Director (Education Coordinator) - The Education Coordinator Hampstead is 
responsible for planning and implementing a comprehensive, hospital-based educational 
program that is structured, individualized, and aimed at assisting patient transition back into the 
community.   

Psychiatric Registered Nurse Hampstead -  The Psychiatric Registered Nurse is responsible 
for delivering professional nursing care to pediatric, adolescent, developmentally disabled and 
adult patients experiencing psychiatric or substance abuse disorders. Nursing care for these 
patients would require psychosocial, physical, and behavioral assessments related to specific 
conditions, and behavioral therapies and interventions. The Registered Nurse will carry out 
these responsibilities independently within the scope and standards of the ANA and New 
Hampshire Nurse Scope of Practice of the RN. This position also provides immediate 
supervision delegation of assignments to licensed and unlicensed personnel according to 
patient acuity and available resources. 

Behavior Analyst - Behavior Analyst Hampstead are responsible for the clinical oversight of the 
behavior treatment program for an assigned unit. This position develops target behaviors, 
monitors data trends, provides evidence-based behavior interventions, and completes behavior 
assessment. The Behavior Analyst provides clinical consultation to unit staff, milieu supervisor, 
and educational staff regarding clinical/behavioral programming. This position is also 
responsible for the ongoing evaluation of the clinical program and provides clinical training to 
direct care staff. 

 

SUPPORT SERVICES STAFF 

IT Manager - The IT Manager Hampstead will provide desk top support, as well as record 
performance metrics measuring problem response times, system downtime, and outstanding 
issues. 

Switchboard (Switchboard Receptionist) - This position, under the supervision of the director, 
performs general switchboard/receptionist duties and may be asked to perform other duties 
such as general mailings, visitor log, meal tickets, etc. 

Administrative Coordinator - Administrative Coordinator Hampstead will provide secretarial and 
informational support for the Executive Director, Operations Director, Nursing Administration, 
and various committees, as requested. This position is also tasked with problem solving, 
overseeing administrative office functions, and ensuring the efficiency and professional image of 
the department. 

Human Resources Manager - The Human Resources Manager Hampstead is responsible for 
planning, administering, communicating, and organizing human resources programs, policies 
and procedures at a professional level. The following functional areas are included: employee 
relations, training, labor relations, staffing, employee benefits, compensation, workers 
compensation, and affirmative action and employment equity programs. This individual requires 
a strong knowledge of EEOC, ADA and Federal and State labor laws. 

Human Resources Coordinator - The Human Resources Coordinator Hampstead plans, 
organizes and directs all aspects of Human Resource Management in such a manner as to 
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ensure fair and equitable treatment of all employees. Monitors and maintains compliance with 
all Federal, State, and company policies and legal aspects of employee/employer relationships.     

Recruiter - The Recruiter is responsible for recruiting, interviewing, and presenting applicants 
for exempt and non-exempt positions. 

Training Coordinator - The Training Coordinator Hampstead is responsible for the planning, 
organization, implementation, coordination, and evaluation of internal and external training 
programs for staff designed to achieve specific contract and organizational learning objectives 
through classroom, practical application, and supervised on-the-job training program. Some 
curriculum development may be required to meet the needs of the client. 

Safety Ambassador (Safety Director) – Plans, assigns, directs, and inspects the activities and 
trains the facility’s safety personnel and other related duties as assigned.  Duties are carried out 
within the framework of established policies, procedures and guidelines. Overall provides for 
facility coordination, interior safety and the preparation of records and reports. 

Safety Ambassador Assistant The Safety Ambassador Coordinator (SAC) Hampstead is an 
entry-level position that supports the safety and security of the child and adolescent patients 
and staff within the Hampstead Hospital and Residential Treatment Facility (HHRTF). The SAC 
also ensures the safeguarding of the HHRTF building, materials, and equipment against fire, 
trespassing, theft, and other hazards. SACs are trained to ensure a safe salutary environment. 

PRTF SPECIFIC STAFF 

Unit Coordinator - The Unit Coordinator is responsible for the administrative oversight of all 
aspects of patient care; directs the delivery of patient care; provides leadership and promotes 
staff education and training; directs the development and implementation of clinical 
programming collaboration with the unit leadership; and initiates performance improvement 
projects. The Unit Coordinator also works collaboratively with all hospital departments to ensure 
all disciplines are working most effectively as a team in the provision of patient care. This 
position provides clinical oversight and supervision to all direct care staff and is responsible for 
decision making on hiring, performance evaluation, and disciplinary actions. The Unit 
Coordinator is responsible for the coordination of all direct care staff to ensure adequate staffing 
for the provision of clinical services and provides ongoing evaluation of all aspects of clinical 
programming. 

Family Advocate - The Family Advocate brings their experience of being a parent or family 
member of a person with mental illness to the treatment team. The Family Advocate engages 
with the patient’s family before, during, and after admission and serves as a liaison between the 
family and the treatment team. Additionally, the Family Advocate assists the family in navigating 
the mental health system and preparing for the next level of care. The Family Advocate is a 
member of the treatment team who provides highly individualized services to the family and the 
treating clinicians. The position primarily serves families of patients in the Psychiatric 
Residential Treatment Facility, but may have additional responsibilities throughout the hospital.  

Special Education Teacher - The Special Education teacher provides educational instruction and 
oversight to children and adolescents in accordance with established education plans.   
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Teacher’s Aide -  The Teacher’s Aide Hampstead is responsible for assisting students in the 
classroom setting, working 1:1 with students when appropriate. The Teacher’s Aide implements 
teaching plans in collaboration with the Education Coordinator and assists with documentation, 
correspondence, and clerical duties. 

Recreation/Activity Therapist - The Activity Therapist Hampstead is responsible for providing 
activity therapy services at the direction of the site supervisor. This individual also maintains 
effective communication with the facility and staff. 

Occupational Therapist - The Registered Occupational Therapist Hampstead will identify, 
assess, treat and supervise the treatment of patients with physical, emotional, cognitive, 
psychological and social dysfunction. 

 

 

 


