
 
JOB DESCRIPTION 

 

 

JOB TITLE:  Registered Nurse (RN) 

 

DEPARTMENT:   Residential Services 

 

REPORTS TO:   COO, Programs and Services  

 

 

Summary:  The Arc Caddo Bossier serves people with intellectual and developmental disabilities. The 

Registered Nurse (RN) has the authority, responsibility, and accountability to carry out or to delegate nursing 

services through training of staff for the recipients they serve. The RN has authority to make nursing judgement 

within the scope of the nurse practice. The RN is responsible to provide nursing care, treatment, supervision, 

and carry out physician orders for the safety and protection of each recipient under the care and responsibility of 

The Arc Caddo-Bossier, in compliance with federal, state, and local regulations under the Title XIX 

requirements of the amended Social Security Act. The RN is primarily responsible to provide nursing care, 

treatment, supervision, and carry out physician orders for the safety and protection of each recipient served in 

the Intermediate Care Facilities (ICFs) and the Home-Based Community Services (HBCS) per the Waiver 

Programs they are receiving services under. The RN may also be asked to provide professional advice to others 

served by The Arc Caddo-Bossier, such as students of The Arc Caddo-Bossier’s Goldman School and Child 

Development Center, GREAT Equine Assisted Therapies, and Frost Industries employment programs. 

Additionally, the RN serves as an employee health nurse, offering guidance on policies and procedures to 

employee health-related issues (ex: COVID-19).    

 

Position Requirements:  Nurse should possess a broad range of knowledge and be competent in performing 

the function as a nurse. Prior experience in the ID/DD setting is preferred, as the nurse will, out of necessity, 

cover a broad range of approaches, techniques, and modalities appropriate for the multitude of characteristics 

that include the lifestyle and developmental levels of the individuals with IDD. The Nurse agrees to provide 

verification of license and liability insurance annually. Must possess a valid Louisiana driver's license and 

driving record that meets the standards outlined in The Arc Caddo-Bossier Employee Handbook. Must be 

physically and mentally fit to work with people with developmental disabilities and must be willing to complete 

and pass a pre-employment examination that includes a drug and alcohol screening as well as TB screening. 

The Nurse must be able to lift 40-50 pounds as recipient care can require lifting, pulling, tugging, twisting, and 

bending at the knees. 

 

Duties and Responsibilities: 

1. Recipient Assessment  

• Obtains and documents nursing history for the ICF resident or HBCS waiver recipients that are 

comprehensive of present condition and prior problems. 

• Makes pertinent observations, using language that correctly describes parts and functions, and 

draws logical conclusions which direct formation of nursing care. 

• Identifies errors and shows a fundamental understanding of implications by reporting information 

to the physician and others caring for the recipient and by incorporating this in the plan of care. 

 

2. Nursing Care Plan/Plan of Care 



• Uses assessment information to assist in development of a plan of care when appropriate 

• Includes the recipient and his/her family along with staff in plan of care. 

• Consistently follows established standards policies and procedures in providing nursing care with 

the scope of nursing practice. 

• Provides necessary training/re-training to the recipient’s family members and staff as needed. 

• Communicate with the recipients, his/her family, and staff in carrying out the goals of the plan of 

care. 

• Responds appropriately in urgent and/or emergency situations. 

3. Medication Administration Training for ICFs and HBCS staff 

CERTIFIED MEDICATION ATTENDANT (CMA) 

• To be a CMA instructor, RN must have at least 1 year of ID/D experience. 

• Provide academic training classes for state licensing of CMAs. 

• Trains DSP basic skills to become competent to provide first aid, detecting signs and symptoms 

of illness or dysfunction, recognize and monitor changes in recipient condition, pain levels and 

basic skills required to meet the health needs of the recipient. 

•  Monitor CMA job performance and carry out disciplinary action as needed for medication errors 

• Provide training and in-services for CMAs as necessary for retraining and license certification.  

• Maintain each employee’s CMA file and Recertification every 2 years 

 

 

STATE MANDATED 16 HOUR DIRECT SERVICE PROVIDER MEDICATION CLASS 

• Provide and instruct on Basic Medication Administration 

• Instruct on understanding intended effects/side effects of medications 

• Basic Pharmacology 

• Basic Medical language 

• Test each DSP after completion for competency and maintain a current file on each DSP with  

▪ that competency on a yearly basis 

• Monitor DSP job performance and carry out disciplinary action as needed for medication errors 

• Provide training and in-services for DSPs, as necessary for retraining and competency 

certification.  

• Trains DSP basic skills to become competent to provide first aid, detecting signs and symptoms 

of illness or dysfunction, recognize and monitor changes in recipient condition, pain levels and 

basic skills required to meet the health needs of the recipient. 

• Recipient specific medical training such as PEG feeding, Nebulizer use, Diabetic glucose 

monitoring, etc. 

 

4. Nursing Assessments 

• ICF resident physical assessments are required every 90 days with new updated Physician Orders 

completed for each home and resident on this quarterly basis 

• ICF Admit assessments required on each new resident admitted to the program 

• In the HBCS division, each time a significant health change occurs such as a hospital stay/ER, 

the RN must go out and assess that recipient for health changes and to make sure that the 

recipient still falls under the “stable and predictable” status that allows the RN to delegate the 

DSP to give medication after the staff is trained. Some ER visits can be done per phone if no 

medication were changed, and the event was not a new diagnosis. 

• Recipient health assessments as necessary per the guidelines of the waiver they are receiving 

services under in the HBCS division 

 

 

5. Evaluation 



• Evaluates and notes the individual recipients’ response to care as defined in the plan of care as 

needed. 

• Contact each recipient family/staff either by phone or home visit as needed across the agency 

• Supervises care giving by non-professional personnel, providing instructions as needed. 

• Remains current in nursing knowledge and skills. 

• Assist in evaluating and formulating policies, procedures, decisions, and solutions related to the 

nursing services/health services here at The Arc Caddo-Bossier. 

• Recommends the purchase of supplies and equipment required for the nursing services. 

• Attends and supports in-service programs and seminars. To include acquiring a minimum of 5 

hours of continuing education per year in nursing practice. 

• Recommendations to the division Director concerning current and future staff. Assesses the 

quality of care rendered. 

• Investigates and reports on complaints. 

• Participates in appropriate meetings and committees. 

• Responsible for informing the Division Director of nursing activities, needs, problems, and 

unusual events. 

 

6. Other  

• Training staff (See above for specific mandated training) 

• Any recipient specific training that is required in the HBCS division must be initially performed 

by the RN, the follow-up or retraining can be performed by the LPN 

▪ IE: trach, PEG tube feeding, Nebulizer, CPAP, BPAP, Skin/Simple Wound Care 

• Responsible for Cycle Medication as follows: 

o Cycle Meds arrive in each facility about seven days before the start of the cycle. Before 

the start of the cycle (and with enough time for another staff to also check the meds), the 

RN must go through the medications, Medical and Treatment Records comparing all the 

new orders to all the old orders and previous MARs. Check for errors and follow-up to 

verify that all the errors have been corrected before the start of the cycle. When new 

medication cycles arrive from the pharmacy, LPN can check-in and double check cycles 

per RN instructions. 

• Accompany and transport recipients to medical appointments and to the Emergency Room as 

needed and as requested. Facilitate communication of information between recipient and medical 

staff. Assist recipient participation in medical exams as necessary. Ensure orders and nursing 

procedures are carried out post hospital visits. 

• When residents/recipients are hospitalized, work collaboratively with medical staff, and serve as 

an advocate for the recipient by informing hospital staff of resident medical history, diet orders, 

physician orders, preferences, fears, and communication style. Communicate admittance, status, 

and updates to pertinent consultants. directors and/or family. Review discharge orders and follow 

up in a timely manner.  

• Will consult with other staff and providers (dietician or pharmacy consultant, MD’s, nursing, 

sheltered workshops, etc.) concerning medical needs of recipients when appropriate.  

• When a new medication is ordered, carry out the order, verify the correct dosage and assign 

times it is to be given. 

• Update the Medication Administration Record with correct information per ICF and HBCS 

guidelines for the administration of the medication 

• Assist with the Universal CPOC in HBCS. Update medical section (Attachment D/E) for 

medical/health needs and correct medication  

• Check MD appointments and necessary paperwork needed (consents, consult forms, etc.) after 

appointments and prior to appointments. 

• Make sure all lab is drawn and correct per doctor’s orders 



• Assist staff to get lab per psychiatrist orders and as needed by other consultants. 

• Serve/rotate on several committees or teams (Human Rights, SCC, COVID Team, etc.)  

(a) Serve ON CALL as necessary 

(b) RN is responsible for supervising LPNs for all medical issues. 

(c) Other duties as assigned by supervisor  

 

SALARY RANGE:  $67,000 – 72,000 

 

I acknowledge the above key functions and meet the prerequisites set forth in the above. 

 

 

 

 

            

Employee Signature      Date 

 

 

 

 

 

            

Executive Director Signature     Date 

 


