California Institution for Men

Duty Statement
	1)   EMPLOYEE NAME

      
	3)   DEPARTMENT/FACILITY
CALIFORNIA INSTITUTION FOR MEN PLANT OPERATIONS 

	2)   POSITION NUMBER
      080-216-xxxx-xxx
	4)   (CIVIL SERVICE TITLE) CLASSIFICATION
       GROUNDSKEEPER (CF)

	5)   SUPERVISES (NUMBER OF CIVIL SERVICE TITLE)

       Inmates
	6)   POSITION TITLE
GROUNDSKEEPER (CF)



	7)   DATE


	8)   SUPERVISED BY
SUPERVISOR of BUILDING TRADES and/or  

SUPERVISING LEAD GROUNDSKEEPER II
       

	9)   SUMMARY STATEMENT:  (PROVIDE A GENERAL DESCRIPTION OF DUTIES)
Under the general direction of the Supervisor of Building Trades and/or Supervising Lead Groundskeeper II, the Groundskeeper CF is assigned and is responsible for, but not limited to, work with follow employees and lead inmate work crews engaged in plating, watering, trenching, cultivating, and maintaining flower beds, lawns, shrubs, trees and perform general grounds maintenance work. Directs all work to be performed by inmate crews in the maintenance and care of institution grounds, equipment and sprinkler systems, obtain prices and submits purchase orders for all tools, supplies and equipment needed for the operation of the grounds crew both for the maintenance of the institution grounds and for the development of unimproved areas. Maintain security, leading and supervising inmates.  Prevents escapes and injury by those persons to themselves and others or to property.  Maintains the security to working areas and work materials, inspects premises and searches inmates for contraband.
All staff is required to familiarize themselves with the duty statement job description supplement, which includes the vehicle security, staff/inmate accountability and institution security plan. 

Plant Operations Work Hours will be as follows:

A)   Monday through Thursday, 7:00 AM to 5:00 PM with RDO’s of Friday, Saturday and Sunday 
B)  Tuesday through Friday, 7:00 AM to 5:00 PM with RDO’s of Saturday Sunday, and Monday. 
These are a 4-day per week, 10-hour per day work schedule with no lunch. There will two (2) rest periods during each working day which are not to exceed a total of thirty (30) minutes in any work day.

C)  Monday through Friday, 7:00 AM to 3:00 PM 

This is a 5-day a week, 8 hour per day work schedule with no lunch. There will two (2) rest periods during each working day which are not to exceed a total of thirty (30) minutes in any work day.
D)  An alternate schedule will be in place for weekend coverage.

Personnel are required to work overtime, are subject to callbacks, work holidays and work weekends as needs of the institution dictate.  Personnel in this position are subject to emergency recall to the
 institution 24 hours/day, 365 days/yr.  The use of State Property during duty hours or off duty hours, for personal use, is prohibited.
10)  STATEMENT OF ACTIVITIES, OBJECTIVES AND PERFORMANCE STANDARDS 

       (INCLUDE PERCENTAGE OF DUTIES = 100%)
45%
As a Groundskeeper (C.F.), your primary responsibilities are, but not limited to, work with follow employees and lead inmate work crews engaged in plating, watering, trenching, cultivating, and maintaining flower beds, lawns, shrubs, trees and perform general grounds maintenance work. Directs all work to be performed by inmate crews in the maintenance and care of institution grounds, equipment and sprinkler systems, obtain prices and submits purchase orders for all tools, supplies and equipment needed for the operation of the grounds crew both for the maintenance of the institution grounds and for the development of unimproved areas.20%
Shall instruct on a bi-weekly basis the proper maintenance and care of trees, shrubs, hedges, lawns, flowers and various ground covers and the use of maintenance and gardening tools and equipment, both manual and motorized.  Supervises the minor repair and patching of roads and walkways.  Provides instruction in the safe operation of equipment and tools for staff/inmates; ensures a safe work place; maintains documentation of bi-weekly tailgate safety meetings.

30%
Direct, inspects and assists skilled and non-skilled inmates in general grounds maintenance work.  Prepares and treats soils for planting, spades and fertilizes flowers, trims trees, hedges, and shrubs and erects tree supports.  Does general laboring tasks related to grounds and garden maintenance work.
15%
Supervises inmate workers while performing repairs throughout the institution. Performs inmate 

           time  keeping, hazardous  material  storage, and  perpetual  inventory  of  chemicals, security
           inspections,  and  daily  time  sheets  to  account  for  time  according to SAPMS. Maintain tool 
           control in accordance with DOM Chapter 50000/ Section 52040, keeping tools and
           equipment in a safe and clean working condition as part of a preventative maintenance 
           program.
10%    Attends a minimum of 40 hours of In Service Training annually.  Provides safety and on-the-job training to other maintenance personnel and inmate workers per the Injury Illness Prevention Program (IIPP) requirements.  Prepare and submit injury reports on inmate workers.  Conduct quarterly fire drills for shop staff and inmates.
11) EXPECTATIONS: 

Your performance report will be based on knowledge of the trade, relationship with both peers and supervisors. Ability to complete your assigned task in a timely manner and analyzing work situations and material needed to complete assigned task. Answer to call backs as emergencies requires.

Ensure CIM Escape Prevention Policy is adhered to at all times. Make every effort to prevent the possibility of escape, pilferage or injury to staff or inmates.

Conduct periodic inspections of all areas to ensure work areas are clean and safe at all times.

You are responsible for the safe custody and security of all inmates under your supervision.  
You must notify Control of all suspected escapes. You must be neat, courteous and professional in your dealings with the inmates, parolees, fellow employees and any member of the public with which you encounter. You must not use indecent, abusive, profane or otherwise improper language while on duty.  The California Department of Corrections and Rehabilitation (CDCR) policy specifically forbids any activity associated with or that promotes acts of sexual conduct, including sexual harassment between inmates/parolees and CDCR staff.

You are required to have 40 hours IST/OJT training annually.  A minimum of eight hours is to be formal classroom training.  The remaining hours of training may be formal IST, Out Service Training, OJT or any combination thereof.  (See DOM Subsection 320210.13) It is the responsibility of all staff to ensure sensitive/confidential information is adequately secured from inmate access.  Briefcases, purses, billfolds, etc. that may contain sensitive/confidential information will be placed in a locked or secured area.  Prior to leaving your office/work area, you will ensure all sensitive/confidential material including computer files/disks are secured in a locked cabinet or desk, all computers and monitors are turned off, and all doors and windows are secured and locked.  You will ensure that items placed in regular trash are not of a personal nature.  Sensitive/confidential trash must be shredded or placed in a locked confidential trash bin.  Personal items or information must not be in eyesight or reach of inmates.  You are not to introduce any sensitive/confidential information into the institution, except for official state business or official state business related activities.

Inmate access or entry into areas that may contain sensitive/confidential information will be strictly controlled.  Inmates will be under direct/constant supervision whenever allowed access to an office/work area that may contain such information.  Prior to authorizing an inmate entry into an office or area, you will ensure security procedures are enacted.  All sensitive/confidential materials will be secured in a locked cabinet or desk, computer programs will be exited and monitors turned off (unless privacy screens are utilized), and briefcases, purses, lunchboxes, etc. will be placed in locked or secure areas.

QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

LANGUAGE SKILLS:  Ability to spell correctly, use good English, follow oral and written directions, read and write English at a level required for successful job performance, meet and deal tactfully with the public, management and employees.

MATHEMATICAL SKILLS:  Make arithmetical computations of high level of difficulty; ability to add, subtract, multiply, and divide all units of measure using whole numbers, common fractions, and decimals.

REASONING ABILITY:  Knowledge of supplies and equipment; business English and correspondence; principles of effective training.

CERTIFICATES, LICENSES, REGISTRATIONS:  None.

OTHER SKILLS AND ABILITIES:  Ability to perform with independence and originality in performing assigned tasks; and to maintain regular attendance and be punctual.

OTHER QUALIFICATIONS:  Knowledge of methods, supplies and equipment; business English and correspondence; and principles of effective training.

SPECIAL PERSONAL CHARACTERISTICS:  A demonstrated interest in assuming increasing responsibility.

Information for this job description was obtained by reviewing the California State Personnel Board specification for the position and by observation of the duties as they are currently performed.

Reasonable Modification/Accommodation: Reasonable modification or accommodation is the process of modifying policy, procedure, physical plant, etc. to facilitate access to programs, services, and activities for inmates with disabilities.  Under the Americans with Disabilities Act (ADA), inmates with disabilities have a right to request reasonable modification or accommodation to access programs, services, and activities of the Department.  The Armstrong Remedial Plan (ARP) provides that such requests may be denied only if one or more of the following four defenses apply:

1. Legitimate Penological Interest, 

2. Undue Burden and Fundamental Alteration, 

3. Direct Threat, 

4. Equally Effective Means; 

These defenses are derived from the ADA and from the 1987 United States Supreme Court decision in Turner v. Safely.  Staff should consult ARP II.H, Justification for Denial of Requests for Reasonable Accommodation for detail on the applicability of these defenses.  If CDCR staff denies requests for reasonable modification or accommodation where these defenses do not apply, the denial may not be legally defensible and the CDCR will continue to be deficient with respect to compliance with federal law and federal court order.

Equally Effective Communication:  The ARP and the Americans with Disabilities Act (ADA) require public agencies to ensure equally effective communication with inmates, in particular where important interests such as due process, health care delivery, legal, etc. are at stake.  In these instances, the ADA requires public agencies to give primary consideration to the preferred method of communication of the individual with a disability.  Staff is required to dedicate additional time and/or resources as needed to ensure equally effective communication with inmates who have communication barriers such as hearing, vision, speech, learning, or developmental disabilities.  Inmates with severe hearing impairments who rely on sign language for effective communication have been most underserved in this area.  It is my expectation that DAI staff will take necessary steps to obtain the services of a qualified sign language interpreter for communications that involve due process, appeals, notice of conditions of parole, classification committee hearings, etc; attempting to use written communication for these contacts violates the ARP and the ADA.  The ARP and CDCR policy require staff to document their determination that the inmate understood the communication, the basis for the determination, and how the determination was made.  A good technique is asking the inmate to explain what was communicated in his or her own words.

The primary objective of this institution is to protect the public by safely keeping persons committed to the custody of the Director of Corrections, and to afford such persons every reasonable opportunity and encouragement to participate in rehabilitative activities.  You are to make consistent efforts to ensure the security of the institution and the effectiveness of the treatment program within the framework of security and safety.

As a CIM employee, you are required to receive training and to understand how physical facilities, degree of custody classification, personnel and operating procedures affect inmate custody and security.  The requirement of custodial security and staff, inmate and public safety must take precedence over all other considerations in the operation of all the programs and activities of the institution.

As a CIM employee, you are also required to do everything possible to prevent the escape of an inmate.  Prevention begins with correctional awareness.  Keys to good correctional awareness include the following:

Practice good communication between:

· Yourself and other staff.

· Yourself and inmates by monitoring inmate conversations of an unusual or suspicious nature.

Be pro-active and watch for unusual inmate behavior:  Observe and communicate with inmates.  Become familiar with their habits and determine what is unusual.  Look and be aware of what is happening.

Control sensitive information:  It is critical that you remain cognizant of your surroundings in the workplace to ensure that sensitive confidential employee / institutional information is not left unattended and is adequately secured prior to departing your work area if you have been working with such material.  No one is authorized to introduce any sensitive confidential information into the institution, except for official state business or official state business related activity.

Account for inmates:  Know where inmates are.  Verify passes, ducats, and check for inmates who may be out-of-bounds.  Follow established accountability procedures when an inmate cannot be located.

Maintain control of inmate movement:  Inmates who are found to be out-of-bounds should be positively identified.  Alert custody staff.  The inmate should be searched, and removed to an authorized area.  Follow up with progressive discipline.  

Use all of your senses:  Investigate, document, and notify your supervisor immediately of any suspicious activity.

Practice good key control:  Never lay your keys down.  Keep them on your person at all times.  Never loan your keys to anyone.  Never allow an inmate to handle your keys.  If you lose you keys notify your supervisor and the Watch Commander immediately.

Practice good tool control:  If you work in an area that requires inmates to have access to tools, always clear your inventory prior to authorizing inmates’ access.  Ensure that all tools are properly chitted out.  Always inventory your tools prior to releasing your inmates and departing the institution.  At the beginning and end of your shift, a visual inspection of all tools, locks and keys is to be conducted and maintained in a log on a daily basis.

Identification:  Every employee must be in possession of their employee identification card while on duty, and produce it upon request.  An employee must promptly report the loss of their ID to their supervisor immediately.  Do not leave your ID at your desk.  Carry it on your person at all times.  Employees having contact with the general public and inmates must wear an approved nametag while on institution grounds.

Vehicles:  Inmates must not have unauthorized access to a motor vehicle.  Always lock vehicles when exiting.  Park vehicles only in designated parking spots.

Emergency Equipment:  Every employee must have in their possession a whistle for use in emergencies.  If you are assigned a Personnel Alarm Device, it must be worn at all times.

DEPARTMENT OF CORRECTIONS AND REHABILITATION
 DISCRIMINATION COMPLAINT POLICY:

It is legally mandated by State and Federal laws that employees have a right to work in an environment that is free from all forms of discrimination, including sexual harassment:  Sexual harassment is a form of discrimination that is prohibited by Title VII of the Civil Rights Act of 1964 and California Government Code Section 12940.  It is the policy of the State of California that sexual harassment is unacceptable and will not be tolerated.

Sexual harassment is generally defined as unsolicited and unwelcome sexual advances of a severe and/or pervasive nature, be they written, verbal, physical and/or visual, that usually occur when:

1. Submission to that conduct or communication is made either explicitly or implicitly to a term or condition of employment

2. Submission to or rejection of that conduct or communication by an employee is used as a basis for employment decisions affecting the employee; or

3. Such conduct or communication has the potential to affect an employee’s work performance negatively and/or create an intimidating hostile or otherwise offensive work environment.

Sexual harassment manifests itself in many forms.  Written – sexually suggestive or obscene letters, notes or invitations; Verbal – sexually derogatory comments, allures, jokes, remarks or epithets; Visual – leering, making sexual gestures, or displaying sexually suggestive objects, pictures, cartoons, or posters; Physical – assault, attempted rape, impeding or blocking movement, or touching; Other – sexual advances which are unwanted (this may include situations which began as reciprocal attractions, but later ceased to be reciprocal); women in non-traditional work environments who are subjected to hazing (this may include being dared or asked to perform unsafe work practices, having tools and equipment stolen, etc.) if requests for sexual favors are not met; employment benefits affected in exchange for sexual favors (may include situations where an individual is treated less favorably because others have acquiesced to sexual advances); implying or actually withholding support for an appointment, promotion, or transfer or change of assignment, or initiating a rejection on probation or adverse action, or suggesting that a poor performance report will be prepared if requests of sexual favors are not met; reprisals or threats after negative responses to sexual advances.

LIABILITY FOR SEXUAL HARASSMENT:  Under State and Federal laws, liability and damages for sexual harassment may be ascribed to the individual harasser, the harasser’s supervisors and managers, and the employee’s department.

INDIVIDUAL HARASSER LIABILITY:  When an individual employee is found guilty of sexual harassment, the employee may be personally liable.  This means that if monetary damages are awarded, the employee may be responsible for paying part or all of the damages.  Monetary damages may include substantial compensation and punitive damages.  Employee will also be subjected to California Department of Corrections and Rehabilitation (CDCR) disciplinary action, up to and including termination.

EMPLOYEES’ RIGHTS AND RESPONSIBILITIES:  Employees who feel they have been sexually harassed, retaliated against for complaining about sexual harassment, or retaliated against for participating in a sexual harassment inquiry, may pursue any of the following avenues of redress:  1. Advise their direct supervisors to informally resolve the concern; 2.  File a CDCR Informal Complaint as defined in the Department Operations Manual (DOM), subsection 31010.12.4, with local EEO counselors or the AA Coordinator; 3.  File a CDCR Formal Complaint as defined in DOM, Subchapter 31010.12.5, with the Affirmative Action Office, P.O. Box 942883, Sacramento, California 94283-0001, telephone number (916) 322-9520 or ATSS 942-9520; 4.  File a complaint with the DEFH within one (1) year from the alleged unlawful act (DEFH, 2000 “O” Street, Sacramento, California 95814, telephone number (916) 445-9918 or ATSS 485-9918); 5.  File a formal complaint with the EEOC within 300 days of the alleged unlawful act (EEOC, 901 Market Street, Suite 500, San Francisco, California 94103); 6.  File a formal complaint with the SPB Appeal Division, 801 Capitol Mall, P.O. Box 944201, Sacramento, California 94244-2010.



	THIS DUTY STATEMENT INCLUDING THE ACTIVITIES, OBJECTIVES AND PERFORMANCE STANDARDS HAS BEEN REVIEWED BY THE UNDERSIGNED. PLEASE READ, SIGN AND RETURN THIS COPY TO YOUR SUPERVISOR.  YOUR SIGNATURE INDICATES THAT YOU FULLY UNDERSTAND YOUR RESPONSIBILITIES AS DESCRIBED HEREIN.
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