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TENURE

FT/P RO1 2 ves[] vo [
LOCATION T INCUMBENT EFFECTIVE DATE

Chowchllla, Cahfornla

Missmn

We enhance public safety through safe and secure incarceration of offenders; effective parole supervision; and rehabilitative
strategies to successfully reintégrate-affenders into our communities.

Vision. _
We enhance public safety and promote successful community reintegration through education, treatment, and active participation
In rehahliltatwe and restoratwejustlce programs.

: BVIENT . FEQUIT et L .
The Ca!lfcrnla Department of Correctrons and Rehab;l]tatlon {CBY '] and Cahforma Correctlonal Health Care Services (CCHCS) are
committed to building and fostermg a diverse workplace. We befieve cultural dlversny, backgrounds experiences, perspectives,
and unique identities should be honored, valued, and supported, We believe-all staff should be empowered. CDCR/CCHCS are proud
to foster lnclusmn and representatlon at ai! Ievels of both Departments.

BR]EFLY DESCRIHE THE DlVISlONIUNIT FLINCTIONS
Under the general direction of the Staff Services Manager [, the Associate Governmental Program Analyst {AGPA) is assigned a
variety of analytical tasks associated with the highly complex analyticat and technical return to work arena which encompasses
employee on the job illnesses and injuries, requests for reasonable accommodations, light duty, medical demotions, medical
termlnatmns and return to work ISSUES, Acts as management 5 representatlve m the return to work arena

0% Under the general direction of the Staff Services. Manager 1, the Return to Work Coordinator is responsible for
Return to Work activities that encompass employee on the job illnesses. and injuries, requests for reasonable
_accommodatmns light duty, medical demotions, medical terminations and return to work issues, Serve as lead
person in the return to work area, providing expert assistance, direction, analysis and consultation in-the more
technical return to-work refated matters. Ana]yze and review medical reports and evaluations to determirne capability
of employee’s ability to perform their duties: in order to return them to work, Analyze and review modified duty
restrictions and coordinates. with departments the feamblllty of light-duty assignments. Analyze and make
recommendation to management. on employee reasonable accommodations requests for the Warden's
appmval{dlsapproval Meet with employees to discuss procedures and feasibility of réturning to. work, light: duty
Tequests, reasonable accommodation: requests, medical demotion requests and the-medical tefmination process.

Engage in an interactive process with employees in order to assist them in seeking options wheii-medical restrictions
result in their not being able to be returned to work in their position. This includes discussing the feasibility of a
medical demotion, reasonable.accommodation; transfer:to another position in state service whose duties would meet .
the employee’s medical restriction, resignation, medicai-termination and disability retirement options. Participate
and/or coordirate various committees, 4.e. Dtsablhty Advisory Committee, Health & Safety Committee, Violence
in the Workplace Committee, Exposur._e Contral Committee, Annual Staff TB Coqrd_mat_or, Excessive Leave
Committee, etc.
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25%. Coordinate. benefits with State Compensation Insurance Fund (SCIF) Claims: -Adjusters, providing information
relative to mjuwhllness and employee performiance relative to the case, Work c]osely with the Personnel
Supervisors and Senior Personnel Specialist to disseminate information in the processing-of industrial disability,
Temporary Disability beuefits for employees. Analyze and review doctor reports from SCIF assigned physicians to

determine possible costs and 5u1tab1hty of returning the employee to work. Analyze, monitor and track costs and
timeliness of benefits,

20% Coordinate all employee referrals to the. Employee: Assistance Program. Follow up on all managerial reférrals, .
ensuring employees are attending. Meet with employees to determine progress and status. Analyze and review cases
and make recommendations to initiate investigations. Coordinate and .conduct on-site investigations. with
instifutional investigators. Select and coordinate investigators with SCIF, Provide informationi and contacts, Meet’
-and discuss results with investigators and institution - managerial staff involved. Attend hearmgs as the institutional
representalive. Provide testimony and assist in determining and coordinating witnesses in defense of claim.

Pravide training to all new employees and new. supervisors during New Employée Orientation and - Basic
Supervision as needed. Select. and provide information to medical consultants, Meet with medical consultants
regarding conditions of work requirements, discussing employee's ability to renumn to work. Analyze and coordinate
10% fitness-for-duty evaluations for guestionable cases: Act a3 the instinition’s liaison with all attomeys requesting
information relating to an employee’s disability. Respond to. attorriey inquiries and discuss status of employee
disability and proposed recommeridations. Act @ the institutional liaison with Vocational Rehabilitation
Counselors, responding to inquiries, and' reviewing evaluations and vocational rehabilitation costs. Review
proposed settlernents based upon medical evaluations and provide recommendations for compromise arid release
claims.

Prepares various cotrespondence. Develops and/or revises institutional policy as necessary, Analyzes
-changes/aniendmients to laws, regulations, Memorandum of Understanding and reports on potential impact to the-
return to work arena. Attends staff mieetings, research, analyze and prepare. information regarding employee.
grievance issues. Analyze, independently reseatches and respond to. individual inquires by staff, headquarters or
other dgencies. Provide training and infoimation on various return to work areas-and programs to staff, Respond to
technical inquiries refative to aseribed duties. Update various weekly/menthly reports, i.e. Weekly Staff Out Report,

Open/Closed Claims Report, Exposure Contiol Report, efc,

+10%

Responsible for maintaining the Lonhdentlallty of the highly sensitive and complex issues in the return to work
arena. Respon51ble for accurately signing-in and signing-out daily on the 998-A, meeting FLSA laws and rules to
ensure no FLSA violations are committed and attaching required documentation for absences-to the 998-A, Assist
5%. others and perform other duties within the scope of an Associate Governmental Program Analyst. Responmb]e for

meetmg year]y In Serwce Tramlnﬂ reqmrements and obtalnmg On- the Job Training as needed.

] CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and all prison inmates,
yisitors, nonemployees and employees shali be made aware of this.

. Exampie Consequences of error may result in Ioss of time and could cause stgmflcant delays in program production. Such
delays can result in inefficient use'or misdirection of department resources’ resulting in the inability to meet efficiency and
time line goals and varylng degrees of. negatlve flnanc;al impacts. to the department.
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION ] prOPOSED

POSITION DUTY STATEMENT .
CURRENT

COCR INSTITUTION OR HEADQUARTERS PROGRAM POSITION NUMBER {Agency-Unit-Class-Serial) MCR / HCR
Central California Women's-Facility 381-261-5157-801
DIVISION / UNIT CLASSIFICATION TITLE
STAFF SERVICES ANALYST
WORKING TITLE
., - - . . . RETURN TO WORK COORDiNATOR

Division of Adult Institutions/ Business'Services TIVE BASE 7 oD e oo

TENURE

FT/e RO1 12 Yes [ No [

LOCATIGN INCUMBENT
Chowchlila Callforma _

't ‘EFFECTIVE DATE .

Mlssmn

We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehabilitative
strategies to successfully reintegrate.offenders into our communities.

Vision _

We.enhance public safety and promote successful community reintegration through education, treatment, and active participation
ln rehabliltatwe and restoratwe;ustlce programs.

The Callfornla Department of Correctlons and .'Rehabllltatmn {CDCR) and Callforma Correctlonal Hea!th Care Serwces (CCHCS} are
committed to building and fostering a diverse workpiace. We believe cultural diversity,. backgrounds, experiences, perspactives,
and unigue identitiés'should be honored, valued, and supported. We believe all staff should be empowered. COCR/CEHES are proud
to. foster mciusmn and representatlon at aII Ievelsof both Departments

[ aalsrw DESCRIGE THE ormslomumr FUNI:TIONS
Under -the general supervision of the Staff Services Mariager |, the Staff Services Analyst {SSA) is assigned a variety of less
consultative analytaca[ tasks associated with the less technical return t@ work arena which encompasses erployeé on the job
ilinesses and injuries, requests for reasonable accornmodations; light duty, medical demotions, medical terminations and return to
work |ssues Acts as management L3 representatwe |n the return o work arena.

T

e
1 7{'9‘5? o

30% Under the supervision of the Staff Services Manager I, the Réturn to Work Coordinator is responsible for Return to
Work activities that encompass employee on the job illnesses and injuries, requests for reasonable accommodations,
light duty, medical: demotions, medical terminations and return to work jssues. Provides assistance, direction,
anaiysis.and consultation for the less. technical retum to work related matters. Assist with the analyzing and
rewewmg of medical reports and evaluations to determing capability of employee 5 ability to perform their duties
in order to return them to work. Assist’' with the analyzing and reviewing of modified duty restrictions and
coordinates with departments. the feasibility of light-duty assighments, Analyze dnd make recommendation to:
management on employee reasonable accommodations requests for the Warden’s approval/disapprovat. Meet with
employees to discuss procedures and feamb:hly of returning to work, light duty requests, reasonable,
accommodation requests medical démotion requests and the medical termination process. Engage in an interactive
process with employees in order to assist them in seeking options when medical restrictions result in their not being
able to be retumed to work in their position. This includes d15|:ussmg the feasibility of a medical demotion,.
reasonable accommodation; transfer to another position in state service whose duties would meet the employee’s
medical restriction, res:gnatlon ‘medical termination and dlsablllty retirement options. Participate and/or coordinate
various committees, i.e. Disability Advisory Committée, Health & Safety Committee, Violence in the Workplace
Committee, Exposure Control Commities; Annual Staff TB. Coordinator, Excessive Leave Committee, ete,
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25% Coordinate benefits with State Compensation Insurarice Fund. (SCIF) Claims Adjusters; providing information
relative fo injury/iliness and employee performance relative to the. case. Work closely with the. Personnel
Supervisors and Senior Personnel Specialist to disseminate information. in the processing of industrial disability
and Temporary Disability benefits for employees. Assists with analyzmg and reviewing of doctor reports from
SCIF assigned physicians to determine possible costs and suitability of returning the employee to. work. Assists
with analyzing, monitoring and tracking-of cosfs.and timeliness of benefits.

30% Caordinate ail employee referrals to the Employee Assistance Program, Follow up on all managerial referrals,
T ensurmg employees are attendmg Meet with employees to determine progress and status. Assists with analyzing
and reviewing of cases and makes recommendations to initiate investigations. Coordmates and conducts on-site
investigations with instifutional investigators. Select and coordinate with SCIF investigators. Provide information
and contacts, Meet and. discuss resuits with investigators and institution managerial staff involved. Attend hearings
as the institutional representative. Provide testimony and assist in determining and coordinating witnesses in defense
of claim.

Provide training 1o all new employees .and new supervisors during New Employee Qrientation and Basic
10%: Supervision ‘ag needed. Select and provide information to medical consultants. Meet with medical consultants
regarding conditions of work requirements, discussing employee’s ability to return to work. Assist with-analyzing
and coordinating - fitness-for-duty evaluations for questioriable cases. Act as the institution’s liaison with all
attorneys requesting information relating to an employee’s disability. Respond to attorhey inquiiies.and discuss
status of employée disability and proposed recommendations. Aet as the institutional liaison with Votational
Rehabititation Counselors, responding to inquities, and reviewing evaluations and vacational rehabilitation costs.
| Réview proposed settlements based upon medical evaluations and provide recomimendations for comproniise and
release claims.

Ptepares various correspondence. Assists with the development:and/or revision of institutional palicy as necessary.
Analyzes changesfamendments to laws, regulations, Memorandum of Understanding and reports on potential
impact to the return to work arena, Attends staff meetings, assists with the research and preparation of information
regarding employee grievance issues. Assists with analyzation and research and responds to individual inquires by
staff, headquarters or other agencies. Providés training and information on various return to work areas and
programs to staff. Respond to the less technical i inquiries relative to ascribed duties. Update various weekly/monthly
reports, i.e. Weekly Staff Out Report, Open/Closed Claims Report, -Exposure Control Report, etc.

10%

Responsible for accurately signing-in and signing-out-daily on the 998-A, meeting FLSA laws and. ruics to ensure

5% no FLSA violations are commiited and attaching required documentation for absences to the 998-A. Assist others

and perform other duties within the scope of an Associate Governmental Program Analyst. Responsible formeeting
earl In- Selwce Tramm reg ulrements and ubtammen the-Job Tramm as needed

o CDCR dDES not recognize hostages for bargaming purposes CDCR has a "NO HDSTAGE" policy and aII orison inmates,
V|5|tors, nonemployees and emplovees shal[ be. made aware of this.

» Examp?e Consequences of error may result in 1oss of tlme and could cause 3|gn|ftcant delays in program productlon Such
defays can result in inefficient use or misdirection of department resources resulting in the inability to meet efficiency and.

ing degrees of negative financial impacts t6 the depariment,
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