
 

 

  

DUTY STATEMENT 

Classification:  Accounting Officer (Specialist)        Position Number: 934-800-4546-001   

Division/Office/Section:  Accounting 

Location:  High Desert State Prison 
Supervisory 

Position: 
  Yes   No 

Collective Bargaining Identifier (CBID):  R01 

 

POSITION DESCRIPTION: 

 
The incumbent is the technical lead for the Support Services Unit within the Accounting department. 

Incumbent is expected to have thorough knowledge of the laws, rules, regulations, policies, procedures 

and practices that impact their ability to perform the duties assigned. The Support Services lead 

provides back-up coverage for Accountant I Specialist and Cashier while maintaining separate and 

independent duties such as 198 Inmate Trust Account Check-writer and Archive Coordinator and 

Primary Travel liaison. Duties can be reassigned for the well-being and efficient operation of the 

Accounting Department and the Institution.  

 

ESSENTIAL FUNCTIONS: 
 

30% Review and process travel advances (e.g., travel) in accordance with State Administrative 

Manual (SAM), California Department of Human Resources (CalHR), and Memoranda of 

Understanding (MOU) rules and regulations. Ensuring accuracy and completeness are 

maintained for all travel documents such as travel expense claims, overtime meal tickets, 

continuing medical education, long term assignment and relocation. Review all travel claims 

for completeness.  Prepare CalATERS log for mailing claims utilizing the “Blue Bag” daily 

courier service through Golden State Overnight (GSO).  

 

25% Process CDCR 602 Inmate/Parolee First Level Appeals. Analyzes trust account activity and 

research to cite the applied rules and regulations mandated by law and the State Administrative 

Manual (SAM). Interviews Inmates, Counselors and other employees for investigative purpose. 

Completes written response and maintains a log of appeals. Processes informal appeals (CDCR 

22).  

 

20% Check writer for 198 Trust Fund Account.  Duties include processing, posting, and printing 

checks daily for the 198 Trust Fund account. Acts as liaison with RAO Bakersfield and 

Sacramento Accounting Branch. May be used as a back-up for 158 General Fund account by 

loading the SAP check printer, and verifying check(s) printed correctly. Comply with internal 

control systems to safeguard state assets in accordance with the State Administrative Manual 

(SAM). 
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15% Reviews and researches Inmate Trust Accounts. Assists Institutional Staff and other State 

institutions or parole agencies with Inmate Trust Accounts.  Verify and process incoming 

invoices, such as Voyager and Bains Motel Invoices, to ensure payments are made accurately 

and timely in accordance with SAM, contract requirements and current Accounting guidelines. 

Process, Log and update Inmate Restitution records in TRACS. Review and process 

Modification orders and Victims Compensation and Government Claim’s board (VCGCB) for 

completeness and accuracy to ensure orders are legitimate and properly authorized prior to 

submitting payment request in accordance with California Prompt Payment Act, the SAM, 

VCGCB and/or federal guidelines. 

 

 5%    Implementing and acting as lead for new aspects of job assignments for speedier processing 

and/or new directives. Utilizes the tools given i.e., Computer, TRAC’s, Microsoft Office, 

Phones, Copier, Printers, Inmate Locator through Intranet, fax machine and other tools in 

Accounting Office. Attends a minimum of 40 hours of In-Service Training (IST) annually and 

provides coverage behind staff vacancies as needed. Maintain Desk Procedure Manual 

necessary for daily Operations of Accounting Services. 

 

 5%   Provides back-up coverage as directed within the Accounting and/or Business Services 

department(s). Provides back up coverage to the Senior Accounting Officer Supervisor. Other 

duties as required to include, but not limited to: payroll sorting, payroll distribution Counter 

assistance, answering phones and scrip sales. 

 
 

GENERAL POST ORDER ADDENDUM 

 

 

NOTICES, ANNOUNCEMENTS AND ALARMS: 

 

WRITTEN MATERIALS 
 

 High Desert State Prison (HDSP) staff shall ensure that Notices, Orientation 
Packages, Job Announcements and similar printed materials that it distributes to 
inmates are accessible to inmates with disabilities. 
 

 HDSP staff shall ensure that accommodations such as magnifiers, photocopying 
machines with capability to enlarge print for vision-impaired inmates, inmate or staff 
assistance, computer assisted devices, audiotapes and Braille, etc. are provided 
when necessary.  

 

VERBAL ANNOUNCEMENTS AND ALARMS 
 

 HDSP staff shall ensure that effective communication is made with inmates who 
have hearing and vision impairments regarding public address announcements and 
reporting instructions, including those regarding visiting, yard release and recall, 
count, lock-up, unlock, etc. For specific detailed information/instructions refer to this 
section in Operational Procedure (OP) 612. 
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SPECIAL INDENTIFICATION:  HDSP housing unit’s staff shall maintain a copy of the 
identification card/picture of Disability Placement Plan (DPP) inmates and Strategic Offender 
Management System (SOMS) rosters to alert them of special needs of the inmate during 
count, emergency evacuation, verbal announcements, etc. Special needs may include 
personal notification for hearing impaired inmates or assistance provided to vision impaired 
inmates in responding to ducats or emergency evacuations. For specific detailed 
information/instructions refer to this section in OP 612. 
 

YARD INDENTIFICATION:  DPP inmates identified, per the CDCR Form 1845, as having a 
disability that impacts placement shall be issued an identifying vest if ordered by physician. 
For specific detailed information/instructions refer to this section in OP 612. 

   

EMERGENCY EVACUATION PROCEDURES:   During emergencies or evacuations 
inmates with disabilities may require your assistance.  For specific detailed 
information/instruction refer to (OP) 612.   

 

COUNT:  HDSP staff shall ensure that inmates who have a verified disability that prevents 
them from standing during count shall be reasonably accommodated to provide for effective 
performance of count. This may include allowing the inmate to sit on his bed or in a 
wheelchair next to the bed, etc.  For specific detailed information/instructions refer to this 
section in OP 612. 
 

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. Safley.  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 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/primary 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 
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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 the 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 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. 
 

TRACKING: The ARP requires Classification and Parole Representatives (C&PR) to 
develop local procedures for tracking inmates with disabilities based upon the CDCR Form 
1845.  The SOMS is the system for tracking all inmates with DPP and DDP codes.  SOMS 
was designed to work in conjunction with the CDCR 1845, and includes fields dedicated for 
entering and reporting housing restrictions such as ground floor and lower bunk housing, 
accommodations for effective communication, and prescribed health care appliances.  The 
ADA Officer is required to distribute updated SOMS housing rosters to division heads weekly 
and division heads are required to distribute the rosters to all housing units, custody 
supervisors, correctional counselors, etc.  It is my expectation that custody supervisors will 
ensure SOMS rosters are used to identify inmates with housing restrictions and ensure they 
are housed appropriately.  Staff shall also use SOMS rosters to identify effective 
communication needs, in particular the need for a sign language interpreter. 

 

INMATES WITH HOUSING RESTRICTIONS: The ARP requires doctors to generate 
chronos with physical limitations for inmates verified with certain CDCR 1845 disabilities.  
These limitations often involve housing restrictions.  It is custody staff’s responsibility to 
ensure inmates are housed consistent with housing restrictions; therefore, institutions shall 
establish local procedures to ensure chronos with housing restrictions are forwarded to the 
C&PR and to the custody supervisor responsible for inmate housing.  The custody 
supervisor shall conduct bed moves if necessary to accommodate the inmate expeditiously 
according to the documented housing restrictions.  Also, custody supervisors shall train 
housing officers to report all cases where inmates are not housed consistent with 
documented housing restrictions. 

 

PRESCRIBED HEALTH CARE APPLIANCES:  ARP IV.F.3 provides that inmates shall not 
be deprived of Durable Medical Equipment (DME) that were properly obtained while in 
CDCR custody unless for documented safety or security reasons or a physician determines 
it is no longer necessary or appropriate.  Unless an inmate misuses a prescribed appliance 
in a manner that threatens safety or security, there is no legally defensible reason for 
custody staff to take it away after the custody captain or designee has reviewed it for safety 
and security concerns and approved it. 

 
I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND 

HAVE RECEIVED A COPY OF THE DUTY STATEMENT. 
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_______________________ _____________________ ____________ 

Employee’s Name Employee’s Signature Date 

 

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

 

_______________________ _____________________ ____________ 

Supervisor’s Name Supervisor’s Signature Date 

   
 

Revised:  12/6/19 
SC/tc 


