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CALIFORNIA CORRECTIONAL CENTER

POSITION DUTY STATEMENT
_____________________________________________________________________________
	Civil Service Classification:
	Correctional Case Records Analyst

	Position Number:
	068-223-1152-600

	Division/Department:
	Central Operations Division/Inmate Records

	Supervisory Position:
	No

	Collective Bargaining (CBID) Identifier:
	R01

	Reports To:
	Correctional Case Records Supervisor

	POSITION DESCRIPTION

The Correctional Case Records Analyst (CCRA) is entry, training, and journey level in the classification series.  Under close supervision of the Correctional Case Records Supervisor (CCRS) as a trainee, incumbents receive training and perform increasingly more difficult and complex technical work in the processing, maintaining, and control of inmate or parolee records; prepare routine documents and records information relating to inmates' classification, transfer, releases from and return to prison, and other actions affecting legal status.
At the journey level, the CCRA works under general supervision of CCRS and performs complex, technical work in the processing, maintenance, and control of inmate or parolee records; calculate inmate and parolee release and discharge dates, applying credits and enhancements; interpret and apply appropriate laws, policies, and procedures; act as liaison with other units and related agencies; may serve as a lead person to CCRA trainees. The consequence of error is significant.
Ensure compliance in processing offenders’ records according to the California Code of Regulations, Title 15, Departmental Operations Manual, etc.  All legal documents must be processed within 48 hours from date received.


	% Time
	Activities
	Performance Objectives/Standards


40%
Incumbent operates a personal computer to access, enter, update, provide and retrieve information.  Maintain, interpret, and manage comprehensive inmate and parole criminal case records on all persons committed to the California Department of Corrections and Rehabilitation (CDCR).  Incumbents perform a specialized records function requiring interpretation, research, analysis, and application of State laws, court decisions, and administrative policies connected with commitments to correctional institutions and parole; and assume responsibility for calculating inmates' and parolees' release and discharge dates.  Analyze inmate records and recognize and correct discrepancies and irregularities.  Prepare correspondence to accurately clarify discrepancies and ensure information is properly filed in the inmate’s central file via Electronic Records Management System (ERMS).
	% Time
	Activities
	Performance Objectives/Standards


Conduct audit of inmate records for legal and mathematical accuracy.  All audits conducted of inmate’s file will include any court-ordered obligations, such as restitution fines, etc. and will be entered into the Strategic Offender Management System (SOMS).  Conduct audits to meet mandated timeframes (i.e., intake, transfer, pre-release, 10-day, etc.).  Due to complex laws and sentencing changes that affect the exact release date, there are multiple cross-audits conducted during an offender’s incarceration.
30%
Calculate and process each offender case appropriately to determine if case factors applied per legal documents.  Analyze and interpret inmate court commitment orders to ensure that the commitment offense and sentence, with the applicable enhancements and limitations, are in accordance with the California Penal Code.  Calculate release/discharge dates regarding inmate/parolee prison/jail commitment and/or Board of Parole Hearing decisions to ensure accuracy of release/discharge dates utilizing calculation worksheets, calculators, ERMS, SOMS, Parole Violator Data Tracking System (PVDTS), etc. in accordance with Governmental rules and regulations.  Compute minimum and maximum terms with application of good time/work time credits to determine legal release date on inmates and parolees returned to custody.  Review in-custody disciplinary actions and apply appropriate credit loss utilizing Rules Violation Report, SOMS, ERMS, Department Operations Manual, etc.  Update inmate credit received/loss program history to reflect offenders release dates utilizing SOMS, modification orders, and classification orders, etc.  Identify any sentencing errors to meet sentencing laws, utilizing legal documents, Penal Code, statutes, case law, etc.  Refer sentencing errors to the Legal Processing Unit (LPU) and/or appropriate authority for resolution.
15%
Prepare written and electronic documents to request and/or provide information to CDCR personnel and various agencies.  Provide relevant information for inmates/parolee data to inform government agencies/community programs (i.e. housing, controlling discharge date, release date, etc.).  Review individual inmate case actions to meet court orders for revocations and Parolee-At-Large (PAL).  Process paperwork that involves active holds, warrants, and detainers (HWD) for local and out-of-state law enforcement agencies.  Contact the Department of Justice to update their Automated Criminal History System of any new, additional, or corrected information related to inmate/parolee commitments.  Contact with courts, probation departments, other CDCR units and related agencies on routine and complex matters regarding correctional case records and state prison commitments.
15%
Review, interpret and process legal documents within 48 hours to ensure compliance with statutory and policy requirements. Respond to inmate/parolee appeals and inmate/parolee requests for interview regarding case records issues (i.e. CDCR Form 22, CDCR Form 602, and CDCR 2202).  Represent CDCR as a case record Subject Matter Expert (SME) to provide case records information before Grand Jury, State and Federal courts, etc.  Attend required training to maintain current knowledge of policies and procedures.  Serve as a lead person and technical consultant resource for other Records staff.  Perform other related duties as assigned.
_____
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