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	DIVISION / UNIT
	CLASSIFICATION TITLE

	Operations/Victim Services
	STUDENT ASSISTANT
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	CDCR’S MISSION and VISION

	Mission
To facilitate the successful reintegration of the individuals in our care back to their communities equipped with the tools to be drug-free, healthy, and employable members of society by providing education, treatment, rehabilitative, and restorative justice programs, all in a safe and humane environment.
Vision
We enhance public safety and promote successful community reintegration through education, treatment, and active participation in rehabilitative and restorative justice programs.

	COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION

	The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are committed to building and fostering a diverse workplace. We believe cultural diversity, 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 inclusion and representation at all levels of both Departments.

	DIVISION OVERVIEW

	


	The Office of Victim and Survivor Rights and Services maintains a comprehensive victim services program and establishes justice practices to ensure crime victims and survivors are afforded the utmost respect in exercising their legal rights. To this end, OVSRS is responsible for providing information, notification, restitution, outreach, training, referral and support services to crime victims and their next of kin.


	GENERAL STATEMENT

	
Under the direction of a Staff Services Manager I in the Office of Victim and Survivor Rights and Services, the Student Assistant will assist in the performance of specified tasks in support of the Victims of Crime Act (VOCA) Communications Project.  The VOCA Student Assistant will analyze documents, process victim notification forms, transfer data from hardcopy into a computerized system, generate correspondence and answer telephones, and primarily assisting victims, victim representatives and CDCR staff.  On occasion, this position may require the Student Assistant to view photos, read reports, or hear situations of extreme violence.  Some tasks may require work inside a correctional facility. The major duties are as follows:


	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.

	
	

	
50%





30%


          20% 
	
Review hardcopy victim notification requests and transfer certain data from the victim notification documents into a computerized data system using key input, document scanning and optical character recognition.  Research and determine incarcerated persons status from various database programs and key information into issue-specific victim notification form letters, document process, send letters to victims and to appropriate CDCR units.

Assist with outreach activities, research, and assist in development of outreach materials.


Respond to basic questions regarding victim services and refer calls to the appropriate Victim Services Analyst.  Telephonically assist victims, victim representatives and CDCR staff regarding incarcerated persons status and victim rights as related to Penal Code and CDCR policy requirements for services to victims.

	

	 

	 
	

	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and all incarcerated people, visitors, nonemployees and employees shall be made aware of this.

	CONSEQUENCE OF ERROR

	· Consequence of error may result in delays that can prevent the program from providing timely information and services to victims, their families and the general public, which violates Marsy’s law. Per Marsy’s Law and the Victims Bill of Rights, California Constitution, Article 1, Section 28(b) victims have the right to be treated with dignity and respect, right to timely notices of an incarcerated person’s release/BPH hearing and a right to participate in any post-conviction process.
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