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CDCR’S MISSION and VISION

Mission

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 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

BRIEFLY DESCRIBE THE DIVISION/UNIT FUNCTIONS

GENERAL STATEMENT

BRIEFLY (1 OR 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the direct supervision of the Correctional Case Records Supervisor, the SCRT is the working level
supervisor. This position supervises Case Records Technicians (CRT) and on occasion, other clerical staff.
The SCRT is responsible for the daily clerical functions of the records office, attendance of subordinates,
performance evaluations, and problem resolution. Plans for and implements necessary cross coverage
during vacancies and absences. Schedule and ensure staff attend annual In-Service Training, and
personally attend mandatory annual classes.

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

40% Supervise CRT staff and provide on-going training, organize and direct work of subordinate

staff. Maintain supervisory files of subordinate staff.

20% Provide and ensure compliance with cross-training schedule. Follow disciplinary guidelines
when necessary.

15% Perform the full range of supervisory duties including interviewing and selecting staff;
evaluating training needs and performance; assigning work; representing the unit supervised
in management staff meetings.

10% Complete probationary reports and annual performance reports.

5% Collecting, compiling, and summarizing data in report form regarding activities in the unit
supervised; assisting in the development of workload projections and budgetary resources;
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reviewing, evaluating, and recommending operating procedures to reflect changes resulting
from legislation or other factors;

5% Act as liaison for Records in dealing with the public, other state agencies and departments,
District Attorney, Sheriffs Office, Police Department and probation department regarding
Records issues.

5% Participate as a member of a task force or work group evaluating business operations or
procedures; and personally perform the more difficult work. Other duties as required.

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.

Sexual Harassment Policy: Sexual Harassment is illegal. All staff are required to conform to applicable
laws, rules, codes, policies and procedures regarding Sexual Harassment and Equal Employment
Opportunity (EEO). References are found in DOM Section 31010.

Initial:

Code of Conduct: As an employee of the Division of Adult Institutions, we are expected to perform our
duties at all times as follows: Demonstrate professionalism, honesty, and integrity; accept responsibility for
our actions and their consequences; appreciate differences in people, their ideas and opinions; treat fellow
employees, incarcerated people and wards, families of incarcerated people and wards, supervised people,
and the public with dignity and fairness; respect the rights of others and treat others fairly regardless of race,
color, national origin, ancestry, gender, religion, marital status, age, disability, medical condition, pregnancy,
sexual orientation, veteran status, or political affiliation; comply with all applicable laws and regulations;
report misconduct or any unethical or illegal activity and cooperate fully with any investigation.

Initial:

Incompatible Activities: Per California Code of Regulations, Title 15, Section 3413, Incompatible Activities,
subsections (a) (1), (3), (6) and (b), employees are not to engage in activities for profit using State facilities,
materials or time.

Initial:

Nepotism/Fraternization Policy: Staff shall not use their personal relationships to aid or hinder others in
the employment setting. Employees shall immediately notify the hiring authority or their respective supervisor
when working arrangements and/or assignments are in conflict with the nepotism/fraternization policy.
Additional information is found in DOM 33010.25

Initial:

CONSEQUENCE OF ERROR

e Example: Consequences of error may result in loss of time and could cause significant 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 varying degrees of negative financial impacts to the
department.
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EMPLOYEE’S NAME (Print)

SUPERVISOR’S NAME (Print)

EMPLOYEE’S SIGNATURE

SUPERVISOR’S SIGNATURE




