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	CDCR’S MISSION, VISION and COMMITMENT

	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
CDCR and CCHCS are committed to transforming the correctional landscape to create safer, more professional, and more fulfilling environments for our employees, the incarcerated population, and those supervised in our communities. Through systemwide improvements grounded in proven and emerging practices, we aim to strengthen rehabilitation, enhance workplace satisfaction, and support successful reentry into the community through our institutions, parole, and community partnerships. Our shared mission is to promote safety, wellness, and human dignity while fostering positive change for all those who live and work within our institutions and communities.

CDCR and CCHCS are committed to building an inclusive respectful workplace. We are determined to attract and hire candidates from all communities and empower employees from a variety of backgrounds, perspectives, and personal experiences. We are proud to foster inclusion and drive collaborative efforts at all levels of the Department.  

CDCR and CCHCS strive to collaborate with the community to enhance public safety and promote successful community reintegration through education, treatment and active participation in rehabilitative and restorative justice programs. Incumbents establish and maintain cooperative working relationships within the department, other governmental agencies, health care partners, and communities.

	DIVISION OVERVIEW

	Classification is the study of incarcerated people for purposes of understanding their needs and providing an administrative procedure for carrying out a program for their adjustment, education, and skill training. Employees in this series are assigned to a State correctional facility. State correctional facilities attempt to assist incarcerated people in their adjustment to institutional living, and to educate and provide skill training to prepare an individual for return to their community.

	GENERAL STATEMENT

	Under the direction of Correctional Counselor II, Supervisor, Correctional Counselor I (CCI) is responsible for a caseload of approximately 160 incarcerated people. Identifies critical factors in their emotional and social maladjustment which have resulted in criminological behavior and evaluates these factors as basis for possible explanation of the deviant behavior, prospects for change in attitude and activities, and prognosis concerning expected adjustment in the institution and upon release. CCI’s are required to access and enter data into the Disability and Effective Communication system (DECS).  Required to work evening hours for classification purposes.
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	Interview for initial and reclassification. Serve as a member of the Unit Classification Committee. Assembles, organizes, analyzes, and records information necessary for classification and parole planning for unit incarcerated people.  Interview incarcerated people and evaluated their adjustment to and process in correctional treatment programs. Counsels incarcerated people on personal, institutional, and family issues; collaborates with social agencies in preparing incarcerated people and their families for release on parole or discharge. Collects, evaluates, and records social, behavioral and vocational data on incarcerated people.

Prepare reports: Classification, 1170(d) DRB, TCL, Marriage and other special reports.  Process CDC 1845 forms in accordance with Operational Procedures 01-775, Inmate Housing Review.  Issue all forms generated by Boards Information Technology System (BITS). Review the DECS and BITS system at least weekly for any assignments associated with Board of Parole Hearings (BPH) proceedings. Meet with the incarcerated person and complete a CDC Form 128B, BPH Accommodations Questionnaire, when prompted do so by BITS. If sufficient accommodation cannot be provided, the counselor shall notify the ADA Coordinator. Completion of the BPH form 1073, to consider previous accommodations provided and to record effective communication.  A DECS entry is required each time 1073 is updated. Abstracts and contributes to cumulative case history data and make recommendations pertinent to classification and assignment planning and to subsequent study and treatment programs. Interprets social summaries in diagnostic conferences. Responsible for assisting incarcerated people with disabilities in understanding, preparing for, and participating in the BPH suitability hearing process as needed.  Serve the incarcerated person with a Notice of DPV/DNV Rights for BPH Proceedings or a Notice of Deaf-Signer Rights for BPH Proceedings, as applicable.

Serve as Screening Authority for processing incarcerated people, upon arrival, for appropriate housing assignments. Interview incarcerated people and process appeal at informal and first levels. Attend weekly unit staff meetings. Maintain manuals. Interpret, explain and disseminate information and/or procedural changes in Classification and Case Records Manuals, BPT policy and superintendent’s procedures. Evaluates incarcerated people for parole and makes recommendations to paroling authorities.  Review SOMS and DECS/BITS to identify the incarcerated person's need for assistance, primary and secondary method of effective communication, adaptive support needs, assistive device(s), or software (e.g., electronic magnifier, personal sound amplification device, Microsoft Ease of Access, etc.) that are required to accommodate the incarcerated person for BPH proceedings. Accommodation shall be provided in a manner to allow privacy and independence. 

Telephone contact with family, work furlough, and supervised person(s). Prepare and present In-Service Training classes. Serve as “Staff Assistant” to incarcerated people in disciplinary matters. Conduct Olsen File reviews, if needed extra assistance shall be provided to include reading handwritten or other documents not accessible with assistive software technology, scribing notes for the incarcerated person and arranging for accessible formats of documents identified by the incarcerated person. Counselors shall assist with the translation and reading of the Comprehensive Risk Assessment (CRA).

Perform administrative duties including, but not limited to: adhere to Department policies, rules and procedures; submit administrative requests including leave, travel, and training in a timely and appropriate manner; accurately report time and submit timesheets by the due date.


PHYSICAL REQUIREMENTS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 

The following is a definition of the on-the-job time spent on physical activities:

Constantly:	Involves 2/3 or more of a workday       
Frequently:	Involves 1/2 to 2/3 of workday
Occasionally:	Involves 1/3 or less of workday             
N/A:		Activity or condition is not applicable

Peace Officer Duties
· Must be able to work double shifts (up to 16 hours) in emergency situations such as riots. 
· Remain alert, focused and effectively evaluate and respond to dangerous or emergency situations, including sensory perception (sight, hearing, smell and touch) to detect danger.
· Remain calm and think clearly in an emergency such as a riot.  Articulate clear orders and instructions to control the situation. 
· Must be able to wear personal protective equipment, clothing, and breathing apparatus to prevent injuries and exposures to blood/air borne pathogens.
· Disarm, subdue and apply restraints to armed/unarmed incarcerated people in an emergency.  To defend self or co-workers, use of extreme physical force is required to restrain resistive or combative incarcerated people.
· Quickly respond to emergencies or alarms in various locations of the institution: walk or occasionally run on even or uneven ground indoors or outdoors in various weather conditions, occasionally climb stairs.
· Bend occasionally to frequently: Stooping and bending is required while inspecting cells, physically searching incarcerated people from head to toe, while restraining incarcerated people, and to access books and binders on lower shelves. 
· Lift and carry injured or unconscious incarcerated people or staff:  Independently or in tandem lift, carry or drag a person to safety.
· Pushing and pulling occurs occasionally to frequently:  Varies from pulling and pushing drawers in the performance of administrative duties to opening to closing heavy steel locked gates within the facility and during an altercation with or in the restraint of an incarcerated people.
· Reaching occasionally to continuously:  Varies from reaching overhead while performing cell or body searches to reaching for manuals while performing administrative duties.
· Head and neck movement frequently to continuously throughout the workday.  Move or use head/neck while performing regular duties including observing and the surveillance of incarcerated people; Neck movements include both side-to-side as well as flexing downward and backward.
· Arm movement occasionally to continuously: Required in varied situations from restraining incarcerated people to performing administrative duties.
· Hand and wrist movement frequently to continuously: Move/use as well as grasp and squeeze with hands and wrists while performing regular duties.  Fine finger dexterity is required in the performance of writing reports or correspondence, searching for incarcerated people, and in the operation of various communication devices.  Move/use hands and wrists independently of each other.
· Exposure to fumes (chemical agents such as pepper spray and tear gases), outdoor weather conditions, and temperature extremes.

	SPECIAL PERSONAL CHARACTERISTICS

	· Influence, change, and strengthen the community.  Set an example each day through positive and pro-social role modeling, utilizing dynamic security concepts through observation and building rapport.
· Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safety enhancement.
· Ability to facilitate conversations as a coach and mentor, engaging in a respectful and understanding manner.
· Ability to build trust, improve communication, and assist with the transformation of correctional culture.

	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all prison individuals, visitors, non-employees and employees shall be made aware of this.
· Maintenance of Peace Officer Standards and training in accordance with Penal Code 832 and Department Operations Manual sections 32010.19.1, 33020.13, and 86010.13.

	CONSEQUENCE OF ERROR

	· 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 timeline goals, and varying degrees of negative financial impacts to the department.

	To be reviewed and signed by the supervisor and employee:
EMPLOYEE’S STATEMENT:
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH MY SUPERVISOR AND RECEIVED A COPY OF THIS DUTY STATEMENT.
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	SUPERVISOR’S STATEMENT:
· I CERTIFY THIS DUTY STATEMENT REFLECTS CURRENT AND AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE A COPY OF THIS DUTY STATEMENT.
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