CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION || PROPOSED
POSITION DUTY STATEMENT — Peace Officer - |
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California Institution for Men 0803-261-9645-005
DIISION [ BT CIASSIFICATION TITLE
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WORKING TITLE
. Asspciate Warden
Complex Two TINE BASE ] cam WWG e
TEMURE
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LOCATION REUMBENT EFEECTIIE DATE
Various Areas
EDCR'S MISSION; VISION 2

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
nrograms, 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

CBLR and CCHCS are commitied to transforming the correctional landscape to create safer', more professional, and more fuifilling
environments for our employees, the incarcerated population, and those supervised in our communities. Through systemwide
improvements grounded in proven and emerging practices, we atm to strengthen rehabilitation; enhance workplace satisfaction,
and support successful reentry into the community through our institutions, parole, and community partnerships. Qur shared
mission is to promate safety, wellness, and human dignity while fostering positive change for.all those who live and work within
'our-_instifuti_chs and communities.

COCR and CCHCS are committed to buitding an inclusive respectful wcrkplace_.We aré determined to attract arid hire candidates
from all communities and empower employees from a variety of backgrounds, perspectives, and personai experiences. We are
proud to foster inclusion and drive collaborative efforts at ali levels of the Department.

CDCR and €CHCS strive'to callaborate with the community to enhance public safety and promote successfut community
reintegration through education, treatinent and active participation in rehabilitative and restorative justice programs. [ncurmbents
establish &hd maintain ccoperative working relationships within the department, other governmental agencies, health care
partners, and ¢communities.

The A550c:ate Warden of Comp]ex I[ has the resp0n5|h1[|tv of rrsdnagmg, dlrectmg and overseemg aII uperatinns of Fac:ilty C and
Facility D arnid the Integrated Substance Use Disorder Treatmem [ESUDT)

GENERAL STATEMENT N e
Under the direct supervisich of thie Chief Deputy Warden Correctlcnal Program, CEA as a sworn peace officer, in an. mstltutmn asg
the adiministrative head of a large institution program, division or grganizational unit having primary-custodial respansibility fora
major area; plans; organizes, directs, and evaluates a correctional program consisting of custody and other program areas such as
classification, appeals, businéss mariagement, .academic and vorational education, religious guida’hcé-, ar library services, and
coordinates these activities with other instituti'o_nal programs; directs the preparation and maintenance of fiscal records, budget
estimates, budgetary cantrol system, and personnel records-ang payroll; directs the supply.and warehousing operations, faod
prepafation and service, maintenance operation, repair, construction of physical plant, equipment repair and replacement,
clothing issue.and replacernent and laundry aperation; supervises, trains, and evaluates the work of staff engaged in these
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activities and, when appropriate, takes or recammenids actian vith respect to their work performance; resolves difficult
administrative problems in planning and directing work of the staff; 35 a member of the institution’s classification and discipiinary
cammittees, assumes major responsibility for evaluating and determining the proper class:f‘cat:on individual program, and
disciplinary action for each incarcerated person; serves as a member of the institution's executive staff; as assigned, acts in thi

absence of the Warden of'Ch:ef Deputv Warden -as asngned partu:ipates in and supemses developmental projects
s - N =

| ‘spme percentage’ wlth;the:_hlghestfper_centagefﬁrst. _' ) i i T
40% Review and critique budget expenditures related to Facitity C and Facility © and make appropriate adjustments.
Review and audit Rule Violation Reports (RYR], functioning as Chief Disciplinary Officer. Review research and
prepare appropriate responses for grievances that originate from within the facilities. This frequently nvolves
interviewing staff, the incarcerated persons, and coardination with other institutions when incarcerated nersons
have been transferred.

25% Audit and analyze thé classification process, serve as Acting Chairperson of the Institutional Classification
Committee in Chief Deputy Warden's absence, signing Chronos generated by the ciassﬂ“catmn pracess, Prepare,
coordinate, and / or facilitate paperwork projects for the Chief Deputy Warden and Warden, or as directed, staff
in central off‘ce {i.. audit reports, population increase proposals, staff budget change proposais DOM revisions,
etc.) Review all incident reports for Facility C and Facility D. Review Use of Force incidenits with Warden and:
Chief Deputy Warden.

10% Inspects various areas. The Associate Warded is respansible {0 énsure cleaniiness, safety requirement and basic
humané living conditions are being adhered to. Meet with and consider the various items presented by the
Inmate Advisory Committee (IAC} as they relate to the effective operation of Facility Cand Facility D.

10% Attend and participate in daily staff sessions hetd by the Warden. Conduct bi-weekly staff meetings with section
heads of the facility. _
10% Plan,-organize, direct, and evaluate the wark and perfarmance of staff. This includes but is net limited to the

following: Comply with state and federal laws, rules, regulations, bargaining unit contracts, and policies in alt
personnel practices, including, bit not limited to: hiring, employee development, and management. Recruit,
hire, train, develop, and provide leadership to a diverse staff. Manitor, evaluate, and create written
performance appraisals of staff. Counsel staff and initiate disciplinary actions as necessary. identify appropriate
lang-range plans and goals to address succession planning and knowledge transfer.

5% Perform administrative duties including, but not limited to: adhere to Department policies, rujes and
procedures; submit administrative requests including ieave, trave, and training in a timely and appropriate
manner; accurately report time, and submit timesheets by the due date.

. lnﬂuence, change, and strengthen the commumty Set an. exampie each day through positive and pro-sociat raie modeitng
utilizing dyriamic security congepts through - observation and building rapport.

e Willingness to piay a significant role in the coliaborativa efforts toward rehabilitation and public safety enhancement.

e  Ability to facilitate conversations.as a coach and rmentor, engaging in a respectful and understanding manger.

e Ability to build trust, imprave communication, and asszst with the transformatlon of correctional cultiire.

| SPECIAL REQUIREMENTS g -

# CDCR does not recognize hostages for: bargammg purposes. CDCR has a "NO HOSTAGE" policy, and all prison mdmdua!s
visitors, nan-employees and employees shall be made aware of this.

¢  Maintenance of Peace Officer Stanglards and training in accordance with Peénal Code 832 and Department Qperations
Manual sections 32010.19.1, 33020.13, and 86010.13.

 CONSEQUENCE OF ERROR "y L :

s« (Consequences of error may resultin loss of time and could cause S|gn|f1cant delays in program. production. Such deiavs
can result in inefficient usé or misdirection of depariment resources resulting in the inability te meet efficiency and
timeline goals, and varying degrees of hegative finaricial impacts-to the department.

igned by the supervist

: HAVE THEDL  RESF TIES-GETHE POSITION WiTH MY:SUB IRAND: VED A COPY.OF THI5 DI
EMPLOYEE'S NAME |Print] T EMPLOYESS SIGNATURE [ DaTe
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION D PROPOSED
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Correctional Administrator, DOC

WORKING TiTLE

_Adm’inist_ra't'iqn Associaté Warden
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Various Areas

Mission

Ta facilitate the successful reintegration of the individuals in cur care back to their communities equipped with the tools to be drug- ;

free, healthy, and employable members. of sociéty by providing -education, treatment, rehabilitative, and restorative justice
programs, all in a safe and humané environment.

Vision
We enhance public safety and promote successful community reintegration through education, treatment, anid active
participation in rehabilitative and restorative justice prograims..

Commitment

CDCR and CCHCS are tomrmitted to transforming the correctinnal landscape to create-safer, more professional, and more fuifilling
envirenments 'fo_r' our employees, the incarcerated population, and those supervised in our communities. Through systemwide
improvements grounded in proven and emerging practices, we a3im to strengthen_rehahiiitation, 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 white fostering positive change for all those who live and work within
aur institutions and communities.

CDCR and CCHCS are committed to buiiding.an inclusive respectful workplace. We are determinéd tg attract and hire candidates
from ali communities and empower employees from a variety of backgrounds, perspectives, and personal experiences. We are
proud to foster incfusionand drive coilaborative efforts at all Iewels af the Department.

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

:

H

The Bus:ness Services functlon isto pIan crgamze, and dlrec’t the work of Department of Correctlons mstltutmna! staff engaged
in the following activities: budgeting and accounting; data processing; personnel, health and safety, and labor relations; food
prepara_tion:‘and service; procurernent, supply, and warehousing operations; maintenance,_‘ope_r__ation, repair, and construction of
the physical plant; fire pratection and security services; equipment. repair and replacement, including garage aperations; clothing
issue, réplacement, and laundry operations and canteen operations. Directs the preparation of the budget and guarterly
estimates of materials, supplies, and equipment required for maintaining and operating the institution, and maintgins an effective
budgetary control system; supervises the preparation/adminisiration of contracts, purchase and control of supplies and
equipment, and approves work orders

. GENERALSTATEMENT

Under the general direction: af the Chief Deputy Warden the Associate Warden Business Services provides d:rectlon to Busm%s

Services Depariment Heads in praviding support, custodial,-and business.retated services in the areas of Plant Operations, Food

|
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Services, Procurement,; Accounting Services, Personnel Services, Return-to-Work, Toxic and Hazardous Waste dispesal, Budgeting,
Firehouse and {1 Services.

ed-to the position aid the percen & Gt
= :

Pian, organize, direct and evaluate the Business Services Support Program. Functions as an expertresgurce in
-Bu’siness-Sen.'ices-re[a_ted_-functionjsysteﬁws. Ensures appropriate accountabiiity/auditing systems are utilized in
compliance with departmental policies and.control and control.agencies.rules and regulations. Initiates and/or
coordinates written correspondence and/ar mandatory reports for Warden's/Chief Deputy Warden's signature.
20%: Analyzes, monitors and administers the institution budget, advises executive sigff regarding same; directs the
preparation-and review of budget proposais, and five-year plans for minor.ahd major capitai outlay projéc:s,
specizl maintenance prajects and ongoirig maintenance repair projects.

20% Advises admini_s._trati\re staff relating to business management functions, including: required fiscal controf and
manzgement of resources. Canfers with: the Warden and Chief Deputy Warden on policies and procedures,
which affect the general management and support activities of the institution,

10% Participates in various management meetings, such as-Executive Staff meetings, Chief Deputy Warden meetings,
incarcerated persons Advisory Committee maetings, and other Task force meetings as assigned. Serves s
Administrative Officer of the Day a may act as' Warden or Chief Deputy Warden in their absence. Plan, arganize,
direct, and evaluate the work and perfarmance of staff. This includes but is not limited to th‘_e'foilow'ing_:..{:nmply
with state and federal laws, rules, regulations, bargaining unit contracts, and policies in all personnet practices,
including, but not limited to: hiring, employe=z development, and management. Recruit, hire, train, develop, and
provide.leadership to a diverse staff. Monitor, evaluate, and create written performance appraisals of staff.
Counsel staff and initiate disciplinary actions as necessary. Identify appropriate tong-range plans and geais to
address succession piann'ing-_and knowledge rransfer,

5%. Administers and directs through subordinate stalf, the-Employee Return to Work/Light Duty Pragram,
Employee/Incarcerated Persons Firé and Life Safety Programs and Americans with Disabilities Act-and Disahility
Placement Program. Assist in the development and maintenance of adequate safety.programs inciuding
Hazardous and Toxic Waste Disposal, and Retycle and Sofid Waste Programs, tours areas of the institution on a
regular and random basis ensuring compliance with departmental policies regarding safety, saniation and
general fivening conditions.

5% Conducts staff meetings with Business Senviéas personnel; participates in the recruitrment, seiectio_n and training
of personnel; advises staff in regards to hiring, corrective counseling, employee grievances and disciplinary
‘interviews and coordinates with the Emiployee Relations Officer-ensuring compliance with appropriate labor
refations. practices. Pefform administrative duties inctuding, but not limited to: adhere ta Department palicies,
rules and procedures; submit administrative requests including leave, travel, and training in a timely and
-appropriate rmanner; accurately report time; and submit timesheets by the due date;

13
SPEGIAL PERSONAL CHARACTERISTIC L - | L i S
* Influence, change, and strengthen the community. Set an example each day through positive.and pro-sacial role modeling,
utilizing dynaric security concepts through observation and building rapport,
e Willingness to play a significant role in the collaborative.efforts toward rehabilitation and public safety enhancement,
o Ability to facilitate conversations as acoach and mentor; engaging in a respectful and understanding manner.,
°  Ability to build trust, improve communication, and assist with the transformation of correctional culture.

¢ CDCRdoes not recognize hostages for bargaining purposes. COCR hasa "NO HOSTAGE" policy, and alt prison individuals;
visitors, non-employees and employees shall be made aware of this.

e Maintenance of Peace Officer Standards.and training in accardance with Penal Code 832 and Department Operations
Manual sections 32010.19.1, 33020.13, and 86010.13. '

. CONSEQUENCE OF ERRO)| G i D

' ®  Conseguences of error may result in loss of time and could cause significant delays in program preduction. Such delays
can result in inefficient use or misdirection of department resourcas resulting in the inability to meet efficiency and
timeline goals, and varying degrees of negative finantial impacts to the department.
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- CDCR’S MISSION; VISION
Mission _
To facilitate the successful reintegration of the individuals in.cur care back to their communities equipped with the tools to be drug-
free, healthy, and employzable niembers. of society by providing education, treatment, rehabllltatwe, and restorative justice
programs, ail in a safe and humane environment.

Vision
We enhance public safety and promote successful community rzintegration through education, treatment, and active’
participation in rehabilitative and restorative justice programs.

Commitment

CDCR and CCHCS are committed to transforming the correctional [andscape to create safer, more professional, and more fuifilling
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 satisfactian,
and support successful reentry into the community through cur inktitutions, parole, and community partnerships, Gur shared
rhission is to promote safety, wellness, and human dignity while fostering positive change for-all thase who live and work within
ourinstitutions and communities.

COCR and CCHCS are committed to building an inclusive respectful workplace, We are determined to attract and hire randidates
from all communities and empower employees from avariety of backgrounds, perspectives, and personal experiences. We are
proud to fostef inclusion and-drive collaborative effarts at all levels of the Departmant.

COCR and CCHCS strive to tollabarate with the community to enhance public safety and promote successful comniunity
reintegration through education, treatment and active participation in rehabilitative and restorative justice programs. indumbents
establish and maintain cooperative working relationships withir: the department, other goverrimental agencies, health care
partners, and communities,

- DIVISION.OVERVIEW. - s o
To provide the public protection by enforcing State and Federa[ laws dnd admmlstratwe regulatlons wh:le superwsmg the cenduct
of incarcarated individuals at the California Insfitution for Men._Enhance public safety and promote successful community
reintegration through.comprehensive crime prevention programs, education, treatment, and active participation in rehabiiitative
and resturative justii:e rograms

The: Assouate Warden, under the direction of the Chief Deputy Warden, Operatlons directly supervises one (1} Correctlonai
Captain, and one (1} Office Technician, and is responsible for tha planning, organization, assignment and direction. of work of all
staff in Custody Operations. This includes Custody, Personnet Assignment Office, Work Incentive, and the Use of Force. This
position alsa sefves as the'backup Emergency Managemant Coc:rdi'nat_o_r. Exercises supervision over staff respansible for the
assignmént of work to incarcerated individuals in the instituticr. Is @ member of the institution's executive staff, acts in the
absence of the Chief Beputy Warden or Warden.

i
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ved to the position and the pe ala
ame perceritage with the highast first, - o :
40%: Under the general direction of the Warden, the incumbent acts as administrative head of the Operations
Division, having primary responsibitity for the Security Operations of the California Institution for Men. Plan,
organize, direct and control the assignment of work to incarcerated individuals, contract staffworking alonaside
incarcerated individuals, the affairs of the Security Operations. Division; Security Administration' Building Watch
Office, Personnel Assignment Office, Perimeter Security, Visiting, Mailroom, Transportation, and the entire
complex on First Watch.

25% Review and critique budget expenditures refated to the institution and work with Business Services t0 ensure
tracking of expenditures is correct and accurate. Review and approve special visit requests. This inchides
authorization of visits for peaple who are on probation/parole-and those with arrest histories and/or special
circumstances. Review, research, and prepare appropriate response for appeals that originate fram within the
facility. Serve as committee member on the overtime/sick leave management.committee and serve as chair in
absence of the Associate Warden, Business Servicas.

20% Inspect various areas. The Associate Warder: is respcnsibie_to.gnsure cleanliness, safety requirements and basic
humane living conditioris are being adhered to. inspect-and tour all areds.of responsibility to ensure comphiance
with departmental policy and pracedures and file quarterly repsrtsto the Warden: Attend and participate in
‘weekly staff sessions held by the complex Warden. Conduct weekiy staff meetings with section heads of the

facility.

5% Supervise the Use of Force Office and serves as member of Use of Force Committee and has review oversight of
incidents specHic to custody functions under managemerit supervision,

5% Supervise the Coordinator for the training fncentive program for incarcerated fndividuals to ensure compliznce

with ali policy and procedures relevant to the work incentive program. This is accomplished by scheduling and

reviewing audits and reports generated by the training incentive program coordinator. Review alf training

requirements and diSt_ribute information on changes to existing policy and provides consultation regarding tha

impact to the overall operation of the program. .

5% Supervise the Personnel Assignment Office, ensuring that MOU/Contracts are adhered to in scheduling and

pianning of job changes, vacation, and holiday schedules. Ensure the correctness of the PAS/MAR. Ensuré the

instituticn is maintaining carrect percentage of jobs for incarcerated individuals. Serve on pay committee for

incarcerated individuals.

< SPECIAL PERSONAL; HARAGTERISTICS o _ Gl e Lapiii

» Influence, change, and strengthen the community. Sex an example each day through positive and pro-social role modeling,
utilizing dynamic security concepts through observation and building rapport.

s Willingness to play a significant role in the calfaborative efforts toward rehabilitation and pubiic sifety enhancement,

e Ability to facilitate conversations as-a coach and mentor, engaging.in a respectful and understanding manner.

®  Ability to build trust, improve communication, and aséist with the transfarmation of carrectional culture.

PECIAL REQUIREMENTS T e i B

°  CDCR does not.recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all priscn individuals;
visitars, 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 Ei T IR
¢« Consequences of error may resuit in loss of time and could cause significant defays in program production. Such delays
¢an 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 irpacts to the department.

| HAVE DISCHSSED THE DUTIE OF THE POSITION WITH.MY SUPES
EMIBLOYEE'S HAME (?rint} EROLOYEES SIGNATURE
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CALIF.ORN_IA DEPA_RTMENT OF CORRECTIONS AND REHABILITATION. rjz PROPQSED
POSITION DUTY STATEMENT — Peace Officer ""“’
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COCR INSTITUTION OR HEADGUARTERS PROGRAM POSETION NUMBER lAgency-Unit-Class-Serial)
California Institution for Men 080-261-9645-002
DIVISION / UIHIT CLASSIFICATION TITLE
Correctional Administrator, DOC
WORKING TOLE
o . Associate Warden
Complex One : =
P ne FIME BASE / g wwa £l
TENURE
LT/FT MO6 E vas B o [
LOCATION HCURIBENT EFFECTIVE DATE
Various Areas

{CDCR'S MISSION, VISION and COMIMITEMEN]
Mission
To facilitate the successful reintegration of the individuals in ous care back to their communities equipped with the toois to be drug-
free, healthy, and employable members of saciety by providing: educatmn treatment, rehabilitative; and restorative justice
programs, all in a safe and humane environment.

Vision
We enhance public safety and promoteé successful community reintegration through education, treatment, and active
participation in rehabifitative-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 3im to strengthen rehabilitation, enhance workplace satisfaction,
and suppart successful reentry’into the community through cur institutions, parole, and community partnerships. Qur shared
mission is fo 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'hirecandidati?s
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 commiunity to enhantce public safety and promote successful community
'rein'tegra"tio_n_'through education, treatment and active participation in rehabilitative and restorative justice programs. incambents
establish and maintain cooperative working retationships. withir: the department, other governmental agencies; health care
partners, and cormmunities.

DIVISION:OVERVIEW

The Associate Warden of Complex 1has the respons:bllsty Of rnanaglng, dlrectlng and overseeing all operations of Facai:ty A and
Famhtv 8 and’ Case Records

Under the dlrect supervision of the Chief Deputy Warden Cor rectlonal Program CEA-as a sworn peaceofficer, in an :nst!tutlon as
the administrative head of a large institution program, division or organlzatlonal unit having primary custodiz| responsibility for a
major area; plans, organizes, directs, and ‘evaluates a correctional program consisting of custody and other program areas such as |
classification, appeals, business management, academic. and vocational education, religious guidance, or library services, and ;
coordinates these activities-with other institutional programs; dirécts the preparation and maintenance of fiscal records, budget
estimates, budgetary cantral system, and personnel recards and payroll; directs the supply and wareheusing eperations, feod
preparation and service, maintenance operatian, repair, constrirction of physical plant, equipment repair and repiacement,
clathing issue and replacement and laundry aperation; supervises, trains, and evaluates the work of staff engaged in these :
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activities and, when appropriate, takes or recommends action with respect to their work performance; resolves difficult
administrative problems in planning and directing work of the staff: as a membey of the institution's classification and disciplinary
committees, assumes major responsibility for evaluating and determining the proper ciassification, individual program, and
disciplinary action for aach incarcerated person; serves as a member-of the institution’s executive staff; as assigned, acts in the
absence of the Warden or Chief'Deputy'Warden;.as.assigned, participates in and supervises developmentat projects.
s TR ities SsSigned 1o T posiion amd the kLAl o L e SO

-same percentage with the highest percantage first: - e SRR D
Review and critique budget expenditures related to Facility A and_'Faci'Iity B and make appropriate adjustments.
Review and audit CDC'115's, functioning as Chief Disciplinary Officer. Review research and prepare appropriate
responses for appeals that originate from within the facilities. This frequently involves interviewing staff, the
inmate, and coordination with other institutions when inmate has been transferred.
25% Audit and analyze the classification process, serve as Acting Chairperson of the Institutional Classification
Committee in Chief Deputy Warden's absence, signing CDC128-G's generated by the classification process.
Prepare, coordinate, and / or facilitate paperwork projects for the Chief Deputy Warden and Warden, or as
directed, staff in centrat office, (i.. auidit reports, papulation increase proposals, staff budget change proposals,
DOM revisions, ‘etc.} Review ail incident reports for Facility A-and Facility B. Review Use of Force incidents with
Warden and Chief Deputy Warden.
10% Inspects various areas. The Associate Warder.is responsible to ensure cleanliness, safety requirement and basic
humane living conditions are being adhered to. Meset with and consider the various-items presented by the MAC
as they relate to the effective operation of Facility A and Facility B,

10% Attend and participate in daily staff sessions held by the Warden. Conduct bi-weekly staff meetings with section
heads of the facility. _ _
105%% Plan, organize, direct, and evaluate the work and performance of staff. This inctudes but is hot fifited to the

following: Comply with state and federa laws; rules, regufations, bargaining unit.contracts, and poiicies in ail

personnel practices, including, but not limited to: hiring, employee development, and mana‘gement}. Recruit,

hire, train, develop, and provide teadership to a.diverse staff. Monitor, evaluate, and create written

performance appraisals of staff. Counselstaff and initiate disciplinary actions as necessary. ldentify appropriate

long-range plans and goals to address succession planning and knowledge transfer.

5% Perform admihistrative duties including, but not fimited 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 treshizets by the due date.

SPECIAL PERSONALCHARACTERISTICS: 7 - =770 S i

* Influence; change, and strengthen the community. Set an example-each day through positive and pro-sacial role madeling,
utilizing dynamic security concepts through observatian and building.rapport.

¢ Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safety anhancement,

°  Ability to facilitate canversations as a coach and mentor, engaging in a respectful and under_standing_manner.

»  Ability to build trust, improve communication, and ass:st with the transformation of correctional culture

{SPECIAL REQUIREMENTS S .

» CDCRdoes hot recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all prison individuals;
visitars, 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 Qperations
Manual sections 32010.19.1, 33020.13, and 86010.13.

| CONSEQUENCI e G R

» Consequences of efror may result in loss of time and could cause significant delays in program production, Such defays
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.

HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSIT:ON WiTH MY SUPERVISOR AND RECEIVED | COPY OF.THIS.
ERPLOYEE"S NAME [Pring EMPLOYED'S SIGHATUR DATE

ISUPERVISOR'S STATEMENT::
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION [ | PROPOSED
POSITION DUTY STATEMENT - Peace Officer '

[ X | CURRENT
CDCR INSTITUTION OR HEADGUARYERS PROGRAM PUISITION NUMBER (Agency-Unit-Class-Serial}
California Institution for Men 080-261-9645-004
DIVISION 7 UNiT CLASSIFICATION FITLE
Carrectional Administrator, DOC
HORKING TITLE
e Americans with Disabilities Act Coordinator
Administration THAE BASE / CRID WWEG o
“TENURE !
T/FT MO6 E | ves B3 no [
i
LOTATION NCUMBENT EEFECTIVE faTe
Various Areas

- COCR’S MISSION; VISION  and COMMITEVIENT

Mis_smn

To facilitate thesuccessful reintegration of the individuals in our'care back to their communities equipped with the toois to be drug-
free, heaithy,__and employable members. of society by providing education, treatment, rehabilitative, and restorative justice
programs, ail in a safe and humane epvironment.

Vision
We enhance public safety and promote successful community raintegration through education; treatment, and active
participation in rehabilitative and restorative justice programis.

Commitment

CDCR and CCHCS are comrnitted to transforming the-correctional landscape to create safer, more professional, and more fulfifling
environments for our employees, the incarcerated population, and those supervised in our communities, Through systemwide
impravements grounded in proven and eémerging practices, we'aim to strengthen rehabilitation, enhance workplace satisfaction,
and support sticcessfud reentry into the community through cur institutions, parole, and community partnerships. Qur sharad
faission is.to promote saféty, weliness, and hurhan dignity while fostering positive-change for all those-who live and work within
our institutions and communities.

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

CDCR and CCHCS strive ta collaborate with the community to enthance public safety and promote successful community
réintegration through education, treatment and active participation in rehabilitative and restorative justice programs. Incumbents
establish and maintain cooperative working relationships withir the department, other govefnmental agencies, heaith care
partners, and communities.

DIVISION-OVERVIEW

The ADA department implements, upholds, coordmates and msmtors compliance of Federal and State [aws and departmentai
policies such as the Americans with Disabilities Act, Armstrong vs. Davis, Clark vs. California, Disability Placement Pian, and
Deve[opm‘enté! Disabilitv Placernent.

Under the general dtrectmn of the Chief Deputy Warden the Institetion Amerlcans with Disabilities Act {ADA) Coordinator shali
implement Federal and State laws and departmental policies and procedures involving the ADA. The Institution ADA Coordinator
shall uphald eﬁectwe ADA standards and ongoing compliance with rederal and State laws and departmental regulations, policies,
and procedures. The ADA Coordinator is assigned to work exclusively on ADA duties and will work closely with the Class Action
Management Unit. {CAMU} Correctional Counselor ll {CC—II] asmg'ned at CIIVI

performing duties:
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30%. Acts as @ liaison between the Institution and Headquarters staff, i.e., CAMU, Office of Legal Affairs; California

Correctional Health Care Services, and other agencies, such as the Department of Developmental Services {bLs),
Regional Centers, and the Office of Audits and Couit Compliance {DACC) oh ADA cases in litigation which
includes Armstrong vs Davis and Clark vs Californiz. Coordinates and monitors the institution’s overall
compliance with the Armstrong Remedial Plan {ARP}, ARP !l, and Clark Remedia} Plan (CRP). Works closely with
both the OACC CLli anhd Carrectional Counsélar If Supervisors who are assigned as Assistant ADA Coordinators to
achieve ¢ompliance goals. Shall ensure housing and programming of incarcerated persons with disabilities are
‘reasonable.and appropriate and comply with the DPP and the Developmental Disability Progr_am {BDP). Provides
ADA-expertise and guidance to the institution staff for the implementation of departmental ADA palicies, Works
with institution staff for the implementation of ADA policy affecting all institutional operations and processes
such as incarcerated persons.appeals, custody and classification, disciplinary process, access to programs,
services and activities, e.g., library services, health care delivery, apprapriate housing, work and prograns
assignments, recéiving and release, physical plant, etc.

30% Assumes a leadership rofein preparing the institution for Clark monitoring tours-by.the Prison Law Gifice;

ensuring all pertinent staff are present for the tours Conducts internal audits. of ADA compliance and prepares
corrective action plans. Canducts reviews of locat institutional operations, procedures, manuals, and
accessibility issues to ensure ADA compliance. Monitors the institution’s tracking system and ensures
appropriate custody staff are aware of the ircarcerated persons’ needs underthe CRP;

20% Conducts reutine and periodic monitoring of the. ADA appeals process to identify ADA issues raised and

evaluates the institution’s performance associated with timeliness, screening decisions, appropriate responses,
etc. Works closely with the Appeals Coordinator to ensure that interim-accommodatiphs are addressed when
appropriate. Conducts incarcerated persons-interviews to identify ADA issues/needs. 'Esta_bli_shes o system io
ensure communication between custody, clinical and education staff regarding the needs of incarcerated
persoens in the DDPin the institution.

% Ensures accurate and timely dacument production far monitoring tours. Participates in monitoring tours,

ensures all pertinent staff are present for menitoring tours, and assumes a leadership role preparing the -
institution for departmental compliance reviews, and coordinates corrective action measures, Work with Plata
AW and health care staff in‘ensuring incarcerated. persons with disabilities are properly screened [DDP),
evaluated and verified (DPP) and that the associated verification forms are completed-timely and accurately.
Work with-C&PR CC-IIl & Assistant C&PR.CC-T to ensure ADA mandates are met specific.to the tracking of
disabled incarcerated persons, the Transition to Parole Process and BPH Parole Proceedings. Reviews 4t least
‘monthly, acts of serious misconduct involving the incarcerated persons in the DDP to examine patterns of
serious misbehavior and to determine whether the incarcerated person’s behavior, in violating CDCR rufes, is
related to the'incarcerated person’s developmental disability.

5% Ensures all staff receive training and follow-up training on the provisions of ARP and CRP. Performs ather duties

as assigned/required to ensure the Institution’s comnpliance with Federal and State laws and departmental
policies and procedures involving ADA. Attends the Wardes’s Executive Staff meeting and other pertinent
meetings. Perform administrative duties including, but not limited to: adhere to Department poficies, rules and
precedures; submit administrative requests iicluding leave, travel, and training:in a timely and apprapriate
manner; accurately report time; and submit timesheets by the due date. '

SPECIAL PERSONAL CHARACTERISTICS

influence, change, and strengthen the community, Setan example each day through positive and pro-social rale modeling,
utilizing dynamic security concepts thiough observaticn and building rapport.

= Willingness to play a-significant role in the collaborative efforts toward rehabititation and public-safe;y enhancement,
e Ability to facilitate conversations as a coach and mentor, engaging in a respectful and understanding ranner.
*  Ability to-build trust, improve communication, and assist with the transformation of correctional cilture.
(SPECIALREQUIREMENTS © 7 0 i BE i
*  CDCR does nat recognize hostages for bargaining purposes. CDCR has a*NO HOSTAGE" policy, and all prison individuals;
visitors, non-employesds 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 32010.15.1, 33020.13, and-86010.13.
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 CONSEQUENCE OF.ERROR -

° Cunsequences of error may result in loss af tlme and cnuld CAuSE 5|gn|f“cant delays in program production. Such deiays
can result in inefficient use or misdirection of department rescurces resulting in the inability to meet efficiency and
timeline goals, and varying degrees of negative financial irapacts to the department.

EMPLOYEE'S mngpr,mj ' Ems:mm”s SIGMATURE . DAYE

SIMION WITH.THE

SUPERVISOR'S NARME {Print) ' SUPERVISDR'S SIGNATURE ORAYE
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION || PROPOSED
POSITION DUTY STATEMENT — Peace Officer

[ X} CURRENT

CDCR INSTITUTION OR HEADQUARTERS PROGRAM POSTION HUMBER [Aganty-Uait-Class-Serial]
California Institution for Men 080-261-9645-006
DIVISION J UNIT CIASSIFICATION THLE
Correctional Administrator, DOC
WORKING EITLE
L e i Associate Warden
Health Care Services Unit AT BASE] i e =
TENURE
ET/FT M6 € Yes 23 o [
LGCATION SNCLMBENT ' EFFECTIVE DATE
Various Areas
CDCR’S MISSION; VISION
Mission

To facilitate the successful reintegration of the individuals in our care back to their communities. equipped withthe tools to be drug-
free, heaithy, and employable members of sotiety by providing €ducation, treatment, rehabilitative, and restorative justice
programs, all in a safe and humane envirgnnient.

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 professicnal, and more Tuifilling
envirenments for cur employees, the incarcerated population, and those supervised in'our communities, Through systemwide
improvements. ground'ed"in proven and emerging practices, we aim to strengthen rehabifitation; enhance worl-:piace satisfaction,
and support successful reentry:into the community through sur institutions, parole, and community partnerships. Our sharad
mission is to promote safety, we!lness, and human dignity whilz fostering positive change for all those who live and work within
our institutions and communitigs.

CDCR and CCHCS are committed to building an inciusive respectful workplace. We are determined to-aitract 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.

COCR and CCHCS strive ta collaborate with the community to enhance public safety and promote successful community
reintegration:through education, treatment and active participation in rehab’ilit_ativ‘e and restorative justice programs, incumbents
establish and maintain cooperative working relationships within the department, other governmental agencies, health. care
partners, and coemrmunities.

CDIVISION QVERVIEW: i i R
To provide the public protection by enforcmg State and Fedelai laws and admmlstratlve regulations while” super\nsmg the candJct
of incarceratéd persons at the California Institution far Men. Enhance pub]:c safety and promote successful community
reintegration through comprehensive crime prevention programs, education, treatment, and active participation in rehabilitative
and restorative justice programs.

CGENERAL STATEMEN

The Correcticnal Administrator (Associate Warden) — Health Cara Access, under the direction of the Warden and indirectly the Chief
Executive Officer — Health Care Services, is responsible for managing the institution’s custodial operations in support of the health
care services provided both on and off institurtion grounds
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45%

20%

15%

15%

5%

Plans directs, and orgamzes custodial operations to ensure patient access to-all scheduled and unscheduied o

site health care- appomtments including medical, mental heaith, and dental; serves as liaison betwsen custody
operations and Health Care Services to ensure:effective communication and resolution of issies in order to
meet _Const[tutmnal standards of patient acéess to Health Care Services; monitors and enisures ifistitiitions!
compliance with the custody requirements as set forth in the Incarcerated Persons’ Medical Services Program
Policies and Procedures, Department Operations Manual; and varibus directives-and mandates estabiiﬁhed as g
result of class action Iltlgat;on pertaining to access to health care services; erisures the Monthly Heaith Care
Access Quality Report-data is tracked, collectad anaiyzed and accuratelv reported in order to efficiently matage
custody staffing resources, improve-operations, minimize overtime costs, and monitor incarcerated persons’
compliance with the priority medical ducat process; ensures all post orders, organizational charts, and
operations procedures relating to hedlth case acecess are accurate and updated annually; coordinates with the
Institution Associate Warden-Custody aperation with the routine reviéew of the institution Post Assignment
Schedule Jbudgeted number of positions) and Master Assignment Roster (scheduling of positions} to ensure
adequate and appropriate custody staff are available during normal and modified programming to escort and/or
transport patients to.health care services and provide for the safety and security of staff and patients within an
and offsite clinical areas.

Birects the custodial operations of all patient’s transported off instigutiona! grounds for health care services;

-deétermines security requirements for the safe and secure transport of patients; coordinates security inspecticns

of off-site health care operations to ensure sa‘ety and security of staff; incarcerated persons and the public.

Participates in Institutional Classification Committees, Unit Classification Committees, and Interdisciplinary
Treatment Team committees as Chairperson or member to assist in the decision makirig process, including hut
not limited to appropriateness of patient’s placement, transfer, privilege group, work group; and housing status
(i.e. single cell or double cell status) while meeting the patient’s health care needs and adhering to the
incarcerated person’s security/custody requirements’ works with apprapriate health care staff to ensure at

_custody-related medical appeals are handled in a timely mannerand to identify potential deficiencies affecting

to access to health care services.

Reviews all recommendations and attends meeting, djscusésinns, and/or issues {a) impactifig correctional

support of Health Care Services programs, (b} focusing en improving access to care, delivery of quality cédre,
‘@nd/for {c) resolving operational bartiers impeding the delivery of Health care’ participates-in or ¢hairs the

institutionial Quality Impravement Comeittee meeting, Emergency Response Review Committee, Suicide
Prevention Committee, Executive Use of Force, and Health Care Services Governing Body; reviews and evaluates

-all Use of Force incid_entslpac_kages completed by the Health Care Access Unit; participates in Coryective Acticn

Plans related to Health Care Services’ operaticnal deficiencies by ensuring remedies meet policy or procedure
requirements and are implementad within-idantified time frames..Plan, organize, direct, and évaluate the work
and performance of staff. This-includes but is not limited to the following: Comply with state and federal laws,
rules, regulations, bargaining unit contracts, and palicies in all personnel practices, including, but not limited to:
hiring, employee development,-and management. Recruit, hire, train, develop, and pravide leadership to a
diverse staff, Monjtor, evaluate, and create written performance appraisals of staff. Counset staff and initiate
disciplinary-actions as necessary. Identify-appropriate long-range pians and goals to address-succession planning

-and knowledge transfer.

‘Serves as the institution Administrative Officer of the Day; dttends In-Service Training as required, insuring staff

do the same; and other duties as assigned by the Warden and/or CEO-HCS. Perform administeative duties
tnclizding, but not limited to; adhere to Dapartment pelicies, rules and procedures; submit administrative
requests 'iricluding leave, travel, and training in a timely and appropriate manner; _actu_rately report time, and
submit timesheets by the due date.

Rewsed 11/24




POSITION NUMBER {Agency - Unlt— Class - Serial} Page 3 of 2

080-261-9645-006

e Influence, change, and strengthen the community. Set an example each day through positive and pro-secial rele modeling,
u‘tilizihg dynamic security concepts through observatan.and buflding rapport. '

e Willingness to play a significant role in the coll_abqr.ative eﬁorts’_ toward rehabilitation and puklic safety enhancement,

©  Ability to facilitate conversations as a.coach and mentor, engaging in a respectful and understanding mannér.

©  Ability to build trust, improve communication, and assist with the transformation of correctional culture.

/SPECIAL REQUIREMENT c o s

. CDCR does not recognize:hostages for bargaining purposes. COCR has'a "NO HOSTAGE"
visitors; non-employees angd-employees shail be mide aware of this.

¢  Maintenance of Peace Officer Standards and training in accordance with Penal Code 832 and Cepartment Qperations

Manual sections 32010.19.1, 33020.13, and 86010.13. _ ;

| CONSEQUENCE OF ERROR T |

& Consequences.of errar may resultin loss of time and could cause sigrifficant delays in program production. Such delays
can resultin inefficient use or misdirection of departraent resourzes resulting in the inability to meet efficiency and
timeline goals; and varying degrees of negativé financial impacts to the department.

policy, and all prison individuats;

d signed by the supervi

ED.
EMPLOYEE'S NAME (Print)
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