CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION [ PrOPOSED
POSITION DUTY STATEMENT

CURRENT

CDCR INSTITUTION OR HEADQUARTERS PROGRAM 1 POSHIION NUMBER {Agency-Unit-Class-Serial) MCR / HCR

Pelican Bay State Prison 394-261-9646-008
BIVISION / UNIT CLASSIFICATION YITLE
; - Captdin, Adult Institution
: WORKING TITLE
Ad minis{tration ~'Cfescent City, CA g;g?g }Adult_._l{:[::;ltutlon WG €ol
: : TENLIRE
| Perm/FT | MO6 E ves (] vo [
LOCATION; : INCUMBENT EFFECTIVE PATE

01/01/2025

Crescent City, CA

Mission : :
we enhance publjc safety through safe and secure incarceration of offenders, effective parole supervision, arid rehabilitative
strategies to successfully reintegrate offenders into our communities,

Vision

We enhance public safety and promote succassful community reintegration through education, treatment; and active participation
in rehabilitative and restorative justice progr '

[ COMMITMENT TO DIVERSITY, EQUITY; AND INCLUS)

The Califarnia Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Sefvices {CCRCS) are
committed to building and fostering a diverse_workpiace. We believe cultural diversity, backgrounds, experiences, perspectives,
and unigue identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHES are proud

to foster inclusion and representation at all levels‘of both Depariments.

~Snizriy DESCRIBE THE CIVISION/UNIT FUNCTIONS

You are 3 valued member of the department’s team. You are expected to work cooperatively with team members and
others to enable the department to provide the highest level of service possible. Your creativity and productivity are.
-encouraged. Yourfefforts to treat others fairly, honestly, and with respect are important to everyone who works with
you :

\ Béik'?:.? 'ti OR2 seniénces_} DESCAIBE THE POSITION'S ORGANIZATIONAL SETTING AND MAJGR FUNCTIONS
Under the general direction of the Associate Warden, Central Services, the Captain is respansibie for the Locksmith,
Main Kitchen, Indufstries/\fdc'ationa_l, Visiting, In-Service Training, Receiving and Release, Towers and Entrance Gates,
Armory/Range, Watch Office, Outside Patrol, Central Control, and Personnel Assignment Office. The Captain is
responsible for the: planning and assigning of work duties and directing of custodial staff; including corrective action
when rei_;uired. Through subordinate employees, the Captain shall prepare and review operational procedures as
directed.

35%: Manage arid plan work duties for custodial staff, responsible for the development and implementation

3' of custodial employee job assignments and the documentation of their actual duty requirements-in
each position. Develop and implement procedures for the accountability, care and use of firearms,
utilization of restraintsand equipment, search and escort ofincarcérated persons, gate procedures, and
incarcerated persons and staff movement. Develop subsequent implementation of operational
procedures for the care -and use of firearms, atcurate systemn’ of incarcerated person counts, and
movement of staff and incarcerated persoris, Develop procedures for the inspection and accountability
of .i":r_)comi'ng and outgoing vehicles, and materials and supplies, for the presence of contrabarid.
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30% inspections and job assignments. Develop and implement pracedures related to employee bargaining

20%

10% Department of Corrections and Rehabilitation Db_lECtIVGS are’implemented. Personnel Management

5%

Responsible for the development and subsequent implementation. of operationai procedures for gate
unit contracts,

Responsible forthe development of the site-specific post assignment schedule and addendum watch
sheets. This will also entail the development of appropriate: procedures and methodologies for
maintaining staff accountability and filling vacant security positions in the appropriate fashion. Prison
Tattoo Removal Program coordinator,

Assist in the recruitment and selection of custodial staff for Pelican Bay State Prison, ensuring that the

Plan, organize, direct, and gvaluate the work and performance-of staff. This includes but is not limited
to the following: Comply with state and federal laws, rules, regulations, bargatning unit contracts, and
policies in all personnel practices, including, but not limited to: hiring, employee 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 long-range plans and goals to addrass succession planning and.
knowledge transfer.

Attend the following meetings: COMPSTAT, Emergency Medical Response Review Committee,
Executive Review Committee, Executive Staff, Health and. Safety Committee, Indecent Exposure,
Incarcerated person Advisory Counml Line Item, Overtime Sick Leave Management Review, Space and
Modification Committee; and Armory/Range meetings. The Corréctiorial Captairy will chair the following.
commiittees: quarterly Electrified Fence Review and Fermulation Committee, monthly Staff Assault
Review Committee, and Unit Classification Committee as needed. 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. Other duties as required.-

Knowledge of: Modern principles and practices of correctional administration and criminology; psychology of
criminal behavior ahd methods of discipline; and the attitudes, problems, and behavior of persons under
restraint; supervisory techniques and methods: of maintaining discipline, both of staff personnel and
incarcerated persons; principles and methaods used in the custody, control, and adjustment of .antisocial
persons; interviewing technigues; literature in the fields of carrectional administration and criminology; faws,
rufes, and regulations pertaining to criminal activities, governing State correctional institutions and purposes,
-actuntles, regulations, policies, and, functions of the California Department of Corrections and Rehabilitation
and the term-setting authorities; State laws pertaining to criminal activities; care and use of firearms; job
requirements and work performed by incarcerated persons of a correctional facility; principles and practices of
business management and problems. involved in the administration‘and supervision of correctional facifities and
‘prison-camps; sanitation, health, and safety standards and State laws pertaining thereto; principles and
practices of personnel management, supervision; and training; principles of effective verbal and. written
communication and group dynamics; tactical operational and situational awareness; -supervisory
responsibilities under the Ralph C. Dills Act; the Department's Equal Employment Opportunity Program
objectives; a manager'srole in this Program.and the processes available to meet Equal Employment Opportunity
objectives.

Ability to: Interpret and apply laws; rules, and regulations, Departmental policies and procedures; plan, assign,
and direct the work of a large force of correctional personnel; plan, organize, and administer the custodial
operation of a correctional facility; train staff; enforce rules and regulations with firmness, tact, and impartiality;

12/2024
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promote soc1a||y acceptable attitudes and behavior among incarcerated persons; form ulate programs for the
safe custody, discipline, and welfare of incarcerated persons; interpret and apply provisions of law and rules;
understand incarcerated person case histories and interpret them to others; coordinate the custodial functions
with the care and treatment. program; establish, promaote, and maintain confident and cooperative working
-reiatlonshms with staff; communicate effectively; understand and Tespond to verbal/written instructions;

maintain records and prepare reports; analyze situations and take effective action; secure the respect and
cooperatlon of prison officials and incarcerated persons; think and act quickly in emergencies; effectively
contribute to the Department's Equal Employment Opportunity objectives.

° -Specla! Personal Characteristics: Sympathetic and objective understanding of the problems of persons under
restraint; demonstrated leadership ability; tact, emotional stability, and maturity; demanstrated integrity and
ethlcal behavior; satisfactory record as a law- -apiding citizen; good personal and social adjustment for
-correctional work; courage; alertness; compliance with Departmental uniform and grooming standards; and
neat personal appearance:

¢« COMMENTS: Work hours are varied. Information for this job description was obtained by reviewing the

Galifornia State Personnel Board Specification and ‘through observation of duties as they are currently

performed. CDCR does not recognize hastages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and

alt prison incarcerated persons, visitors, nonemployees and employees shall be made. aware of this

° .Consequences of errof may result in lass of time and. could cause sugn:ﬁcant deiays in program productmn Such delays
can result ininefficient use or misdirection of departmenit resources resulting in the inability to meet efficiency and time
Ime goals, and varying degrees of negative financial impacts to the department.

EVPLOYED'S SIGNATURE

SUPERVISOR'S SIGNATURE

SUPERVISOR'S NAME (Print]

12/2024




CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

POSITION DUTY STATEMENT

[ ] rroposeD

CURRENT

CBCR msnirunnn OR HEADQUARTERS PROGRAM
Pelican Bay State:Prison

PLISITION NUMBER {Agency-Unit-Class-Serial)
394-261-9646-004

MCR / HCR

CLASSIFICATION TITLE

DIVISION / UNIT

Captain, Adult Institution
WORKING TITEE '

Captain, Adult Institution

Ac_[_minisfration_

THIME BASE / cBlp wwa ol
TENURE
: Perm/ FT MO6 £ Yes ] No
LOCATION INCUMBENT EFFECTIVE DAYE

Crescent City, CA

01_/ 01/ 2026

Mission |
We enhance public safety throtigh safe and secure incarceration of offenders, effective parole supervision, and rehabilitative
strategles to successfully reintegrate offenders into our communities.
Vision
We enhance pubtic safety and promote successful community reintegration through education, treatrent, and active participation
m rehabi [ltat nd restoratwe justice programs.

The Cahforma Department of Correctlons and Rehab:htatmn (CDCR) and California Correctional Health Care Ser\nces (CCHCS} are
committed to buﬂdrng and fostering a diverse workplace. We believe cuftural diversity, backgrounds, experiences, perspectives,
and un:que identities:should be honored, valued, and supported. We believe all staff should be empowered CDCR/CCHCS are proud
ta foster inclusion and representation at all Jevels of both Departrments.

BRIEFLY DESCRIBE TI:IE DIVASION/URIT EUNCTIONS
You are a valued member of the department’s.team. You are. expected to wark cooperatively with team members and
others to’ enable the department to provide the highest level of service: possible. Your creativity and productivity are
encouraged Your efforts to treat others fairly, honestly; and with respect are impartant to everyone who works with
you.

BRIEFEV {1 0R2$en'kences} DESCRIBE THE POSITION'S ORGANIZATIONAL SETTING ANE MAJOR FUNCTIONS
Under the general direction of the Specialized Housing Division (SHD) Correctional Administrator, the Captain, Adult
lnstltutlon, 5 responsmle for overall security-and daily operation of assigned facilities, Restricted Housing Unit {RHU),
and Facility D, Level )i Non- Designated Programmmg Famlrty

5%

Under the general direction of the Correcticnal Administrator, the incumbent will plan, organize, direct,.
formulate, and maintain overall responsibility pertaining to the custody;, discipline, welfare, and. safety
of ail staff and incarcerated persons within assigned facility. Enforce and ensure that programs are
administered properly and in accordance with established policies and. procedures. Ensure that
appropriate training is administered to staff on‘a continuous basis. Responsible for facility maintenance
needs and staffing.

Rewew all- assignments, incoming and outgoing correspondence, and special projects as assigned.
Coordinate and review working relations with all other departments. Ensure the audit of all unit files.
and records including, but not limited to:

25%

‘@ The CDCR Form 115/114 Processes
»  Employees’ Annual and Probaticnary Reports
» |ncident Packages/Reports
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Operational Procedures

e Department Operations Manual Addenda

s Post Orders/Duty Statements

s (rievances

« Maintaining compliance with Americans with Disabilities Act and Armstrong Remedial Plan for

facility D and RHU and report findings to Americans with Disabilities Act Coordinator.
L]
25% Call and/or attend-all appropriate staff meetings to facilitate the operation of assigned facility. Attend

Executive Review Committee as scheduled. Participate in the rectuitment; selection, and training of
personnel.

Atterid the Unit Classification- Committee / Institution Classification Committee on a weekly basis.
Personnel Management Plan, organize, direct, and evaluate the work and petformance of staff. This
includes but is not limited to the following: Comply with state and federal laws, rules, regulations,
bargaining unit contracts, and policies in all personnel practices, including, but not limited to: hiring,
employee 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 long-range plans and goals to address
succession planning and knowiedge transfer. Perform administrative duties including, but not limited
to: adhere to Department policies, rules and pracedures; submit administrative requests including
leave, travel, and fraining in a timely and appropriate manner; accurately reéport time, and submit

tlmesheets by the due date. Qther duties as required..

25%

o Knowledge of: Modern principles and practices of correctional adiministration and criminology; psychelogy of
criminal behavior and methads of discipline, and the attitudes, problems, and behavior- of persons under
restraint; supervisory technigques and methods of maintaining discipline, both of staff personnel and
incarcerated persons; principles and methods used .in the custody, control, and adjustment of antisocial
persons; interviewing techniques; literature in the fields of correctional. admiriistration and criminology; laws,
rules, and régulations pertaining to criminal activities, governing State- correctional institutions and purposes,
activities, regulations, policies, and:functions of the California Department of Corrections and Rehabilitation
and the térm-setting authorities; State laws pertaining to cnmmal activities; care and use of firearms; job
requirements and work. performed by incarcerated persons of a correctional facility; principles and practices of
business management and problems involved in the administration-and supervision of correctional facilities and
prison camps; sanitation, health, and safety standards and State laws pertaining thereto; principles and
practices of personnel management, supervision, and training; principles: of effective verbal .and written
‘communication and group dynamics; tactical operational and situational awareness; supervisory
‘responsihilities under the Ralph C. Dills Act; the Department's Equal Employment Opportunity Program
objectives; amanager's role.in this Program and the processes available to meet Equal Employment Oppaortunity
objectives.

o  Ability to: interpret and apply Jaws, rules, and regulations, Departmental policies and procedures; plan, assign,
and direct thé work of a large force of correctional personnel;:plan, organize, and administer the custodial
operation of a correctional facility; train staff; enforce rules and regulations with firmness, tact, and impartiality;
promote socially acceptable attitudes and behavior among incarcerated persons; formulate programs for the
safe custody, discipline, and welfare of incarcerated persons; interpret and apply provisions of law and rules;
understand incarcerated persons case histories and interpret them to others; coordinate the custodial functions
with the care and treatment program; éstablish, promote, and maintain confident and cooperative working
relationships with staff; communicate effectively; understand and respond to verbal/written ‘instructions;
maintain records and prepare reports; analyze situations and take effective action; secure the respect and

Rev. 01/2025
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-cfoo‘per‘ation' of prison officials and incarcerated persons; think and act quickly in emergencies; effectively
contribute to the Department's.Equal Employment Opportunity objectives.

N .gpecﬁal Pe‘nf_so_nal Characteristics: Sympathetic and objective understanding of the problems of persons under
restraint; demonstrated leadership ability; tact, emational stability, and maturity; demonstrated integrity and
ethical behavior; satisfactory record as a law-abiding citizen; good personal and social adjustment for
correctional work; courage; alertness; compliance with Departmental uniform and grooming standards; and
neat personal appearance.

. CfO'MM'ENT_;S':' Work hours are varied. Information for this job description was obtained by reviewing the

California -State Personnel Board Specification arid through observation of duties as they are currently

performed. CDCR does ot recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and

all prison incarcerated persons, visitors, nonemployees and employees shall be made aware of this.

i T o T

. Q0hseque'ncés of error may result in loss of time and cauld cause significant delays in program production. Such delays
can result ininefficient 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,

2

PATEME

SUPERVISOR'S NAME {Print) SUPERVISOR'S SIGNATURE

Rev. 01/2025




CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION [ | PROPOSED

POSITION DUTY STATEMENT
'3 CURRENT

CDCR INSTITMTION OR HEADQUARTEAS PROGRAM

] : FOSITION NUMBER {Agency-Linit-Class:Serial) BACR / HCR
Pelican Bay State Prison ' 394-261-9646-003

DIVISION /UNIT : | CLASSIFICATION TITLE

- Captain, Aduit Institution
WORMNG YITLE
Captain, Adult |\nstitution

Adminisiratidn» General Population - Facility B

TihiE BASE f ZBID Wwwe <ol
TENLIRE
: Perm/ FT MO6 2 ves [ No [X]
LOCATION | ' INCUMBENT EFFECTIVE DATE

Crescent City, CA

“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 f

We .enha'rjte public safety and promote successful com muriity reint’egrat'iqn'th_ro ugh education, treatmient, ahd active participation
in rehabilitative.and restorative justic

The California Department of Carrections and Rehabilitation {CDCR} and California Correctional Health Care Services {CCHCS) are
committed to building and fostering a diverse workplace. We helieve cultural d'_iversi_ty,_ backgrounds, experiences, perspectives,
and unigue identities should be honored, valued, and supported. We believe ali staff should be empowered. CDCR/CCHCS are proud
to-foster inclusion arnd representation at all levels of both Departments.

BRIEFLY DESCRIBE THE DIVISION/UNIT FGNCTIONS
You.are a valued member of the department’s team. You are expected to work cooperatively with team members and
others to enable the department to provide the highest level of service possible. Your creativity and productivity are
encouraged._ Your efforts to treat others fairly, honestly, and with respect are important t6 everyone who works with
you. ;

BRIEFLY {1 O 2 sentences) DESCRIBE THE POSITION'S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the general supervision of the Correctional Administrator to the General Population, the Facility B Captain is
r'e_sponsi'kjle for diréc_ting the program and implementing palicies for Facility B General Population and Enhanced
Qutpatient Program {EOP)

-35_%;: Plans organizes, formulates and dirécts a progressive program for the custody, discipline, _Classification,
treatmient, employment, and recreation of incarcerated persons of the Facility B-and EOP; interprets
and carries out policies of the Department of Corrections and Rehabhilitation and the institution..

; R'eviEW' all assignments ‘and/or projects. Coordinate and review working relations with all other:
25%" departments. Ensure the audit of all unit files and records including, but not limited to, the following:

: o Employee Annual and Probationary Reports
- e Incident Packages

'« QOperational Pracedures

"« Department Operations Manua! Addendum
. » Post Orders and Duty Statements




POSITIONMUMBER {Agetcy - Unit - Class — Serial) ' T Page 2 af3
394-261-9646-003

15% Functions as the chairperson on Initial and Unit Classification Commiittees and audits all CDCR-128G’s

15% employee discipline and Adverse Action processes. Evaluates all General Population programs and is

10% performance, and training of all correctional counselors, correctional lieutenants, carrectional

s Incarcerated personh Work Incentive Program
& Maintaining compliance with Americans with Disabilities Act arid Ar'mstrp_ng'Remedi'al Plan for
their specific area and.report finding to Americans with Disabilities Act.Coordinator.

and CDC-115’s. Reviews appeals at the First Level of Review and is responsible-for miscellaneous
incoming and outgoing correspondence..

Maonitors staff interaction in relation to Egual Employment Oppartunity, Audits; reviews, and initiates

assigned special projects as needed. Attends all Pelican Bay State Prison staff meetings as called for
and/or other meetings necessary to facilitate the operation of the assigned facility. Assigned. on a
rotation basis as the Administrative Officer of the Day, during non-working hours, weekends, and
holidays.

Responsible for budget and staff management and directly responsible for the general supervision,

sergeants, correctional officers, and clerical staff. Personnel Management: Plan, organize, direct, and
evaluate 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 pohc;es in ali‘personnel
practices, including, but not limited to: hiring, employee 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 long-range plans and goals to address succession planning and knowledge transfer.
perform administrative duties including, but riot 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. Other duties as

requ1red

Knowtedge of: Modern principles and practices of correctional administration and criminology; psychology of
criminal behavior and methods of discipline, and. the attitudes, problems, afid behavior of persons under
restraint; supervisory techniques -and ‘methods of maintaining discipline, both of staff personnel and
incarcerated persons; p principles and methods used in the custody, control, and adjustment of antisocial
persons; interviewing techniques; literature in the fields of correctional administration and criminology; laws,
rules, and regulations pertaining to crimiinal activities, governing State correctional institutions and purposes,
activities, regulations, policies, and functions of the California Depaitment of Corrections and Rehabilitation
‘and the term-setting authorities; State laws pertaining to criminal ‘activities; care and use of firearms; job
requirements and work performed by incarcerated-persons of a correctional-facility; principles and practices of
business management and problems invoived in ‘the-administration and supervision of correctional facilities and
prison camps; sanitation, health, and safety standards and State laws pertaining thereto; principles and
practices of personnel management supervision, and training; principles of effective verbal and written
communication and group dynamics; tactical operational and situational awareness; supervisory
responsibilities under the Ralph C. Dills Act; the Department's Equal Employment Opportunity: Program
objectives; a manager'srole in this Program and the processes available to meet Equal Employment Opportunity
objectives. -

Ability to: Interpret and apply laws, rules, and regulations, Departmental policies and procedures; plan, assign,
and direct the work of a large force of correctional personnel; plan, organize, and agminister the custodial
operation of a correctional facility; train staff; enforce rulesand regulations with firmness, tact, and. impartiality;
promote socially acceptable attitudes and behavior among incarcerated persons; formulate programs for the
safe custody, discipline, and welfare of incarcerated pérsons; interpret.and apply provisions of law and rules;
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understand incarcerated persons case histories ang interpret them to others; coordinate the custodial functions
With the care and treatment program; establish, promote, and maintain confident ard cooperative working
relaticriships with staff; communicate effectively; understand and réspond to verbal/written instructions;
rf_na'i_n'tain records and prepare reports; analyze situations and take effective action; secure the respect and
(_?;OOperatio'n of prison officials and incarcerated persons; think and act quickly in emergencies; effectively
contribute to the Department's Equal Employment Opportunity objectives. ' '

e Special Personal Characteristics: Sympathetic and objective understanding of the problems of persons under
restraint; demonstrated leadership ability; tact, emotional stability, and maturity; demonstrated integrity and
éthicaf behavior;-_ satisfactory record as a law-abiding’ citizen: good personal and social ‘adjustment for
éorrecti'o‘najl work; courage; alertness; compliance with Departmental uniform and grooming standards; and
neat personal appearance.

» COMMENTS: Work hours are varied. Information for this job description was obtained by reviewing the
California State Personnel Board Specification and through observation of duties as they are currently
ﬁe_rformed.;-CDCR. does not recegnize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and

all prison incarcerated persons, visitors, nonemployees and employees shall be made aware of this

e
. -Consequences of errar may result in loss of tine and could cause significant detays in program proeduction. Such delays
can result in'inefficient use or misdirection of department resources resulting in the inability to meet efficiency and time

lihe.gu_als,_arjd varying degrees of negative finanicial impacts to the department.

LOYEE'S SIGNATURE

T SUPERVISOR'S NAME {Print) SUPERVISOR'S SISNATURE ' DATE




CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION [ ] proPOSED
POSITION DUTY STATEMENT

CURRENT

COCR INSTHFUTION OR HEADQUARTERS PROGRAN | POSITION NUMBER {Agency-Unit-Class-Serlal) MCR / HCR

Pelican Bay State Prison © 394-261-9646-004
DIVISION 7 UNIT f | CLASSIFICATION TITLE
: : Captain, Adult Institution
: VIDRKING TITLE
Admini'sfration'- General Population - Facility A i;it;ﬂfgéfdu‘t lcr::;ltutlon — -
': : TENURE ' _
: : Perm/FT | MOB E ves [ No %]
LOCATION : ; INCUMBENT EFFECTIVE DATE
Crescent City. 'CA 01/01/2026

Mission :
We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehahifitative
stra_tegiesfto successfully reintegrate offeriders into our communitias,

vision :

We e_ﬂh_ar'jce public safety and promote succéssful community reintegrafion_through education, treatment, and active participation
in rehabilitative and restorative justice programs.

TR TR

The Califarnia 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 uni_qu;e_"identities_Should be honored, valued, and supported. We believe all staff should bg empowered. CDCR/CCHCS are proud
to foster inclusion.and representation at all levels.of both Departments,

PR AR

"~ BRIEFLY DESCRIBE THE DIVISION/UNIT FURCTIONS
You a_re-:{ valued mémb_er-of the department's.team. You are expected to work cooperatively with team members and.
others to enable the department to provide the highest ievel of service possible. Your creativity and productivity are:
encourag:e_d. Your efforts to treat others fairly, honestly, and with respect are important to everyone who works with
“you. : :

BRIEFLY {1 OR 2 sentenices) DESCRIBE THE POSITION'S DRGANIZATIONAL SETTING AN MAJOR FUNCTIONS
Under the general supervision of the Correctional Administrator to the General Population, the Facility A Captain is.
responsible for dirécting the program and implementing policies for Facility A General Population, and Minimum
Support Facility (MSF).

'35%':} Plans organizes, formulates and directs a progressive program for the custody, discipline, Classification,

; treatment, employment, and recreation’ of incarcerated persons of the General Population and
Administrative Segregation Unit; interprets and carries out policies of the Department of Corrections
and Rehabilitation and the‘institution.

259 Revje.w all assignments and/or: projéc_ts. Coordinate and review working __rel;_'ati'on_s_. with all other
departments. Ensure the audit of all unit files and records including, but riot limited to, the following:

Employee Annual and Probationary Reports

Incident Packages

Operational Procedures

Department Operatians Manual Addendum

Post Orders'and Duty Statemanits

Incarcerated person Work Incentive Program

P S o
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_ . Main’tainin_g-comp'!ianc_e_ with Americans with Disabilities Act.and Armstrong Remedial Plan for
15% . their specific.area and report finding to Americans with Disabilities Act Coordinator:

Functions as the chairperson on Initial and Unit Classification Committees and audits all CDCR-128G’s
and CDC-115's. Reviews appeals at the First Level of Review and is responsible for miscellaneous
15% incoming and-outgoing correspondence.

‘Monitors staff interaction in relation to Equal Employment Opportunity. Audits, reviews, and initiates
employee discipline and Adverse:Action processes. Evaluates all General Popufation programs and is
-assigned special projects as needed. Attends all Pelican Bay State Prison staff meetings as called for
and/or other meetings necessary to facilitate the operation of the assigned facility. Assigned on a
rotation basis as the Administrativeé Officer of the Day, during non-working. hours, weekends, and
10% holidays.

Responsible for budget and staff management and directly responsible for the general supervision,
performance, and training of. all correctional counselors, correctional feutenants, correctional
sergeants, correctional officers; and clerical staff. Personnel Management Plan, organize, direct, and
evaluate 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 policies in all _pen‘sonnél
practices, including, but not limited to: hiring, employee.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. ldentify
appropriate long-range plans and goals to address succession planning and knowledge transfer.

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
ap‘pr’dpria‘te._mann’er; accurately report time, and submit timesheets by the due date. Other duties as

. Knowledge of: Modern.principles and practices of correctional administration.and criminology; psychology of
criminal ‘behavior ‘and methiods. of discipline, and the attitudes, problems, and behavior of persons under
restraint; supervisory technigues and methods of maintaining discipline, both of staff personnel and
incarcerated persons; prlnl:lples and methods used in the custody, control, and .adjustment of antisacial
persons; interviewing techniques; literature in the fields of corréctional administration and criminology; laws,
rules, and regulations pertaining to criminal activities; governing State correctional institutions and purposes,
activities, regulations, fpo_licie__s, and functions of the California Department of Corrections and. Rehabilitation
and the term-setting authorities; State laws pertaining to criminal activities; care and use of firearms; job
requirements and work performed by incarcerated.persons of a correctional facility; pri_ncipi'eS"and practices of
business management and problems involved in the administration and supervision of correctional facilities and
prison camps; sanitation, health, and safety standards and State laws pertaining thereto; principles and
practices of personnel management, supervision, and training; principles of effective verbal and written
communication and group dynamics; tacticel operational and situational awareness; supervisory
responsibilities. under the Ralph C. Dills Act; the Department’s Equal Employment Opportunity Program
objectives; a manager’s role in this Program and the processes available to meet Equal Employment Opportunity
objectives. ' "

» Ability to: Interpret and apply laws, rules, and regulations, Departmental policies and procedures; plan, assign,
and direct the work of ‘a farge force of correctional pefsonnel; plan, organize, and administer the custodial
operatiori of a correctional facility; train staff; enforce rules and regulations with firmness, tact, and impartiality;
promote. socially acceptable attitudes and behavior among incarcerated persons; formulate programs for the
safe custody, discipline, and welfare of incarcerated persons; interpret and apply provisions of law and rules;
understand incarcerated person case histories and interpret them to others; coordinate the custodial functions
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with the care and treatment program; establish, promote, and maintain confident and cooperative warking
felat'ipnshi'ps_ with staff; communicate-effectively; understand and respond to verbal/written instructions;
maintain records and prepare reperts; analyze situations and take effective action; secure the respect and
cooperation of prison officials and. incarcerated persons; think and act quickly in emergencies; effectively

contribute to the Department's Equal Employment Opportunity objectives.
. §pecial Personal Characteristics: Sympathetic and objective understanding of the problems of persons under

restraint; demonstrated leadership ability; tact, emational stability,

and maturity; demonstrated integrity and

ethical behavior; satisfactory record as a. law-abiding citizen;

goad personal and social adjustment for

correctional work; courage; alertness;

compliance with Departmental uniform and grooming standards; and

neat personal appearance,
. COMMEN’ES: Work hours are varied. [nformation for this job description was obtained by reviewing the
California State Personnel Board Specification and ‘through observation of duties as they are currently
p}erformed-i CDCR does not recognize hostages for bargainirig purposes. CDCR has a "NO HOSTAGE" policy and
all prison incarcerated persons, visitors, nonemployees and employees shall be made aware 6f this.

S P

. Exampl_e: Cohs',equences of error may resutt 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 meat efficiency
and time line goals, and varying degrees of negative financial impacts to the depdrtment.

Wi

FTHER [
EMPLOYEL'S SIGN

TURE

SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATY




CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION [} PrOPOSED
POSETIOI'}] DUW'STA?'EME_NT

CURRENT

CDCR INSTITUTION OR HEADQUARTERS PROGRAM POSITION NUMBER {Agency-Unit-Class-Senial) MICR / HCR
Pelican Bay State Prison 394-261-9646-005
DIVISION fUNFT : CLASSIFICATION TITLE

l- : __ Captain, Adult Institution

\ | WORKING TITLE

s P : g i Captain, Adult Institution
.Admmts?rati_on- Hgalth Care Access Unit _nmf; R o — =
: | TENURE

_5 : | Perm/ FT MO6. E Yes [ No I{
LOCATION T ; U iNcoMBEnT EFFECTIVE DATE
Crescent City, CA 01/01/2026

-

Mission '
We enhance public safety through sdfe and secure incarceration of -offenders; effective parole supervision; and rehabilitative

strategies to successfully reintegrate offenders into our communities.

Vision ’ f

We enhance public safety and promote successful community reintegration through education, treatment, and active participation
in rehabilit;
The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are
com'mitte'}d to building and fostering a diverse workplace. We believe cultaral diversity, backgrounds, experiences, perspactives,
and unique identitiesshould be honoered, 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.

W

BRIEFLY DESCRIBE THE DIVISION/UNIT FUNCTIONS )
Yo"u'are.d-va!ued_ member of the department’s team. You are expected to work cooperatively with team members and
others to enable the department to provide the highest level of service possible. Your creativity and productivity are
e_ncouraged, Your éffo_rts to treat others fairly, honestly, and with respect are important to everyone who works with
youl. : :

HRIEFLY {1 OR 2 sentences) DESCRIBE THE POSITION'S DRGANIZATIONAL SETTING R0 MAse et _
Under the general supervision of the Correctional Administrator, Health Care Operatjons the Captain is responsible for

plannin sassigr_ling,'ian'd directing the work of all custody personnel within the"He_a'Ith Care Access.Unit.

40% Plans, organizes, and directs the Health Care Custody meetings in all aspects of program functions,
" classification, disciplinary and incarcerated. persons health care. The Health Care Access Captain
conducts/attends various meetings such as Medical/Custady, and disciplinary, ensuring all decisions
reached are consistent with departmental policy. Attends meetings organized by California
Correctional Health Care Services staff to provide input from a custodial perspective. Reviews and
app':roves Temporary Release Orders for incarcerated persons scheduled for off-site medical
appointments,

35%2 ‘Supervises and trains-custodial personnel in all aspects of prison management functions including
5 classification action, disciplinary action, incarcerated persons access to care, medical transportation,
and-processing of newly committed incarcerated persons through diagnostics.

01/2025
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20%

Reviews employee performance appraisals, corrective personnel action and related tasks. Attends

staff meetings; serves as Administrative Dfficer of the Day {AOD). The Health Care Access Captain
shall participate as a student and instructor inrequired training to maintain the effectivenéss.in peace
officer standards, and biyearly AQD training. Reviews incident regorts, Appeals Rules Violation
Reports, and Operational Procedures prior to subml_ssmn___.to the Health Care Operations Correctional
Administrator for approval. Each Captain is responsible for maintaining compliance with Americans
with Disabilities Act and Armstrong Remediat Plan for their specific area and report finding to
Americans with Disabilities Act Coordinator.

5% Perform adm:nlstratwe duties including, ‘hit not limited to adhere to Department policies, rules and,

procedures; submit administrative requests, including leave, travel, and tralnmg in atimely and
appropriate manner; accurately report time and submit timesheets by the due date. Other duties as
required

Knowledge of: Modern principles and practices of correctional administration and criminology; psychology of
criminal behavior and methods. of discipline, and the attitudes, problems, and behavior of persons under
restraint; supervisory technigues and methods of maintaining discipline, both of staff personnel and
incarcerated persons; principles  and rmethods used in the custody, control, and adjustment of antisacial
persons; interviewing technigues; literature in the fields of correctional administration and. criminology; laws,
rules, and regulations pertaining to-criminal activities, governing State correctional institutions and purposes,
activities, regulations, policies, and functions of the California Department of Corrections.and Rehabilitation
and the term-setting authorities; State laws pertammg to criminal activities; care and use. of firearms; job
requirements and work performed by incarcerated persons.of a correctional facility; principles and practices of
businiess managemerit and problems involved in the administration-and supervision of cofrectional facilities and
prison camps; sanitation, health, and safety standards and State laws pertaining thereto; principles and
practices of personnel management, supervision, and training; principles of effective. verbal and written
communication and group dynamics; tactical operational and situational awareness; supervisory
responsibilities under the Ralph C. Dills Act; the Department's Equal Employment Opportunity Pragram
objectives; a manager's role in this Program and the pracesses available to meet Equal Employment Opportunity
objectives.

Ability to: Interpret and apply laws, rules, and regulations, Departmental policies and procedures; plan, assign,
and direct the work of a large force of correctional personnel; plan, organize, and administer the custodial
operation of a correctional facility; train staff .enforce rules and regulations with firmness, tact, and impartiafity;
promote socially acceptable’ attitudes and behiavior among ‘incarcerated pérsoris; formulate programs for the
safe custody, discipline, and welfare of incarcerated persons; interpret and apply provisions of law and rules;
understand incarcerated persons case histories and’ mterpret them to athers; coordinate the custodial functions
with the care and tréatment program; establish, promote; and maintain confident and cooperative working
refationships with staff; communicate effectively; understand and. respond to verbal/written instructions;
mairnitain records and prepare reports; analyze situations and take effective action; secure the respect and
cooperation of prison officials and. incarcerated persons;: think and act quickly in emergencies; effectively
contribute to the Department’s Equal Employment Opportunity objectives,

Special Personal Characteristics: Sympathetic and objective understanding of the problems of persons under
restraint; demonstrated Jeadership ability; tact, emotional stability, and maturity;. demaonstrated integrity and
ethical behavior; satisfactory. record as a law-abiding citizen; good personal and social adjustment for
correctional work; courage; alertness; compllance with Departmental uniform :and grooming standards; and
neat personal appearance.

Special Physical Characteristics: Hearing not less than. 15/15 acuity sufficient to perform the essential functions
of the job; vision at 20/60 uncorrected, 20/20 corrected in each eye and distinguish colors in compliance with
POST; have and maintain sufficient strength, agility, and endurance to perform during stressful (physical,

mental, and emotional) situations encountered on the job without compromising their health and well-being
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or that of their fellow employees or incarcerated. persons; sound physical condition; and manipulate and
bpera'te. firearms, chemical agents, cell phones, hand-held radios,'fla_shligh_t's-, computer equipment, mechanical
fe’straiht's, étt_:._
» COMMENTS: Work hours are varied. information for this job description was obtained by reviewing the
California State Personnel Board Specification and through observation of duties as they are currently
ﬁ:e_rfo_rmed; CDCR does not recognize hostages for bargaining purposes. CDCR-has a "NO. HOSTAGE" policy, and
all prison incarcerated persons, visitors, nonemployees and employees shall be made aware of this.
*  Consequences of error may resuit in loss of time and could cause significant delays in program productian, Such delays
can result ininefficient 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,

s
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SUPERVISOR'S SIGNATURE




