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	CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
	
	PROPOSED

	POSITION DUTY STATEMENT
	

	
	
	X
	CURRENT

	
	

	CDCR INSTITUTION OR HEADQUARTERS PROGRAM
	POSITION NUMBER (Agency-Unit-Class-Serial)
	MCR / HCR

	Correctional Training Facility
	101-222-9903-003
	

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Central Facility Unit-I Restricted Housing Unit (RHU)

	Correctional Counselor-II (Supervisor)

	
	WORKING TITLE

	
	Correctional Counselor II (Supervisor)

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	P/FT
	S06
	E
	[bookmark: Check1][bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Soledad, California
	
	

	CDCR’S MISSION and VISION

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

	COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION

	The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are committed to building and fostering a diverse workplace. We believe cultural diversity, backgrounds, experiences, perspectives, and unique identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are proud to foster inclusion and representation at all levels of both Departments.

	DIVISION OVERVIEW

	

	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 ingenuity are encouraged.   Your efforts to treat others fairly, honestly, and with respect are critical to the success of the Department’s Mission.

	GENERAL STATEMENT

	Under the supervision of the Unit-I Central Facility Captain, the Correctional Counselor- II (Supervisor) will monitor, coordinate, and review the casework of Incarcerated persons (IPs) retained in O-Wing (OW), Restricted Housing Unit (RHU) after their initial Institutional Classification Committee (ICC); supervise, assign and review work of the Correctional Counselor I’s assigned to OW, RHU. This position will also ensure that the preparation of and the classification of IP in RHU is conducted according to departmental policies; serves as a member of the classification committee and reviews cases submitted to the Classification Staff Representative (CSR) for transfer consideration. The CC-II will ensure time frames/due process procedures are met, investigate and answer IP Grievances and correspondence, conduct interviews with IPs, and ensure counselors receive appropriate training.  

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.
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5%


	Prepare and review cases for RHU ICC and DRB ICC utilizing the Strategic Offender Management System (SOMS) and Electronic Record Management System (ERMS) presented to the CSR for transfer review, RHU assessments, and retention approval. Track RHU caseload inclusive of Salinas Valley State Prison (SVSP) RHU placements and other institutions to ensure all required documents for resolving RHU placements are received and cases seen timely. Coordinate as needed with Facility Captains and other institutions for closure documentation. 
May act as Chairperson for UCC. Supervises and trains Correctional Counselors assigned under their direct supervision.  Gives direction/reviews to subordinates on difficult cases.  Attend IDTT for RHU IPs as needed. 

Evaluates staff performance and takes or effectively recommends appropriate action; Gives assistance to CC-Is on difficult case problems; Ensure classification policies and appropriate procedures are followed (DPP, DDP, Coleman, reasonable accommodations, Effective Communications, etc.); Investigates IPs grievances. Ensure EEO policy is followed. Write corrective action on staff. Approve schedules.

Ensures time frames/due process, and housing procedures under Toussiant are met. Conducts interviews with IPs and responds to Requests for Interview (CDCR Form 22).  Ensures new counselors receive appropriate training under the Apprenticeship Program.

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 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. Maintain personal training responsibilities; maintain on-going familiarity of counseling procedures and peace officer requirements; maintain yearly qualifications in all required areas.

Perform administrative duties including, but not limited to, adhering 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.



	SPECIAL REQUIREMENTS

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

	CONSEQUENCE OF ERROR

	Consequences of error may result in loss of time and could cause significant delays in program production. Such delays can result in inefficient use or misdirection of department resources resulting in the inability to meet efficiency and timeline goals, and varying degrees of negative financial impacts to the department.

	To be reviewed and signed by the supervisor and employee:
EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH MY SUPERVISOR AND RECEIVED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE’S NAME (Print)
	EMPLOYEE’S SIGNATURE
	DATE

	
	
	

	SUPERVISOR’S STATEMENT:
· I CERTIFY THIS DUTY STATEMENT REFLECTS CURRENT AND AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR’S NAME (Print)
	SUPERVISOR’S SIGNATURE
	DATE

	
	
	



