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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

	Central California Women’s Facility
	381-211-5480-XXX
	

	DIVISION / UNIT
	CLASSIFICATION TITLE

	BUSINESS SERVICES/FOOD SERVICES
	SUPERVISING CORRECTIONAL COOK 

	
	WORKING TITLE

	
	SUPERVISING CORRECTIONAL COOK

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	P/FT
	S15
	2
	[bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Chowchilla, CA 
	
	

	CDCR’S 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.

	COMMITMENT TO DIVERSITY, EQUITY AND INCLUSION

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

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


	DIVISION OVERVIEW

	Under the general direction of the Assistant Correctional Food Manager, DOC and the Correctional Food Manager I, DOC, the Supervising Correctional Cook, DOC (SCC) is responsible for the direction, training and supervision of staff and inmates in the preparation and serving of meals and the storage of food and supplies at their assigned facility dining area.  Responsible for the maintenance of culinary equipment and work areas.  Interprets and applies standards and procedures governing kitchen sanitation and safety measures used in the operation, cleaning, and care of utensils, equipment, and work areas, and the food handling sanitation of the food service program.  

	

	GENERAL STATEMENT

	Operate kitchen equipment, appliances and utensils in the preparation and production of meals.

	

	% 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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	Plan, direct, supervise and train staff and inmates in the preparation and serving of meals in accordance with approved menus.  Interpret, and apply standards and procedures governing the operation of the assigned food service department.  Implement and maintain food service operational procedures and record keeping methodologies.  Ensures proper portion control and use of serving utensils.  Ensures that food is re-thermed according to Cook-Chill procedures.  Make decisions and provide advice and assistance on varied and food service management issues or problems that arise.  Direct, supervise, train and monitor work activities of subordinate Correctional Supervising Cooks in all appropriate food service policies and procedures regarding food preparation, storage and cooking.  

Prepare and review performance evaluations; review post orders and duty statements; review and make suggestions for updates to local operations supplements; conduct weekly meetings with staff to disseminate, review and interpret policy changes, new procedures, etc.  Review and interpret policy changes, new policies, etc. and provide additional training and supervision to staff as needed.  Review and approve attendance records to ensure accuracy and compliance with the Federal Labor Standards Act.  Provide closer supervision to staff as needed.  Prepare and implement appropriate corrective action when needed.  Perform reviews to ensure staffs adherence to policies and procedures.  Identify training needs and provide training to subordinate staff.

Supervise the maintenance of culinary utensils and equipment and the cleaning of equipment and storage.  Maintain and ensure staff and inmates also maintain all food handling practices and standards of safety and sanitation.  Audit the record keeping of food service staff to ensure accuracy.   Monitors the preparation and storage of food sample trays. 

Conduct regular inspections of all assigned areas. Review weekly inspection reports submitted from food service staff.  Conduct meetings and safety training with staff and inmates.  Maintain the security of working areas and materials.  Supervise the conduct of inmates; prevent escapes and/or injury to maintain the safety of persons and property.  Search assigned areas for contraband and may conduct a search of an inmates as needed.  Perform unannounced visits to all assigned areas of food services to monitor the food service program.  

Responsible for accurately signing-in and signing-out daily on the 998-A, meeting FLSA laws and rules to ensure no FLSA violations are committed and attaching required documentation for absences to the 998-A.   Responsible for meeting the yearly In-Service Training requirements and obtaining On-the-Job Training as required.  Assist others and perform other duties as needed.  Supervise other food service staff and inmates in the absence of their supervisor.

	

	SPECIAL REQUIREMENTS

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

	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

	
	
	




