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	CDCR’S MISSION, VISION and COMMITMENT

	Mission
To facilitate the successful reintegration of the individuals in our care back to their communities equipped with the tools to be drug-free, healthy, and employable members of society by providing education, treatment, rehabilitative, and restorative justice programs, all in a safe and humane environment.

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

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

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

	DIVISION OVERVIEW

	The Correctional Case Records Analyst (CCRA) prepares, maintains, interprets, and manages comprehensive incarcerated person and parole criminal case records on all persons committed to the Department of Corrections.

	GENERAL STATEMENT

	Under close supervision of the Correctional Case Records Supervisor, the journey level CCRA receives training and performs increasingly more difficult and complex technical work in the processing, maintaining, and control of incarcerated person/parolee records. The CCRA prepares routine documents and records information relating to incarcerated persons’ classification, transfer, releases from and return to prison, and other actions affecting legal status; calculates incarcerated person/parolee release and discharge dates, applying credits and enhancements; interprets and applies appropriate laws, policies, and procedures; acts as liaison with other units and related agencies; and may serve as a lead person to Correctional Case Records Analyst (CCRA) trainees. The consequence of error is significant.  As a CCRA, you are expected to satisfy your duties, which include reporting to work on your scheduled workdays on a continuous basis.
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	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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	Review, analyze, audit, and interpret court commitment orders and legal mail to determine the crime, length of sentence, applicable enhancements, and credit eligibility. Interpret and apply appropriate laws, policies, and procedures by performing audits and updating incarcerated person records to ensure compliance with statute, case laws, rules, regulations, Title 15, Departmental Operations Manual etc. utilizing various resources on a daily basis. Refer potential sentencing discrepancies to the Legal Processing Unit (LPU). Apply applicable credit statutes toward commitments to compute minimum and maximum release dates. Enter court commitments, related sentence mandates, or any data related to incarcerated persons directly into automated departmental systems, .i.e., Electronic Records Management System (ERMS) and Strategic Offender Management System (SOMS).
Review Case Records Dashboard for credit actions to be applied to release date calculations and process Release Date Change Notices (RDCN) and Orange List daily to ensure actions that may impact release dates are captured and applied to the offenders release date in a timely manner.   

Process Holds/Wants/Detainers, and make contact with courts, probation departments and other related law enforcement agencies (LEA) on routine and complex matters regarding correctional case records and state prison commitments. Respond to Incarcerated Person/Parolee Request (GA 22 or Incarcerated Person Request).
  
Review, analyze, audit, and interpret data to ensure the Minimum Eligible Parole Date (MEPD) is calculated correctly and Lifer Hearings are entered correctly. Review, analyze, audit each offender to determine if they meet the criteria for Elderly Parole Eligibility Date (EPED), Youthful Parole Eligibility Date (YPED), Non-Violent Parole Eligibility Date (NPED) and ensure the Board Information Technology System (BITS) is updated to reflect accurate MEPD, EPED, YPED and NPED dates. Also, ensure all BPH Decisions and/or Lifer Grant Decisions are posted and scanned into ERMS.  

Notify the Department of Justice (DOJ) of any new and/or additional commitments of incarcerated persons in order to update the Automated Criminal History System, ensure incarcerated person’s fingerprints are accurate and notify DOJ of corrections.

Process, review, analyze, interpret Penal Code 969(b) packets and Out-to-Court processing. 

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. Attend all required In-Service training and On-the-Job Training, as required for the position on an annual basis.

The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. Individuals may perform others duties as assigned, including work in other functional areas to cover absence or relief, to equalize peak periods or otherwise to balance the workload.

	SPECIAL PERSONAL CHARACTERISTICS

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

	SPECIAL REQUIREMENTS

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

	CONSEQUENCE OF ERROR

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

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