
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

PSP Investigations Supervisor

	
	Division and/or Subdivision

Professional Standards Program (PSP)

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters

Sacramento

	
	Class Title of Position

Supervising Special Investigator I (Non-Peace Officer)

	
	Position Number

541-008-8549-002

	
	Effective Date

September 1, 2026

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	     
     
     
     
     
35%
     
     
     

	Under the direction of the Assistant Chief w/ Differential (Deputy Chief, Professional Standards Program (PSP)), the Supervising Special Investigator I is the first line supervisor directing the work of Special Investigator staff and facilitating thorough development of investigation protocols. Responsibilities include, but are not limited to, aiding the PSP with conducting administrative investigations and assisting with the development of investigative policies and procedures.
Investigations
*Train, plan, organize, and direct the work of staff in the performance of investigations related, but not limited to, performance, misconduct, Whistleblower Complaints (in collaboration with the Office of Program Accountability), and citizen complaints by planning and organizing the workload and advising on departmental methods. *Review and evaluate investigative reports for thoroughness and clarity to ensure consistency with departmental policy and procedures in a timely manner. *Collaborate and provide recommendations to the Special Investigator staff, PSP legal team, Deputy Chief, and as needed, the Deputy Director of the PSP, to determine appropriate investigation strategy. *Work and cooperate with internal and external stakeholders, including local law enforcement (if applicable) to ensure compliance and consistency with investigations. *Monitor criminal and civil investigations that are related to administrative investigations. *Coordinate necessary investigative information, reports, and findings with internal and external stakeholders as necessary to allow the Department to make informed and consistent employee decisions.
     
     
     
     


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: See Page 2.


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
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	Working Title of Position

PSP Investigations Supervisor

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	30%
     
     
     
10%
     
10%
10%
5%
	*Provide timely evaluations of investigative reports completed by subordinate investigation staff, reviewing them for accuracy and compliance with policy, state laws, rules, and regulations; including State Personnel Board (SPB) requirements. *Review complaints, prepare/review cases, and may appear in court or administrative hearings acting on behalf of the Department to give evidence at proceedings. *Provide effective supervision of investigative staff including managing workload, ensuring timeliness and accountability, evaluating performance and taking appropriate action to engage, mentor, and develop staff, as appropriate.
*Oversee completion of pre-investigatory interviews for applicants entering the backgrounds process by assigning the workload to investigative staff, and reviewing detailed reports upon completion, in collaboration with Region and Headquarters Law Enforcement personnel, as assigned. *Secure and maintain positive working relationships with staff, as well as internal and external stakeholders, including local law enforcement and the Department of Justice (DOJ). *Engage in the more complex investigations by offering support, guidance, and expertise.
Training

*Collaborate with peers and internal and external stakeholders to identify training needs and/or revisions related to administrative investigations, employee code of conduct and progressive discipline.
Marginal Functions

Track and monitor individual case load of staff and incoming investigations to maintain effective quality control and timely completion, considering statutory timeframes as well as management priority and operational need, as directed.

Attend regular working group discussions and other meetings as assigned and collaborate with internal and external stakeholders to discuss implementation, enhancement, and/or maintenance of policy and procedures within the PSP program. Other job-related duties as required.
     
     
     
     
     
     
     
     

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: This position may require the incumbent to travel up to 40% of the time, as needed. This travel may include local, statewide and possible overnight stays.


	"We have discussed this document in its entirety and understand the duties of this position."
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	Date
	
	Supervisor Signature
	
	Date
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