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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 Supervising Correctional Cook is a working supervisor, which has major responsibilities in planning, directing, and coordinating food services activities in a correctional institution.

	GENERAL STATEMENT

	Under supervision of the Assistant Correctional Food Manager and general direction of the Correctional Food Manager I, the Supervising Correctional Cook is responsible for the direction, training, and supervision of Correctional Supervising Cooks, Materials and Stores Supervisors, and incarcerated persons in the preparation, serving of meals, and the storage of food and supplies at their assigned area of responsibility. Responsible for the maintenance of culinary equipment and work areas, and in interpreting and applying standards and procedures governing kitchen sanitation and safety measures used in the operation, cleaning, and care of utensils, equipment, and work areas including Hazard Analysis Critical Control Point (HACCP) protocols.  

	% 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 incarcerated persons 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. Ensure proper portion control and use of serving utensils. Ensure that food is re-thermed according to Cook-Chill procedures. Make decisions and provide advice and assistance on varied 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 reports both written and oral. Review post orders and duty statements; review and make suggestions for updates to local operations supplements; prepare and respond to grievances utilizing the Strategic Offender Management System (SOMS); conduct weekly meetings with staff to disseminate procedures, policy changes, and important departmental information. Review and interpret policy changes, new policies, 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. 

Supervise the maintenance of culinary utensils and equipment, and the cleaning of equipment and storage.  Ensure staff and incarcerated persons maintain all food handling practices and standards of safety and sanitation. Audit the record keeping of food service staff to ensure accuracy. Monitor the preparation and storage of food sample trays. Review inventory and usage of food and supply levels, and order products needed for operations utilizing requisition forms and/or the Business Information System (BIS).

Conduct regular inspections of all assigned areas. Review weekly inspection reports submitted from food service staff. Review daily, weekly, and monthly staff schedules utilizing Work Force TeleStaff, directing staff to coverage as needed following established procedures. Conduct meetings and safety training with staff and incarcerated persons. Maintain the security of working areas and materials. Perform unannounced visits to all assigned areas of food services to monitor the food service program.   

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 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 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. Meet the yearly In-Service Training requirements including utilizing the Learning Management System and any pertinent On-the-Job Training as required by the Food Management. Coordinate and communicate activities with other Supervising Correctional Cooks and Food Management; assist others and perform other duties as needed.


	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

	· 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 time line goals, and varying degrees of negative financial impacts to the department.
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EMPLOYEE’S 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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