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	POSITION DUTY STATEMENT
	

	
	
	x
	CURRENT

	
	

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

	Ironwood State Prison
	444-224-9903-001
	

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Division of Adult Institutions / Facility Operations
	Correctional Counselor II Supervisor

	
	WORKING TITLE

	
	Grievance Coordinator

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	FT/Perm
	S06
	2
	[bookmark: Check1][bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Blythe, 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

	Facility Operations Division is committed to ensuring the operation of safe and secure institutional settings, for staff and incarcerated people, while partnering with stakeholders to provide rehabilitative programming opportunities. The Division collaborates with the Division of Rehabilitative Programs, California Prison Industry Authority, various community colleges and community volunteers to provide meaningful rehabilitative programs throughout all institutions. 

	GENERAL STATEMENT

	Under the direction of the Chief Deputy Administrator/Chief Deputy Warden, the Grievance Coordinator’s duties are to ensure compliance of all applicable rules and time limits in the process and disposition of incarcerated person grievance filed at the formal level.  To ensure staff’s compliance and that proper investigations/inquiries are conducted which protects the incarcerated person’s rights and staff responsibilities at the Informal Level.  The Grievance Coordinator will monitor the grievance system, provide quarterly and annual appeals reports, recommend corrective action where indicated and perform other duties as assigned.  The Grievance Coordinator will maintain a Grievance Lesson Plan and will work with the In Service Training Officer (IST) to see that training on the grievance process is current and accurate and ensure that training is ongoing.

	% 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.

	40%
	Investigate, formulate, and submit responses at the Grievance Level of Review (Warden’s Review) on all complaints against staff and other grievances as assigned.  Review all Grievance Level Staff Complaint Fact Finder’s for completeness.  Research and respond to assignments from the Warden’s Office pertaining to letters on appeals (TIC’s).

	25%
	Assist in screening grievances for legible writing and that all necessary documents are attached and forwarded to appropriate staff.  Maintain communication with various state agencies, state institutions and Parole Units regarding incomplete grievances filed at Ironwood State Prison or other facilities.  Review, log, process and request additional information or clarification on all grievance initiated at other institutions and respond or forward to appropriate staff for a response. Maintain the automated Strategic Offender Management Systems (SOMS) Offender Grievances Tracking (OGT) System ensuring log numbers are issued on all formal appeals issued at the Grievance Levels of Review.  Ensure all Appeal level Decisions are reviewed for possible processing.

	15%
	Maintain an ongoing grievance overdue list and notify appropriate Division Heads of staff who have late grievances.  Prepare quarterly and annual appeals reports and perform other related duties as assigned by the Hiring Authoring/Designee such as compiling, analyzing and interpreting grievance statistics.

	10%
	When grievances are granted the grievance coordinator will assist by seeing that the grievance decision is administrated properly and provide an explanation to the appropriate Division head as required.  Issue and track granted grievances and appeals to ensure compliance with approved grievances and granted appeals.

	5%
	Formulate and maintain a training plan in conjunction with the In Service Training Officer to ensure that staff training in grievance procedures is accomplished and ongoing.

	5% 
	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.

	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.

	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)
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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.

	SUPERVISOR’S NAME (Print)
	SUPERVISOR’S SIGNATURE
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