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SUTARY

This is a project to develop an education component for nmew careers
within the Administration of Justice field. Phase I, the results of
which are reported here, was to establish career ladders within agencies
able and willing to participate in the study.

The agencies which have égreed to participate are the Los Angeles
County Probation Lepartment, the Alameda County Probation Department, and
the Califomnia State Department of the Youth Authority and Correction.

There has been an assessment of each of these participating
agencies as to their climate for developing the necessary innovations.
Job descriptions and career ladders, with breakdowns by specific tasks
of required knowledge and skills, have been developed. Further, program
trends for the future have been derived and analyzed for their required
knowledge and skills.

A solid base has been srepared for Phases II and III which will
develop and test a new education System over six schools and at least
the four agencies already participating in the project.
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INfPODUCTION

This project is to develop an education component for Rew Careers
within the Adninistration of Justice field,* The ncw education delivery
systen starts with the third year of high school ané yuns through the
first four years of coliege. It uses continued internship or work
experience as a bzse for developing the systematic knowledge necessary
for graduation from high school, then upper division college status,
and cventually a bachelor of arts degree.

Phase I, the results of which are reported here, was to establish
career ladders within agencies which were able and willing to participate
in this study. The carcer ladders were to include job descriptions
and designations of the skills and knowledge required for performance
and promotion. In zddition, the project was to review cufrent publica-
tions and hold discussions with staff and clients concerning future
fanctions to be performed by the Agency over the next decade. ’

Phase II will continue to clarify agency needs and abilitiss, but
will concentrate on the education component of the medel.

Phase III will Tun'a demonstration of the developed system over
six schools and at least four agencies which have agreed to participate
in the study.

METHODS

The four large Administration of Justice agencies which have agreed
to participate in the project are the Los fngeles County Probation
Department, the Alameda County Probation Department, and the California
State Departments of the Youth Authority and Corrections. These agencices
are cormitted to linking their work experience with formal educationm.
During Phase I, they have developed carcer ladders which make such
linkage possible.

Besides to these feur agencies, contact is being maintained with
the Oakland Police Depariment and the Alameda County Legal Assistance
Program. Thus far neither agency has developed career ladders which
have sufficient integrity to allow their participation. The current
status of the Oakland Police efforts are presented in the achievements
section. {see pp.)

In addition to developing career ladders, discussions were held at
all levels of management in each agency. These discussions were to
create enough understanding and trust for the agencies to think with the
project staff concerning future developments within the agency in

*This project is indebted to the continuing assistance of the Carcer
Development Unit of the Los Angeles County Personnel Department, the
Career Opportunity Development Office of the California State Personnel
Bcard, and the Oakland Hew Careers Development Agency, in addition to
the participating agencies and the schools.
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particular and the edministration of justice field in gereral. These
discussions led to each agency estzblishing stratified study groups.
Each group wWas coposed of three agency professionals, three pre-proies-
sional (new careerists) and three clients of each systemd.

The asencies selected participants who they considered *jdea”
people as opposed to just “gocd cORpany men’ or even necessarily cffective

WOTKEeIS .

Two meetings, two and 2 half hours in length, werc held with each

tudy group in each ageacy. The majority of the mepbers of the second
meeting were jdentical with those who attended the first meeting.
Occasionally, however, scheduline problems necessitated the use of

replacements.

For the two State apencies separaic study groups were conducted in
San Francisco, Oakland, and Los Angeles. The follewing 1S the eppn:aended
group interview outline which was used with the study groups:

i. What does it teke to make an ideal probation (other agency)

department?

2. Vhat is your agency all about? Yhy probation (other agency)?¥hat
do you see as the function of this agency?

3. HoW does the present structure accomplish this?

4. Vhat do you do?

5. ¥%hat would you 1ike to do?

6. What tasks need to be accomplished +o meet present agency goals?

7. What skills need to be developed to €

8. Develop 2 model agency program that could be used along with
the present system as 2 new way 0% accomplishing the
objectives? (What should be included in a sodel that wonld

accomplish the objectives?)
9, How can ve help cne another to develop the model?
10. What role do you Se€ the professional in the agency taking?
j1. W¥hat role do you see the pre-professional (New CareeT enrollec)

taking?
12. %here is this agency going in the next 5 years (10 years)?
13. Do you see changes taking place as the result of new careerists

in the agency?
1. How do you feel sbout new careerists jnvolvement?
15. What do you think gbout the client participating in the
agemyﬁfmctions?
16. Yhat kind of clien

happening now?
ation of the client affect your agencyls role?

17. How.does incarcer
18. What programatic jdeas do you have for a client in lieu of

incarceration?
19. Uhat needs do yCa se€ regarding the involvement of the
?

community in the function of your agenivy:

t participation would you recormend? Is this

M) " i - P,
o e RN W5 i, Jn, 8 RN SN DM Uy 10 A ORI
.
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‘thile conducting the study groups, project staff reviewed the
publications of the Presidents Cormission on Crime znd Delinquency, the
Uffice of Juvenile Delinquency, and the Joint Cormission on Correctional
*ianpower and Training. Out of thiese publication reviews, study groups,
discussions, and ladder development work, we have produced three products:
First, zn assessment of each participating zgency as to its climzte for
developing the innovaticns required by this study; second, the job
descriptions and czreer ladders with breakdowns by specific tasks of
required knowledge and skills; and, third, the prograza trends for the
future anealyzed for their requireé knowiedsge and skills. These are the
working documents with which we enter Phase II. (See Phase II Proposal,
dated July 14, 1969.;

FINDINGS

Agency Climates: In each of the agencies prior to the invitation

of this project therec had been some attempt to develop sub-professional
positions. The sophistication of the roles, the development of services
for the client, the climate for the development of a new career staffing
pattern, as well szs the understanding of what new careers is and what
potential it offers differed widely between agenciecs.

" “Probaticn

Alzneda County: The professionals see themselves 2s very
progressive people in a progressive probation department.
This. progressive image czn be helpful in establishing a
climate for agency change, and is wvery important not to
damage this image. They brought in vocal and innovative
people from the client group, but whenever one would
indicate that the probation department was not really
doing much in its present form there was a great deal of
defensiveness. ilso, they did not see the aide program as
3 anything permanent. The attitude was that once the federal
money ran out, there would be no way to keep the zides on.
They made this known to the aides there. The aides were
obviocusly insecure and afraid for their jobs. They were
r2luctant to say anything about the program for fear that
it would get back to their line supervisors and cause then
some trouble. Reassurances by the grade three députy
there did rnot reassure them enough to get them to open up.
One aide, from the Richmond project, had been brought
over and she was vexry helpful in analyzing the problems.
While not completely adverse to mew programs, they make
it clear that they don't imagine giving up anything they
now have for them. They would want additional money.

LR A A A e d i Bl 7.

Los Angeles County: Rodeo Project: This project was
very exciting and the people who .worked there were ¢bviously
excited about it. They were: not véry interested in
resecarch, They thought pecople should spend their energies
getting things done instead of just talking about it. They

Q -
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"aill felt that “thiey had an exceIlent project; morale was very
h1 cli-;® 'Ihe azdea 1iked khat tney were domg, but they did
" pot hive & career ladder. Oqu oitfe vf ‘the aides saw this as
" ahandicap. She felt’ ‘that whilé they were-taking courses,
oftén they were not getting the units that would move then
acadenically. The professionals were a bit defensive
zbout the role of the prefessional and how it differed from :
that of a sub-professional. They 211 felt that they had 3
. something special to offer the program,; but it’ terided to
boil down to longer experience. .However, there was a general 3
consensus by the professionals -that people should have B. A.
degrees to be in their positions. The director of the progran
seemed to have thought it out much further, and she hoped to
continue t0 refine and define roles. She was very firm
about the necessity of having roles availsble to those who
do not wish to progress zbove the aide level. She did not
really say so,,but I got the feeling that she alsc thought
that if the~ aldes got too interested in their own advance-
ment they wculd forget the client, and at this point in time
it was more valuzble to have an aide dedicated to client
service. This project showed potential for change and
development if a concrete plan was offéred which showed it
could be more efrective than what they ‘had going on. Vhile
- théy were not interested in advancement‘ for its..own szke,
-’ they were interested in training, and were lookmg forward
:_tO'better training models tnan they have now. o

FPVE . PRTINTSY

POy | W O

L.A. Camps : The top admnlstration was" anxmus to have the
camps involved in this research.’ !”ihlle there” was ‘not new
‘careér or.sub-professional staffing t‘1ere, ‘as“suth, it was
felt that this was an ideal setting for developing it. The
results were disastrous. Theré was no undérstanding of what
we werétalking about among camp staff. The “reactions

_ranged from “‘anything done “here can be done by a sub-profes-
; . 5ional, but we don’t want the Board of Supemsors to find
i %" ‘but.” -to' e will not be down graded again, it has taken
““*" us too long to gain pr'\fessmnal standing.”’ Since March,
.the Juvenlle Halls in Los Angcles have introduced New Career
) aldes. A research sPec1ahst in the Probation Department
says ‘that they’ have béen widely accepted and a- demand for

{ . more a:Lde p051f:10ns 1ms been created.
: - B sl : ~3ET

H a-»- ,., v, 2° w132 - -Q,. :-. -= 5. ..‘(_7,“1.‘:’ - q-.

! Department of;ﬁoxrect1ons i sniderie, - 21 e e

XA S AT

-

! State-tude., 'I'he state—mde admlnzstratlve ievel of the
; Department of Corrections gave written and verbal assurances
! ' of the deszre of that agency to develop new career staffing
pattems througshout the Departments programs. Mr. Procunier
wrote a letter to Mr. Grant authorizing the Department's
participation and sent an administrative memo to all local
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agencies with whon New Careers Development Organization would
be working asking for their cooperation in this project.

Subsequently iirs. *il1ligan, Ccordinator for the progrzm, and
Hr, Ontivercs, the Organization's Executive Director, attended
twc meetings in Sacramento. The first peeting x2s with the
executive staff in the Department of Corrections and the

second with training officers. At both meetings the new
careers idea was generally accepted and the participants seemed
enthusiastic about the deyelopment of new careers both within
the institutions and in the field.

A1l of the top staff people in each of the local areas expressed
interest in the research and in new careers. There was coopera-’
tion at this level for coming into the agency and setting up
interviews.

Later in the year one of the state wide admmstrators expressed
concern. . He said that he had been very excited sbout the neyw
career idea, but that it did not seem to be working well. He
felt that there was mo one within the department that was able
to deveIop the overall kind of strategy that was necessary to
nake it work. BHe felt, on the other hand, that Los Angeles,

had pethaps. a better progran than San Francisco or Oakland,
vhich supposedly had the benefit of new career experts.

Los Angéles: -The two group interviews held at the
half-way house reveaied the same complaints found elsewhere
about the Department of Corrections and the professional
verses new carcer enrollee problems. However, the aides
appeared to feel that they had a future in the Department
of Corrections, that they were respected as human beings, and
that they shared responsibility for the success of the program
with the professionals. There was a general distrust of the
education of aides. They both wan_ted it and didn't. There
was the fear of a loss of zbility to communicate. This was
a general concern expressed by both professionals and aides
in many of the 1nterv1ews.

Oakland: This was the most negative agency that was
visited. The only positive notes came from the clients
themselves. This was generally based on good experiences
that they had with an individual Deputy Probation Officer.
The professionals and the aides were very pes imistic about
paroles as a system and the legitimate use of the aides. The
aides hzd very low morale and’ this séemed to be enforced by

" the attitude that they got from their immediate supervisor.
They wers convinced that they could expect no help from
Sacsamento in solutions to their problems and that the
greater part of the local agency was dehberately set out
to destroy the program. -

W
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L Yhile each aide had somewhat different problems the general

feeling was that they were not alloweld to be useful and that 1
notning positive wes coxming from the new careers prograi.
There was one exception to this, one of the aides felt that
he was doing what he thought ought to be done even though it
got hin into a lot of trouble with his superivors. The
climate in this agency was very bad. and one came away with
a feeling that the best thing tc do wsuld be to start over
again rather than try to repair the damage done in this

- Initial progran.

San Francisco: This program showed considerably more
positive spirit than the Oakland program, but did not seem
to be as together as the one in Los Angeles. This agency
had mixed feelings sbout paroles s a system and.about. the ’
use of azides. By 2nd large there was general agreement ;
that paroles survelience operation was probably doing more
harm than good. They were anxious to develop new kinds of
services and to learn more about the commmity needs, but
did not know where to start. They agreed {the parole agents
and the parole aides) that the agency had not been prepared
for a new career staffing pattern and that they were not
making very gsood use of the aides. They seemed to think
that this resulted in some agents wanting to do away with
the program and the aides have low morale. Still they
were hopeful that whatever this research project was that
in the long run it would help. With all the problems they
were anxious to cooperate wit: the researd and hoped that
the results would be used in their agency.

Youth Authorities

State-wide: The research project was endorsed by the
Director of CYA and he requested the cooperation of the local
offices. CYA, on its own, had developed sub-professional
programs and had trained their own wards to work within the
system.

Oakland: - The Oakland New Career Agency had recently
become involved in the new career progran and it was the
newW careerist from that présran who participated in the
interviews. Again, there seemed to be iittle preparation
of the agency to take on new career type positions, but
everyone seemed quite enthusiastic about the potential
of the program. Here too, there was a feeling the agency
was looking for direction and hoped that by cooperating with
the research project they might reap some substantial
benefits. The most outstanding thing about the attitude
of the office was thc adherence to traditional modes of
treatment, case work and group work. There was little
conprehension of the variety of community problems that
exist which th.- CYA might be able to use for a more

ERIC 7
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effective progrzn. ‘Yhen the wards present brought up such ideas
they were quickly passed over as being “impractical® and “not
encugh money to talk zbout that sort of thing.*

There was little understandinz how o use an a2ide, how to traim

him to be more effective, etc. _The aides thenselves seered J
lost and without rmuch upd- ~standing of what they should be doing.

One aid was quite agsressiic and seered to be carving a role

out for himself, but wizhout ruch direction. He appeared t9

have good instincts and the agents were comfortable with kin.

¥hat follows are profiles of thz job descriptions of the participat- i
ing agencies. They inciude job characteristics, minimm qualifications,
and pronotional opportunities when that is knwn. Each job description
includes a list of tasks followed by the knowledge and skills needed to '
verfom each task. 3




ALFMEDA COUNTY PROB.TIOH DEPARTENT
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; 5821-8998
, (5 step class)i ;
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Sr. Grcup Ccumseior B.f. j p.7.0. 1 B_A. Degree and 1 yT.
1{3727-5883 pegrce /] 3727-$883 Experience in case
(5 step class) i i {5 step class)] work & related Zrees.
i 2 1
! B~ g rE _/”/ !
G = % 3 i :
FIGrGuD C“'LmSp].OI' T ’ oo , D.P.0. Traince i
3 ‘b_‘is/ § !
i ‘ | 3 * B,A. Derree
-’]\ _ (Traditional entry)
o ___/ g
{{ srcup Counselor 1 | - _ = =
i“‘613 745 ! Prcbaticn Aide | | _! Case Aide to D.P.O.
ls(S step class) i $530-643 -~ . "_, Ccurt Consultant
' l (5 step class) iz --- - Scheol Censultent
. T "\.7_7°5 Employment Censultan
| 2 Soccial Services Ccnsul
/ j iu.C. Trainee 11 !mmmmwmw
ADMINISTRATIVELY $482-505 i SERVICES
(2 steps) L
mmmmmmm<< 7 :

N C. Trainee 1
G me. 3415
| 6 mo. 5437

N
~ 1

——

\ LADDER - CALLAHAN

Age 18 minimum
Cahfornla Drivers License

’( NEY CAREER _sNoc serious felony convictions
ENTRY LEVEL ™ Medical examination
REQUIREHENTS iOral interview
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ALAIEDA COUITY PROBATION

Yew Carcers Trainee 1

Job Characteristics: %ill work in at least two of the three
divisions of the Prchation Devartrent during the first year uader the
supervision of the wmit-trainers. This is an entry level positicn
designed to devdcp knowledge, skills and gbilities of the specific
tasks performed Ly a prcbation officer. :ssignzents to o-Fflces wilil
vary betveen thr:2 and five months .depending on the trainces 2bility to
denonstrate adequate nerformence. Tasks are phased in gradually with
increasing levels of responsibility.

Minimun Qualifications:

1. #ust be 18 years of age or older.
2. sbls to obtain a California operators licemse.
3. HNo serious felony convicticns.
“. 4. Tiust be zble to pass the alameda County Hedical examination.
5. Hust be able to pass an oral examination.

Promoticnal Opportumities: After one year's successful completicn
as Trainee I will bc zbic to apply for pronotion to Trainee II position.

Tasks with Pequired Knowiedse and Skills:

1. Transport probationers.

a. #Ability to safety operate a motor vehicle

b. ability te read and interpret strect maps

c. ability to communicate efxcctlvely with nrobationers,
probation officers and other persons from many differ- .
ent backgrocunds and walks-of-life.

d. Knowledpe of Probation Department and other law
enforcement facilities--their location and reception
procedures

e. Knowledpe of first aid methods aend the ability to
apply them if necessary

2. Encourage probationers to seek zid when in need throush
programs § other available services.

a. Knowledge of Probation Department goals, functionms,

structure, facilities, policy, nrograms, services,
resources, procedures, problems, necds, etc.

-19-
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b. knoviedse of coommity znd probationer needs, prwblems,
valucs, attitudes, bchzvior patterns, eic.

c. knowledre of cczmmity wrorrass, rescurces znd service
acencies--their fumctions, procedures, lecation, and
contact persons for inforantion or follow-up

d. 2bility to cozmumicate effectively with probaticners,
prcbation officers, professicpals, businesscen, lay-
perscns and other pesple fron many different back-
sroungds znd walks-of-1ife.

Assist prcbaticners in reestzblishing favorable coemmmity
relationships.

a. szme itens listed uncer task 72, plu

b.- interviewing skills

c. office and telephcne etiquette

Enccurage probaticners to attend group sessions.

a. ability to cormmicate cffectively with probaticners

b. 2bility to assist probationers in seeing the
purposes and value of group meetings and the possible
consequences of not atteading

Participate in group Sessions.

a. knowledse of Prchation Departrment and unit goais,
functions, structurs, policy, programs, Services,

procedures, resources, needs, problems, etc.

b. knowledse of community and probation rceds, problems,
values, attitudes, behavior patterns and other norms

c. ability to comoumicate effectively with both probation
officers and probaticaers

d. group participant skiils

e. knowledge of group dynamics and ability to assume
leadership roles or expedite group process

Assist in individual counseling.

a. -same items listed under task #2, plus
b. interviewing skills

c. basic counseling techniques

-11-
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7. Eelp develrp plzcezents £ othier liviag arrange=ents.
a. szme as task 23
8. Develop empioymeni ISSCUrCeS.

a. szme as task F3

T e o

9. Develap educaticnal & vocational training resources.
a. saze as task F3

10. Develon cormumity recreaticnal resources. ;
a. Same as task 73

11. Facilitate neignborhcod relations.
a. sSame as task #

12. et as liaison sta<f with othsr corumity social services.

a. szme as task #3

13. Serve motices of hearings & subpoenas, znd conduct “fact
sheet™ § viciim intervisws.

. 2DAINIST2ATION OF JUSTICE GRINT LD. 0-8-080715-3615 (O85)
i
|
\

a. same as task F1 and task #3, plus

b. ability te organize; write and deliver summary
reports to individuals and grocups

14.. Commmicate with parents of juveniles on detenmfion cases
(supplemental to prcbation officers) and will conduct
home evaluations; birth, residence § marriage verifica-
tions. In childrens cases, the trainee will get impre-
ssions and additional infrxmation from neighbors & super-
vise visits of those parents charged with neglect.

a. same as task #1,: task #2 and task #3

15. Offer supportive collateral contacts with the local
police agencies, schools § employment agencies as well
as other social service agencies.
a. same as task #1, task #2;, and task %3

16. Follow-up services such as getting parental approval for

medical care § will spend considerable time in court
‘ - observation and frequently be asked to attend inter-

agency meetings.

a. knowledge of probation department and unit goals,

15
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PO T T e v

functions, structure, facilities and their lecatien
and fencticn, prosrzn and their functicn, services, |
Tesources, problens, needs, procedures. etc.

b. office znd telephone etiquette

<. interviewing skills

d. knowledse of cormmity service agencies, programs, otc.,
their functicn, vhere they are located and centact

persons for infomation or follov-up

e. ghility to ccommicate effectively with individuals and
groups both professicnal and iay from many backgrounds
and walks-of-life

£. group participant skills
¢. observation, listening 2nd note-teking skilis

h. ability to orgsnize, write and deliver presentaticns,
proposals and reports to individuzls and groups

Division of Instituticns -

17. Trainee will assist institutionzl prcbation officers in
all aspects of their assignments including the transpor-
tation of wards § the supervisiocn of scheduled or specizl
activities such as athletic § social events.

a. same as tasks #1, #2 z2and 73, plus

b. ability to supervise greup activities--provide
orientation and demonstrations, observe performance
and behavior, maintain discipline and order, and
provide individuals znd the group with feedback
on their actions and its censequences

18. Wili be asked to contact parents of detained wards for
purposes of communiczting specific kinds of information
such as court dates, visitation arrangements and will
serve legal documents.

a. knowledse of Probation Department ané unit or
facility soals, functions, structure, policy, prosrams,
services, resources, needs, problens, etc.

b. office and telephone etiquette

c. ability to commmicate effectively with persons £from
many different backgrounds and walks-of-1ife

d. ability to operate a motor vehicle

-13-
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e. gbility te read and internrct street maps
f. knowledse of the functions, locaticn, and contact
person of local 1aw eaforcerent ané judicial agencics,

courts, cte.

19. ¥ill attend and cbserve staff mectings, “table®, and
cocunseling sessions. :

2. Sapc as tzsk 75

ZD. fsked to write observation reports as an assistant to the
probation officer § will frequently be asked to help tutor
waxds with school assignments.

a. observation and note-taking skills

b. ability to effectively work and ccrmumite with
propationers

c. ability to organize, writc and deliver prescntatiocns
ancd reports to individuals and groups

New Careers Trainee I1

Jcb Characteristics: The new careers trainee 11 will be assigned
to 2 division of the Alameda County Probation Department during the
full second year of the program. The assignment wili be based on the
trainee’s demonstraticn of skills, intercsts and the needs of the
Probation Department. Trainees wiil be expected to perform duties
integrating tasks previously learned, and will be expected to
demonstrate greater responsibility and compreheasion of functions.

Minimum Qualifications:

1. Successful completion of one yezr 2s a trainee 1.

2. Passing score on an oral and/or written examination.

3. Satisfactory completion of th:.rty—sztx querter units
during the first year.

Promotional Opportunities: After one year successful completion
as a trainec 1I, the trainee will be able to take an examination for
the position of Probation Aide (This position is currently being
developed.) or Group Counselor I.

Tasks with Required Knowledge and SKills:

1. Assist Agency in discharging its responsibilities of rcha-
bilitation § supervision.

-14-
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2. kaowledse cf Probaticon Departrent and unit or facility
grals, fumctions, structure, policy, facilities, pro-
arans, Tescirces, precedurcs, preblens, meeds, ctc.

b. Xknowledge of probaticner znd commumity organizaticns,
prcblens, neéds, valves, attitudes, behavior patterns,
and cother nerms

c. Xnowledge of local 1zw enforcement and adninistration
of justice agencies and faciiities--their function,
location and contact persons for information or follcow-
up

d. 2bility to work and cormmicate effectively with
individuals and groups from many differeat backgrounds
and walk-of-1ife

e. Interviewing  skills

£. group participant skills

g. knowledge of group dynzmics and zbility to assume
leadership roles and expedite grcup precess

h. individual znd group counseling techniques
i. case--record keeping skiils

- observation, listening aad note taking skills

3

k. ability to supervise probationer group activities
1. office and telephene etiquette

j- =2bility to operate a motor vehicle

k. ability tc read and interpret street maps

lnint 4

1. &ability ot organize, write and deliver presentations,
proposals and reports to individuals and groups.

2. Identify, contact, establish & maintain liaison with the
wide range of public § private sexvices.

a. knowledge of Probation Department and unit or facility
goals, functions, structure, policy, programs,
services, resources, procedures, needs, problems, etc.

b. knowledge of community and probationer problem, needs,

resources, organizations, values, attitudes, and other
noms

-15-
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c. knoewledse of 2 wide range of public service asencies:
their structure, function, referral process and
contact perscn T

d. ability to work and commmicate effectively with
individuals from many differcnt backgrounds and walks-
of-life

2. interviewine skills

£. group participant skills

5. office and telephone etiquette

h. 2bility to operate motor vehicle, read and interpret
strect maps

i. ability to organize, write and deliver presentations,
proposals and reports to individuals and groups

ict as a resource perscn for the Department and agencies
with related interests.

2.- same as task #2, plus

b. knowledge of where research and information can be
obtained relating to crime and delinquency,
delinquency prevention and control, rehabilitaticn,
and other related areas

Assist client in determining appropriate service sources.

a. knowledge of a wide range of public service agencies--
their structure, function, referral process and contact
person

b. knowledge of community and probationers needs, problems,
attitudes, values, etc.

c. interviewing skills

d. ability to communicate effectively with probationers

Maintain contact with the supportive service agencies to
better serve the client population, the agency and related
communities.

a. same as task #2
fissist-the community in both integrating the probationer/
client and conveying to the asency areas of specific

interest, dissatisfactions and succestions.

3. sSame as task #2
~-16-
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7.

10.

11.

12.

Provide for actual confrontation between concerncd parties
of diverse cormon interests § promote throush such ceams
the opportunity for probiem soiutiocn, understandin~, aand
and hence, chance.

a. same as task 32, plus

b. &bility to assume leadership in eroups and expedite .
the croup process :

Hlaintain ninimm supervision cases, processine Reciprocal
Enforcement of Support Cases.

(i

a. seme as task %1, less iter “#“, re: group dynamics, plus

b. ability to orsanize and write letters and seneral
correspocndence

Maintain extended ccllateral contacts with commumnity
agencies, in reclation to ~eneral case loads.

wotis g hFa Ly

a. sane as task #2

Maintain informal prcbation cases, minimum Supervision
cases, § will also meintain extended collateral contact
with community asencies related to these cases.

a. same as task #1, plus

b. knowledse of 2 wide range of public service azencies--
their structure, functicns, referral process and
contact persons for information or follow-up

In investigation § supportive services, will be’ involved
in extensive intake interviewins. Counsel wards and
probationers resarding housekeepinz, medical care &
education. Make referrais when appropriate to varicus
social service a“encies.

a. same as task #10, plus

b. knowledpe of standards and procédures of housekeepins

Written work in all aspects of field assisnments will
include field notes on supervision cases and three (3)
and six (6) month case summaries. Also prepare
“elementary” court reports.

a. knowledge of formats and procedures for field notes,
case summaries and court reports and the ability
to organize, write and deliver such reports to
individuals and groups

~-17-
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b. 2bility to deternine and weish relevant informsticn,
nzke logical inferences from it, and mzke criticsl
cdecisions and reccormmendaticns

c. 2bility to read, write and use lan~uare effectively

-

Assistant Prcbation Officer .

Jcb Cheracteristics: The Probation Aid position is currently
being developed as a result of initial experience and evaluation of the
Hew Careers Trainee I and Trainee II posoitions. It is envisased
that Aides will serve as ccnsultants in specific areas such as: case
work, the courts, the schools, employment, and social services, etc.
The Probation Aides function would be to work with specific ciients
and agents in relation to their areas of specialization--establishins
liason between the Probation Department, waids and agencies in the
cormumity concerned with their respective areas. They would become
thoroughly familiar with these outside agencies, establish working
relationships with staff at various levels, bring representation from
both azencies together to explore possibilities for cooperative
programming, expedite ccordinztion and cormmication between the
Probation Department and such agencies, and expedite servi-e delivery
of these agencies for Probation Department wards. Federal support
for the Hew Careers program will terminate while trainces are at
this position and, through rotation of various speciality areas, it
wil1l serve as a holding position until Aides can meet the educational
requirements of Deputy Probation Officer I.

Minimun Qualifications (possible):

1. One year successful compietion as New Careers
Trainee II or an equivalent combination of
education, training and experience

2. Pass written and oral examination

Honthly Compensation:

$530-3643

Promotional Opportunities: From this position, Aides will be able
to move horizontally into the Group Counselor I position or, after
receiving a B.A. degree or an acceptable combination of sducation, train-
ing and experience, vertically into Deputy Probation Officer I position
(the existing entry professional position).

) Tasks with Required Knowledge and Skills:

1. Will serve as consultants in specific areas such as,
case work, the courts, the schools, employment and
social services, etc.

.-_'1,8"'
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a. 7oals, cbjectives, functions, policy and procedures
of both the Prcbation Departrent and arencies in his
area of specializaticn; such as, the courts, the
schools, ezployment, social serxvices and case work

b. specific programs: their foals, functions, procedurcs,
ceneral effectiveness, problem areas, contact perscns,
etc., cperating within asencies in his area of
specialization

c. Iinterviewine skills

d. awareness of the cormmity: 3its problens, needs,
resources, etc., in relation to area of specializaticn

e. knowledse of probationers attitudes, values, behavior
patterns

f. &bility to communicate effectively with professionals
and probationers

g. 2bility to organize, write and deliver fornal and
informal presentations and reports to individuals and
STOUpS

h. ability to work with sroups as a participant or in
leadership roles

2. Vork with specific clients § agents in relation to their
areas of specialization - establishins liaison betwesn the
Probation Department, wards § agencies in the commumity
concerned with their respective areas

a. knowledoe of probation department and umit or facility
moals, structure, functions, policy, programs, SCIVicles,
resources, neesds, problems, ctc

values, attitudes, and other norms

c. knowledse of public agencies, projrams, Tesources,
needs and problems in his area of specialization,
such as, the courts, schools, employment, social
services a2nd case-work--their aoals, fumctions,
structure, referral process, contact persons, location,
etc.

‘ d. knowledse of a wide range of public service agencies
and their relationship to his area of specialization

c. ability to communicate effectively with individuals
and groups from many different backgrounds and walks-
of l1life.

B e

b. knowledse of community and probation problems, needs,
-19-
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6. interviewing skills
7. counselin~ techniques

8. 2bility to ormanize, write and deliver presentaticns,
proposzals and reports to individuals and groups

19. group participznt and leadership skills
1i. case-record keeping skills

3. WYould beccme thoroughly familiar with these outside
agencies, estzblish workine relationships with staff
various levels, brinc representatives frem both agencies
together to explore possibilities for cocperative pro-
grarming, expedite coordination and commumicaticn between
the P.D. & such agencies, § expedite service delivery of
these agencies for Probation Department wards

a. .same as task #2, plus

b. program deirelolyment skills: such, as, group
expediting techniques; models, systems and flow
charts; data handling methods; etc.

c. knowledge based on research and experience of other
procrams which have been successful, general
principles and assumptions underlying program
cevelopment ; etc.

Group Counselor

Job Characteristics: Urder supervision, te be responsible for the
care, custody, and welfare of a group of juveniles beinc detained or
sheltered at a facility of the Probation Department, to supervise their
behavior and activities; to initiate the rchabilitation process by
civine guidance and counsel to juveniles; to plan recreational prosrams
and to do related work as required.

This is the entrance level in the Group Counselor series. Incuzbents

are assigned to a living unit where they are responsible for the care
and custody of delinquent or non-delinquent juveniles and for maintain-
ing a short-teri counseling relationship with them relating to their
sroup relationships, attitudes toward authority, behavior problems and
social adjustment. Supervision is received from a Group Counselor II
who provides guidance in custodial procedures, procranmins activities,
and counseling matters, and who is responsible for the continuing opera-
tion of the unit. In the Boys' Division, supervision will also be
recelved from a Senior Group. Counselor who will oversee the security
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functions of the unit, ccordinate the activity and moverent of the umits,
and handle najor ererrencies znd those ratters requirine the use of
discipiinary isolaticn.

Coumselinw, participation in the umit's pro~rza, and disciplinary
functions distincuish Group Counselor I from Niechts Group Sunervisors,
xhose duties are vrimarily custodial durin~ the sieepins hours of
juveniles in custody.

Minimim Qualifications:

Either I - Six monzhs total exmerience {139 shifts) as a
Group Counselor (Internmittent) or two vears of
experience as a Cottace Mother in the Alanmeda
County service.

or IT - Possession of a bachelor’s derree fron 2
recornized collere or university.

or 11T - Corpletion of the tweith grade, AMND

Two years of rscent paid experience irvolving
the orgzanization, direction, or sunervision of
youth groups in 2 recreational or correctional

settine,

or IV - Some acceptable cozbination of education and
experience.

Promotional Opvortunities: After one year's experience as a
Group Counselor im Alameda County nay apply for the position of Group
Counselor I1, and in some cases, if educational requirements are met
may apply for Deputy Probation Officer I.

A

Croup Counselor (Intermittent)

Job Characteristics: Unde® supervisioli, on a part-time basis, o
bé resporisible for the care, custody, and welfars of a aroup of
juveniles bein~ detained or sheltered at a facility of the Probation
Department; to supervise behavior and activities and to cuide and
counsel juveniles; and to do related work as required.

Group Counseliors (Intermittent) perform essentially the same duties
on a part-time basis as Group Counselors I do on 2 full-time basis.
Incubents are on call t5 provide relief work during emerrencies and
durins vacations zmd holidays. Incubents are assismed responsibility
for the care and custody of juveniles and for maintainins short term
counseling relationships with ther in a livine ynit. Supervisien is
received in custodial and safety procedures, programins activities and
in counseling matters from a Group Counselor II or a Senior Group
Counselcr who will oversee security functions, coordinate activities of
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several vnits and hondle najor exercencies or disciplinary problems.

I F W Y SNSRI

Minirua Qualificaticns:

Either I - Graduation £rez hiesh school and,

L One year of vecent, paid experience involving the
orsanization, direction or supervisioa of ycuith
orGuUPS in a recreational or correctional settin-s.
{Current enrolirent with at least sonhozore stand-
ine in a recovnized collerfe or umiversity nay be
substituted for the required experience.)

Y

PRETIN

Cr II - Some acceptzble cozbinztion of education and
apprepriate exmerience.

T N

Possession of a valid California otor Vehicle
Orerator's License.

Applicants must be at least 21 years of ase.

At R b i s

Promoticnal Opportunities: After six months of experience as a
Group Counselor Intermittent may apply for a permanent position as
Greup Counselor with the Probation Departrment.

Tasks with Required Knowledse and Skilis:

1. Observes conduct and behavio. £ juveniles and maintains
order and discipline at all times; Keeps the groun cccuniaed
with eonstructive activities and imposes punishment when
necessary, such as isclation im TOOm OT denial of PTiv-
ileges % reports the more severe disciplinary prcblems te
the Senior Groun Counselor for disposition.

a. ability to work znd communicate effectively with
probationer youth sroups

b. knowledsre of youth recreational activities and 2bility
to organize and sumervise them--provide orientation
3 or demonstrations, observe and evaluzte behavier and
1 performance, maintain discipline and order, and provide
individuals and the eroun with feedback on their
behavior and tke consequence of it.

c. observation. listenins and note-taking skills

d. ability to organize, write and deliver presentations,
proposals and reports to individuals and sroups

e. knowledee of first aid methods and the ability to
apply them if necessary.

~22-
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2. Atterpts to redify anti-social behavior and assist detainees
in adjustin~ to the institutional livins by individual ond 1
group ccunselines; counsels on nersonal probierms, such as j
relationship with peers, school difficulties, £ e=picynennt
cpportunities; tezaches & encourases ¢ood mEnNners, SwOIits-
mznship, aad proper attitudes towards work, play & citizen-
ship; conforts upset € disturbed juveniles ;

a. knowledse of ipstitutional clinate and culturs, bath
staff and immste, éearee of trust and coomumicatioa,
values, attitudes, bchavior patterns, how innates view
certain nrograns and activities, problens, nceds,
sTrieviences, etc.

b. ability to cormumicate and work effectively with youth
£roups

c. knowledse of various sports and recreational activities
and their procedures, social etiguetté, prorer
nmanners, the *worid of vwork and what is expecteg fron |
the employee", etc. 1

- - d. interviewine skills

e. individual 2ad sroup coumseling techniques

f. how to read and interpret social surmaries, case-
histories, etc.

g£. case-record keeping skilis

h. ability to organize and supervise youth groun _
activities--provide orientation and demonstrations,
maintain order and discipline, cbserve and evaluate
behavior and provide imdividuals and the group with

feedback on their behavior and the consequences of it

3. HMaintains proper living standards § health habits by
; instructing in personal hysiene, by overseeins daily
q routine hygienic practices, by checkins~ for § reportins
iliness, by siving medications ordered by doctor £ by
supervisine juveniies at meals.

a. knowledse of hygsienic practices, symptons of common
illness, how to take temperatures, administer first
aid, etc.

b. ability to commumnicate effectively with inmates

c. 2bility to organize, write and deliver presentations,
proposals and reports to individuals and groums

d. knowledge of institutional policy and procedures
Re: personal hyeiene, illness livins habits, etc.
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4. Checks on the security § safety of the units at 2ll tires;
inspects windows, keeps doors locked when not in use, keeps
count of all juveniles in the unit, and is constantly alert
for attezpts to escane.

a. knowledge of institutional é_nolicy ané procedures -
Re: safety, security, counts, escape attempts, etc. ‘

b. observation and listening skills

5. Organizes or supervises, under the direction of 2 supervicor,
leisure time activity, such as games, athletics, and crafits
and encouraces participation; instrucis in the rules of
various gzmes & in craft methods; referees games & orsanizes
tournaments. :

a. knowledge of institutional pelicy, resources, needs,
problens, procedures of use of leisure time

b. knowledge of rules and/or procedures of various sports,
oanes, and other leisure time activities

c. ability to commumicate and work effectively with youth
- inmpate gproups

d. ability ¢o organize and supervise group leisure tire
activities--provide orientation, instruction and
deronstrations, observe and evaluate behavier and
performance, maintain order and discipline, referce
or umpire, and provide individuals and the groups
with constructive criticism and feedback on their
behavior and performance

"

‘e. observation, listenineg and note-taking skills

f. ability to orzanize, write and deliver presentations,
proposals and reports to individuals and groups

6. Prepares observation reports on juveniles' attitudes,
ovehavior, appearance, interests, skills, progress, &
needs; maintains progress reports for use within the Hali;
keeps the unit log up-to-date.

a. knowledge of institutional policy, procedures and
formats for unit lo=, observation reports, procaress
reports, activity reports, etc.

b. observation, listening and note-taking skills

c. 1Interviewing skills

d. ability to communicate effectively with youth
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e. knowledre of instituticn clinate and culture, dnth
staff and inmste, probless, needs, values, attitudes,
how they view certain prograns aad activities,
orieviences, and other nornms

f. knowled7e of instituticnal programs, activities,
resources, needs, problens, etc., their denart=eats

g. ability to organize, write and deliver presentations,
proposals and renstts o individuals and €rouUps

Assists in the adnmittiny and releasinz cperation; performs
necessary booking % record work, registers and stores per-
scnal beleneings, searches for weapons or other contraband
articles, weichs and measures detainees, checkin~ for marks,
bruises, and infection; outfits then with clothing £
instructs on Juvenile Hall resulations and routines.

a. knowledse of institutional policy and procedures
Re: admission and release, rules and resulations,
disciplinary acticn, forms and renorts, etc.

b. ability to cormunicate effectively with you

c. interviewine skills

d. ability to write reports and fill in standard forms
correctly and lesibly -

May transport juveniles between Juvenile Hall § the
Reception Center or County hospitals for court appearances
or medical appointments; may act as motorized watchman
patroling Probation Department facilities durinc the
evening hours.

a. knowledge of probation department facilities, their
functions, location, contact persons for reception
or specifi information or services

b. knowledse of the fumctions, local and contact persons
in local iaw enforcement and administration of justice
agencies

c. ability to operate a motor vehicle

d. ability to read and interpret street maps

e. ability to cormmunicate effectively

£. knowledge of institutional policy and procedures
Re: custedy, escape, patroling, ete.
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Pzputy Probation Officer Trainze

Job Characteristics: %nder close supervision in a training capacity,
to learn the fundomentals of probation work: to attand lectures and
clzasses and make field visits; to assist in investieatine and supervisinf
2 limited nurber of prcbation cases; and to do related work as required. ]

This trainee class is designed to facilitete the recruitzent,
orientation, and training of persons for prcbation work. Trainees be-
: —e familiar with departnental policy, procedures, and methods, and are
- required to evince a high deceree of aptitude for probation work and,
interest in it. Periodic evaluations of *heir performance are made and
discussed with then.

T

- Minizun Quelifications:

Either I - Possessior of a bachelor?’s degres from a recognized
coliege or university preferably with speciaiization
in cne of the social sciences.

or I1 - Some acceptable cozbination of education and experience.

Twenty-one (21) vears of age

Possession of an autcomobile may be required

Good driving record and ability to qualify as an
insurable automotive risk.

Willingness to perform work requiring irregular houxs

. Pronotional Opportunities: Upon completion of the program,
j incubents of positions in this class may qualify by competitive examina-
= tion for positions in the next higher class, Deputy Prebation Officer I.

Incubents of positions in this hirher class perform at the journeyman
level in a variety of assigaments involving adult and juvenile offenders,
children’s cases, and foster home placements.

Tasks with Required Xnowledse and Skills:

1. Attends orsanized training sessions and makes field visics
o to become familiar with the principles, practices, and
g theory of probation & of the functions of the Probation
a Department.
a. ability to operate a.motor vehicle
b. ability to read and interpret street maps

c. observation, listening and note-takine skills

d. ability to communicate effectively
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e. gyoup participant skills

Deads assisned material § tckes examinations to acquire

and demonstrate knowledre of pertingnt codes & lavs, the
principles of prebation work, & departzental functioens,

orrsanization and rules.

TN

PPN

a. ability to read and write effectively ;

b. Kknowledoe of terminology and concepts of the behavioral f
sciences znd the ability to obscure, interpret and 3
express behavior in these termas and frameworks

c. test-taking skills 1

d. study habits ?

Observes, assists in, and makes investigations of alleged j
juvenile offenses; interviews juveniles & theur associates, ;
parents, & interested parties; develops interviewing and
case work skills.

a. knowledge of Probation Department policy and DICCECUTSS
Re: juvenile investigation a
b. ability to comumicate effectively with juveniles,
their parents, professionals, business men and other
people from many different backgrounds and walks-of-
1ife
c. basic interviewine principles
d. cbservation, listening and note-taking skills
e. knowledge of case-record keening methods

£. ability to orranize, write and gdeliver presentations.
proposals and reports

Observes & assists in supervision of offenders to attain
skill in counseling, developing effective relationships,
interpreting the conditions of probaticn, ascertaining the
need for referral to other agzencies, and other aspects of
probation woxk.

a. knowledse of Probation Department goals, functions,
policy, structure, program, Services, resources,
needs. problems, etc.

b. knowledae of local law enforcement and judical

agencies and facilities, their functioms, location
and procedures
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! ' c. knowledse of commmity public service agencies, their J
' 3 fonctions, referral process, contact persoas, and
locaticn
d. basic interviewing skills

¢. basic counselin~ methods, principles and assurmtions

. observation, listening and note-taking skills ]
g¢. office and telephone stiquette

h. ability to commmicate effectively with juveniles,
probaticn officers, other professionals and other
persons from many different backgrounds and walks-of-
life

g 5. Observes counselinag techniques used with foster home parents
and court wards.

a. knowledge of basic principles, assumptions and methods
of individual znd group counseling

a. observation, listening and note-taking skills

6. Participates in Juvenile Hall activities: assists
counselors, observes detainees, and becomes familiar with
the operation of the facility.

a. observaticn, listening and note-taking skills

b. 1interviewing skills

c. group pzrticipant skills

7. Prepares investigation and supervision reports to develop
verbal skilis & to describe offender, circuzstances of iiis
, offender, circumstances of his offense, & his social
g history, § assists in developing recommendaticns to the
~ Juvenile Court.

a. knovledge of basic concepts and terminology of the
behavioral sciences and the ability to observe,
jidentify and interpret behavior in such terms and
frameworks

b. knowledge of case-record keeping methods

c. ability to organize, write and deliver presentatisns,
proposals and reports to individuals and groups
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d. observation, listening and note-taking skiils
8. Assists in the delivery of lesal documents, transportation
of juveniles, & in arransing for medical, psychiatric,

and psychological consultation.

a. knowledge of Probation Department policy and procecdures
Re: delivery of legal documents

b. knowledge of the functions, iocation and referral
*  procedure of public service agencies

c. ability to commumicate effectively
d. office and telephoné etiquette
e. ability to operate a motor vehicle
f. ability to read and interpret streef maps
9. Confers with superviéor § departmental training officer
regarding his professional prosress, zbility, capacity, and
interest in the field.
a. ability to communicate effectively
b. 1listening and note-taking skills

c. ability to accept criticism constructively

Deputy Probation Officer I

Job Characteristics: Under ceneral sunervision, to make investiga-
ations and prepare recommendations to the courts in cases involving
alleged offenses by adults or juveniles or against children, or in child
custody disputes; to supervise adult or juvenile probationers or court
wards and to 2id in their social rehabilitation; to represent the
Probation Department in court, institutioms, foster homes, and community
agencies; and to do related work as required.

Positions in this journeymen-level probation officer zlass are
assigned to various departmental functions such as investigation,
field or camp supervision, or placement. Such assignments are changed
to meet departmental need or when an incumbent shows competence and
strong interest in a particular work area. Positions in this class
are filled by incumbents from the next lower class, Deputy Probation
Officer, Trainee, or are recruited from related fields and are expected
to assume journeyman duties within a reasonable period. Cases which
are likely to respond to intensive counseling, or which are particularly
complex and involve delicate public contact ordinarily are assigned te
incumbents of the next higher class, Deputy Probation Officer II.
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Supervision is received fron either a Senior Probation Officer or
Unit Supervisor and varies from close inspection of work produced to
oseneral review of cases. Casework conferences are held regularly in
order to discuss problems of cases being carried. Some cases which
develop aspects may be discussed with the highest administrative
officers of the department.

Minimun Qualifications:

Either I - Successful completion of the Deputy Probation
Officer, Trainee program conducted by the Alameda
County Probation Department,

or I1 - Graduation from an accredited collese or mmiversity
preferably with major work in one of the social
sciences, and, -
One year of full-time paid experience in social or
correctional casework or in social, recreational,
or correctionzal group work.

or IIT - Some equivalent combination of education and
similar expasrience.

Twenty-one (21) years of age
Possession of an automobile may be required.

Good drivine record and qualification for
automotive insurance.

Willingness to perform work requiring irregular
hours.

Tasks with Required Knowledge and Skills:

1. Interviews defendemnt, relatives, acquaintances, witnesses,
complainents, and others to determine attitude toward &
nature of offense, personal & social adjustment, school,
family & work historiés, Iliving & financial circumstances,
in the iife of the defendant.

a. knowledge of Probation Department and umit coals,
functions, structure, nolicy, programs, procedures,
resources, needs, etc.

b. knowledge of community and probationer needs, nroblems,
values, attitudes, etc.

c. ability to communicate effectively with persons from
many different backgrounds and walks-of-1ife

d. interviewing skills
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€. o0Ffice and teisphone etiquette

H

’ . counseliar tzdhniquss

. case-record keenins skilis

o

h. knowledse of basic corcepts and terminolosy of the
behaviorzl sciences-human develorm=ent, nersonality,
crininology, etc-, and the 2bility to ideatify and
interpret behavior ip suck terms and fromeworks.

3" GJ

(11

i. 2bility to orsanize; write and deliver presentations
to individuals and groups

j. sebility te operate 2 rotor vehicle
L. ability to read and ianternret strcet naps

2. Contacts empioyers public officers, & social agzencies
to verify prior arrest oxr delznquenCV'hlstory, employ-

ment record, school adjustment, marital, medical £
financial status, £ the leral situation of the defendant.

a. knowledge of Probation Department and uwmit goals,
structure, functions, policy, pro<ranms, TeSOUrces,
procedures, etc.

A—p -

b. knowledge of community and probationer needs, nro-
blems, values, attitudes, etc.

c. knowledse of the native, and contact persons in :
various law enforcement, administrations of jusiice
and social service agencies in the community

d. office and telephone etiquette

e. interviewing skills

£. ability to orsanize, write and deliver reports to

-7

individuals andé groups

vy

ability to operate a motor vehicle

h. ability to read and interpret street maps

N

3. Confers with sumervisor to develop a rehabilitation plan
and arrive at a decision to dismiss the case oxr proceed
in court, & to receive guidance in planning, investigat-
ing, & referring cases.

a. knowledee of Probation Denartment and unit roals,

B structure, policy, functions, procrams, procedures,
resources, nceds, etc.
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N

b. knowledre of com—mity and nrcbatiorers neads, nroblen.
. values, attitudzs, etc.

c. knoiledse bassd on research and experience of kinds
of relizhilitation stratezies, kinds of oifenders and
the rost annropriate matching of stratesies zand
offenders.

c. knowledoe of the nolice, court and correction=zl
systens and the penal coce

d. office and telephone =2stiquette
e. interviewing skilis

£. gbility to orsanize, write and deliver presentations,
proposals and renorts to individuals and groums

2revares case § court reports descrihing the offender,
his life situation, the offense, statements cf the
principals & the recormended nian for rehabilitation
or dismissal & testifiss in court as required.

a. same as task %3, plus

b. case-record keeping skilis

Haintains case records § prenares periodic repcris
summarizing work performed.

a. case-record keening <kills

b. ability to ormanize, write and deliver presentatioss,
pronosals and renorts to individuals and grouns

c. ability to look critically at his own performance,
progress and problems

Files petitions, serves subnoenas, obtains medical
treatment permits and clothins for children, locates
parents of abandoned children £ transmnorts offenders §
court wards.

a. <same as task #2.
Interviews clients; explains nature & conditions of
probation, schedules subsequent contacts & arrances for

Teferral.

a. same as task #2
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"
i

<

LGS FXCELES COIRITY FPROBATI

Probatinn sdde Traires

Job Characreristics: This is not 2 civil service ciassificatinn.
Ynder sumervisica Of a Dejuty Probatincn Officer or Simervisins Deruty
Probaricn Officer will assist in a wide variety of ssb-nrofessional
tasks relzted to pxcbation casss.

Minimm Qualificaticns: IHtne, taf exhibits =n artitude toward
trainings for the rositiecn, ~ius wiilinmess in surmiesent on~the-3-h
trainins with formal remedial study ccurses zad cther ecucatisnal
nrocess 2s determined by applicemts gualificatien, skilis, md previous

¥work histezy.

Promeoticnal Coportunities: 7After one yezr's succassfui compictincn
at this level may be cligible for either the Cozmmumity Yorker 1 or the
Cormunity Hoxker 11 classificaticn.

Tasks with Required Xnowledre and Skills:

1. Complete routine tasks znd zather specific factual
informerion for the nurnsse of assiscing the Denuty
Prrbation CEFicer in carrying ocut his surervision £
investiration resnensibilities.

a. knowledse of Probatirm Denartment and wmit
gnals, functiecns, stracture, »olicy. prceran,
procegures, resources, etc.

b. 2bility to co=mmicate effectively with nersons
fron nany different backerounds and yalks-oi-
life

c. office and telenhone etiguette
d. ability ts operate 2z motor vehicle
e. ability to read znd internret street @ans

f. knowledse of locations, contact persons and
arocedures for sathering informatica from
varicus sources

=, interviewine skills

e

2. Under the directicn of the Deputy Probation Officer: wiil
verify resi’ences; serve le7al mapers; nraeess Znstitu-
tional releases; arrance transnortation; verify case
data; locate clients; 7btain renorts and files fron
other offices or asencies; nerfers clerical duties

incidental t» case manacgement.

~34~
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REVTWAETY: 1 (T e T

a. szze itens as those under task #1, niuns

"3

b. knowiledre »fF filine s
asd retrisve iaSrrmatics fm fi les

’\iu

c. knowledse of case record recording pracedures

2. a2bility to orsezaize znd write renorts
3. Accezrany nrobaticners to other ascacies, such as the

Burcau of Public Assistzuce, £ assist -:rabatzr:-nurs in
sbtaining services requdred.

a. kaowledse of Prebatien Department and wmit =cals, :
functions, structure, policy, ~rorrans, nrocedures,
T2scurces, eic. 3

: b. knowledre of commmity and probationer needs,
3 probisms, values, attitudes, ctc.

c. 2vility to commmicate effectively with persons
Irca nany different backsrounds and walks-of-life

é. knowledpe of location, naturs. referral nrocess
and contact person in varicus local mublic service
asencies

C. interviewing skiiis

. office and telephone etiquette

£. 2bility to operate a motor vehicle
h. gbility to read and internret strect mans

4. A£ssist Probatica Aides in recruiting comaunity residents
fc" various susnortive nrosrans, such as commumity

Bprevenent nrojects, tutors, ac’.u’t smonscors, § foster
l’mes

a. same as task #3 with the excentance of item “d” ., nlus

b. ability to orsanize, write 2nd deliver written and
verbal nresentations tc individuals and orcu-s

5. Assist Prcbation Aides in instruction of nsrents in
hiomemakins 3ad child care.

a. kaswiedse of commumity and probaticners needs,
problems, values, attitudes, etc.

b. knowledoe of homemaking and child care methods
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TP

c. =pility t> cormumicate effectively with »erscas
for nany 4ifferent backercunds and walks->f-life

d. bility to oreanize, vrite and deliver written
and verbal mresentatisas to iadividuals and srouss

T L.

e. 2bility to work effectively as a merber of a tem

'

6. Mzke follow-ur contacts with clients to assure cemliance
with Deruty Probation Officer instructions, such as _
workine, attendine schcel recularly, maintainine sobristy, 4
or observins curfey laus. :

ik

Liii

a. samg as task #3 ;

7. Particinate im staff mcetings and inservice trainin~
activities.

3 i} Batland s g0k

a. groun particinant skills

b. 1listeningy skiils

c. mnote-takine skills
d. 2bility to czmumicate effectively

¢. 2bility to orsanize, write aad deliver
nresentations, nroncsals and remorts to
individuals and grouns

3. ©Develon, with supervisor, educaticnal plan invelvinr
educational courses. Implement this nlan, nartly cn
County time and —artly on cwn time.

a. kanowledse of individual academic strengths, weak-
nesses, easy and difficult subjects

b. knowledse of nrospactive carcer ladder - job
descrintions and required knowledre and abilities
in order to merform at an acceptable level.

c. knowledse of Probation Department nnlicy and nro-
cedure in relation to educational develepment

d. ability to organize, write and deliver w~resentatioms,
pronosals angd rencrts to individuals and grouns

9. Help the nrchationers te recnsnize and acquire the
manners , behavieral requirements, and basic information
necessary for effective re-entry intn the opportunity
structure.
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a. knowledoe of Probaticn Department and umit snals,
functicns, structure, »nolicy, nresrans, nro cedurps,
rescurces, etc.

. Xknowledge sf cozmunity and asrscbaticner nesds, »re-
vlens, resources, strencths, valuss, attitudes, etc.

c. ability to cormumicate cffectively with nersons fren
Dany 2ifferent backeroumds and walks-of-1life

d. Iinterviewins skills
e. knowledse of counseling techniques
£. knewledec of nature, referral process, location and

conitact nersgns of iccal public service asencies,
educaticnal institutions, emnioyment scurces, etc.

Gromm Aide Trainee

Job Characteristics: Under simervision of a ﬂe"uty Probation
Ozfice; or Supervising Deputy Probation Officer assist in z wide wzriet ty
£ sub-nrofessional tasks related to nrobation cases

Jnimm Qualifications: None, but exhibits an aptitude toward
training for the position, plus a willingness to Sunnleﬂenc on-the-job
trainine with formal renedla. study courses and other educational

arocesses as determined by anmlicants qualifications, skills and
previous work history.

Promoticnal Omnortumities: (1) Communlty Service Worker I uron
Comnletion of one years experisnce 2s Group Alde Trainee. (2) Groun
Supervisor I unon ceapletion of tire years of coilese.

Tasks with 2equired Knowledse and Skilis:

1. Ccmnlete routine tasks § gather srecific factual
inforpation for the purnose of assisting the Deﬂuty
Probation Officer in carrying out his sunervision
and investigation responsibilities.

-

a. same as ‘Probation Aide Trainee: task #

2. Under the direction of the Deputy Prcbation Cfficer:
process institutional releases: arrange transnortaion:
verify case data; obtain renorts & files from other
offices or agencies and perform clerical duties
incidental to case management.

a. same as ‘‘Probation Aide Trainee’: task %2
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3.

Participate with Deputy Probatien Officer im orowm
discussicns ond activities with VouRg ppablatitners

a. kacwledse of Prsbation Eepartoent znd wnit foals,
fimctions, structure, ..011,., Y, Orosroms, procedurcs,
resources, etc.

kncwledoe of cemmmity and nrcbaticner needs, nroblems
values, attituldes, etc.

‘:i
[}

:'éh

c. &bility ¢~ communicate effectively with perse
mnany different backgroumdés and waiks-of-iife

v

4. sroup particivant skills

e. 1listening skills

f. interviewina skills

¢. knowledse of group coumseling techmiques

h. @2ability to assume leadership zand work effectively
with grouns of nrcbaticners

fssist Probation £ide in recruiting cormumity residents
for varicus supporiive prcerams, Such a2s community
inmprovement projects, tutoxs, aduit sponsers, and fester
homes.

a. Szme as YProbation Aide Traincee™: +task #4

ifake follcw-up comtacts with clients to assure compliance
with Deputy Probation Officer instzuctions.

&. samc as Probation Aide Trainee’: task #6

Participate in staff meetines and in-Scrvice traimine
activities.

3

a. same as ‘‘Probaticn Aide Trainee: task #

Develon with supervisor, educatioral plan invelving
educational courses. Imnlement this »lan, partly on
County time and partly on 2wa time.

a. same as “Prrcbation fidde Trainee®: task #8
Help youwe probationers to recoenize and acquire the
manners, behavioral requirements, and basic informaticn

necessary for effective re-entry into the opportunity
structure -
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a. szare as “Pepaticn Aide Trainec™: task 20

Ccz—unity “orker I

Job Charzcteristics: Assists professiocnal staff in implerentiag
cormmity presrans designed to prevent ézliaguency or to correct
eczmunity conditions contributings to delingwency and lack of eccnomic
cpportumity; works within 2 well defined ~oograpaical or prosran undéer
close sumervisicrn and receives trainins in the techmieal skills and
kaowledze peeded o implement such procrams. This is a Civil Service
S classificadicn.

‘ ¥inimun Qualificatisns: Cempletion of one year in a recemmized
-3 County trainins progran in cczmwmity health or sccial services.

Caiifornia Class %3 Driver's License nay be required.

Promotional Opportumities:- After cne year's successful ccmpietion
25 a Commumity Worker I is ciigibie for promotion te Commumity iHorker il
and Social Service Aide I in county c=nloyment.

Tasks with Required Knowledge and Skills:

1. Assists in facilitating cormunicaticn between the
agsency ané the commumity by clazifyiag agency
noliciecs and procrams to community residents and
groups and conveying community culturzl patterns and
attitudes tc agency drofessiuvnzl stafi.

a. knowledse of Probation Department and unit goals,
functions, structurs, policy, rpograms, procecures,
resources, ctc.

3 b. knowledzc of community and probaticrer needs,
problems, vaiues, attitudes, etc.

c. knowledpe of community organizations, Sroups, formal
ané informal leaders, etc.

¢ d. gbility to commumicate effectively with persons
from many different backgrounds and waiks-of-life

. ability to organize, write and deliver prescntations,
proposals and reports tn individuals znd groups
- both professionzls and non-professionals

2. Assists community residents or groups in recognizing
home, family, or commmity conditions contributing
to delinquency, lack of econnmic opportumity, Or rclated
problems and in working toward correcting these conditions.
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a. knovledse of Probation Department and umit goals, §
functions, structrre, policy prograns, resources, “
procecdures, needs, rpoblems, etc.

b. kncwledge of comumity and probationer needs,
problens, values, attitudes, etc.

Lo »

c. knowledse of factors which contribute to crime,
delinquency, peverty, social disorder and other
social and -ommumity problems

d. knowledge of commmity and organizational dynamics,
the process of change and effective strategies for
planned change

e. 2bility to commumnicate effectively and work with
individuals and groups - both professional and non-
professional, youth and adult, representatives of
the established “ins" and disinfranchised “outs™.

f. group participant skills

g. ability to organize, write and deiiver presentations,
propogals and reports to individuals and groups

h. knowledge of community resources, public service
agencies, funding sources, interest groups, etc.

3. Provides information to individuals or grouns regarding
existing commumity resources such as public assistance,
health services and lepal aid.

a. knowledge of community resources, such as, public
assistance, health services, employment services,
educational institutions, anti-poverty and other
federal programs, local organizations, interest
groups, legal aid, etc.

Ul

ability to commumicate effectively to persons from
many different backgrounds and walks-of-life

c. ability to organize, write and deliver presentaticns,
proposals and reports to individuals and groups

4. Prepares written or oral reports on field activities.

a. ability to organize, write and deliver reports to
individuals and groups

5. May gather and compile information, throush informal

contacts or formal surveys, on cormunity needs, ethnic
distribution, existing community resources, etc.
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Zoility te comimicate effectively with persaas
from many different backgrunds and walks-nf-life

interviewins skills

knewledge «f the leocativn, crntact persoms, type
~f infrrmation and procedurss f£or ~btaining infor-
matizn from varisus 4ata s~urces

ability t~ prepare charts, granhs, histoprans
and other visual disnlays of datan

ability ¢~ perf-rm routine statistical manipulaticns,
such as deteymining means, pediams, modes, ner-
centiles,; etc.

gbiiity t~ orsanize, prepare and deliver descriptive
reports to individuals ané groups

knowledge of basic mathmetics - addition, subtracticn,

multiplication. divisicn, nercentile, fracticns,
ratin and proportion. etc.

ability to operate a motor vehicle

ability to read and interpret street mans

Hay work with professinnal staff as part of a casework
team and perfora assigned duties in carrying ocut a casc
plan.

o

kncwledge of Probation Department and umit geals,
functions, structure, nclicy, proszrams, procedures,
resaurces, etc.

knowledge of case record Xeening methods

ability tn communicate effectively with persons
from many different backgrounds ané walks-of-1ife

knowledge of community and probationers needs,
prcblems, values, attitudes, etc.

knowledge of social and community problems such as
crime, delinquency, pcverty, social disorders, ctc.,
and their casual factors

knowledge of commumity resources such as public
service asencies, lccal clubs, ~rganizatinms,
interest srouns, federal programs, etc.

interviewine skills

-4]-
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coumseling techniques

ability t~ ~rranize and sunervise yiuta aT-uns
and recreaticnal activities

knmeledse ~f treatment strateries and which
strateries arc nost effective for different
Xinds of individuals

ability tn cperate a2 =ctor wehicle

ability t» read and interpret street mans

office and telerhcne etiquette

&
3

Toun participant skiils

abijity t2 orgenize, write and deliver presentatiens,
ports t° individuals and groups

"\3
e
Q
wn
n
[0
wn
-
B
¥
&

Mzy participate, under cinse professicnal guidance and
supervisisn, in groun ccounseling or group therany.

a.

knewledge of Probaticon Department end wit goals,
functions, structurs, pelicy program, procedures,
resources, etc.

knowledse of commmity and probationer nesds,
prsblems, vzlues, attitudes, etc.

¥nowledge of groun counseling methods

ercup participant skills

listenine skills

ability to communicate effectively with persomns
from many different backsrounds and walks-of-1ife

May be assigned tc develop anéd wnrk with small
neighborhood groups or projects designed to work
toward the solution of individual or community
prcblems.

a.

same as task #2

Ccmmunity Yorker I7

Job Characteristics: This is a divil service class. Participates

with professional staff in implementing commmity nrorrams desiined to
prevent delinquency or to correct cuommunity conditicns contributing to
delinquency and lack of economic opnortunity; works within a well
defined geographical or program area.
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ifin 1nun Quailifications: One year's exnmerience at the level -f
Crrrmmity ¥Worker 1. Califnxnin Class 3 Driver’s License nay be
required.

Promyticnal Coportumitics: ,fter cne year's successini c-n-
pletisa at this level may be elisible for nremotion €~ Corumity !
Yorker 11T -

Tasks with 2equired Xnowledre and Skills:

Bl

1. Establishes and maintains contact wish cormumity
residents, facilitating cormumication between the
asency and the ccrmunity by internreting atency
policy and programs to cocmmmity residents and
groups and conveying comaummity cultural natterns
and attitudes to asency professicnal staf

a. sere as “Community Yorker I7: task 31

) 2. Assists cormmmity residents or grours to recosnize aocme,
g family, or c mmunlty ccnditions ceatributing to delin-
qupncy, lack of cconomic onvorfunlty cx yelated problens
and to bacome motivated to work toward correcting chLSL
conditions.

4. same as *Comaunity “nrker I%: task 2

3. Contacts crzmunity residents, businessmen, and commmity
leaders and speaks before conaunlty nrnan.7atlcns 0
enlist supnort and assistance for nrecrans and OIS J
in the commumity.

a. same as task #2, pnlus

KT

? b. office and teie-hone etiquette

c. abiiity tc operate a motor vehicle
d. ability to read and interpret street mans

4. tHay assist in the development and organization of
commmity groups concerned with delinquency pre-

vention and community improvement. i

a. same as task #3, plus

b. ability to assume leadershin, crganize and
coordinate groun activities

C. group expediting skills

Sy
Ly

G. knowledge of program develonment methods

-4

-43-




SDMINISTRATICN OF JUSTICE GRINT X0. 0-3-080715-36-5 (L25)
J. DOUGLAS GRANT, PRITNCIPAL INVESTISITOR

5. May nrovide close surervision of delinqueat nireTs
and <rcup or indivicual counselin< 2f minors and their
families in urder ¢~ correct individual or fzmily
ccnditisps leadinr to delinquency.

a. szme as “Cormmity Yorker I¥: task 56

Community Yorker I11

Job Characteristics: This is 2 civil service class. Particirates
resncnsibly with professional staff, throuch contacts with commimity
leaders and grms, employers, volumteers, and other asencies, in
developing and izmlementing commumity nrosrams desiemed to rrevent
delinguency oT to correct carmumity ccnditions centributine te delin-
quency znd a lack of economic onnertumity; works within a defined
sespranhical or prooran area.

Minirun Quelifications: One year's experience at the level of
Commumity ‘Jorker Ii. Califormia Class 3 Driver’s License.

Promotional Onnortunities: ™ith the attzinzent of 2 coliece
bachelor's degree olizible for promotion tn Deputy Probation Officer I.
“iith a college Associate of Arts deeree may be elirible for Groun
Supervisor 1. .

Tasks with Reguired Knowledse and Skills:

1. Participates resacnsibly with nrofessiconal staff in
developing and imnlementia~ DIASTAmS designed to cerbat
cenditions contributing te delinguency, lack of ecenimic
opportunity, or other commmity nroblems. J

a. kncwledee of Probation Denartment and umit £oals,
Hmctions, structure, policy, proorans, proceduris,
resources, needs, nroblems, etc.

b. knowledge of commmitv andé probationer meeds,
problens, values, attitudes, etc.. and awareaess
of factors contributings to these

c. knowledec of commumity resources; such as, nubiic
services arencies, corrumity srouns and oreaniza-
tions, professiopal and interest arnuns, federal
nrograns, self-heln grouns, etc.,--thelr functirs,
location and contact nersons

d. ability to communicate effectively with persons
frop many different backgrounds and walks-of-iife

e. oroup narticinant skills

~44-
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£. eorsun zxneditinr skills
m. ability t» sreanize, trite and deliver

nresentatisns, nrannsals and Tenoris to
individunls and ~roups

h. 2bility te Greanize, supervise, or t=ks
leadershin in ~rmp activities both youth
and adult, nrofessicnal and ponprofessirazl

i. kngwledse of nrogram develorment methods

j. office and telsnhone etiquette

k. knowledsne of comrunity aad orsanizational dynamics
1. kncwledge of social action thenry and stratesies

Assists commmity leaders and grouns within a defined
geographical arez, in recognizine and evaluating
commmity conditions contributing o delinguency

and lack of economic opportumity and stizmulate
commmity action toward corbating thess conditions.

2. Same as task 71

Coordinates the development of ccszumity resources
toward the soluticn of problems of smmloynent,
housine, education, health, or social adjustment and
the dissemination of information re~arding such

TeSOUrces.

a. sanme as task F1

-

issists nrofessional staff in nlaaaines and mblicizin
conferences and institutes; speaks before cormumity
groups and may cooriinate che use of speszkers and
resources persons.

a. knowledse of groun dynamics and expeditins techpiguis
b. groun particinant skills

c. ability tn cormunicate :ffectively with persons
from many different backerounds and wa ks-nf-life
d. ability to orsanize, write and deliver presenta
tions, pronosals and reports to individuals an
gTOuNS

-
d
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ieaders tovard the pmal of gainiag coTrmunity suenpdrt s
cooreration.

a. knowiedge of Probatisn Denartment and upit soals.,
functions, structure, poiicy prosrans, rroacedurds,
rescurces, needs, problers, etc.

w‘

kncewledse of nrobationer and commmity acc s,
probiens. values, attitudes, etc.

c. knowledge of comunity resources - lecal
orsanizations, formal and informal programs,
nrofessional and interest greups, eic.

d. =bility to cormunicate effectively with
persons from many differnt packgrounds and
walks-pf-1life

Y

. office znd telephone etiqueite

Ity

. 2bility fo onerate a motor venicle

ability to read and imterpret sirset mops

PO
1]

h. &ability to organize, write and deliver
presentations, pronosais and reporis o
individuals and grours

Assist in the preparation of written mzterial for the
inforpation of iadividuals, eroups and ageacies c-
cerned with dSclinquency prevention and comaunity
improvenent.

a. knowiedge of Probation Departrent and unit goails,
functicns, structure, nolicy, »roecrans, nrocediTes,
resources, services, needs, problems, etc.

b. knowledge of commmity and probaticner needs,
problems, values, attitudes, etc.

c. knowiedge of community and organizational dynamics

d. knowledre of strategies for individuals, groups,
organizations and community change and developmenat

e. ability to organize, write and deliver presentations,
proposals and reports to individuals ané groups
£rom many different backsrounds and walks-of-1if2

Prepares written reports on field activities.




N ADMHINISTRATION OF JUSTICE GRANT NO. G-8-080715--1615 (CR-}
J. DOUGLAS GRANT, PRINCIPAL INVESTIGATOR

a. observation and I steaning skills
b. mnote-tzking skills

c. abiligy to organize, write and deliver reports
on field activities

; f> 8. Hay counsel individuals or groups regarding commumity
, ressurces availzble to deal with problems of delinguency
St prevention and control.

a. knovledge of Department and Cormunity resources

available to deal with prcoblems of delianquency
prevention znd conirol

from many different backgrounds and walks-of-1ife

c. ability to organize, write 2nd deliver presenta-
tiocns, pronosals and reports to individuals and

groups
d. group participant skills

e. office and telephone etiéuette

9. May assist in planning and conducting training for
individuals and groups.

a. Same as task #1

10. May supervise others engaged in the implementation ani

. b. ability to comumicate effectively with persons
operation of assigned programs or projects.

assignments - provide orientation or demen-
stration, evaluate performance, and provide
feedback on effectiveness, progress and problems

Group Supervisor 1

Job Characteristics: -This is a civil service class. Maintains
order and security during sleeping hours in a facility maintained by
‘ the Probation Department for the custody, care, and rehabilitation of
. juveniles.

Minimum Qualifications:

Completion of two years in am accredited college.

] a. same as task #8, plus
- 4 b. ability to assume leadership, organize and ‘
N supervise individuals and group activities and :
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Pro—otional Cpportunities: Project wmsure.

Tasks with Requizcd Enowledge 2nd Skills:

1.

Haintains order § security in the dormitory and
investigates unusual sounds and occurrences.

a. knowledge of imstitutional policy and procedures

b. ability to commumicate effectively with persons
from many different backgrounds, age levels, etc.

c. interviewing skilis

d. knowledge of instituticnal and child prcbationers

needs, problems, attitudes, behavior patterns, etc.

e. ability to work with children individually or ia
groups in leadership, supervisory or supportive
roles, show interest in them as individuals, demon-
strate concerri for their progress and problems
and provide assistance or initiate actions in
response to their needs

*H

, ability to cbserve and identify megative or self-
defeating behavior and confront children with it
in such as way so that they can see that it cam
interfere with the reaching of their goals

Takes appropriate action to prevent escapes, rule
infractions, or other disturbances.

a. same as task #1, plus

b. knowledse of counseling techniques

‘Observes £ records the behavior and actions of individua’

children.

a. knowledge of imstitutional climate and culture,
both inmate and staff needs, problems, attitudes,
behavior patterns, etc.

b. observation and listening skills

c. ability to organize and Write reports

Makes perfodic rounds of sleeping quarters.

a. same as task #1

Inspects bedding, ventilation, and heating in sleepinge
quarters.
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a. knowledge of policy and procedures in relation to
bedding, ventilation and heating--how to operate
equipnent, vhere supplies are kept, etc.

6. Participates in admitting and releasing children frca z
juvenile hall.

a. knowledge of Probation Department and Juvenile Hail
goals, functions. structure, policy, programs, pro-
cedures, etc.

b. knowledse of admission and release procedures,
standard forms, etc.

c. ability to ccmmunicate effectively with persons from
many different backgrounds, age levels and walks-of- :
1life ;

d. interviewing skills
e. zbility to work with children ifgdividually or in 3

groups in supervisory or supportive roles, maintain
order and discipline, etc.

7. Checks the children each morning to seec that they are
properly attired and are on time for school, work assign-
ments, and group activities.

a. knowledge of institutional policy amnd procedures;
Re: dress, attendence for various activities, etc.

b. apility to commmicate effectively with persons frox
many different backgrounds, age groups, and walks-
of-1ife

8. Restizins emotionally disturbed children when necessary .

a. ability to observe and identify behavior patterns ox
incidents as indicative of emotional disturbance

b. ability to communicate effectively with children

c. interviewing skills

d¢. knowledge of counseling techniques

e. ability to show interest im children as individuals,
demonstrate concern for their progress and problems,
provide assistance in response to their needs, and

confront them with self-defeating behavior and the
possible consequences of such behavior in such a way

-49-
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sp that they cm se2 haw it can interiere
with achiavement of their ceais

Q. Keens recnrds, ks rencrts, and nerforns other
clerical duties as assigned.

a. observation, note-taking and jistening skills

b. 2bility to organize, write and deliver presenta-
tions and Teports

c. knowledge of filing system znd ability to file
and retrieve information

d. office and telephone etiquette

e. cbility to operate various office equipment, such
as, typewriter, nimeograph, cOpy nachine, etc.

10. iHay do mending end sewing and scrting clothiag and
linens.

a. knowledge of mending and sewing techniques

b. knowledge of procedures, Re: clothing and liners

Deputy Prsbation Officer 1

Job Characteristics: Performs probation work under close
supervision for the least complex cases involving the investigaticn,
supervision of adults convicted of violations of law or the investi-
gation or supervision of delinquent and non-delinquent children
and juveniles.

Minirnm Qualifications:
Graduacion from an accredited college and either:

1. - Completion of an approved training program in
probaticn work, or

2. One year's social casework, social groupwork, Or
recreation experience in a recognized social work

or other agency, school jnstitution or probation camp,
or '

3. Completion of 24 units of graduate work in the
behavioral sciences in an accredited college.

California Class 3 Driver's Licemse OT its equivalent

At least 21 years of age
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. e 4

-y

Tasks:

1. Investigates and evaluates cases of adult spplicants for
prebation or juveniles referred to the Probation Depart-
pent, considerine such factors as the allegation, prior
record or referral, social history, and environmental,
economic and psychological influernces.

cozmendations for use by the

2. Prepares reports and Te
in making dispositions of adult

department and the court
or juvenile cases.

" by
Al PO ST ST T S T\ T

3. Counsels the least disturbed adult or juvenile to
assure compliance with court orders and to achieve
a socially acceptable adjustment within the community.

4. Develops and implements treatment plans for clients
whose rehabilitation can be achieved through methods
of control and modification of behavior and the use

of family and commumity Tesources.

5. Confers with supervisor, and evaluates and maintains
records on the progress of assioned cases.

6. Provides counseling to children and juveniles detained
ijn a facility maintained by the Probation Department

and supervises their daily activities.

Knowledge and Skills:

Refer to Alameda County Frobation Department, Deputy
Probation Officer I. The typical tasks listed under
Los Angeles County and Alameda County Deputy Probation
Officer I position specifications vary somevwhat , however,
as a whole, essentially the same set of knowledge and
skills are required to perform as & Deputy Probation

Officer I in either department.

The Project is participating in a task force of Los Angeles
ent staff in an analysis of probation

probation and personael departm
and relevent skills and knowledge.

fuinctions, the necessary tasks,
These results will be available during Phase II and will expand the

material here.
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CAREER LIDDER

Parcle Agent I
$801-5971

e tuvamns a0 B0 SN

AN

el - - -~ e,

Parole Aide 111

Community Casework
Trainee

-

Parole Aide 11

N

Parpnlc Adde 1

/

>

-

400 amh Bl

Community Service
Trainee
/{\
22 years old
NEY CAREERS ENTRY 9 no felory convictions

pedical exanination
drivers license

~52-~
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CALIFORNIA DEPARTMENT OF CORRECTIONS  PAPOLES

Community Service Trainee

Job Characteristics: A8 estzblished entzy level civil service
position. Trainee is oriented to the goals, policies, and procedures
of Adult Paroles. Duties are phased in graduzily increasing levels of
responsibility and critical abilities. Emphasis at this level is om
observation of the supervision and treatment process, trainees will
assist in the employment, social and community re-adjustment needs of
parolees.

Minimun Qualifications:

1. Able to pass a state medical examination
2. Must be 21 years of age or older
3. Must not have any felony convictions

4. HMust possess or able to serve a valid
California Operators license

5. Hust have 6th grade education

6.. Must be acceptable tec staff of Division of Parole
and Commmity Services, and be approved by California
State Personnel Board to TAU status appointment

Promotional Opportunities: After six months successful exnerience
as a Community Service Trainer, and successfully passing the civil
service test may be promoted to Parple Aide I position.

Tasks with Reguired Knowledge and Skills:

1. Provides liaison between professional parole staff, the
parolees and community groups.

~a. knowledge of CDC and unit goals, fumctions, structure,
yolicy, programs, procedures, facilities - their
function, location and lines of communication and
.authority, problems, needs, resources, etc.

b. knowledgewof unit program and their goals, procedures
and lines .of communication and authority

c. knowledge of community and parolee problems, needs,
resources, values,-attitudes, behavior patterns, etc.

d. ability to communicate and work effectively with
individuals and groups -- professionals, businessmen,

-53-
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.

-’

knowledse of coc—unity 2roups and their < oals,
ftnct1cns, scrvicses, prosrans, droblems nce:ds,
ctc., znd cantact persons with then

2bility to ortanize, write and preseat written
and verpal nresentations such as proposals and
reports to individuals amd groups

officz and televhone etiquette

Transports paroiees as assianed.

a.

license 2nd 2bility tc safely orverate a motor
vehicle on Califcrnia streets

ability to read and interpret strcet maps
knowledee of local commumity - locations of CDC
facilities and related 1aw enforcewent, adminis-
tration of justice and correctional facilities,
lecations of different neighborhoods and-specific
sites, programs, etc., within then

Zbility tc communicate effectively

anility to follow written and verbal directionms

knowledge of first aid procedures and the ability
to apply them if and when necessary

Enccurases parolees to seek help wher in need-of prograss
available services.

a.

knowledge of CDC and unit geals, functiops, Structure,
lines of communication and anthorlty, UIOllC{, DTOo-
grams, services, procedures, problems, meeds,
resources, ctc.

knowiedge of available employment, housine, recreation-
al, cducational, vocational, family, social and other
services in the community, thelr goals, functions,
procedures, location and contact persons

knowledse of commumity and parolee prcoblems, needs,
values, attitudes, behavior patterms, etc.

interviewing ksilis

basic counseling techniques

ability to commumnicate effectively with professionals,

parolees, and persons from other backgrounds or
ethnic groups

~-54-
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%. Assists pareless in re-est=bilishinz faversble cowmmizy
relationships.

a. Xnowiad-» =f commmity and parolee nrobiers, noeds,
values, =ttizudes, belisvior matrerns, ctc.

b. Xnowlcd~z of {%C and coremumity yesourcss, Service
agencies, prorIIns, etc.

c. Interyicwins skills

é. basic counselins techaniques

2. 2bility to commumicate effectively with parolees,
businesszen, professicnals and mersens £rom various
other backsrounds amd ethnic “reups

£f. o&bility to identify seif-defeatin~ attitudes and
behavior patterns and psint these out and their
possible consequeaces to narciess

5. Assists parcle zsents in perforaia~ routine tasks.

2. -2dility tc read, write znd spell effectivily

D. =2bility to observe indivicuel and agrcup behavior-
tzke Zescrintive motss, etc.

c. ability to sort, classify, tedulate, 2nd perfora
othcr simple manipulations of varicus kinds of
T date

4. ability ¢~ cperate cony nachine. tape reerrist,
typewriter {ao speed linit) and ctiier common
office equinment

e. license =nd £bility to onerate a metor vehicle

£. ability to read an’ internret street Daps

. interviewins skiils

S iy o 7 7m0 R TR R BRAT T T M na e e f R e TR e

h, ability tc comaunicate effectively verpally and in
writing

i. office and telephone etiquaite

I N Jhi L i SO

j. ability to follow written and verbal divections

6. Encourares parolees to attend parole sroupn meetings in
, compliance with parcle azreements.

a. knovledre of CDC and unit zoals, fumctions, structzrz,
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noligy, prcyr<me, nrocedures, etc.
b. zbility ¢t~ cerunicate effectively with parnilees

c. kaovledre of narslee probless, needs, valecs,

attitudes, hehovior patterns, etc.

d. iaterviewins skills

e. basic cownselinz Teciniques
£, 2bility ¢o identify ant noint out to prraices

seif-defeatinz behavior ratterns and the
possibie consequences of such behavior

]

- 2bility to show imterest in and respect for the
paroiee as aza individual, Jeroastrate concorn
for his problens and nceds and imitate acticas
or provide sungestions in response to naraice
probiens and needs

7. Checks monthly reports for conpleteness and zaccuracy
and files nonthly renorts.

a. knovledece of monthly wenort form and the JurpoSe
of each ite=

it aa s |

b. 2bility to read, write and speil

i 8 1y

c. knowledge of information sources and aility
to check reports against such sources

Mt

d. knowledze of filint systen and ability to file
3 and retrieve reports from the file when necessa

8. Participates in grow meetings.

LA

§ 2. knowledge of commumity and paroiee problems_ needs.
résGurces, attitudes, values, behavior patterns,

b. ability to communicate effectively with both
parolees and parole agents

c. interviewing skills
d. Zknowledge of basic counseling techniques
e. knowledse of the dynamics of STOUD Drocess

9. Translates and interprsts for parole agents in individua®
covnseling.

~-56~
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kaowiedee of corunity 2 narpioz preblezs,
needs, rescurces, attitudes, wvalues, deaavior
natiems, t2ros 2nd expressisns and other 0ros
and characteristics

2bility tr cozrunicate effectively with beth
parolees and parcie asents

interviewming skills

kagwledse of basic coumselin technigues

Tevelops employment 1ezds for parnless.

a.

kaowledse of commmmity and parnlec nrobiens, meeds,
rescurcees, values, attitudes, bchavior patterns, etc.

kacwledre of emnloyzent services, programs,
information ssurces, ctc., available in the com-
mmity, where they are locaied, how to securs
then and vhat their nroblens, needs and resrurces
are

2bility o cczmmicate effectively with many
different pecple fron different backsrounds amd
valks-of-1ife, such as, nrofessionals, business-
=en, lav-persoms, parolzses, ecc.

intervieving skills

2bility t~ xeac and interpret street maps

office aad teicphone etiquette

xnowledge of COC and unit woals, fuactions, structure,
policy, programs, services, nracedures, nrcblerss,
needs, rasources, etc.

knewledse of commumity and parslee orzanization
porblems, needs, resources, values, attitudes,
behavior natterns, ete.

2bility to communicate effectively with individuals
and grcups from many different backsrounds and
walks-c£-1ife, such as, professicnals, businessmen,
iay-perscons, parnlees, etc.
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i2. Develoems hoesips resturces.

2. sEmg s 75k F19: miy rel-ti.g s howsin
needs, nrudiens, Tescurces, S=IVAIce =Tencics,
PIOCTASS

13. Assists in the zathering znd 2nalysis of data far
research prejects.

2. Incwledre of infornation scurces and clossificatien
systeas and where they are located, who to ask for
specific deta, etc.

b. intervicwiny skills
c. oObsexvation, listenins ~nd note -takine skills

d. data handling techaiques: tapulation, coliation,
sortins, znd simple statisticnl concepis and
Denipulations, such as mean, medi=sn, nede,
frequency, percentile, ctc.

e. kncwledse of basic arithmetic operations
{addition, substracticn, multiplication,
division, nercentare, etc.)

f. Xaowledge of models and 2bility to draw charts,
s1agas, flew charts, etc.

S TR TR T

=. kacwiedse of basic terminclssy aand concents in
research netiicds and desisn; such 2s, randen

: szmpling, hypothesis testing, dependent and

| indenendent varinbles, ccnstamts, controlling

for vaiapios, cerrelation, siznificant differences,

scicntific nmcthed, cic.

VR R

h. 2bility to orranize, write and <deliver propssals,
reports, =nd other nresentations

RS Bl B e

i. ability tc communicate effectively with pandlees,
: parole asents and other persons from diffezent
: hackgrnunds and walks-of-1ife

R

j. office and telephone etiquette

E’ ..
E 14. Locate missing parolees and encourasge uhen to come to
the office and seek heln.

{ : a. knowledse of CDC and unit gnals, functions,

| ) structure, policy, prccedures, proolems, resources,
3 needs, etc.
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b. kntwled-e of cesxmmity smd porelee preblens,
resources. needs, valuss, attitudes, behnvior
pitteras, =tc.

4

inter3-vins skiils

. basic zxmselin~ techaiques

c. =2iity to cormumicate effectively with paroless
f. office and teiephone etiquette

¢. kaowledse of Iocal commumity - meishborhord
hansouts, comrmmity informsi leaders, etc.

h. drivers license and gbility to safely cperate
a Bcotor vehicle

nds

. =bility ¥ re2d 2pnd interpret strect azans

15. Iiake routine centacts with iow enforcement and probaticn
asencies recarding clearznce for r2iease upon naroie %o
the cormmmity, court & ar—est reports, etc.

a. "knoviedrz of CIC -2é mit ~~zls, fuactims,
structure, policy, programs, sexvices, limes
of commmicaticn ané aviority

b. knoiledre of 1local 1aw enforcemeat =nd probation
ageacies, their ooals znd fimctions, prdcecures
and contact perscns, where they arxe located, ete.

c. office and telepahcne etiquette

é. hility tn cozmumicate effectively verbzlly
and in writing basic srzamar, punctuaticn, usage,
spelling, letter writing, etc.

e. interviewing skilis

15. Help orzanize and supervisc parolez sroup activities.

2. knowledge of C2C and unit enals, functions,
structure, ptlicy, programs, services, procedures

b. knowledge of community and parolee problems, needs,
resources, orsanizations, values, attitudes, be-
havior natterns, etc.

c. leadexshin ability

(AN
L]

ability to organize, coordimate, »n2d supervise
adult group activities
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e. &bility to commmicate effectively with parole
agents and parcless

7. office znd telephone etiquette

g. ability to organize, write and deliver written

and verbal presentzation proposais amd reports
to individuais and groups.

Parole Aide I1 apgd 117

Jdob descriptions for the pesitions of Parole Aide II and Pamnle
Aide I11 ave currently being developed by a correctional new careers
task force in Sacramento made up of cnief adninistrators from each
region that is conducting 2 new careers prograa znd the Director of
State Personnel Board's Career Opszortunity Deveiopment Project.

The task force is applying a systems approach to the analysis
of the correctional system; i.e., defining objectives, performing
functional task analysis, exploring new roles, etce. Line staff who
have been dirsctly involved with the new careers programs are serving
as resource perxsons on the task force.

Within a few months, the task force will present to the Director
and regionzl administratcrs, their plan for a career ladder beginning
at encry-level and leading to the professional Parole Agent series.
Yhen approved, the career plam will be presented tc the state Persomel
Board for the establishment of new pesition classifications. The
State Personnel Board is committed to the principal of aa effectivz
career ladder.

Parole Agent I

Job Characteristics: Tnis is the entry level professional
classification. Under supervision, to carry a2 case lozé imvolving
office and field wark in the sumeryision and guidance of adult

‘Peroiees from State correctional imstitutions; and to do other wozk

as required.

Minimum Qualificaticns:

Ter months of experience performing the duties of a
Correctional Case Work Trainee in the California state
service. Applicants who meet the experience require-
ment will be admitted to the examination but must
successfully complete the one year in-service traiking
prozram for Correcticnal Case Work Trainees before they
may be appointed; or

One year of experience in collectincr, evaluating, and
interpreting social, behavioral, and vocational data for
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purpdses Of comseling and nrocoting individual adjustmznt
and rehzbilitation. This exnerience must have been «aimed
in one cr 2 cr@ingiicn »f the foiloring fieldls:

. Probaticn or namsie; or ';
. Vocatiocnal guidance or rchzbilitation; or

. Medical, psychiatric, or correctivnal case work; or
. <linical psycholony j

LA N b

{Graduate work in scciolosy, psychology, criminclogy, or
in 2 recoenrzed shenel of social work may be substituted
for the required exnerience on a2 year-for-year basis. ;
Applicants substituting education for the entire experi- ]
ence requircment must have complcted the equivalent of
one zcademic year in an approved course in supervised
case Work Or gorrecticnal field work durins or supple-
mentzl to their graduate work. Graduate students in ome
of these fields will be 22mitted to the cxanination but
must produce evidence of completion of cne year of
graduate work and the requzred year of supervised case
work or correctional field work before they will be con-
sidered eligible for q:point::sent and,

Equivalent to grzduation from collegse. (Additional
-qualifying experience may be substituted for nct more
than two years of the required education on 2 year-for-
year basis.) or

TWo years of full-time paid experience in one or a
cimbination of the folicwins:

1. Supervising inmates in an adult correctional
institution where duties included participation
in treatment and renasbilitative programs; OT

2. Investigatine crimes or complaints in a law enfor-
cement asency with dutics which include interview-
ing persons concerned and writing reports on cases.
(Experience as a patrolman or traffic officer is
‘not qualifying.) and

Equivalent to graduation from college.

LA b T At I

Promotional Opportunities: This is an entry level professional
classification and 11 regular promotional opportunities are open to
persons attaining this level.

Tasks with Required Knowledge and Skills:

3 1. Coumsels parolees, helps them to understand their
prcblems, and adapts the treatment program to the
1nd1v1r’uals
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2. Intexvicws friends and relatives of parolees and adults
on parole and internrets to then the parcle treatzent
Prosress.

a. knowiedse-of C3C znd unit qoals, fimctions,
structure, policy. services, progranl, DPis-
cedures, problems, needs, rasources, ctc.

0. knowledszs of cormumity and parclee nrcblems, needs.
resources, values, attitudes, behavior paztterns,
ctc.

c. ability to commmicate effectively

d. 3interviewing skilils

3. Develops cmployment opportunities for persons eligible
. for or on parole.

a: szne as task #2 items, plus

- b.  office and telephone etiquette

; c. Xnowledge cof employment meeds and problems of

f . parolees and availzble..s2rvices, resources, Drograms,
prospective employers, cetc., in the comuumity -
where they are located and contact persons

ability to organize, write and deliver written
and verbal presentaticns. proposals and reports te
individuals and grouns

o

E 4. Iavestigates parple plams to determine acceptzbility.

4 a. knowledss ¢f CDC a2nd unit aoals, functions,
‘ structure, policy, programs, services, procedures,
problems; resources, needs, ctc.

Ll

b. knowledge of commmity and narplee resources,
preblems, needs, .values, attitudes, behavior
patterns, etc.

c. office znd telephone etigquette

LR S L A L A B BN )

d., ability to commmicate effectively
1 e. interviswing skills
f. ability tc safely operate a motor vehicle

‘ g. ability to read and interpret street maps
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-
-

&

k. ability te determine and weigh relevant
infoynation, meke lsgical infeyrencas Ifroo
.it, mzke tritical decisions and imitiate
- actions in relation to such dacisions

B | z ‘ -

5. Xeeps informed as to the policy amnd standards of the
2duit paroling authorities and the Department of
Corrections governing the individual treatment of
naroless. '

a. knowledgé of infoimation sources

b. ability to read aad undersfand relevant .memes,
manuals; statements, etc. -

6. Places parolees in activities suited to their individuzl
aptitudes, training, and abilities.

- a. knowledge of CBC and- uhit goals, functions,
S T structure,policy, programs, Services, procedures,
resources, problems, needs, etc.

b. ability to rezd and interpret information available
in case Fistories and from other sources, make
logical inferences from it, make critical decisions
and initiate actions in relation to such decisions

ARG 2

c. knowledge of community and parolee problems, needs,
values, attitudes, behavior patterns, etc.

LX)

d. interview skills
e. counseling techniques

£, ability to commmicate effectively with parole
agents, parolees and other perscns from different
backgrounds and walks-of-life

_-g. gbility to organize, write and deliver presentatioans,
. proposals and reports to individuals and grouns

h. knowledge based on experience and research of which
activities are most appropriate for which kinds
of individuals under which circumstances

- - 7.~ Works with and secures the cooperation of social, lav
enforcement, recreational, religious, educational
and other agencies concerned with rehabilitation of
parolees.
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a. knowledge of CDC aand unit goals, functiosds,
structure policy, prograns, services, resources,
procedures, problens, needs, etc.

b. knowledge of cormumity and parolee problems, needs.
attitudes, values, behavicr natterns, etc.

- ¢. knowledge of other service agencies in the commumity
concerned with rehsbilitation - what their nature
and referral process is, who the contact persca is -
and where they are located

d. ability to commmiczte effectively with individuals
from various backgrounds such as professiomals,
_ businessmen, lay-people, parolees, etc.

e. office and telephone etiquette

- £, ability to organize, write and deliver written and
verbal presentations, proposals and reports to
individuais -and groups

g. 1interviewing skills

h. ability to work effectively as a member of a team
. or cooperatively with individuals from other ajencies
or community groups

8.- Recommends to the adult paroling authorities changes
in individual conditions of parole required for
effective rehabilitation.

a. same items as those listed for task #6

- 9. “Utilizes case work methods in the supervisicn of paroless
" ~and makeés individual diagnosis and progress reports
indicating case prognosis.

a. knowledge of CDC-and-umit goals,”fumctions,
" structure, policy, programs, services, resources,
~ procedures, problems, needs, etc.

- b, ¥nowledge of community and parolee problems, neecs.
_values, attitudes, behavior patterns, etc.

c. knowlédge of community resources and other service
-~ agencies concerned with rchabilitation - what their
: - nature and referral process is, where they are lo-
cate!,” and who the contact person is

‘d. interviewing skills
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i "

[ 2]

e. coumseling techniques ,]

- f. knowiledge of case-record keeping cethods

g- ability to read ant interpret informztion
obtained frcnm case-histories and other
- : - sources, mzke logical inferences freom it, ]
- ‘make critical decisions and imizate action L
in relation to such decisicns ]

) '+’ h. . zbility to Supervise parolee aciivities, make
S T cbservations, determine prooress and prcblens

- provide parolees with orientativa, advise and

feedback on their actions or the conseguences

of their actiomns, etc. :

- 1. knowledge based on research and experience of
normal patterns and prognosis for parolees in
different situations

- - j. 2bility to orcauze write and deliv

' ‘ preséntations, proposals and reports to

~individuals and groups

k.. 2bility to commmicate effectively with parole
agents, parolees, angd other persons from various
backgrounds and walks-of-1ife

1. office and telephone etiquette
- m.- ability to operate a2 motor vehicle

‘m. ability to read and interpret streét maps

10. Invesitgates- cases o*—‘_"i)arole violators, compliles
evidence requirgd to effect the suspension of
parole, angd -apprehends violators for return to
custody.

a. “knowledge of CDC and unit coals, functionms,
 structure, policy, »nrograms, services, procedures,
prcblems, needs, etc.

b. knowledge.of commmity and parolee problems,
" needs, . values; attitudes, behavior patterns,
- organizations, hang-outs, where different
neighborhoods are located, problem areas within
_ these neighborhoods, “etc.,
c. '1ntemewmg shlls listening and note-taking

T ’d_.' ' offlce and telenhone etiguette
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T T o

e. =bility to cperzte a rcotor vehicle
£. ability to real and interpret strect maps

9. knowledse of how to read and interpret information
availzble in case histories and fyon other scurses,
mzke 3losical infercnces Tron it, pmake critical
decisions and initiate actions in relation to svch

~ decisions

h. ability to commmicate cffectively with individuals
fron various different tackgrounds and waiks-of-
life; such as, parole agents, parolees, profession-
als, businessmen lay-persons, etc.

i. 2bility to organize, write and deliver presenta-
tiocns, proposals, reports, ctc., to individuais
and groups

j- knowledge of other law-enforcement agencies, their
functions, structure, procedures and personnel to
contact for specific information or zcticas

k. knowledge of methods of self-defense and zbility
tc use them if necessary

1. Xnowledge of first aide methods an? a2bility to use
then if necessary

n. knowledge of CDC policy and procedures ané state
: law, re: apprehensicn, custcdy, or treatment while
in custody

11. iiakes special investigations for the adult paroling
suthorities.

a. knowledge of CDC and AA goals, functions,
policy, structure, procedures, etc.

L b. 2bility to communicate effectively with persons
from many different backgzrounds and walks-of-life

r ¢. interviewineg skills

d. knowledge of cormunity and parolee problems, neceds,
organizations, resources, values, attitudes,
behavior patterns, etc.

e. 2bility to organize, write and deliver presentaticns,
propesais and reports to individuals and groups

“ _ ' f. ability to read and interpret information available
in case-histories and from other sources, make
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lo7ical inforences f£roa it, nake critical tagisic s
and initiate actens in relation to such.decisicns.

12. Frepares case histories, dictates correspondeancs, ead
prepares reports.

a. kaeiledge of CBC znd umit gozls, fumctions,
structure, »olicy, prograds, SErvices, TCSOUIces,
needs, problezs, etc.

b. knowledge of cormmity and parclee preblexms,
needs, values, attitudes, behavior patteras, €ic.

c. knowledpe of case-record keeping methods - leiter
forms and report cutlines

d. zbility to organize and write case-records, letters,
- reports zmd other materials

e. kaowledge of how to use dictzating machine

Correcticnal Counselcr I

Job Characteristics: Under general sunervision, to assemble,
organize, analyze and record informaticn necessary for classification
and parole plannins for priscn inmates; to interview and coumsel
inmates and assist with their adjustment imd plans for rehebilitation
in a correctional setting; and to do other work as required.

Classification is the study of the individual priscner for
nurposes of understanding his needs and providine an a’ministra-
tive procedurc for carrying out a progran for his rehabilitation.
Employees in this series are usually assioned either to a veception
L guidance ceater or to a2 State correcticnal facility. Recention
suidance centers prepare an cvaluatien of an inmate and make TecoTIicn-
dations for his subsequent classification, assignment, and treatment
in a correctional setting. State correctional facilities attempt
to rehabilitate and prepare an individual for reiurn to the commumity.

Employees in the next higher class of Correcticnal Counselor II
% generally are given specialized progran assignments and may assune,
. on a regular or temporary basis, leadership resnonsibility for
f classification and treatment functions.

Minimm Qualifications:

Ten nonths of full-time paid experience performing the
duties of a Correctional Case Work Trainee in the Califor-
nia state service. Applicants who meet this experience
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requirepent will be cdnitsed to the examination, but
successfully cormplete the one year in-service train-
ing progran: for Corractional Case ¥ork Trainee before
they may be apnointed, or;:

One year of experience in coliecting, eyaleating, and
intergreting sccial, bechaviorzl, znd vocational data
for purposes of counseling and proroting individual
adjustoent and rchabilitaticn. ‘This oxnorisnon muct
have been gained in one or a corbination of the
follcwing Fields:

1. Probation or pazoie; or

2. Vecationzl smidance or rehzbilitation ;3 Or

3. Medicel, psychiatric, or correctional case
werk; or

4. <Llinical nsychology

. (Graduate work in sSociology, psyciology, criminology,
or in a recogaized schcol of social work may be sub-
stituted for the required experience on 2 year-for-
year basis. Applicents sphetituting aducotion for
the entire experience requirement must have ccrplieted
the eguivalent of cpe academic year ia an approved
course in supervised case work or correctional field
work during or suprlemsntal-to their srafuzte work.
Graduate students in ome of these fields will be
adaitted to the exzmination, but must produce
evidence of completion of one year of graduste work
and the required year cf supervised case work or
a correctional field work before they will be con-
sidered eligibie for appointnent.) and,

Equivaient to graduation from coilege. (Additionai
qu2lifying experience ray be substituted for two
years of the required education on a2 year-£for-year
basis.) or,

'L
F
3
3

Two years of full-time paié experience in the super-
visicn of inmates in an adult correcticnal institu-
tion where duties included participation in treatment
and rehabilitative progrezms, and

NA..__,‘
i

GhLELS

1: Zquivalent to gradustion from collese.

s Prozotional Opportunities: This is an entry level profes-
;» sional classification and all regular promocional opportunities
| are open to persons attainins this level.

Tasks with Required Knowledge and Skills:
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1.

Interviews inmnotes anl evalustes thelr a2justoent
to and prozress in oorrectloasl treatment prosrans.

a. Imowledee of CEC a2né imstitutional goals, fumctinzme,
structure, policy, prograss, servicesS, TeSGUICEs,
nrocedures, prcblems, aceds, etc.

b. knouwledee of specific institutional progsrams, fozis,
persemael, procedures, 2tc.

c. kncwiledse of th2 institutional climate and culture
{toth staff and immates): degree of trust and ranport
between innates and staff, inmate values, attitudes,
behavior patterns, and other norms, how they view
specific pregraas, etc.

d. knowledge based on researc: and experience of what
is normal adjustrent or progress of different
kinés of Individuals in different kindés of treatzent
prograns

e. Iinterviewing skills

£. ability to ccmmmicaie effectively with innates

g. ability to identify and interpret information
available in case-records and from other sources,
make logical inferences from it, mzke critical
decisions and initizte actions in relation to such
cecisions

h. ability to organize, write and deliver presentations,
nreposals and reports to imdividuals and groups

Counsels inmates on personzl, imstitutional, and family
probliems.

a. knowledge of inmate problems, needs, values,
attitudes, behavior patterns, and other norms

b. abkility to communicate effectively with inmates,
chow interest in thenm as individuals and demonstrate
concern for their problems and needs

c. Ainterviewing skilis

d. counseling techniques

e. case-record keeping methods

Collaborates with sogial agencies in preparing inmates

and their families for inmates® eventuz] release on parole.

~69-




ARMINISTRATION OF JUSTICE GRANT 2{6._ 0-8-0E0715-4645 (085)
J. DOUGLAS GRANT, PRINCIPAL IXVESTIGATOR

a.

knowledge of DS 2nd institutional goals, functions,
structure, policy, prograns, services, rescurces,
procedurcs . pretlens, needs

knowledge of inmate needs, problems, values,
attitudes, behavior patteras and other norss

knowledge of cozmunity service agencies ceacerned
with rehabilitation - their nature and referrai
process - where they are located and contact persozs
within then

office and telephone etiquette

2bility to ce—municate effectively with individuals
from many different backgrounds and walks-of-1ife,
such as professionals, inmates, lav-persons,
businesscen, etc.

interviewing skills

ability to orgzmize and write letters, proposals,
repoxrts, etc.

and prepares inmates for release on parole or discharge.

a.

g.

knowledge of CDC and institutional goals, functions,
Structure, »policy, nrograms, Services, Tesources,
procedures, etc.

knowledge of AA policy and procedures and marole
procedures - vhat various conditions mean vhat
will be expected of the parolee and what can happga
if he violates such conditions

knowiedge of inmate problems, mneeds, values,
attitudes, behavior patterns and other norms

knowledge of parolee problems, needs, resources,
organizations, services, etc.

Knowledge of community problems, needs, resources,
organizations, s2rvices, ctc.

ability to communicate effectively with inmates

ability to orsanize, write and deliver written and
verbal presentations to individuals and groups

Collects, evaluates and records social, behaviorsl and
vocational data on immates.
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a. kncoriedoe of instituticnzal goals, functions,
structure, poiicy, Prograns, IESOUTCes, services
proceiurss, nroblens, needs, ctc.

b. knowledge of institutionzl climate end cuiture;
immate and st2f£f trust, rapport, coxmumications,
values, attitudes, bchavior patterns end other
noIsS

c. knowledpe of basic terminology and comcepts of be-
havioral scicnce and the £bility to identify and
interpret behavior, etc., in these terms and frane-
WOTKS

d. 2zbility to read and interpret case-Tecords, and
- information availisble from various other sources,
make logical infersmces from it, m#$ critical
decisions znd ipitiate actions in rclation O
such decisicons

- e. knowledge of case-record keeping methods

f. interviewing skills

5. obser¥ation, listening and note taking skills

TRR T S

h. ability t» orgenize, write znd deliver written
and verbal presentations, proposals and reports

DR o A

6. Abstracts anc. contributes to cunulative case history datz
and makes recormendations pertinent to ciassification

and assignment planning and to subsequent study and
treataent programs.

a. knowledss of case-record keeping methods

b. ability to read and interpret information availeble
in case-records, make logical inferences from it,
make critical decisions and recomaendations, znd
initiate actions in relation to such decisions

c. knowledge of institutional programs, their goals,
functions, personnel, procedures, etc.

d. knowledge of institutional climate and culture (both
staff and inmate); degree of trust and comarnicatimns,
values, attitudes, behavior patterns, how imnmates
view certain programs, and other norms

e. knowledge based on research and experience of what
is normal progress for different kinds of inmates
in differeat kinds of programs

Bl I
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f. 2bility to orsanize, write and deliver writien

“Q
1]

Imcwledpe of basic concepts and tcrinology of
Grhavioral science, wersonaiity development, etc.,

and the zbility te identify and interpret belavinz
in these 1eyos and fraoevworks

7. Interprets socizi sitmaries in diagnostic confercnces.
2. kaowledge of COC angd instituticnal gnzis, functions,

Struciure, policy, programs, services, TSS0Urces,
problens, meeds, procedures, etc.

00

knowledge of institutional climate and culture
{both staff and innatej: degrce of trust and
cozmmications, inmate values, attitudes, behavior
- patterns, how they tend to view certain DrogTans,
and other aorns, plus, inmate aceds, problems,
grievances, etc.

c. zbility to read and interpret case-records and
social summaries in behavioral science temms and
freomework

c. zbility to orgemize, write and deliver written
and verbal social summaries, proposals, reports, etc.,
to individuals znd groups

€. grecup participant skills

[ 8. Identifies critical factors in inmmates’ endtional and

: social maladjustment which have resulted in criminojosi-

: cal behavicr and evalustes these factors as basis for
possible explanation of the deviant behavior, DPTOSpECis
for change in attitude amd activities, aand Dregnosis
concerning exnected adjustment in the institution =nd
zpon release.

a. knowledge of basic concepts and terms of the
: behavioral sciences - particularly, human
| develcpment, personality, social adjustment and
maturity and criminal behavior and the ability
to identify observed or recorded behavior in
such terms and frameworks, make logical inference~
from revelant information available, make critical
decisions and recommendations, and initiate actionc
in relation to such decisions

B 1~ )

- b. knowledge of institutional climate and culture (both
- staff and inmate); degree of trust and COMMUN1 Catic::5,
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10.

11.

o’

values, attitules, behavicr patterns, and other
nerns, irmete nrchlcems, aeeds, grievances, etc.

c. %ncwx based on research and exuerience of normal
23justment or nracress of different kinds of
individuais in éifferent kinds of programs

d. kaowiedge of cormunity problems, needs, resSources,
etc.

e. &hility to orgaiize, write and deliver written and
verbzl presentetions, proposals znd reports o
individuals znd groups

f. dinterviewing skills

. @bility to commmicate éffectively with innpates

Evaluates inmete educational and vocational background.

significance of work expceriences, and vocational

interests, eptitudes and skilis.

z. &bility to read, identify and interpret case-records,
social surmaries and cther information

». kacwiledge based cn rescarch and experience of concepis

and terminolczy of educational and vocation
develci:.zat

c. 25ili®v t9 read and interpret test data

4. interviewing skiils

e. &bility to cormmicate effectively with inmates

£. ability to orsanize, write and deliver written and
verbal presentations, proposals and reperts to

individuals and groups

Identifies and reports on special, gducational, and
vocational problems as basis for recommending appropriate
programs of vocational training.

a. sape itens as listod under task #9, ~Ius

b. knowledge of institutional climate and cultuze
(both staff and inmate)

Administers, scores, and interprets results of edugational,
psychological and vocational tests used in counseling and
placement work.
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i3.

14.

a. knoul .Zs;e £ testing devices - their purposc znd
eizinister and score them and interpret their

b. ?-ilitv i ccomunicate effectively with inmates -
nad 1£uals zad grouys

L}
l

#5sists inmates ir preparing vocational and educational
plans and prograns.

2. @bility to read and intcrpret test yesuits

b. knowledge of imstitutional PIoZrans, resources,
proviems, mesds, procedures, ete.

c. knowiedge of inmate problems, needs, etc.
d. 2bility to commmmicate effectively with inmates

€. Iinterviewing skills
£. comnseling technigues

§. 2b31ity to organize, write and deliver written
and verbal presentations, nroposals and renorts

Conducts v~cational classes oa job requircments and jcb

opporturns “:. - in various areas of employment.

a. knowi~im: of job requirements and chportunities in
varizT fields

b. abiiity -n communicate effectively with irmates

1ity to organize, write and deliver presentations
>pOrts £o0 inmate grouns

Does technical therapeutic work involving the
exaz'unatlon, CL.SSlflC?tlun, diagnosis, groupn
and individual therapy.

a. knowledge of institutional climate and culture,
both staff and inmate, degree of mutual trust and
comumcatlon, values, attitudes, behavior patterns,
how inmates tend to view certain programs, activities,
etc., inmate problems, needs, grievances, ectc.,
institutional nroble*ns needs, resources, etc.

b. knowledge of classification systems, instruments

for r‘e’cezmmmg individual types or identifying
ttitudes, values, belisfs, aptitudes, achievement

-7

YT P v

EFONT T




ADMINISTRATION OF JUSTICE GRANT X0. 0-8-080715-4545 (985)
J. DOUGLAS GRAT, PRINCIPAL INVESTIGATOR

15.

16.

17.

levels, aspirations, self-concept, IQ level, etc.,
and the 25ility to administer, score and interpret
results of such instruents

¢c. ability to determizme and wcigh relevant information
available frem rosults of such instruments, in case-
work records, in social summaries and from other
sources, internrct and mzke logical inferences £ron
such information, make critical decisicas and
recornendations and initiate actions in relation to
such information and decisions

d. %nowledge of basic concepts and terminolegy of the
behavioral sciences, human development, personality,
social and interpezsonal adjustment anéd maturity,
delinquency and criminal behavior, rehabilitation,
therapy, counseling and other related concepts and
systems of knowledge and the ability to observe,
identify and interpret behavior in such terms and
framevorks

¢. interviewing skills

£. individual and group counseling and therapy tech-
Tniques

g. case-record keeping skills

h. ability to commmicate and work effectively with
individuals and groups in participant and leader-
ship roles

i. knowledse of interpersonal and group dynamics and
ability to apply such concepts in actual situations

As assigned, assists in the application of various group
therapy techniques.

a. same items as listed for task #14

Aids inmates in recognizing forces in their emviromment
which have influenced them, in becoming more skilled in
solving their problems, ard in exercising self-directicn
and self-restraint.

a. sSame items as listed under task #14
#aintains case histories on inmates during confinement
and makes recommendations on changes in classification

or assignments, use of leisure time and need for
psychiatric treatment.
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a. kaowizdee of CDBC and institutional gfozls, fimcticas,
structure, policy, DrigTanms, SCIVicesS, IaSCurces,
problens; aweds, procedures, ctc.

b. knowledge of institutional climate and culture
(both staff aad inmate).

c. Kaowladge of classificaticn system and its under-
lying assumpticns, procedures, efc.

d. knowledge of specific institutional prorxass,
activities, etc., and thoir goals, precefures,
personnal, hr‘w they tenéd tc be viewed by innates,
Their underlying assumptions, principles, cic.

c. knowledze of case-record keeping methods

£. knowledge of basic concepts and terminology 0. the
beravior sciences and the ability to cbserve;
identify and interpret behavior in such zerms and
within such frameworks

Z. Iinterviewing skilis

h. kncwledac of individual and group therany, tec.n;qu,s
their basic principles, underlying assumptions and
the ability to anply thyse +0 actual situations

i. ability to orsanize, write and deliver presentations.
proposals and reports to iIndividuals and grcups

j. Kknowledge based on research and experience of which
kinds of programs and treatment strategies tend to
be the most c¢{fective for vhich kinds of individuals

k. ability to determine and weish relevant information,
make logical inferences from it, make critical
dec&51nns and recomendatirns,. and initiate actions
in relation to such 1nfbrzatlon and decisions

18. Zrepares board reports on inmates! activities in the
institution, visitors, medical examinations, attitudes,
behavior, and comments for the use of the Adult
Authority in determing sentence or parcle eiigibility.

a. knowledge of CDC and institutional eoz2ls, functions,
structure, policy, programs, services, procedures,
resources, prcblems, needs, etc,

b. ability to read and interpret case-histories, socizal

1 summnaries, test results, and other relevant informa-
tion, Jelgb 1nfdrnat10n, make logicazi inferences
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iS.

fron it, neke critical decisions and recormenda
<icns ix; mlat:—::n €2 such informaticn

c. kaowledse of imstituticnal climate and culture, 7ih
staff and inmnte

d. kacwledse of concepts and terminclogy of the
behaviorzl sciences znd the sbility to coserve,
identify and interpret behavier in such terms
an? fremeuorXs

e. knowledge based on research aand experienc? of normal
adjustment, pregress znd appropriateness of differcnt
kinds of individuals in different kiads of tzeatnent
prograns

f. knowledze of parnlee and commmity problems. needs,
Tesources, organizations, atti tudes values, be-
havior patterns ancé sther noras

g. ability to organize, write and delivex presentatings,
proposals and reports to iadividuals aczd fTounNS

Prepares pre-release reports for field use and imcludes
detailed information on vocational accormiishments,
environzmental factors, nrospective "1’)16}"‘383 , angé
recormendations to :-."ielé.

,r"

a. Szne a2s items 1isted under task #18
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PARDLE AGEXT I
$301 - 8971

-

- ~ PARDLE AIDE 11X
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- L 800 B,

D

GPCUP SUPERVISGH \ PARDLE AISE II
$584 - 8710 ~t-- unciassified --- |

[SOTTY TYY v Ty

AROLE AIDE I
3505 - $514 ;

COMMUNITY SEPYVICE
TRAINEE |
- --$377 - 5415 y)
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CALTFORNIA DEPSRTHMENT OF YOUTH AUTHORITY

Co—umity Service Trainee

Job Characteristics: An estzblished entry level training position.
Trainee is criented to the coals, policy anéd procedures of the Youth
Authority. Duties are phased in srzdually increasing levels of
responsibility and critical sbilities. Emmhasis at this ievel is =n
cbservation of supervision and treatzeat processes, assisting parnlees
with transportation exploynent, housing and satherine of infermation.
The trainee will also interpret commumity and client values and
attitudes to the parole arent.

Minimun Qualificaticns:

1. Ability ¢ cor=mmicate effectively.
2. Knowledre =nd interest in commmity prcblems.
3. dblie to p35s a State medical exanination.

4. Have or be able to secure 2 valid Caiiferaia
operatess 1licease.

5. No serinus feloay convictions or record of cironic
alcchoiis= or narcetic abuse.

6. HMust be at least 17 years of age.
7. Pass an oral examination.
Pronctional Opportimities: After 6 months successful experience
as a Community Service irainee, and the successful completing of j0b

related academic curriculum, trainece will be elirsible for advancement
to the position of Parnle Aide I.

Tasks with Required Xnowledse and Skilis:

1. Secure arrest Yeports and court infdrmation on parolees.
a. information snurces and contacts
b. polite businesslike demeanor
c. office and telephone etiauette
2. Assist parolees with transportation problems.
a. defensive drivins
b. interpretation of street maps

c. prover use of automobiles
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d. 1iocation of sites and ccntacts

3. Locate livins quartess, foster hores and gToup NCTeSs.

S L a

a. departzent snals, poiicy and nrocedure Re: hrusir~
b. polite businesslike dexecanor

c. oOffice and telsphone etiguetie 3
d. tyvical parciee housing prebless

4. Locatc c—nioyment and training opportunities.

5. ve-loss public, private, city, state, and federal

L2 - ¥+ - 8- Taa

-+ .ewmt and traiping programs in the cormunity,

s e A

oo s, and centacts

-

b. 1 mie~ case kistory Re: traininz, education,
sapervizion, interests, etc.

d. offi-e znd televhone etiquetite

- T -

5. Becem: frmliiar with comavnity ryesources and service
aseacies oz wIpases of referral.

1. parolee probiens and the availability of services

b. service agencies.gcals, functions, sites, coniact
persons aad referral procedures

c. polite byusinessiike demeanor

d. office and telephone etiquette

6. Observe: individual, croup, and farily counseling, the
investisation process, other treatment and supeTvisisn
processer and make reccrmendations for improvement.

a. observation and listening
b. critical areas to look for

c. department philosophy, goal, functions and methods

D el i)

7. Serve as casework consultant; interpreting cormunity
expectation and norms and narolee attitndes and behavior

to Parole Department

2. ccrmunity problems and attitude
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b. 1ife styvles znd behavior natterns of ycuthful offenders
8. Prorzess reports
a. basic writing skiiis
5. oreanize thoushts in losical cledar manner
c. Teport format
3. Staff ceetinss
2. listening
. express ideas to group in clear, concise terms
c. builé on others ideas

d. bhandle nersonail feelines

Parole Aide 1

Jdob Characteristics: Under supervision, to provide liaison service
between parole acents aznd parolees: to assist im resolving the employ-
ment, social and commumity readjustment needs of parolees, to asSist in
the conduct of research projects; and do other woark as requirsd. This
is an existinc entry level civil service class. At this level tihe aide
assumes increasing responsibility inm the areas included umder Coprmmity
Service Trainee. Enphasis is cn the agent-commmity and acent-client
liaison.

Minimum Quzlifications:

1. Six months® experience working as an aide or trainee
performing tasks in a prosram of correctional rehabiiita-
tion, correcticnal research, or commmity correctional
services.

2. Participation in job-related academic curriculum.

3. Knowiedse of needs, problems, attitudes and behavior
patterns of Youth Authority narolées.

4. Pass an oral examination
S. Be at least 17 years of age
6. Hold or secure a valid California onerators license.

Prcmotional Opportunities: After one year's e¢xpericnce as Parole
Aide 1 and successful academic performance, the Parole Aide I is
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eligible to apply for the position of Parole Aide IT. (This position
is currently wmder developrzent).

Tasks with Reguired Kanwledee and Skills:

1. Provide lizison betwecn the Parple Agent and the Parolee.

a.

£.

basic knowledse of the sozls, functions, structure,
policy and precedures of the Youth Authority.

basic iaterviewing skilils
basic reading and writing skills

knowledre of client and commmity needs, problens,
attitucdes, etc.

basic counseling issues and cethods

office and telephone etiquette

2. Assist in resolvin~ the employment problems of parolees.

a.

In addition te above, knowledze of the nature and
referral process of youth authority and commumity
resources, service avencies and prograns.

3. Assist in the conduct of research projects.

a.

b.

€.

data coilection methods and sources

data handling methods (charts, eraphs, tabulations,
measures of central tendency, and other basic
statistics

proposal and report writine

scientific method, hypothesis testing, expected-to-
observed, and other research methods and design,
models and issues

verbal presentation skills

4. Assist in resolvins the social and community readjustment
of parolees.

a.

see tasks #1 and #2

5. Transport parolees as assigned.

a.

drivers license

L
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5. defensive driving skills

c. kngovwledse oI cozmmunity

d. 2bility to use strest maps

e. knovwledse of policy and procedures Re: state autes, i
travel reirburserent, forns, etc.

6. Locate missine parolees and encourage then when to core
to the office and seck help.

a. see task #1

7. Encourage parclees to scek help when in need of programs
and available serxvices.

a. see task F1 and 22
8. Make routine contacts with 1law enforcement and prebaticn
asencies regarding clearaance for reiease upen parole to

the comunity.

a. knowledze of the location, contact persons, policy,
procedures of law enforcement snd probation azencies

b. office and telephone etiquette
9. Help organize and supervise parolee group activities.
a. group expediting skills and leadexship zbility

b. Xnowledse of pzrolee problems, needs, sttitudes and
behavior patterns

c. organizine and supervisorial skills

d. c¢bservation skills

e. report writing

Parole Aide 11

Job Characteristics: This is not yet an established civil sexvice
class. There is no outline of typical tasks, but they will be develop-
ed with experience in the initial Parole Aide I prosram. At this level
the aide will assume increasing responsibility im the areas of inter-
vieving, counseling, and case work. He will carry a smzll case load,
act as officer-of-the-day vhen needed, and perform special investiga-
tions, placements, and initial home visits.
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Minirun Qualificaticns:

1. One year experience zs Parole Aidz I or sguivalent
2. Acceptable performance as a Parcle Aicde I

3. Conpletion ¢f scme nuzber, as yet undesicnated, of
job related colleze umits

4. Pass a written and oral exanination
Propotional Opportumities: Within field Parole work can after

Successful compietion of one year as a Parole Aide IT apply for Parcie
Aide I71.

Tasks with Required Knowledse and Skills:

1. Aide assumes increasing responsibility in the areas of
interviewing, counseline and case work.

a. goals, functions, structure, policy and procedurss of
Youth Authority

b. knowledge of specific proszans or services offered
by Youth Authority or in the cozrnmity - location-
contact persons

c. ability to commmicate effectively with both
professional agents and Youth Authority -sards

d. interviewing skills

e. counseling techniques

f. case history record keepins

f£. ability to orranize and write reports

h. knowledge of commmity and client problems, needs,
attitudes, how to get aroumd the local® commumity,

location of critical sites, etc.

1. ability to work with groups in participant or
leadership roles

" j. ability to operate a motor vehicle - use street
- Zgps, etc.

k. ability to organize youth activities and supervise
youth participation in various activities

1. knowledseo of the goals, functions, location 2nd
contact person in local law enforcement agencies
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znd cther agencies concerned with probacios, zaric 5,
delinguency preveniion or control

B. Offic: znd <elephene etiquette

2. Will cary 2 soall case load, fill-in for the Qfficer-of-
the-Day when needed and perfora snecial investigations,
placerents, and initial hoze visits.

3 a. 7In addition to 211 of those listed under Task 71
3 he needs the following:

b. 2bility to use the tclephone switchboard
c. azbility to converse in z polite, business 1ike panner

d. ability to mzintain confidentiality without over-
identifying with either the agency or the clicnt

3. Typical tasks will be developed from initial profram
exXperiences

a. mnot yet deveioped

Parcle Aide 111

n Joh Characteristics: This is not yet an established civil service

. class. Thcre is no outline of typical tasks, but that wili be develop-

ed from Paroie Asents I and I1 job descriptions. At this level, the aide

will assist Parole Agents I and I1 in all aspects of parcle work, act

- as officer-of-the~day when needed, £ill in for Parole Agents on
vacation, and carry a caseload of 15 - 20 parolees.

FTTT T Te———y

HEE I
K

Minimum Qe:zlifications.

1. One year experience as a Parole Aide II or equivalent
-4 2. Acceptable performance evaluations as a Parole Aide 11

; 3. Completion of scme mmber, not yet specified, of job
related colilz32 units

4. Pass a written ~nl coral examination

Promctional Opportumities: Duknown.

Tasks with Related Knowledge and Skills:

1. All aspects of parole work - officer-of-the-day. In
addition to all knowledge and skills listed for Aide II,
the Aide III must have:
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2. ohility tc effectively and approprizately interpret
the Youta sruthority ond any of its attributes to
ciieats

Sroup Supervisor

Job Characteristics: This is an established entxy-level position.
Imder diroction in 2 Pepartzment of Youth Authori€y f£acility, to be
responsible for the custedy and supervision ¢f a srap of boys and
£irls; 2nd tc do other work as Tequired.

Hfinimen Qualifications:

1. Two years of fuli-tire paid working experience . (Colieg=
training may be substituted for the required experience
Oon a year for year basis.)

or 2. Equivalent to cempletion of the twelfth grade.

3. *inimim age. 2L years=0ld znd-maxin age for appointment 45
Years old
Promotional Opportunities: After one year experience may apply
for Youth Counselor position.

Tasks with Required Knowledge and Skills:

1. Trains and supervises a Zroup of boys or giris in werk
assignments and recreational activities, and instructs
then in personal grcoming and accepted social customns
and behavior;

a. Youth Authority and institutional goals, functions,
Structure, policy, procedures, progrms, problems,
resources, needs, etc.

b. knowiedge of specific procedures of work-program,
Tecreational activities, games, sports, grooming,
sccial customs and behaviors

c. ability to communicate effectively with youth groups

d. knowledge of youth wards problems, nzeds, attitudes,
values, behavior patterns, etc.

e. ability to organize youth group activites
. ability to organize, write and present written and

verbal presentations, proposals and reports to both
youth and staff individuals and 7T0UpS

, g. ability to supervise work groups and recreational
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activities - provide orientation or dermonstratioss.
observe and evaluste performance, provide feedback

on specific incidents such as self-defeating behavior
the consequences of specific behaviors, etc., and
give susgestions for more effective behavior

2. HMaintains custody and necessary discipline.

a. institautional policy prccedures and rules Re: custody
and discipline

b. ability to pet along with youth, show interest in
then-as individuals and demonstrate concern for their
problems and needs

c. knowledge of inmate needs, problems, values, attitudes,
behavior patterns and other cultural norms

d. ability to confront youth with feedback on the
consequences of their acticns, self-defeating behavior
and suggestions for more effective behavior

Advises youths on problems of social adjustment and

explains purpose cf the facility and reasons for any

disciplinary action.

a. knowledge of Youth tuthority and institutional goals,
functions, structure, policy, procedures, programs,
problems, resources, needs, etc.

b. knowledge of specific programs or activities - goals,
procedures, limits

c. interviewing skills

d. ability to communicate effectively with youth
Refers more difficult problem cases to higher authority.
a. same as task #3 above (a-2), plus

b. knowledge of availzble counselors, programs, or other
personnel who might be azble to help the youth

Maintains order, cleanliness, safety and security of the
living wnit vhere assigned.

a. knowledge of imstitutional policy and procedures
Re: custody, discipline, schedules of daily
activities, etc.

b. knowledge of procedures for cleaning unit
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cbility te admipister first aid
ability to nazintain discipiine in unit

knowledze of rules and procedures Ze: safety, firs
reguliations. *horse-play’, etc.

ability to commumiczte and cet along well with youth,
show interest in thenm as individuals and dermonsirate
concern: for their prohlems and needs

6. Reports necessity of clothing, supplies, and equipzent for

unit.

a. ability to keep inventory of equipment znd supplies
b. knoxledge of rate of consumption of critical items
so that orders can be made prior to running-out

c. knowledge of procedures and forms for ordering

equipment ard supplies

7. Prepares reports on group and individual development.

a‘

b.

Youth Counselor

saze as task 71, plus

knowledge of basic concepts of behaviorzal science,
child and human development, personality, adjusiment,
treatment, therapy, counsels, etc.,. and ability

to interpret individual and group behavior in such
frameworks and terms

knowledge of average rate of development, progress,
adjustment, etc., based on past experience, advise
of more experienced staff, theoretical considerations,

ability to weigh relevant and availsble information,
make logical inferences from it, make critical
decisioens, evaluztions, and recommendations

Re: youth wards progress, problems, adjustment,
development, expected future actions or reactions
to given situations, etc.

Job Characteristics: £n established civil service class. Under

supervision in a Department of the Youth Authority institution or con-
servation camp to be responsible for the coumseling, supervision, and
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custedy of an assi~ned sroun or wards; to anziyze, orsanize and Tecord
c-=x:ork information incessary for treatment and parole plemning; 2ni
to do other work as reguired.

Hinim= Qualifications:

1. One year of experience in the California State Sexvice
in a progran for rehzbilitaticn of éelinquent youths
performing duties ccrparable to those of a group
Ssupervisor. :

2. Equivalent toc gracduation fron coliege (Full-tice paid
experience working with youths may be substituted for
the required education on a year for year basis, but
not to exceed o years.)

Promotional Opportunities: Unknown.

Tasks with Required Xnowledge and Skills:

1. Trains, counsels and supervises wards in their daily
living and activity prosrasds.

a. Youth Anthority and institutionmal goals, functions,
structure, policy, procedures, TeSOurces needs and
- programs, etc.

b. knowledse of goals and procedures of institutional
programs

c. zbility to supervise wards, provide orientation and
feedback on their performance and behavicr

d. interviewina skills
e. counseling techniques

£. zbility to work with both professional and client
groups in leadership and participant roles

ability to keep neat, concise activity log and fo
organize and write and deliver case histories, 7e-
ports and other presentations to individuals or
gTOUpPS

knowledge of institutional and client problems,
needs, attitudes, values and behavior patterns

=

2. Develops and implements constructive programs for
periods of time when wards zre not in a school or
vocatiocnal work program.
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3. In addition to required kmowledge & skills for
task £1, he —ust have:

b. zbility tc orsmmize youth activities

3. Provides a plamned, scheduled case work progran of
individual counselin~ for 2 case load of approximately
ten wards.

a. In zddition to required knowledse § skills for
task #1, he pust have:

b. g2bility to organize and structurc his ovn tice
effectively

c. wiliimgness and zbility to mzke decisions, initiate
actions and plan programs for clients or his case’
1oad

4. Assists in the diagnostic classifying of assigned wards
and developing appropriate treatment strategies.

a. knowledece and umderstanding of classification systen
for clients

D. interviewing skills

c. ability to weigh information znd make critical
decisions based on this information

d. ability to orsanize and write proposals and reports

e. knowledpe of the scientific method and how it can
be applied to the study of treatment and counseling
situaticns

£. knowledse of typical treatment strategies, their
underlying assumptions, techniques of their applica-
tion in specific types of situations with types of
individuals and which stratesies tend to be the most
effective with which types of individuals

7. knowledge of past significant research and demonstra-
tion in cultural chanse; delinquency, renabilitatica,
treatment, individual and group therzpy, and
dynznics ané related studies

h. knowledse of the formal and informal power Structuz.:
of the institution, including, the inmate pepulatic:
~ their sub-cultural norms; how they tend to view
various strategies and proerams, its informal iezlers
etc.
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j. knowledre of the fumdnmental concepts and teroin-
olo=y used in the behavicral sciences necsssary
to understend availsbie 15 cerature in the field
2nd put it as well as dir:sct exneriences and obserya-
tions im scoe sort of contextual frzoCiWoTK -

5. Conducts small eroup comnseling and activity proframs
with assirmed intensive case load.

a. same as tasks 31, $2 § #3, in addition,

b. knowledge of the scientific method and 2bility to
apply it in specific coumseling situations
6. Participates in large group commselins sessicas conducted
during work shift.

a. Youth Authority institutional @oals, fuactions,
structure, policy, procedures, resources, needs,
problem areas, programs, etc. ‘

3 b. knowledge of the iamate culture: (values, attitudes,
; beliefs, behavior patterns, noOILS, etc.); how they

TRAL A N

view specific programs, issues, ectc; najor prcblen
areas, grievances, etc.

c. general knowledse of the cultural history cf the
institution (both stafi and inmates); major
crisis; problems; formel changes in ovolicy;
procedures and prosrams, causes, effects; relative

1 success of past pro~rams; apparent changes in in-

E mate attitudes and behavior patterns, assumed

causes, effects; dewree of trust and rapport be-

tween staff and inmates; inmate leaders and potential

leaders.

e TENST T %

VAT R

ST RAW RSy R 0 HRTARE TN

d. listenins skills

e. kncwledse of group dynemics

£, ability to commumicate effectively verbally

#. basic concepts of psychelony, sociolosy, human
development, personality, etc and the 2bility to
interpret individual and croup behavior in such
terms and framework :

h. e¢roup participant and expediting skills

7. Communicates and coordinates with other imstitutional
staff about obscrvations, impressions and work with
4 assismed wWards.
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TP W TN AP TR

2. all items in tasks #1-2, :

8. Prepares written prosress evaluaticns, treatoent su—haries
and other renorts reguired by the institution znd the
Youth Authority Boazd.

T T T

a. Youth Authority =znd instituticnal eoals, functions,
Structure, poiicy, procedures, prosrans, resources,
needs, preblen zreas, etc.

ha ~

P UPUTITY

b. knowledre of zoals znd procedurss of imstitutionil ]
ProJrans ?

c. knowledge of inmate culture, its history; provlems,
needs, grievences, crisis, relative success of
various proerams, typical values, attitudes, be-
liefs, and behavier patterns

d. climate of trust, understaznding, cooperation and
rapport between inmates and staff

e. knowledge of basic concepts of sociolosy, psycholosy, )
humpan development, personality, rehabilitation ]
culture change, etc.

£. knowledge of typical response of certain kinds of
individuals to specific treatment strategiecs

3 g. abiiity to organize, wrire and deliver written and
verbal proposals, reports and presentation to
individuals and groups

h. =2bility to interpret individual’s behavior in some
- sort of developmental contert based on interviews,
: observaions, written reports, basic behavioral
science ccncepts, assumptions, experience, appli-
cation of the scientific methods, and intuition

i. 2bility to weigh information, make losical inferences.
and make critical decisions and recommendations,

Re: ward-his prosress, problems and expected proba-
bility of success or parole znd/or in a siven
Ssituation

4

9. Implements part of treatment plans developed by the treat-
ment team to which he is assigned.

5t &. Same as #1 or more of previous tasks assessed depend-
: inz on specific treatment program npilanned
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1G. Presents diacnostic and treatment inforcetien zbeut
assisne? cases at scheduled case staffincs.

a, 2bility to oreanize, write aad deliver written
znd verbal presentaticns, propssals and reports
10 ~Toups

b. kncwledre of jzoais =nd nrocedures of institution-
al prorraxs

c. knowledse of basic concepts and terminolosy of
the behavioral sciences, huvman developnent, culture
change, counselinn, therapy, rehabilitation etc.,
and the ¢bility to interpret indivicdual behavior
within these contextual fromeworks and terms

by the inmate population, subjective appraisal of
effect of programs on percentace of types of in-
divicduals, problen areas, climzte between staff
and innates involyved in prograz

d. history of progran developrent - how it is viewed

ability to weich availsble and relevant informaticn
and make losical inferences from it, meke czitical
decisions and recozmmendations, Re: the waxd, his
prosress znd problems, appropriateness of the
program, impact of program, the indivicduals stage
of development, maturity, 2djustment, etc., and
probability of success or response in some £iven
situation

11. Hay present assigned cases to the Youth Authority Board.

¥None Given.

A R T AR T A A A A T g T PR R D  CRE AT R TR X g e e rngpwere conl
.
o
.

12. Assists in plamninc and carrying out progrms of
recreation, intremural sports, and other activities.

R s

MR T R

a. Youth Authority institutional <oals, functicas,
structure, policy, procedures, programs, problems,
resources, needs, etc.

b. knowledre of various vames, sports and activities,
their structure, rules, etc.

c. ability to orsanize youth group activities

d. ability to supervise group activities - provide
orientation or demonstration, evaluate individual
and group performance, provide feedback, Re: per-
formance and sugcestions for improvement, self-
defeatins behavior, etc.

T RETTTTTREE R L o T TR BT T RN R sy Ty
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e. zbility to kecp 2ccurate, levible activity ler
and or-anize, swrite and deliver proposals and
zepores to individnais and -;ToUps
13. Trains wards in clezniiness, personal hygiene grooninj.

a. institutions policy Re: cleanliness, hygiene,
qrooTyng

b. intervicwing skills
c. group skills

d. ability to organize, write and deliver vwritten
and verbal presentations to yocuth groups

e. knowledge of procedures of cleanliness, personal
hygiene § srocming

14. Participates in in-service training sessions
a. listening skills
b. group participant skills
c. mnote-taking techniques i

15. Orders materials and supplies necessary for the operation
of the unit.

a. knowledse of progcedures for takinz inventory and
orderine supplies

b. =2ability te read and understand inventory lists
ané orders

c. knovledce of rate of consumption of critical
B supplies in order to meake prior requests before
B . Tunning cut

16. Haintains custody and necessary discipline; and prepares
Teports.

: a. Youth Authority and institutional goals, structure,
g ] functions, policy, procedures, prosrams, problems,
needs, resources
b. ability to commmicate effectively verbally
c. knowledse of institutional culture (staff and inmate)

d. ability to get along with people, show interest
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in then, 25 individuals znd deronstrate ccncern
for their mroblens nné needs

e. confroat individuals znd orcups with seif-defeatin~
behavior

ability to or=anize a2nd write zeports

(T

-95-




O-XLAND POLICE DEPLART LT

IREER LADDER

GENERLL, SE2V. S8SSOCIATE
£555 - £585

~SERGEANT
$1,055 -

A
i 3 yrs.

PATRDLIY
3873 - §932
Z sten class

AR N R Neiin e, S\

GENERAL SERV. ASSISTAUT
$480 -~ 8490

>

GENERAL. SEVICES TRAINEE
$395 -~ §115

,{\
{ﬁhge 17

Backpground % sccurity check
California Drivers Licensc
< 7th grade readines level
\ edical examination
Oral interview

HEY CAPEERS
ENTRY LEVEL
REQUIREENTS

N
-96-
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Police Cozmmity Relations . .

NAXLAND POLICE DEPSPTHENT

Cenzral Servicss Trainee {(Entzy Level)

T

Tasks with Pequired Kaowiedee znd Skills:

e

1.

" Particinate in cowmmity e¢roup discussions, public

Peceive complzints znd srievanc~s fxon citizens inm nerson. g
a. ccrrumication skills

b. interviewing skilis

c. office ctiquette

Explsin department pelicies and procedures.
2. departmental policies and procedures
b. commmication skills

Assist complainant im £illing out revncrts.
a. departéental nolicies and nrocsdures

b. rcommmication:skills

Forward complaints to Internal Affairs Section.
a. 7readins and writine

. mailine or routin~ procedurcs

educatinn prograns, and cormmunity surveys.
a. commmication stills

b. *epartmenf policy & pnrocedures

c. «aroup expeditine and leadershin

d, interviewing skills

e. note takine stills

f. knowledre of commmity needs, problems, resources,
TIoups, cSte.
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6.

10.

Hake referrals to apnropriate assncises.

a. Xnowiedee of the nature and referral process of
1ncal service zmencies

b. interviswing s*ills
c. office and tslephone etiquette

Follow-un via televhone te insure that needed help is
received.

a. telephone etiquettc

b. referral process of narticular service agencies
c. interviewing skills

#aintain simple daily activity record.

a. 7reading £ writing

#aintain bulletin board on local events, prosrems and
caployment opportunitics.

a. ¢bility e read major and neichborhood newspapers,
find leads, activities, etc.

b. knowledse of local commumity <roup and contact persons

c. knowledpe of local training and employment programs,
{federal, pnrivate., etc.)

Participate in program development and staff meetings.
a. group participant skills (listening, building on
others, ideas, not lettine perscnal feeling5- inter- .

fere, stc.

b. ability to orvaznize and deliver written and verbal
nresentations to 2 group

c. communication skills

Police Community Relations

Gencral Scrvices Aide

Tasks with Required Kncwledree and Skills:

1.

At meetinss, interpret department policy and procedures.

a. knowledse of department policy and procedures
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b. cormumication skiils

c. ability to orvanize and deliver written and verbal
presentations or speak candidly to groups

d. Imowledse of disadvantared community mneeds, problems,
1ife styles, behavior patterns, etc.

Interpret and feedback commumity reactioms, developnents,
opportunities, for departmental involvement to depart-

ment staff.
a. szme as task #1

b. knowledse of erass roots, commumity programs,
leaders, progress and prcblems

c. department policy and procecures

Visit homes of youth who have been in trouble with the
police and interpret the problems and laws which involve
the youth to them and/or their parents and infomm them
of department and community services that can help them
alleviate or resolve such problems.

a. department policy and procedures

b. the penal code - specific sections where to find
then

c. the intent of the law in relation to specific
sections

d. interviewing skills

e. knowledze of local ycuth and commumity problems,
needs, attitudes, behavior patterns, etec., and their
causes

f. knowledse of the nature and referral process of
Lesal Aid, the Bar Association and othexr services
available in the community

Establish and maintain liaison with youth and citizen
groups in the assigned area, in order to: a) explain
the role of the police in the community and in crime
problems; b} discuss problems and possible remedical
action to reduce or eliminate the problems or causes

a, sce task 53 above
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b. =2bility to work with croups in both participant znd
leadershis roles

5. Participate in commmity group discussicns, public
education ororrams, znf cormmity Surveys.

a. department policy and procedures
b. knowledse of the structurc and functionss znd nature
of other components of the legal system, such as,
the courts, probation, paroles, youth authorities,
- etc.

c. interviewing skills

d. group dynamics and leadership and supportive role
skills

e. =zbility to orsanize and deliver written and verbal
presentations

f. knowledse of youth and community needs, problems,
resources, etc.

6. Review daily all area newspapers and retain articles
pertaining to the department, court éecisions, legisla-
tion affectins law enforcement, and other matters of

3 police interest znd distribute news releases to all
3 area newWspapers.

a. department policy anéd procedures
b. location of newspaper offices
c. 2bility to read and write
7. Help develop employer awareness of the probiems of
persons who, by virtue of their records, are termed un-

employable.

a. knowledge of commmity needs, problems, resources,
services, etc.

b. interview skills

c. awareness of the problems faced by Ex-offenders
Patrolman
This is professional law enforcement work in helping to protect

the life and property of citizens. Under general supervision of a
Superior Officer, 2 Patrolman patrols a specified area by prescribe-l
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vehicle or method in order to prevent crice or zpprehend npesple
viclatin~ the law. The wozk requircs the independent aoplicnation of
judrment in applyins the 12w to the situation at hand. & Patrolazn
may be zssigned to any secticn of the department performing a wide
varicty of duties.

Iy

EXAMPLES OF ¥ORK: (These examples are descriptive cnly 2nd are art !
restrictive 25 tc patuze and type cf assirazent.) 3

A Patzloan

naintains order, czinrces 3zws and ordipances, and protects life
and property;

patyols a specified area 2s 2ssirned by autcmsbile, motorcycle, 4
cr cn feot; apprehends persvms whe violate the law, n2king :
arrests when necessary;

assists in processins, caring for, and tramsporting prisoners;

directs traffic and enforces traffic ordinances; writes tickets;
serves writs, warrants znd subpcenas; <ives informaticrn;

interviews witnesses and suspects; interrosates criminals; werks
in plain clothes in vice, juvenile, intélli<cnce, or other
specialized units; investigates conditions and gathers evidence;

acts zs dispatcher, receiving czlls by telephene and rzdio and
dispatches equipment and men;

testifies in court; keceps records and makes reports; trains to
increase perscnal departmental efficiency:

and perfnmms related work as assigned.

KNOWLEDGES, SKILLS, AND ABILITIES:

Extensive general knowledse; ability tc read aad comprehend difficuit
written material; ability to be firm but tactful in stress situations:
ability to react effectively in emersency situations; zbility te make
reports and spell correctly; 2bility to operate vehicles safely:
ability to evalu=-2 situations and pecple and to deal effectively with
others.

EDUCATION AND EXPERIEMCE REQUIREMENTS:

Graduation from hich schcol or possession of 2 certificate of equiva-
lence of high school sraduztion.
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SERGENT OF POLICE

Thic is supervisory prifessiseal 1w/ eaforcenent work, either 1
dirccting the activities ° tr~ixen or in investigating crices a2ad
ather sericus viclaticns »F the imw. Uader ceneral dirscticn, =
scr7eant 1S ‘%Sp”ﬁlhle £ay 2 Adistrict, wmit, or 2 divisim, or foT
carryins 21l phases of 2 criminal ipvestizatirn. The work Dy o2
frequently reviswed by 2 superior cfficer who is availsble for advice
en difficult procbless.

“EXAMPLES OF ¥WQR¥: (These xamrlcs are descriptive cnly aad are not
resgrictive as to nature and type of zssiggrent. )

A Sergesant ~f Police

FRURER T AP NN

supe*‘nscs Patrolzen and civilian workers assi maed, assurcs that
the work of 2 umit is beins done effectively md efficiently;
evaluates znd rates performepce of subordinates;

maintains order, enforces laws and ordinances, and protects life
2nd pIopercy;

investipates criminal offenses: collects naterizl evideace;
questions a2nd tekes statezent from witnesses, and identifies
and 2ryrests persens perpetrating crimes; interropates Suspects;

prepares ©2Se reports, subnits findings at court triais; cocperaies

»5th 1aw enforcine asencies im the zporchension of criminails;

checks places kaown o Suspected to be criminal hangounts; PpIoCUTES
znd sexves exiradition pzpers and warrants; cooperates wzth
ather =sovernment asenciss; keeps records and makes reports;

(b
Y
kh
v
i3
N
l U )
)

t2kgs charg or umit, utilizing accepted nmanagement
techniques i;w achie well run sectien; provides nformation
and st=ff yeports t~ commznd cificers:

1
7ine A3

and perforas relsted wnik, 2s assizaed.

WNCULEDGES, SKILLS, AND ABILITIES:

Thorsush knowledrse of laws relating to the spprehension, arrest 2hd
prosecutisn Of perSSns ccmmt‘o. o misdemeanors and felcniss; thorouch
knowledee of the City orcéinances app: 1icsble to investirational work;
\.ﬂamuﬁh kncwiedse of the miles ‘l‘P‘"?l?z.lf‘ls procedures of the depart-
*11: thormﬁn knowledse of t"e zechniques of supsrvision and cffective
adership; - considerzbie ¥nowledwe cf ;m/est;apt-son?l facilities,
luding scientific 2ids and scurces f information: ccnsiderable
,.,:10»30-.., of prcebiess and practices in control of Jwemle delinquencics;
cnsiderabie knowledse of the Opklam‘ Police Department’s recoré-keep-
ing system, !.iz ds of crime data aveiisble to police asencies, and

i s of police 1nfcrmat10n; seme knowiedse of the pnncs.ples

';g
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of funan behavior, espaciaily 2s related ts patholosical conditicns:
skili in iaterrcraticn znd interviswins: skill in znalyzins znd
interpretins police stotistics ond applyins the resulis to the
solutirn of orebless: 2hility o effectively ernduct a cririnzl
investizaticn and to direct cthers in coilectinr paterial evidence;
2bility ts effectively direct others.

EDUCATION 25D EXPERIENCE REQUIREVENTS:

Three years of service in thz zenk of Patmolman in the Gzklangd Police
Departrent.
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] TIESDS IN TUE SHENISTRATION OF JUSTICE FIELD
. HVING z:u?uc;"w::b FO? MINPOSER DEVELCPIENT j

Dk

Tae Renorts of ihe President’s Cormissicn on Crice G pelizcucney -
Tae Jjoin: Commission on Correcticnal Mezmmewer § Training § the Office :
of of Belizguency & Youth Bevelenrment have been Teviessed for develontants ,
within the Aféministraticn of Justice field, which will have 1nn15.cd:ums
for the treining of manpower over the mext cecace. This informatica
has been corbipad with the leads obtaimed f£rom group discussions with
clients, neW careerists, znd agency staff in the Los fageles, and
Alzzeda Commty Probation as well as in the California Youth %ﬁlorl*v
znd Lepartment of Corrections.

? e

At

Ak

kb

: The trends emphesize prograzming in 2 commmity which is umdersoiags 3
: structural chanees which are demanding the participation of the poor. ’
. 3 inciuding sffepders, in both the financizl end sccial status operaticns
- 5f our society. 7This is expressed through mew social agencies, such as
she local CAP sramizations, modifications in axisting agencies and
changes in the la¢ 25 reflected in civil rights and civil Iiberties
izeislation and court deczslon..

i} Cettine Vith a Changang Horlé of Hozl

2ithoudh the Vieinam Har
contipuing tzends, iﬁrae v reflected by the imm ac" cf autonatlen ia our
econcry, for white coilar are 1e g : it is,
rocornized by all plzasers and politicians that ti e culture is gettins
further end further behind in its necessary cormitments io the service
fields, to hezalth, education, housing, weifare, 'rﬁﬁ recreaticn. Thcse
vwill be more the areas of jobs for the future.

o
o ool
s 8

m'

W

Fwt

t’-.'s

pu

"‘!

‘{é~

The kncwledse and skills necsssary are as follows: -

2) Xnowledaos of socizl change in Jene erzl and itsS mzapcwWey
3 nariicular;

b} Jsareness of the particiration model im service delivery;
¢} ¥nowiedee of social agencies and the forces demanding chanoe

within them as well as ths nature of the changes, this of
course, inciudes the administration of justice agencies.

-

2} Cut Group Participation Through The eir Uun Orgenizations

——— - — -

3) Xnowledge of forces in our culture bringing about the
efforts of minority grcup oxgarization

»3 chanee an” political strategies, the
tt dynasics, of pilan chanfge, the werk of
1 Coalitions

¥nowledge of socia
work of the .,mpi
Fals}

k)

Mker cn Politica

o
Swo?
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c) Adinski's Stratesy for GHange threuch Disyumtion

d) The 7rcwth of the self-Hein moverent
€} The student mayosents
f) HMznesement by parficipaiiesn

3) The Offender as z Correcticnal “fanpewzr Resource

One can only anticipate a growing recogniticn of Deom Cressy's 1955
statecent that *the best way to rchsbilitate offender A is to have hin
tryinT to rechabilitate offender B. This obviously a mere general
principal and the power of having clients involved in their own rehabili-
tative systems is eonly begimning to be appreciated. This extends all
the vay to a role in direct servicas as Cressy was discussing to the
role of clients in ecorrectional research, in legzsl assistaztice, in in-
service training, in administrative znalysis functions and administra-
tion itself. All of these have had some expression thus far in terms of
actual prograns, 2il of which are converging into a much more powerful
force than 2s yet has been ¢ nceptualized. This has been best expressed
tc date in the publication of Joint Commission on Correcticnal Mampover
and Training, that publication was entitled “The Offencders as a Coirec-
tional Hampower Resource.” Skills ang Knowledge:

a) Knowledge of the practice and findings resuiting from
subject-research techniques such as those of : -
Toch and the Grants )

b) #Awareness of the Joiat Commission cn Correctional Manpower
and Training's publication on the “Dffender 25 a Correctionzl
Manpower Resource.®

¢) The theoretical background of Cressy's Use of Offenders in
Rehabilitation™” anéd the more general self-help pzrticipation
EovVenmencts

d) *“The Contagion Paper™ of the Graais

e) fwzreness of La !far Empey’s *'Education Model -for Corrsctions
vhere the Offender as a Student® 'is given the opportunity
tc deveiop within the system te Senior Staff positions as a
major career preparation.

4) The Emerging of Parallel Systems

Dissatisfaction with existing social institutions znd the continued
derionstrated impoessibility of bringing about effective change at a
rapid enough rate to keep ase with the demands placed among the culture
have lead tc serious consideration of alternatives. One hears state-
ments such as “You don't build an air system by modifying a rail system.’
One can look for more conrtracting movement with local groups for service
functions very much including the probation and parole fimctions. There
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is sone prececent for this at present in ccunty prebaticn departzents
contracting with Synanon, and cooperatisns with Seven Steps, SATE, EXPLRO
znd the Friends Orgenizatiom. These efforts are parallel structures for
services coupled with local corzrunity control will greatly expand the
alternatives availzble for dealing with clients of the acdministraticn

of justice system, but will also greatly increase the demznd concerning
knowledge of existing service systems and coping skilis for dealing with
these multiiplicity of structures. The knowledge and skills needed:

a) Xnowledge of the theory of parallel structures for systenatic
change

3

b) The federal and Iccal contracting mechanisas for parallel
structures

¢) The self-help movement
d) The forces operating for iocai community control

; e) Current readings on strategies to deal with jurisdictional
R disputes, tracing back to the labor movement

5) Civil Liberties and Civil Rights Issues

: The history of and changing nature of our legal system in redation
. tc the civil rights and civil liberties of individuals and groups will
. be mich _Bore prominentin‘working.with.offenders. Besides knowledge of
these legzl changes in general and their implications for the offender,
particular attention should be paid to the changing laws in relation to
the ddministration of justice itself. There is every indication that
- not only will there be chanses in the rest and judicial decisions, but
that the actual correctional and probation and parole services will
cone under continuing legal scrutiny. Required knowledge and skills:

a} The history of civil liberties and civil rights developments
in the United States

b) Kaowledge of the operation of the American Civil Libezrties
Union

e

¢} Knowledge of the operation of lesal assistance for the poor and
the growing use of New Careers efforts within the lepal pro-
fession

d) Intimate kncw “dge of the VERA Institute in New York as an
organization and its bail bond and representative programs

6) Youth Orcanizations and Movements-

It seeas obvious that inside and sutside of the formal education
system there is going to be an increase in youth participation through
its own orzanizations. HEW, has recently cyeated an Office of Youth
Affairs, OEO and OJD along with the Ford Foundations has supported mamy
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youth creznizations, with Youth Civic Center, Colusbus, CGhio, and the
Wlashingten P.C. Orpanizaticn, beins two of the best krown. There is
atso the exzmple of the Hissicn Rebels in San Framcisce which not only
exists as z formal entity but has a centract with the school systea in
goviding comseling services to students. Skills znd Xnowledse [wail-
bie:

a) The “Helping Ycuth® pzper of Charles Gresser under OJD
sponsnrship

f b) Xnowledse of the naticnai OEO Contract to the yocuth movenent
through the University Research Corporatick to provide leader-
ship training in crganization support tc the youth effort

¢) Detailed knowledge of ycuth for service orgesnizations, such
as that existing under Orville Lesters directicn im San
Francisco.

d) Xnowledze and hopefully actual experience with the leadership
and click phencmena among youth orgamizations

e) Knowledge of the materials contained in the report, Youth, Asts

snd Social Change, developed by the Grants under OJD sponsor-
ship

f) Knowledge of the programs providing experience for youth
within social asencies such as the White House Fellcws
and their equivalents within state agencies

¢} Skill and the ability to listen and %0 woik #@ith ymith grouss
not as a therapist but as technical resource for them in
developing their ability to do *their csmn thing."

7) The Political Role of Offencers

Moves are being made to allow the offerder the voting franchise.
It is hardly likely that if this ever reached an actual Supreme Court
decision, it would be declared urconstitutional to deny offenders their
right to vote. In addition there are a2 growing nutber of offender
organizations such as the Fortume Society enamating Sut of New Yorx,
which are becoming very active political lcbbiests for refora withia
the adminstration of justice field. The recent ccagressional hearings
reparding correction nractices is am example of the form these hearings
played by these groups vwhere they are getting television and radio space
which is beginning tc zpproach significant masnitudes. Required
Knowledge and Skills:

a) Detailed awareness cf political strategies and the use
being made and which can be made of these strategies by
offenders

b} The skill tc work with groups of clients who have some
political resources of their oWn which they brinmg into
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the negotiating and pro~ran ooeratine arenz

c) ZXaowledse of lzw and saciety issues; histcrically, currently,
and for the future

8) Jivarsness of Chanses within Sducation

The forces for making education a secial foree for scrazniny esnle
into cpportunities within our soiety rather than iarrely an nrocess for
screening pecple cut of opportunities is boumd to have chanrse imnlicatiecns
which will directly effect adninistraticn of justice field. This
requires nuch pore working with offenders on their opportealitiss within
the education systen. It would also require detailed knowiedre of the
Strurgies going on within educaticn and ways to cope with the iavolve-
zents of students and student movements in the administration of justice.
Required kncwledpe and skills:

a) The ccatract approach to educaticn accrediting

b) Learning thrcuch tea ing and the tutoring pregrams

¢) Student service procrams

d) Students as a political force
ej Experimental collegrs
f) Mew Careers approach to education
£} Student participation in nolicy-meking of education systems
h) The expansion of student gnverrnment roles
i) HNon-gradin- systems

9} The Role of Staff zs Technical AssiStants

With the ingrease of the clicnt participation model, in agency
service im general, we can 1ook for the administration of justice havin-~
the need for new professicnal skiils inm playinse the part of the enablex
ané the listemer to client eroups which larpely develop and Tun their
own programs. This abilizy to provide systematic knowlsdse and skilis,
which ensble others %o pilan and develop prosrams as opposad to the skill
of supervising people rumning wsli-sstghlikhsd pro~ranss is.very Jeman Yin-
and begins to put actual mearing into the concept of a nrofessional
role. The prcfessicnai role becomes systematized of knowledse and the
technice} assistance in temms of providine systematic kanowliedpe tn
enable the ciient participants to develop and run thelr own proorams.

A

Required knowledse and skills:

c . .'- .:-;
a) The ability for professionals to practice 4s a continufsy
student to be constantly seskiane ouf welr knowiedee and
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oregnizinsg it in a way t- oeke it rore =ezpincinul to the
cuiture ond in a farc that nzkes it avaiizsble for the
cuituraes us2

b} The skiii ¢» besome 2z iistener zad encbler ratizer thas 2
iecterer

¢} The zpprecizticn of and the zbility to cet with the buiidins -3
the science of N.:i-‘l, chan7e

19} Extending the Rele of Deyiancy in cux lultures Pewvelepzent

-— e N

There is a 7roving zwareness as stated expressively ia iesiey
iikins book on “Sccial Dzviancy™ of the posiz é.;e aspects ¢f devizncy
n 2 culture's develepment. That 2 culture mist be capsble of chanee

4 that one chance thrsush inncvaticp z2nd that all m.mf ticn by

3

ple B

S

éefmztmn iz :’em*mcy. That whereas we rmust have faxces te nfﬂa kxe2p
a mopitoring 1id upon curselves as we chanse we must alst have tremendrus

rasnect 2nd Sumezt £nr deviancy vhich allows ws o grow zad ailaws s
to develop. Certazn.} the use of drups iz cur culture is such an
exzmple where they axe exnressing a basic change in comins sbout aams
us. The role of student protest is mother chvicusly heaithy aad
necessary expression, there arc many others and we neeé mamy ROTS.
Reqguired skills anc knowledge:

E 4 a) The readine of Leslie Wilkins Bock or “Social Deviancy™

s b3 The readins of Youth, Arts and Scciai Chanse &y Jozn Grant

¢} Experience with deviancy expression and the forms of theatre
work, theatre workshops, dmsz use, experi *mentsal coilerses,
Inpme activities as way‘ o give one actual experisnce with
and understandins of and an;..reciati-:m for deviancy

- d) “Staff and Client Participation: A New Approach to

E 4 Correcticnal Research,” Joan and Bouglas Grant

i1) Fostering Client Participation in Program Developing and In-Service
Training Throuph Systematic Self-Study

——

it is essential that ths administration of justice field iike

any other social agency develop 2 strategy for comtimuzl changoe and
. development. It is also appavent by noy that agencies aye going i0
L, have to do more to enhance the participation wot only of tha administra-

’ rive staff but aisn of the clients in such continual development a:"
AR change. The self-study model is one of the most effective mediuns £y
. such a merger of client, staff and prosyam development. Reauired

: knowledse and sxills:

(

i
- ¥
D

-

] a) Hans Toch book, Violent len

B) Grant's chaster on the "Psychologist as ar Agent fox Sccial
Change*
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¢) Toch's NIH preposal for she use of the seif-study
rmodel with the police deparirent

&) Experience in actusl self-study efforts in the pardie and
probation fields

b

2} Awarengss of the lew Careerist Strategy and #ovement

HEY has just created a new Careerist office, the Department Of
Lzhor is sdministerins the £90,000,000 znnual nrocram for the develon-
ment of a mew career Strategy. The national Civil Service League has
a quarter of a million édoilars centract to work without new career
inncvations within the civil service structure. The szates of Caiifor-
nia, Yashington and Pennsylvenia have state offices working on the
dsveloprment of the new career Stratedy. Los Angeles County Das a
large section within its personnel office devoced to implementing a
cormitment made by the Board of Supervisors to build new careexs in its
entire persomnal service. Although Hew Cazeers is certainly not the
final word in program innovation, znd cliemt participation, it is 2
significant movement which will be pi ying a role in apency staffing
and progra:m operaticns for meny years tc Coms. Required knowledge and
skilis as containred in :

a) New Careers for the Poor by Peprl ancé Reissman

b) Up from Poverty by Reissmen
¢). The New Careers Honograph developed by CJD by D. Grant
d) Reports of the RGDEQ project in Los Angeles

e} Experience with the new carcerist progran within the
agencies for which one works

£) Attendance if not actual membership in New Careers
associations cperating within the city where one is under
training

¢) “Contagion paper , Joan and Douglas Grant

h) Hon-Metropolitan Delinquency by Kenneth Polk

EDUCATION AND TRAINIHNG RESOURCES

Curriculum for the education system being deveioped by this
project will consist of available content and techniques for cbtaining
learning through doins. Administration of Justice content is beirne
provided through cross referencing, by knowledge and skill categories,
the publication of the Presidents Commission on Crime and Delinquency,
the Office of Juvenile Delinquency, and the Joint Commission on Cor-

rectional Manpower and Training.
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Six zvailshle techniqu=s arz beins developed for cbtaining
leaming through 4eine.

zmalysis of vecoerged cxnevienges: The project director is workim®
with cne NiLvA spensexed study 0 train poiice officers for non-violence
inter-personal concuct. X key cemroaent of this project is tape
recording zciuni incidents of police-citizen interaction. These TIe-
cordinss are then snalvzes by the oxficer participants and the secial
psycholopist staff., Ypice-on-voige cecordines are made by the officer(s)-
The second voice presents e analysis developed by the staff and

ogfficers.

these tyaininn and edecation recordings zre seen as first STEPS
in an educs&sion DTOLISS which lcads 1o the +rsines recording has own
incidents. Thesa seif-study incidepls ars shen analyzed by the partici-
in that order.

pant {sj, se27s «nd nrofessionai staff

\)

2Ly

)
v

The police incidents wiil be s1mble as education resources
¢ this project. In zddition the examples aad development know-how
13 be used to create comparzble training recordings and self-study
rncedares of incidents such as parsle acent-parciee relationships,
svwyer-client interactions ané sup2TvisSor-TIaince confrontationss
The method will lend itself to 20y definabic set of incidents in
interpersonal relations.

\!

¢

Besides maszery of alternatives for handling the incidents, the
metiiod 21llows yealistic pegs D07 the introduction of systematic social

Py

science, legal, and hiztoric knowlcdee.

Exchange Of taped Ziscussions: The vniversity of Colorado's
sociclogy aad pSycholoqy depaztaents have been sxpancing the use cf
exchanged group discussicn in gttitude change. Arrangements are made
for a group of teachers, prcbation offieers, OF police to hear 2 t=ped
1igcussicn by a gycup of youth nxcbaticeness. The discussionS coOncern
their percepticns of the target Aroups {teachers, probation officer, oT
nolice}. After iistening To the recorded discussion, the target
aroup tape Tecords sts dispussion. This is <hen played to the
probationers. A Sequence can thus be escaplished oyer a series of
such exchanges. vicusly the technique 315 ayailable as a source
of information exchange as well as atzitude change.

Self-study of Education and Agency Systems: Cne way to learn
is ¢o participate 1in the study of ire operaticn apout which one wants
to lssyn, such lzarming cirouph research has been explored directly
sin ¢he Fields of educatiocn znd paroies. This project had three students
develeping resources Ior such student participation. This will be
further Aeveloped by seudent-facuity seif-study seminars in Phase II.

Divect Community Experieace: Police, clergy, teacheTs, and
counseloré have learned througn Intensive personal living experience in
ghetto commmities. Sych direct experience techniques - are being
pilanned as eduzcation resources for teams of agency staif and students.
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imiticedia Presentaticns: A culticedia show ceomosed of two
filos, slides, lights, and taro sirultencous tane recordinzs has
been developed this su=ner as orientating resource material for the
student-faculty seninars. Further shows of this type will be
developed in phase II. This kind of presentation is seea in a dramati
way to communicete conflicting attitudes znd fremes of references.

Work Experience scainars: Outliines and check 1ists are being
prepared as aids in using discussions of work experience as pegs for
introducing fomal knowledge.

CONCLUSIONS AXD RECCMMENDATION

Tt is apparent that even in zgencies which are reasonzbly committed
to New Careers much development is mecesszry. Im Phase Ii project staff
will continue working with agency progrem modification and carger ladder
construction. I: will bring the agencies and education instituticns
together creating the vitally needed linkage of higher education with
woTk experience.

Under Phase I, it has been possibie te have throe Summer students
preparing rescurce material for student-faculty program development
seminars in each of the said »articipating scheols. Tae resource
materizl consists of samnle Student-institution contacts for a high
school diploma, upper division ccllege status, and the bacheler cf
arts degree. Additicnal resource reports confirm the administraticn
of justice as a changing system, NE¥ CATELIS, the soals of this project,
the need for change in our systea of education, and the nle of evalua-
tion in program developament.

Further, arrangements have besn zmade for orientation retreats, one
in the ios ANgeles area zné one in the bay area, t9 initizte the
student-faculty nrograz development resources. A muitimedia presenta-
tion has been prepared for these orientations.

New contacts have been made with each of the participating
schools and assurance has been received for coiperation with the
ment seminars and the demonstration programs tc be mum in Phase

Phase I has prepared a solid base for Phases II ané I1I of this
project to develop new education systems based upon qew caz@ers ¥OIX

experience in the administration of justice.
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