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In order to further the efficiency and understanding of the
workings of the Education Department, with its many over-
lapping lines of procedure and authority --- this manual has
been prepared.

To properly allocate work, and to plot a smooth form of or-
ganization; the manual is a step towards development of de-
tailed procedures on all inmate functions in the Education
Department. It provides a reference for supervisors, with
information showing an analysis of all functions of any one
position, and the requirements to fulfill that position.
With this manual; proper placement of personnel can be real-
ized, providing detailed information for the proper indocs
trination of same. : v

As it assists the employer, this manual is also aimed at
helping the inmate on the job, providing a sound basis for
the development of a more democratic form of organization
among the inmate assignees. Xt will apprise him of his
functions and responsibilities. .

BEach section of the manual pertaining to individual departe.
ments has been set-up by that department®s supervising head,
along with individual charts for each supervisor's line of
authority. Also included are inmate positions and job des-
criptions; embracing duties, requirements, qualifications,
cgstodial specifications, assigned hours, and compensation,
11 anye.

It is hoped that all concerned will benefit from the manual,
taking new cognizance of the duties and responsibilities of
the tasks they are assigned, knowing only that as each opera-
tion runs smoothly, so does that position directly linked to
them

o oH oK
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I NMATE PO S L2k 0 N S

k¥ ok ok * Ak e
35 M.M. Projectionist A=l
Assistant 35 .M. Projectionist : A=2
Secretary-Supervisor Prison Education A-3
Accountant-Supervisor Prison Education A=l
Supply Control A=5
S. Q. News Circulation Manager A=6
S. Q. News Editor A=T
S. Q. News Sports Editor : A=8
Supply Room Clerk . A=G
Sign Shop Leadman A~10
Sign Man #2 A=11
Sign Man #3 : A=12
Radio Schedule-~ Shift #2 A=13
Radio Schedule~Shift #1 A=1h
Radio Repair and Maintenance A=15
Band Leader A-16
Assistant Band Leader A=17
Band Room Janitor A=18
Front Office Clerk A=19

AVA Film Control Clerk A-20



PROJECTIONIST 35MM. BOOTH A=1

DUTIES:

The inmate assigned to this position is responsible for
the proper functioning of the 35 M.M. Pro jection Booth

in the North Dining Hall. He shall prepare the film for
showing such as 16 M.M. Features on Tuesday and Wednesday
Evening, Educational films to the Guidance Center at 1:30
P.M. Wednesday afternoon; and the 35 M.,M. Features on
Friday Evening, Saturday afternoon and Evening and Sunday
afternoon and evening.

He is responsible for the care of the equipment, cleaning
same after each showing, checking amplifiers for defects,
‘repairing and replacingtubes when necessary. He should
check the film, making splices when necessary, placing cug
marks, and checking for bad sprocket holes; etc., He should
periodically check the generator and keep it in good run-
ning condition.He should also keep the projection booth

in a clean and orderly condition,

He must also supply dinner music to the North Dining Hall
during meals, and also before and after the showing of
the films,

SUPERVISING AUTHORITY:

Supervisor Prison Education
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be an experi-
enced 35M M. Projector operator and a 16 M.,M. Yperator.
He should have good eyesight for focus, and a good ear
for sound and tonal quality. e should have some know-
ledge of the equipment he is working with in order to
make minor repairs when necessary, also to replace parts
and tubes that we have on hand and which can be handled
without calling the service man,

SPECIFICATIONS: .

The inmate assigned to this position must have at least
Medium A Custody to facilitate unlocks.

ASSIGNED HOURS:

This assignment is for seven days per week, Monday and
Thursday 8:00 A.M. to 7:30 P.M,, the balance of the week
8:00 A.M. to 10:10 P.M. (9:45 P.M. Saturday, Sundays

and Holidays), Cell Count, extensions of time on late
unlocks evenings when necessary and at the discretion of
the Watch Lieutenant.

COMPENSATION:

Payroll Position #617 - Rate .OL, 4O Hours per week
per hour A=1



PROJECTIONIST 35 M.M. BOOTH ASSISTANT A-2

DUTIES:

The inmate assigned to this position is responsible for
assisting the 35MM. Leadman in the operation of the
booth in the North Dining Hall. He shall pickup the

35 .M, Film at the Front Count Gate on each Friday after-
noon and inspect same for broken sprockets and bad
splices. He should check and put cue marks on tail of
f£film if necessary.

He assists in the preparation of the projection machinesj
oiling, cleaning of moving parts, lens and sound move-
ments. Checks the carbon house and inserts new carbons
if necessary. Checks the timing and intermittence, He
should thread the machine after all of things are done and
not before.

Aids in keeping up the maintenance of the amplifier and the
gene§ator and cleaning of the Bell-Howe Projectors (16
M.M.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have some
experience in 35 M.M. projection work and should be an
experienced 16 M.M. Yperator ( in all types of 16 M.M.
projectors). He should have good eyesight for focus,
and a good ear for tonal qualify and sound. He should
have a high mechanical ability and aptitude and be able
to follow written repair instructions without deviations.,
He should be able to follow direction and compatable
with the ability to get along with the other assignee.

SPECIFICATIONS :

The inmate assigned to this position must have at least
Medium A Custody to facilitate unlocks.

ASSIGNED HOQURS:

This assignment is for seven days per week, Monday &hdaugh
Thursday 8:00 A .M. to 4:00 PM,, the balance of the week
8:00 AM. to 10:10 P.M. (9:45 .M, Saturday, Sunday, and
Holidays) Cell Count, extensions of time on late unlock
evening when necessary and at the discretion of the Watch
Lieutenant.

COMPENSATION:

None
A=2



SECRETARY - SUPERVISCR PRISON EDUCATION A-3

DUTIES:

The inmate assigned to this position is responsible for the
preparation of all correspondence and memoranda desired
and dictated by the Supervisor of Prison Education. ™t will
be necessary to transcribe this dictation from the dictaphone
tapes when given them, avergging two tapes a day. ‘he
completed correspondence is placed of the Supervisor Prison
Zducation's Desk the following morning, or upon completion
if requested immediately. He shall handle the rountine
unlock memoranda that is carried on from week to week. Handle
special Canteen requests as directed and the preparation of
P & A Letters on a mimeograph Form Letter,

He is required to do copy work on General Orders, Special
IDC?'s, etc, Prepares program of any special entertainment
for submission to the Warden. Is required to take any
hurry up dictation in shorthand from the Supervisor Prison
Education and types. special notes from bofiks on penology,
rough drafts for budget submissions, etc,

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to
type 45 to 50 words per minute with accuracy, be able to
take shorthand and to transcribe dictation from the dicta-
phone with the minimum of error. It is required that he
be conscientitious and take and interest in his work.

He should have a sense of integrity and the ability to

get along with free personnel and inmates alike.

SPECIFICATIONS ;

The inmate on this assigned is required to have at least
Medium B Custody to facilitate unlocks.

ASSIGNTD HOURS:

This assignment is for seven days per week, 8:00 A,M. to.
10:10 P.M.(9:45 P.M. Saturday, Sunday and Holidays], Cell
Count, and is included on the Weekend work list.
COMPENSATION : :

Payroll Position #318 - Rate .02 per hour, 40 hour week.



ACCOUNTANT - SUPERVISOR PRISON EDUCATION A<l

DUTIES:

The inmate assigned to this position is the accountant
for the Education Department, assisting in preparing the
Annval Budget, making all requests for material and
supplies and equipment purchases for Education and Rel-
igioni Vocational Classes; Handicraft Operation; Athletie
and Inmate Ban d; Radio and Audio Visual, Administrative
Printing and Book Binding..

He shall check and maintain all Educational Department
Records pertaining to Requests; Purchase Orders; Estimates;
S.R.R.'s and Stock Control Records. To assist wherever
possible in doing what ever accounting is necessary, as
directed; in determining cost and methocd of operating the
Educational Program in this respect or whatever other
accounting is necessary or required by the direction of
the Supervisor Prison Education.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND SPECIFICATIONS:

The inmate assigned to this position should be a C.P.A.
and should be able to do the necessary paper work for
budget pregaration; percentage allocation of appropriated
funds to the various departments, Ke should be able

to type 30 to 40 words per minute accurately, with part-
icular attention to figures, as the assignee is required
to prepare all final local requests for material and
supplies. He should be neat and accurate about his work,
and have a neat penmandship, particularly that the figures
are legible. ;

SPECIFICATIONS :

The inmate assigned to this position should have at
least Medium A Custody, to facilitate unlocks,

ASSIGNTED HOURS:

This assignment is for seven days per week, Tmmediately
after breakfast to 10:10 P.M. (9:45 P.M. Saturday; Sundays,
and Holidays, ), Out Count, andiis included on the weekend
work list,

COMPENSATION:

Payroll Position #89 =Rate = .04 per hour, 40 hour week

Avily



SUPPLY CONTROL CLERK A~5

DUTIES:

The inmate assigned to this position is responsible for
the accuracy of the Cardex File on supplies fHn hand in

the Education Department Supply Room, pending orders, and
orders on which Purchase Orders have been received and
approved for purchase.He should post to the cards any
Purchase orders that are received, and wili post stock :
received from the S.,R.R.?s. Vendors name shall be recorded.

It will be necessary for the assignee to deduct from
the cards any stock requested on the regular requistion
Forms, these are held to 1:00 P.M. every day and then
takeﬁ to the Supply Room for filling by the Supply Room
Clerk.

He shall assist in the taking of the Fiscal inventory
and any other inventories that are taken when and if there
is a discrepancy in the records,

It is a duty of this assignment to handle all requests for
Office and Household Supplies for the various departments
under the aegis of the Classification & Treatment Program.
These forms will be submitted in triplicate with the sign-
ature of the Department Head. He should make extensions

to see that the Department is not over-drawing their allot-
ment. :

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this pegition should have some
knowledge of the cardex system, and be able to type
approximately 35 words per minute with accuracy.

His penmanship should be readable and neat. Particular
attention should be paid to his ability to write figures,
and his mathmatics in regard to inventories, extensions,
etco

SPECIFICATIONS :

The inmate may be close custody as there are no unlocks.
ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M., Cell Count, no weekend work,

COMPENSATION:

None



SAN QUENTIN NEWS CIRCULATION MANAGER A-6

"DUTIES:

The inmate assigned to this position is respornsible for re-
ceiving and processing new and re-newal subscriptions to the
San Quentin News, handling and malntdlmgithe pertinent files
and correspondence relating thereto, Operates the addresso-
graph and Graphotype Machines, making the plates and index
cards for addresses of subscriptions. Maintains the card
file and the plate file, Maintains escape list file and run-
ning work orders. ' '

Compiles the Institution mailing list, taking copies from

the Webb Duplex Press and routing to the proper Institutional
Departments.. Runs the addressograph machine in mailing

the bi-weekly issues of the San Quentin News.

Maintains a morgue on all back issues for ready reference,
Sends: out monthly notifications of subscription cancellations,
Prepares receipts on all incoming subscriptions, and cjear- .
ance memos to the Cantain's Offlce, Mail COffice, etc. Maine
tains the aforementioned machines,

SUPLRVISING AUTHORITY :

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to type
at least thirty words per minute and be of sufficient mech-
anical aptitude to be able to learn the simple mechanismns
of the Addressograph and Graphotype machines., He should be
of neat appearance, as this will reflect in the performance
of bis duties.

SPECIFICATIONS:

A Close Custody inmate may be used on this assignment as
there are no unlocks.

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M., to
4L:00 P.M., Cell count and is included on the Weekend List,

COMPENSATION:
Payroll Position #613 - Rate .02 per hour, 4O hour week.



SAN QUENTIN NEWS EDITOR A-=7

DUTIES:

The inmate assigned to this position is responsible for

the publication of the San Quentin News in that he is
responsible for all news copy, feature articles and
editorials which sucject to the approval of the Associate
Warden, Classification and Treatment are printed in the
paper. Indicates to the Sports Editor the amount of copy

to prepare for the coming issue. Does all makeup and lay-
out on the paper, subjcet to the Associate Warden's Approval,

Interviews Warden's guests for the paper and accompanies
tours on occasion and when requested to by the Warden,
Assists in covering the outside meetings to provide cover-
age in the paper,

The inmate is a member of the Inmate Council by virtue of
his position as Editor of the News.

SUPERVISING AUTHORITY :

Associate Warden, Classification & *reatment
Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have a working
kr:owledge of the functions of publishing & newspaper., Know
how to write copy - lead paragraphs, editorials. Amount

of copy per column, insertion of cuts; etc.

The inmate should be personable and able to meet people,
knowing how to conduct interviews, giving the interviewed

the lead. He should have full knowledge of the Institution
and it's functions and be able to explain the various Depart-
‘ments when called upon to do so. !

SPECIFICATIONS :

The ipmate assigned to this position is required to have at
least Medium A Custody in order to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for seven days per week, Immediately after
breakfast to 10:10 P.M, (9:45 P.M. Saturday, Sunday and
Holidays), Out Count and is included on the Weekend Work

List, He will utilize the San Quentin News Office at the
Print Shep from 8:00 A.M. to 4:C0 P,M, Monday through Friday,
using the section in the Education Building at all other times.

COMPENSATION:

Payroll Position #611 - Rate .04 per hour, 40 hour week,
A=T



SAN QUENTIN NEWS SPORTS EDITOR A-8

DUTIES:

The inmate assigned to this position shall write all
sports copy, news and feature articles for the San Quentin
Newsy, covering all Sports events and Gym Activities.

He shall act as the San Quentin News contact with the
Supervisor of Recreation and his inmate assistants. Inter-
viewing guests attending athletic functions and generally
cooperating with any assistance necessary the Athletic
program. : .

Under the direction of the inmate editor, shall assist in
all phases of the operations of the San Quentin News.

SUPERVISING AUTHORITY:

Associate Warden, Classification and Treatment.
Supervisor Prison Education

REQUIREMENTS AND OU&Q}FICATIONS:

The inmate assigned to this position should have a
working knowledge of news composition and the ability te
write copy that is timely and interesting to read, He
should be interested in sports, either as a participant
cr as an enthusiastic spectator, as this interest will be
reflected in his ability to write sports items that hold
the reader's interest,

The inmate should be personable and able to meet people,
knowing how to conduct interviews, giving the interviewed
the lead, yet keeping him headed in the right direction

to extract all of the information desired. He should have
a full knowledge of the Institution and it's functions and
be able to explain the various activities when called upon
tec do so by guests.

SPECIFICATIONS:

The inmate assigned to this position is required to have at
least Medium A Custody in order to facilitate unlockg.

ASSIGNED HOURS:

This assignment is for seven days per week, Immediately
after breakfast to 10:10 P.M. (9:45 P.M. Saturday, Sundays,
and Holidays), Out Count and is included on the Weekend
Work List, ;

COMPENSATION:

Payroll Position #612 - Rate .02 per hour, 4O hour week

A=8



SUPPLY ROOM CLERK A-=9

DUTIES:

The inmate assigned to this position is responsible for
Education Department Steckroom and the supplies therein.
He receives all monthly and quarterly supplies from the
Waterfront and checks each item for shortages against the
S.Ro.Ro's

He delivers supplies to the Education Building, Chapels,
Band Room, Hobby Shop; all vocational shops and ether
Departments drawing their supplies from the Education
Department Supply Room. These supplies are delivered

on requisitions forms or monthly supply requests delivered
to the Supply Room from the various departments over the
‘signature of the Supervisor of Vocational Instruction and
the Supervisor Prison Education. Makes periodic inventory
of supplies when requested,

Receives and processes cigarettes for the Warden's parties,
Keeps supply room clean and orderly.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have some know-
ledge of orderly storage in order to facilitate easy issuance
of supplies., Should know what quanities various types of
supplies come in erder to transpose items when necessary

into the quanities they are issued in. The assignee should
have a "head" for figures to aid him in inventories.

SPEGIFICATIONS :

The inmate assigned to this position is required to have at
least Medium A Custody in order te facilitate unlocks.

ASSIGNED HOURS:

This assignment is for seven days per week, Immediately after
breakfast to 10:10 P.M. {(9:45 P.M. Saturuay, Sunday, and
Hoﬁdays)g Out Count and is included on the Weekend Work List.
COMPENSATION:

Payroll Position #91. - Rate .04 per hour, 40 hour week.

A=G



SIGi: SHOP LEADMAN A-10

DUTIES:

The inmate assigned to this position is responsible for all
work ordered for the Sign Shop. He shall plan the work
schedule daily for himself and Sign Men #2 & #3 and accord-
ingly check completed and previously assigned work. He must
requisition necessary supplies, and thus is responsible for
materials ordered, used and issued in the shop and in the
spray booth,

It is his responsibility to design silk screen layouts for
the Warden's Menus, covers, etc., and along with this shall
design any special signs and/or posters. He is called upon
from time to time to do idea and creative layout on misgell-
aneous work for the Department of Corrections. He shall
supervise all creative work and do the finish work such as
lettering and illustration on various posters; scrolls,
diplomas, etc, He does all cutting and running on silk
screen stencil designs,

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position must be experienced in
poster design, illustration work and silk screen design. It
is required that he be an accomplished letterer, neat in his
work and have the ability to come up with a finished pro-
ject when thrown "just an idea®. He should he able to dele-
gate work and responsibilities tc the other men in the shop
in the least efficacious manner possible., It would be of an
advantage in this position to have an inmate assigned who
has had considerable verified experience in the field of
Commercial art,

SPECIFICATIONS 3

The inmate assigned to this position £s required to have at
least Medium A Custody to facilitate unlocks.

ASSIGNED HOURS:

This assignment 1s for seven days per week, 8:00 A.M. to
10:10 P.M. {9:45 P.M. Saturday, Sunday and Holidays), Cell
Count and is included on the Weekend Work List.

COMPENSATION:

None
A=10



SIGN MAN # 2 A-11}
DUTIES:

The inmate assigned to this position shall assist the lead-
man in the performance of his duties by aiding in the plan-
ning of the daily work, indicating supply requirements,

and checking finished work. He is responsible for all gen-
eral production, such as Movie Posters, Theater Posters,
CHapel and Athletic Posters and show cards and general sign
work. He shall collaborate with the Leadman on layout
design, :

It is his responsibility to do all clear lacquer spraying
of all hobby items (Night and Cell). He assists in all fin-
ished work and silk screen cutting; handles silk screen
production - Adhering and make-ready - supervisging the run-
ning, cleaning of the screens and etc, by the third man,
Handles all outdoor commercial sign work. Checks mainten-
ance of the equipment, :

Plans and prepares work for the third man.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFTCATIONS:

The inmate asgsigned to this position must have some experi-
ence in Eoster design, illustration work and silk screen
design, He should have an interest in Commercial Art and have
had some previous experience in this field. He should be
neat in his work and have the ability to come up with ideas,
It should be born in mind in this selection that the inmate
in this position is the potential leadman when the leadman
position falls vacanti, therefore an estimation should be made
also of the inmate's ability to give direction.

SPECIFICATIONS:

The inmate assigned to this position is required to have at
least Medium A Custeody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. to
10:10 P.M. (9:45 P.i. Saturday, Sunday and Holidays}), Cell
Count and is included on the weekend Work List.

DOMPENSATION:

None

A=11



SIGN MAN # 3 A=12

DUTIES:

The inmate assigned to this position helps with silk screen
production work, cleans screens, etc. Coats ocut background
and prepares poster panels, helps with the commercial sign
work and assists the Sign Man #1 with the frames, etc., He
is responsible for the gengral appearance and cleanliness of
the shop, and cleans all equipment, brushes, screens, etc.

He perferms general practice work, studying methods of lay-
out on posters, illustrations, screen work, etc,

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have an inter-
est in the -commercial sign field and have some knowledge of
layout and design of posters and illustrations. If he has
had previous experience or training it will be valuable for
this assignment, however it is not a necessity if he has
sufficient interest %o accept direction from the other men
in the shop and to gain from their knowledge.

SPECIFICATIONS:

A Close custody inmate may be used on this assignment as
there are no unlocks.

ASSIGNED HOUKS:

This assignment is for five days per week, Monday tihrough
Friday, 8:00 A.M. %o 4:00 P.M, '

COMPENSATION:

None



RADIO SCHEDULE SHIFT #2 A=13
DUTIES:

The inmate assigned to this position is responsivle

for the operation of the radio equipment in the radio raom
to trgsmit the programs to the institutional outlets

in the Cell Blocks and other miscellaneous areas, also
trgemission of special backgrouns music in those aress
designated by the Warden and trarsmdssion of special
background music to the messhall during feedin g hours.

He shall operate the recording equipment in the Radio
Room for recording and playback of regular entertainment
programs in the institutional radio outlets, - .

It is his responsibility to schedule from the approved
scherlule all radio programs omn the two institutional

radioc networks, and make necessary recordings to play

back at the required times. fe shall prepare a monthly
program log and weekly program change list for distribution
to the Warden, Administrative Assistant to the Varden,
Associate Warden, Custody, Associate Warden, Classification
and Treatment and the Associate Warden Reception-Guidance
Center; Supervisor Prison Education, Captain's Office
Control Hoom and other officials.

He shall monitor all news broadcasts, commentators and
special preograms of controversial nature for notification
of Instittitional Officials and recording for reference

purposes.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATI. NS:

The inmate assigned to this position should have some
basic mechanical knowledge, if he hag had prior experi-
ence in radio equipment and in recording devices., He
should be experienced in detail work with the ability to
see ahead., A knowledge of sound equipment is helpful
but not a necessity.

SPECIFICATIONS:

The inmate assigned to this position must have Medium B
Custody to faciliate unlocks and working outside of the
Front Count Gate on fog line days.

ASSIGNED HOURS :

This assignment is for seven days per week, 3:00 P, M,
to 11:30 P.M. {12:30 A M. Friday and Saturday Night)
Gate Count, and is included on the weekend list,

COMPENSATION:

Payroll Position # 376 = Rate .02 per hour, 56 hour week,
A=13



RADIO OPERATOR SHIFT #1 A-lL

DUTIES:

The inmate assigned to this position is responsible

for the operation of the radic equipment in .the radio room
to transmit the programs to the institutional outlets

in the cell blocks and other miscellaneous areas, also
transmission of special background music in those areas
designated by the Warden and transmission of special
background music to the mess hall during feeding hours,

the above duties tc be performed during the day.

SUPERVISING AUTHORITY:
Supervisor Prison Education

REQUIRMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have some
basic mechanical knowledge, and if he has had prior radio
equipment experience it is helpful, but not a necessity.
E: shouid be conscientitious and take an interest in

s work,

SPECIFICATIONS:

The inmate assigned to this position must have Medium B
Custody to facilitate unlocks and working outside of the
Front Count Gate on Fog Line Days.

ASSIGNED HOURS:
This assigmment is for seven days per week, 6:00 A.M. to

3:00 P.M,, Cell Count, and is included on the week-end
work list.

COMPENSATION:

None

A-14



RADIO REPAIR AND SOUND MAINTENANCE MAN A-15

DUTTES s

The inmate assigned to this position is responsible for

the maintenance of all portable and stationary radio, sound
and electronic equipment within the Imstitution and at

CDC Honor Camps. He shall alsoc install this equipment,

He shall design, construct and install all "Custom Built"®
Central Control sound systems for CBC Permanent Camps.

It is his responsibility to instruct the operators assigned
on Position A-13 and A-l) as to the proper use of equip-
ment and relieve them when necessary.

He shall also operate all portable and stationary sound
equipment for recording of special program material, pro-
viding sound re-enforcement facilities and broadcasting
of "live"” programs over the institutional hookup.He shall
handle all sound equipment on special parties or events,

SUPERVISING AUTHORITY:

Supervisor Prison Ediication

REGUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have a thorough
knowledge of electromics,; sound and radio equipment. All
the prior exﬂerience in this field he has had is to his
advantage. e should be versatile in the field and able

to meet all obstacles presented on portable cutlets and
syetems

SPECIFICATIONS :

The inmate assigned to this position must have Minimum
Custody tc facilitate movement within and without the con-
fines of the Institution, freedom of action through the
various gates, and periodical trips to the various camps
for the maintenance of equipment {(radic and sound),

ASSIGNED HOURS:

This assignment is for seven days per week, 10:10 A M. to
10:10 P.M. (9:45 P.M, Saturday, Sunday and Holidays),
Gate Count; and is included on the weekend work list.

COMPENSATION:

Payroll Position # 375 - Rate .04 per hour, 56 hours per week

A=15



BAND LEADER A-16

DUTIES:

The inmate assigned to this position shall plan inside

and Cutside {Warden's) shows, subject to the approval

of the Supervisor of Prison Education. He shall select
entertainers, arrange and rehearse the programs. He shall
audition new talent and musicians, keeping track of all
men in the band and the instruments assigned to them,

He shall hold nightly band rehearsals, Monday through
Friday, trying at all times to keep the interest within
the band high which will thus project itself on the
pzople they are entertaining.

SUPERVISING AUTHORITY:

Supervisor Prison Education

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigncd ® this position should be a musician
and have a thorough knowledge of the requirements of an
orchestra. He should be able to plan shows that are
timely and interesting. Be an organizer with the abillty
to instill cenfidence in the other members of the band,
He should be able to evaluate talent and know where to
use it to the best advantage in the band,

SPECIFICATIONS:

This inmate must be Medium B Custody or better, as he is
required to pass through the Front Count Gate and Entrance
Gate under supervision of custodial personnel at times
when there is an entertainment in the Recration Hall.

ASSIGNED HOURS:

This assignment is for seven days per week, Ilumcediately
after breakfast to 10:10 P.M. (9:45 P.M. Saturday, Sundays
and Holidays), Out Count and is included on the Weekend
Work List.

COMPENSATION:
NONE

A-16



BAND LEADER ASSISTANT A=17

DUTIES:

The inmate assigned ta this position shall assist the
Band Leader in the performance of his duties, in helping
to plan and arrange inside and outside shows. He shall
act as band room clerk, keeping records of intruments,
band supplies, and preparing the weekly memorandums to
the Captain's Office and any special show memorandums
when required.

He shall set up the étage_and props on all shows,
SUPERVISING AUTHORITY :

Supervisor Prigon Education

REQUIREMENTS &VSPECIFICATIONS:

The inmate assigned to this position should be a musician,
being able teo assist in the planning of shows that are
timely and interesting and that the band are able to
accomplish on their plane, He should have a Minimum typ-
ing ability of thirty words a minute to accomplish the
necessary memoranda and cowrrespondence,

SPECIFICATIONS:

This inmate must be Medium B Custosy or better, as he is
required to pass through the Front Count Gate and Entrance
Gate under the supervision of custodial personnel at times
when there is an entertainment in the Recreation Hall.

ASSIGNED HQURS:

This assignment is for seven days per week, Immediately
after breakfast to 10:10 P.M. {9:45 P.M. Saturday, Sundays,
and Holidays),Cell Count and is included on the VWeekend
Work List.

COMPENSATION:

None



BAND ROOM JANITOR A & G=18

DUTIES:

The inmate assigned to this position shall be responsible
for keeping the Band Room in a clean and sanitary condition
at all times. He shall clean during the day and after
each evening band rehearsal.

ke shall draw supplies to perform these duties from the
Education Department supply room.

SUPERVISING AUTHORITY:

Supervisor Prison Education
Day & Night Correctional Officer

REQUIREMENTS & QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a pesition of this type,

a man's personal appearance is reflected in his work. -

The inmate should desire to perform duties ef this sort.
Members of the colored race generally make the best assignces
to this type of position,

SPECIFICATIONS :
This inmate must be Medium A Custody to facilitate unlocks,

ASSIGNTD HOURS:

This assignment is for seven days per week, 8:00 A,M. to
10:10 P.M, {(9:45 P.M. Saturday, Sundays and Holidays), Cell
Count and is incliuded on the Weekend Work List.

COMPENSATION:

None

A~18



FRONT OFFICE CLERK A-19

DUTIES:

The inmate assigned to this position is responsible for
routing all outgoing correspondence of the Supervisor
Prison Education and for filing the file copies of this
correspondence. He shall keep up a roster of all inmates
assigned to the Education Department and/or departments
under it's supervision and direction. Handles miscell-
aneous communications that must cross the desk of the
Supervisor of Prison Education, such as inmate requests,
etc, On occasions he shall tvpe communications or CDC
115's for the Day Correctional Officer.

SUPERVISING AUTHORITY:

Supervisor Prison Education
Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shotld be able to
type approximately 30 words per minute with accuracy, and
have complete knowledge of the addressee system of filing,
as any memorandum might be called for at any time.

SPECIFICATIONS:

The inmate assigned to this position may be close custody
as there are no unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M., Cell count, no weekend work.

COMPENSATION:

None



AUDIO VISUAL FILM CONTROL CLERK 4A-20

DUTIES:

See Decription B-20 under the Supervisor of
Vocaticnal Instruction.

SUPERVISING AUTHORITY:

Supervisor Prison Educatien - Mainuenance cf Equipment
Supervisor Vocational Instruction - Supervision & Personnel
Supervisor Academic Instruction = Film Selection

REQUIREMENTS AND QUALIFICATIONS:

See Description B=20 under the Supervisor ef
Vocational Instructione

SPECIFICATIONS:

See Description B=20

ASSIGNED HOURS:

See Description B-20
COMPENSATION:
Payroll Position #315 - Rate .04 per hour, 40 hour week
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ENMATEE POS3TTTONS
A2 ok K Be X o ko koA F
AVA Film Control Clerk
Room 17 Projectionist - Position I-=AVA
Film Editor - Position II-AVA
Projectionist #2 - Position III-AVA
Projectionist #3 < Position IV-AVA
Projectionist #4 - Position V-AVA
AVA Section Clerk
Secretary-Supervisor Vocational Instruction
Printing Control Clerk
Auto {CIRF) Clerk
Draftsman-Vocational Section

General Shop = Tool Room Maintenance

General Shop-Education Department Maintenance

Mimeograph Operator
Typewriter Repair Leadman
Typewriter Repair Apprentice #1

Typewriter Repair Apprentice #2

B-20
B-21
B=22
B=23
B=24
B~25
B-26
B=27
B-28
B=-29
B=30
B=31
B-32
B-33
B=34
B=35
B-36



AUDIO VISUAL FILM CONTROL CLERK B-20
DUTIES:

The inmate assigned to this ppsition is responsible for
giving direction to all inmates assigned to the Audio
Visual Section, and directing the ordering of films under
the approval of the Coordinator and Supervisor of Academic
Instruction, It is his responsibillity to see that all
equipment in the section is in working order at all times,
He should make periodic over-hauls of the equipment, and
arrange for the necessary replacement parts.

He controls the showing of the films, both educational and
Feature alike, as set up by the approved organizational
schedule, This schedule is set up on a position basis. It
is his responsibility to see that all films are returned on
time and in as near perfect condition as possible and when
it is possible to return films in a better shape than when
we received them, this should be done.

SUPERVISING AUTHORITY:

Supervisor Academic Instructien - Film Selection
Supervsier Prison Education - Maintenance of equipment
Supervisor Vocational Instruction - personnel supervisien

REQUIREMENTS AND QUALIFICATICHNS:

The inmate assigned to this position should be an elect-
ronics student;, understand the repair and maintenance of the
projecteors and be able to make repairs from repair manuals
when necessary. He should be able to repair speakers when
required., It is necessary that he be a leader and able to
give direction in the least offensive manner possible. Xt
is a small department and all assignees must work together,

SPECIFICATIONS :

The inmate assigned to this position must have at least
Medium A Custody to facilitate unlocks. :

ASSIGNED HOURS:

This assignment is for seven days per week, Imuediately
after breakfast te 10:10 P.M. (9:45 PM. Saturday, Sunday
and Holidays ), Out Count, and is included on the weekend
work list.

COMPENSATION:

Payroll Position #315 - Rgte .04 per hour, 4O hour week

B=20



PROJECTICNIST ROOM 17, POSITICN I-AVA B-21

#

DUTIES: _

The inmate assigned to this position is required to run

the two 16 M.M. 400 series RCA Projoctors in Room 17 of

the Education Building. He shows appreximately 4O hours

of projection film time during the week and is required

to take one of the LOO projectors to the Segregstion Unit

at 10:00 A.M. every Sunday. for the pucrpose of showing

then their weekly movie, He is required to maintain the booth.

SUPERVISING AUTHOIITY:

Supervisor Vocational Instruction

REQUIREMKNTS AND QUALIFICATIONS:

The inmate assigned to this position should have had pre-
liminary experience on 40 or 60 Model Victors, and should
understand the use of cue¢ marks and changeovers. He

should be able to evaluate the accoustics of the room for
tonal qualify and volume, An inmate with a pleasing person-
ality is an asset tco this position due to the constant con-
tact with the Instructors, :

SPECIFICATIONS :

The inmate assigned to this position must have at least
Medium A Custody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. te
10510 P.M, {9:45 P.M. Saturday, Sundays, and Holidays),
Cell Count, andiis included on the weekend work list,

COMPENSATION:

Payroll Position #317 - fate .02 per hour, 40 hours per wesek

B~2l -



FILM EDITOR -~ POSITION II ~AVA Be22

DUTIES:

The inmate assigned to this position is responsible for
picking up and shipping of all films received by the AVA
Section for use in the school or feature films,

He picks the film up at the #ail Officey,checks it in

as to record title, company from whence it came and state,
puts a tag on the box to designate the date received :
and title of film which came in it. He should inspect
each film for breaks, broksn sprocket holes, bad sound

and splice where necessary., All Films should be previewed
for any faults missed on the initial checking.

Films  should be rechecked before shipping aut to the
company which extreme caution to see that the proper fllms
are in the proper boxes. The boxes are then boxed

tagged with the address tags. - The films are then checked
off in the log book, dating, the amount of insurance and
the final securing of the package. The films are then
taken to the Mail,Office for pickup by the truck bzfore
10:00 A.M. in the mornings.

This inmate is also required to show the movie on Condemned
Row at 10:30 A.lM. every thursday. Acts as runner when necessary

SUPERVTSING AUTHORITY &

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be experiénced
at film cutting and splicing., Should be aole to clean film
without scratching. He should be able to check film and
recognize bad sprocket holes and defective sound. He
should be experienced in the operation of the 400 Series
RCA projector and in theproper placement of speakers teo
cbtain the utmost advantage from the sound., Pe mature.

SPECIFICATIONS :

The inmate assigned to this position should have at least
Medium B custody to facilitate unlocks and the film schedule
on Condemnad Row, This latter assignment requires the

prior approval of the inmate from the Captain's Office before
insetion on the unlock sheet.

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. te
10:10 P.M. {9:45 P.M. Saturday, Sunday and Holidays), Cell
Count, and is included on the weekend work list.

COMPENSATION 3
Payroll Position # 95 - Rate .04 per hour, 40 hour perBwsgk




PROJECTIONIST #2 -~POSITION III-AVA B-23

DUTIES :

The inmate assigned to this position shall show the
bulk of the 16 M.M. shows in the various departments
of the Institution and Classes, in audition he -shall
assist the Film Editorin the cleaning of film,; in-
specting the boxes the films are received in, stamping
and labeling same with the right company.

The projection schedule for the week includes the fol-
lowing: M nday 9:00 A.M. and 1:00 P.M, Vocational
Carpentry Class; Tuesday, "B"™ Section at 10:00 A.M.;
6:00 P.M. Bake Shop; Wednesday, 10330 A.M., 4th Floor
T.B. Ward; Thursday 9:00 A,M. and 1:00 P.M,, Vocatimonal
Nursing; Saturday, 11:00 A.M. 4th Floor Psych Ward;
Sunday, 11:00 A.M.,; 2nd Floor Hospital., fle shall pro-
ceed the the construction Dormitory, immediately follow-
ing the evening meal, for the purpose of showing the
feature movie or shorts on Thursday and Saturday evening.
Holiday schedule as directed by the leadman.

SUPERVISING AUTHCRITY:

Supervisor Vocational Instruction

REQUIREMENTS AND -QUALIFICATIONS :

The inmate assigned to this position should be experienced
in the operation of 40 and 60 Model Victess, with good
eyesight for focus and an ear for tonal quality and

sound., It is required that he be personable and affaole
for the constant contact with the inmate and free personnel
alike.

SPECIFICATIONS :

The inmate assigned to this position is required to have
Minimum Custody to facilitate unlocks and the weekly
movies at the Construction Dormitory.

ASSIGNED HOURS:

This assignTent is for seven days per week, 8:00 A.M. to
10:10 P.M. Y9:45 P.M. Saturday, Sunday and Holidays),
Cell Count, and is included on the weekend work 1list.

COMPENSATION 3

None

B=23



PROJECTIONIST #3 = POSITION IV-AVA B-=24

DUTIES:

The inmate assigned to this position shall assist in.
showing the 16 M.M. and slide films to the various
Departments of the Institution and Classes, in addition
he should become acqueinted with film cleaning, editing,
and splicing, to act as a replacement for Position III-
AVA B-=23 when necessary or the position falls open,

The projection schedule for the week included the fol-
lowing: Monday, 9:00 A.M. and 1:00 P.M,, Landscape-Gard-
ening; Tuesday, 6:00 P.M.,, Vocational Meat Cutting Classg
Wednesday, 10:00 A.,M. and 2:00 P.M,, Guidance Center;
Thursday, 2:30 P.M.,; Tin Shop; Saturday, 10:30 K. M.,

3rd Floor Hospitalj Sunday 10300 A.M. and 11:00 A M.,
Garden Chapel, 6:00 P.M, "A" Room, Inmate Council. He shall
proceed to the RHanch Dormitory, immediately following the
evening meal, for the purpose of showing the feature movie
or shorts on Thursday and Saturday evening. Holiday
schedule as directed by the leadman. 3

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate on this position should be experienced in the
operation of 40 and 60 model Victors, with good eyesight
for focus and an ear for tonal qualities and sound. It
is required that he be personable and affable forthe
constant contact with the inmate and free personnel alike,

SPECIFICATIONS:

The inmate assigned to this position is required to have
Minimum Custody to facilitate unlocks and the weekly
movies at the Ranch Dormitory,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. te
10:10 P.M., (9:45 P.M., Saturday, Sundays, and Holidays),
Cell County, and is included on the weekend work list,

COMPENSATION:

None

B=24



PROJECTIONIST # 4 - POSITION V-AVA B-25

DUTIES:

The inmate assigned to this position shall be a trainee
in 16M.M. Film projection and slide films. He shall be
given occasional shows in order that he may become
acquainted witi: the various places that films must be
shown and the obstacles that must be overcome. He
should be able to handle 40 and o0 Model Victors before
he released on his own to shown filas.

The following shows have been incorporated in this assigne-
ment: Tuesday, 6:00 P.M., "A" Roiam 5th Grade; Wednesday,
10330 A M. Vocational Print Shop; Sunday, 6:00 P.M,, "A"
Room Inmate Council, Holiday schedule as directed by the
leadman. Thursday, Slides, 9:00 A.M. & 1:00 PM Landscape.

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS :

The inmate assigned to this position should have the
aptitude to learn the art of showing films on a 16 M.M,
Projector, It is required that he have good eyesight for
focus and an ear for tonal quality and sound. It is
required that he be personable as he has constant contact
with the inmate and free personnel alike, :

SPECIFICATIONS:

The inmate assigned to this position is required to have

at least Medium A Custody to facilitate unlocks, in addition
ih making this selection an attempt should be made to
acquire a suitable assignee who is material for eventual
reduction in custody to Minimum to followuthe line of
succession Position B-2L and hence B=23.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M., Cell Count, no weekend work list. All other
unlocks at night or on the weekend shall be carried on

special paragraphs on the Daily Cell and Job Change
Movement Sheet.

COMPENSATION:

None

B~25



AUDIO VISUAL SECTION CLERK B=26

DUTIES:

The inmate assigned to this position is responsible for
typing allmemorandums and copresponsdence required by

the Audio Visual Section of the HEducation Department,

This entails the weekly reports of the time each machine
has operated , which is incorporated into a Monthly reportg
ordering films for use in the school, and making index
cards on each film confirmedg cut stencils for mimeograph-
ing of the schedulej; make up the weekly schedule of unlocks
for the section {projectionists) for trasmmittal to the :
Captain's Officeg make eut the monthly statement for post-
age and rentals of some films., The balance of the time

is svent in keeping the catalogs up to date and ordering
films per request,

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONSS

The inmate assigned to this position should be able
to type 40 words per minute with accuracy and know how to
compose business letters. He should be neat and accurate
in his werk and know how te file with regard te ready
reference,

SPECIFICATIONS: .

The inmate assigned to this position may be Close Custody
as there are no unlocks involved.

ASSIGNED HOURS:

This assignment is fer five .days per week, 8:00 A,M. te
4:00 P.M., Cell Count and no weekend work,

COMPENSATION:

Hone

B-26



SECRETARY - SUPHRVISOR OF VOCATIDNAL INSTRUCTION B=27

DUTIES:

The inmate assigned to this position %5 responsible for

the preparation of all memorandum and correspondence for the
signature of the Supervisor 'Vocatipnal Instruction, This
includes shorthand dictation, routine work orders, place=
ment and removal memoranda to the Captaint's Office, business
letters, special reports, etc.

He ghall maintain the files in a neat and orderly method,
Using a system so that all memoranda is available at a
moments notice. He acts as a receptionist anu screens all
interviews prior to ducated to ascertain what the interview
is for. Answers the telephone and in general tries to keep
track of the Supervisor of Vocational Instruction®s movements
in order to inform people when necessary,

He should maintain accurate records of all inmates assigned
Lo the Vocational Program, and send out quarterly progress
Reports for the completionn by the Instructors.

He is also reguired to work on any special projects, such
as procedures,job descriptions, analysis's, etc., covering
the many functions of the Educational Department and/or
the Vpcational Programe

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to type
45 words per minute with accuracy, be able to take short-
hand notes from direct dictation; and be able to transcribe
same with a minimum amount of error or change., He should

be able to compose business letters and special reports,

that have continuity and are accurate in detail and theme,

He should be neat and precise in his work and able to do
work on his own initiative subject to the approval of

his supervisor., He should have had some training in Business
organization and and interest in this field., If he has had
college courses in this field; it is of an aid to him, how-
ever he should be at least a High School Graduate. ‘e should
be nlean and neat about his appearance. !

SPECIFICATIONS :

The inmate on this assignment whould have at least Medium
A Custody to facilitate unlocks.

ASSIGNIED HOURS:

This assignment is for seven days per wecek, “mmediately after
breakfast until 10:10 P.M. ({9:45 P.M. Saturday, Sunday and
Holidays), Cell Count, and is included on the weekend work list,

COMPENSATION:
Payroil Position. #90 - Rate .04 per hour, .0 hour week B=27



PRINTING CONTROL CLERK B=-28

DUTIES:

The inmate assigned to this position keepsan up to

date control by ledger on all printing requests received
at this Institution en route to the Vocational Print
Shop., In this function he will forward a daily trans-
mittal sheet to the Print Shop along with the Printing
Requests that have been received the previoas day. The
Print Shop will then issue a Print Shop Job Number on
this Printing Request and will return this transnmittal
form to the clerk in order that he may post this inform-
ation in his ledgers,

He will be required to answer all teletypes pertaining to
printing requests by perusing his records or direct contact
with the Print Shop for additional information. These
teletype answer should furnish accurate information; as
erroneous information can refiect on the Department. It
should be his responsibility to bring to the attention of
the Supervisor,Vocational Instruction any orders that
appeartto have been pigeon-holed by the Print Shop.

It is all necessary to keep a ledger record of All CDC
Forms printed  for the Department of Corrections., The
quanities printed of each form will be recorded and a
current running total maintained. He will also keep a
budget ledger type book &f all CDC Forms printed for the
Education Department and/or departments under the aegis
of the Classification and treatment program.

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to tnis position should type approx-
imately 30 words per minute, should have a neat penmanship
and an interest in his work.

SPECTIFICATIONS :

This assignment requires an inmate with at least Close
Custody 4 though there are no unlocks, the inmate must
pass through the Industrial fate on occasions.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A .M. to
4L:00 P.M,, Cell count, no weekend work,

COMPENSATION:

None B-28



AUTO (CIRF) CLERK B-29

DUTIES:

The inmate assigned to this position is responsible for
the processing of all records pertaining to the Vocational
Auto Shop . He shall keep an accurate ledger on all jobs
processed by this shop as well as individual job folders
on same.,

This requires processing Vendor'®s invoices, making dup-
licate copies of same; making out material received
reports, local requests for the Commissary Office on all
material purchased from the CIRF account. Deduct these
purchases from ths CIRF Fund, and " file all the information
in the Job Folders after same as been entered in the ledger.

He shall handle all teletypes relative to this shop after
they have been noted by the Supervisor Vocational lnstruction
and shall answer same if required with accurate information,
as erroneous information passed through channels can reflect
on the Department. He should write any correspondence
relative to specific cars for the signature of the Super-
vigor of Vocational Instruction,

He should act as a coordinator between the Vocational section
and the inmate clerk assigned to the Vocational Auto Shop,
cooperating to the fullest extent,

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to
tyoe 30, words per minute with accuracy with particular
attention being paid to figures in the typing of es&timates
and making copies of invoices. He should have an especi-
ally good penmanship, as so much of the work is ledger
pos t ing. It is required that he be personable due to
his contact with the Instructors of the shop.

SPECIFICATIONS :

This inmate must have at least close custody, though there
are no unlocks, he is required to pass throush the Industrial
Gate to the Vocational Auto,Shop area.

ASSIGNED HOURS:

This assignment is for flve days per week, 8:00 A.M. to
4:00 P.M., Cell count, no weekend work.

COMPENSATION:

None
B=29



DRAFTSMAN - VOCATIONAL SECTION B=30

DUTIES: _

The inmate assigned to this position does all drafting
work that might be requested by one of the Supervisors

of the Education Department, with particular emphasis

on projects directed by the Supervisor Vocational Ins-
truction upon which subsequent Work Orders will be issued.

He is required te¢ proceed to various departments for the
purpose of taking measurements from which to make draw-
ings. He generally submits a rough scetch for approval,
and hence working drawings for use by the General Shop,
Vocational Carpentry, etc. These final drawings are sub-
mitted for final approval by the Supervisor Vocational
Instruction and the requesting department,

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:-

The inmate assigned to this position should be at least
a 'Junior Draftsman., He sheuld be able to make working
drawings of both mechanical and wood projects. He should
be accurate in his ffgures and work, by virtue of the
cost of materials involved in some of the projects,

SPECIFICATIONS :

A Close custody inmate may handle this assignment as there
are no unlocks iavolved in the position.

ASSIGNEN HQURS:

This assignment is for five days per week, 8:00 A.¥M. te
4:00 P.M,, Cell Count, No weekend work,

COMPENSATION:

None

B-30



GENERAL SHOP - TOOL ROOM B=-31

DUTIES 3

The inmate assigned to this position is responsible for
the General Shop tool room, to see that all tools are
maintained a good condition, that they are issued and
returned by the students. It is his duty to maintain the
shop equipment and the shop in an orderly condition,
repairing and reconditioning the equipment when necessary,
a prime necessity to have all machines working in order
that the students may have equipment to work with.

He should keep the shop and tool room in a clean condition,

do periodic repainting when necessary. Shall assist the
Instructors in inventories and quarterlies when requested.
Shall prepare the Daily Tool Control Report for submission
over the signature of the Instructor s to Supervisor Vocational
Instruction. Keep records on the work orders processed by

the General Shop, and see that all of them are expedited

to completion. He shall work on projects that are not suit-
-able for Classroom instruction,

SUPERVISING AUTHORITYS

Supervisor Vocational Instruction
Day and Night Instructors

REQUIREMENTS AND QUALIFICATIONS:

This assignee should be exper®énced in machine repair,
have a comolete knowledge of all machines in the shop,
such as lathes, saws, etc,, and know how to re-condition
same. He should understand layout procedure and have a
head for details,. He should have some knowledge of wood-
working, metal work, welding, etc. He should be able to
get along with the free personnel and inmates alike.

SPECIFICATIONS :

This a ssignee should be at least Medium A Custody, duec to

the fact that he works on weekends without direct supervision,
He is generally unlogked Monday through Friday on the

General Shop Unlock. :

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M, to
4L:00 P.M.(3:00 P.M. Saturday and Sunday), Cell Count, and
is included on the weekend work list,

COMPENSATICN:

None

B-31



GENERAL SHOP - EDUCATION BUILDING MAINTENANCE B-32

DUTIES:

The inmate assign-d to thig position is regarded as the
general handyman of the Education Building. He must be
able to :u.v do various projects of maintenance and repair
such as painting, repairing chairs; desks, installing
locks, lamps on desks, plastering, etc., where necessary,

He must be able to do almost anything in the realm of
fixit work for the Education Department.

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction
REQUIREMENTS AND QUALIFICATIONS:

This assignee should be versed in the art of furniture
repair, being able to use woodworking tools; metal worke
ing tools, paint brushes, knowing how to mix paint, etc o
It should be a man who is interested in this type of
work and who has had some prior experience in it.

SPECIFICATICNS :
The inmate may be close custody as there are no unlocks,
ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P,M., Cell count, no weekend worke.

CO:iPENSATION:

None

B=32



MIMEOGRAPH OPERATOR B-33

DUTIES:

The inmate assigned to this position is responsible for
the operation of the Mimeograph Machine and for the
mimeographing of all work that is reguested of the Educae-
tion Department upon which work orders are issued, such
as the Wa:den’s Monthly Report, and various Educational
Forms. There are times wher manuals are mimeographed that
have to be assembled before delivery,

There are times when it is necessary to cut the stencils
on work that is to¢ be mimeographed, such the Warden's
Menus, Manuals. He shall give direction te inmates who
are doing prosf-reading on the extensive projects and in
the assembling of these manuals.. He shall also direct the
Guidance Center Work Crew in folding and packaging the
Marin County Christmas Seals,

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS_AND QUALIFICATIONS:

The inmate assigned to this position should be able to
type a minimum of 60 werds per minute with accuracy and be
experienced in stencil cutting and stylus work, He should
have a working knowledge of the operation of the Mimeo-
graph machine, knowing how to assemble or taks a part in
order to clean or make minor adjustments. He should be
mature and able te explain with clarity whatnis required
of assistants when they are used on projects.

SPECIFICATIONS :

The inmate assigned to this position is required to have
at least Medium A Custody in crder to facilitate unlocks,

ASSIGNLD HOURS:

This assignment is for seven days per week, = 8300 A M,
to 10:10 P.M.{(9:45 P.M. Saturday, Sundays and Holidays),
Cell Count snd should be included en the Weekend Work List,
COMPENSATION :

Payroli Position #94 -Rate .CL per hour, 40 hour week,



TYPEWRITER HEPAIR LEADMAN B=34

DUTIES:

The inmate assigned to this position is responsible for
the repair and maintenance of all business machines ia the
Education Department, and departments under the aegis of
the Clagsification and Treatment program. Instructs and
Assists the inmate trainee apprentices in cleaning, over-
hauling, rebuilding, reconditioning, servicing and adjuste
ting these machines, which include typewriters, adding
machines and calculators,

Inspects all new machines in the shop to ascertain what
repairs and parts are needed to put the machine in good
working order., Inspects the machines upon compktion to
see that all repairs have been made,

Determines the parts and supplies needed for the main-
tenance of the business machines and makes out the necess-
ary purchase requestso,

Mzkes all emergency service calls relative to,business
machines in the different Departments of the Institution
and either repairs the machine on the spot or. returns it
to the shop for repairs., Aids in cleaning the typewriter
shop and repairing tools.

SUPERVISING AUTHORITY 3

Supervigor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be a journey-
man typewriter and business machine mechanic and have the
ability to anticipate requirements in the matter of material
and supplies. He should be willing and have the personality
te aic in the instruction of the apprentices; a prime necess-
ity in view of the fact that Apprentice #1 is the next po:
tential leadman in the event this position falls vacant and
there is not a journeyman mechanic to place on the position,

SPECIFICATIONS:

The inmate on this assignment should have at least Ma:dium
A Custody to facilitate unlocks, however it is advancageous
t® have a man with Minimum Custody on this assigument in
the event service calls are necessary outside of the Front
Count Gate, i.e.: Administration Building.

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A M. to
10:10 P,M,, Cell Count and should be included on the Weeckend
Work List.

COMPENSAT ION :
Pa&roll Position #96 Rate = .02 per hour, 40 hours per gggﬁ




TYBEWRITER REPAIR APPRENTICE #1 B~-35

DUTIES:

The inmate «ssigned to this position works under the
direction of the typewriter repair leadman on the repair
and maintenance of all business machines in the Education:
Department, and departments under the aegis of the Class=
ificaticn and Treatment program. These machines require
cleaning, overhauling, rebuilding, reconditioning, ser-
vicing and adjusting and include typewriters, adding mach-
ines and calculaters.

It is a responslblllty of this position to learn the
typewriter trade and to accept the guidance of the type-
writer repair leadman,

Aids in cleaning the shop and repa:rxng tools,

SUPERVISING AUTHORITY:

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate who wishes to train on this position should
have a high mechanical aptitude and high manipulative
scores., He should be interested in the trade and have

2 desire to follow through with it upen release. It
should be impressed upen the assignee that he is working
with machines that are of high budgetary outlay, and their
upkeep and maintenance is of a necessity to the funstions
of the Education Department and lnstitution.

SPECIFICATIONS :

The inmate on this assignment should have a least Medium
A Custedy to facilitate unlockse.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.i. to
J0:30 P.M.; Cell Count, no weekend work.

COMPENSATICN:

None

B=35



TYPEWRITER REPAIR APPRENTICE #2 B-36

DUTIES:

The inmate assigned to this position works under the
direction of the typewriter repair leadman on the repair
and maintenance of machines and typewriters in the Type-
writer repair shop., He shall endeavor to learn to learn
the trade.

Aids in c¢leaning the typewriter repair shope

SUPERVISING AUTHORITY :

Supervisor Vocational Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate who wishes to train on this position should
have a high mechanical aptitude and high manipulative
score, He should be interested in the trade and have a
desire to folleow through with it upen release., It should
be impressed upon the assignee that he is working with
machines that are of high budgetary outlay, and their
upkeep and maintenance is of a necessity to the functions
of the Lducation Department and the Institution..

SPECIFICATIONS:

This position requires an inmate with Close custody or
better as there are no unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M.,, Cell Count, no weeked work.,

COMPENSATI ON 2

None

B=36
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I NMATE POS I T I O0ONS

oA ok %k &k

AVA Film Control Clerk

Correspondence Section Leadman

Correspondence
Correspondence
Correspondence

Corréspondence

Lesson Reader
Lesson Reader
Lesson Reader

Lesson Reader

i

Adult Authority Summary Clerk

File Clerk - Inmate Jackets

Book Room Clerk

B g % kA %

Clerk #2
Clerk #3
Clerk #4
Clerk #5

Secretary =Marin County Registrar-Inmate Registrar

Assistant Inmate Registrar

C=20
C=37
C-38
G=35
C=40
C=41
C=b2
C=43
Celply
C=45
C-46



AUDIO VISUAL FILM CONTROL CLERK (=20

DUTIES: _

See Description B-20 under the Supervisor of
Vocational Instruction

SUPERVISING AUTHORITY

Supervisor Prison Education - Maintenance of Equipment
Supervisor Vocational Imstruction - Supervision & Personnel
f3upervisor Academic Instruction - Film Selection

REQUIREMENTS AND QUALIFICATION:

See Description B-20 under the Supervisor of
Vocational Instruction

SPECIFICATIONS:

See Description B=-20

ASSTGNED HOURS:

See Description B-20
COMPENSATION:

Payroll Position #315 - Rate .04 per hour, 40 hour Week



CORRESPONDENCE SECTION LEADMAN C-37

DUTIES:

The inmate assigned to this position is responsible for
proper functioning of the Correspondence Section and the
direction of the inmates assigned thereto. It shall be
his duty to issue zll approved University of California
Courses, mailing lessons to Beri:eley and keeping records
of grades, examinations and certificates relating to
same. :

He shall direct the clerks assigned to the section as
readers, checking to see that all leassons received are
graded and returned promptly to the students. Sees that
an accurate record if kept of all grades, examinations
and certificates pertaining to these local cell courses.

It will be necessary for him to prepare all correspond-
ence relating to the local cell courses and the University
Extension Courses, ;

it is the responsibility of this clerk to see that all:
books are returned promptly to the correspondence section,
and that no books are issued to unauthorized persons.
SUPERVISING AUTHORITY:

Supervisor Academic Instruction

REQUIRZMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have a High
School as a minimum, however the more education the assignee
has had is to his advantage in his contact with the inmates
in giving direction and advice. He should be able to type
at least 40 words per minute with accuracy and have the
ability to compose ousiness letters with ease. He should

be capable of maintaining accurate records, as the dollars
and cents of this section and the education Department,

can depend upon these records. It is of a prime necessity .
that he have a sense of integrity and the ability to say
fino”™, MHis ability to cooperate with other people and the
ability to make them want to work with him is extremely
valuable.

SPECIFICATIONS

This inmate should have at least Medium A Custody to facilitate
unlocks,

ASSIGNED HOURS:

This assignment is for seven days per week, immediately after
breakfast until 10:10 P.M. Monday through Friday, Out Count,
Immediately after breakfast until 3:00 P.M, SAturday, Sundays,

and Holidays, Cell count, and is included on the weekend work list,

COMPENSATION:
Pavroll position # 92 - Rate .04 per hour, 40 hour week Cw37



CORRLSPONDENCE READER Clerk #2 C-38

DUTIES:

The inmate assigned to this position is respomgible for
grading and issuing courses in U. S. History and the text-
booquelated thereto, he shall aid in running the morning
interview line between 8:00 A.M. and 9:00 A#.M. and the
afternoon interview line between 3:00 P.M. and 4:00 P.M.,
and to help students that are having trouble with their
lessons. ;

He shall record grades, lessons received and the mailing
out of all correspondence courses for students taking
courses from the various schools, such as, the I.C.S,,
American Technical Society, Library of Congress, National
Braille Press, etc. He shall also issue alll materials
sent in from these schools to the various inmate students.

He shall record and file all approval slips for books for
students.He shall aid in typing new assignment sheets for
local correspondence courses, I% is his responsibility
to make up a monthly report 0f correspondence course for
the schools listed above.

SUPERVISING AUTHORITY:

Supervisor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have at least

3 years of high school and should be proficient in History
with an S.A. of 10 in this course. He should have a.
readable penmanship and be neat and aaurate about his work.
A sense of integrity is important with the ability to say
"no"; he should also be compatable and have the ability to
get along with the others in the section and the inmates
with whom he comes in contact with, Should type 30 W.P.M.

SPECIFICATIONS:

This inmate may be close custody aa there are no unlocks.
ASSIGNED HQURS:

This assignment is for five days per week,; 8:00 A,M. to
4:00 P.M,, Cell count, no weekend work,

COMPENSATION:

Nene

c-38



CQRRESPONDENCE READER CLERK #3 C-39

DUTIES:

The inmate a ssigned to this position is responsible for
grading and issuing courses in American Government-Civics
and the textbooks related thereto. He shall aid in running
the morning interview line between 8:00 A.M. and 9:00 A.M.
and the afternoon interview line between 3:00 P.M. and

4L:00 P.M., and to help students that are having trouble
with their lessons..

Shall perform any other duties that might be indicated by
the leadman.

SUPERVISING AUTHORITY:

Supervisor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have at least

% years of high school and should be proficient in Civics
with an S.A. of 10 in this course. He should have a
readable penmanship and be neat and accurate about his
work. A sense of integrity is important with the ability
to say "no"™; he should also be compatable and have the
gbility to get along with the others in the section and the
inmates with whom he comes in contact witho,

SPECIFICATIONS:

This inmate may be close custody as there are no unlocks.

ASSIGNED HOURS:

This assignment s for five days per week, 8:00 A.M. to
4:00 P.M., Cell Count; no weekend work.

COMPENSATION:

None

Cc-39



CORRESPONDENCE R&ADER CLERK #4 0-40

DUTIES:

The inmate assigned to this position is responsible for
grading and issuing courses in Elementary and advanced
Mathmatics and the textbooks related thereto. He shall
enroll men in new courses and check out books and lessons
to them for new local correspondence courses, and in
conjunction with this he shall record in the Daily Log
the number of local Correspondence Courses corrected by
the Section, and keep a record of the courses begun,
finished and dropped. ;

He shall record the grades of the Local Correspondence
Courses with the Supervisor of Academic Instruction, and
will reproduce lessons as new ones are needed, or when
the course is revised..

It is hiis responsibility to check out all men leaving the
Institution to see that they have no books checked out
from the Correspondence Section,

SUPERVISING AUTHORITY:

Supervisor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have at least

3 years of high school and should be proficient in Math-
matics with an S.A. of at least 10 in this course., He
should have a readable penmanship and be neat and accurate
about his work. A& senese of integrity is important with
the ability to say "no"; he should be compatable and have
the ability to get along with the others in the section and
the inmates with whom he comes in contact with. He should
be able to type at least 30 words per minute with accuracy.

SPECIFICATIONS:

This inmate may be close custody as there are no unlocks.
ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A M. to
4:00 P.M., Cell Count, no weekend work.

COMPENSATION:

None

C-40



CORRESPONDENCE - READER CLERK #5 C-41

DUTIES:

The inmate assigned to this position is responsible for

grading " and issuing courses in English and the textbooks

related thereto. He shall enroll men in new courses

.and check out books and lessons tc them for new coursesy

ind help students that are having trouble with their
essons.

Shall perform any dther duties that might be indicated by
the leadman.

SUPERVISING AUTHORITY:

Supervisor Academic Instruction
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have at least

3 years of high school and should be proficient in English
with an S.A. of at least 10 in this course. He should -
have a readable penmanship and be neat and accurate abonutu
his work. . A sense of integrity is important with ability
yo say "no"; he should also be compatable and have the
ability to get along with the others in the section and the
inmates with whom he comes in catact with.

SPECIFICATIONS:

-This inmate may be close custody as there are no unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4L:00 P.M;, Cell Count, nc weekend work.

COMPENSATION:

None

C=41



ADULT AUTHORITY SUMMARY CLERK C-42

DUTIES:

The inmate assigned to this position is responsible for
the preparation of the Adult Authority Pre-Board Summaries
that are initiated at this Department for forwarding to
the Hospital for their report, before transmittal to the
Classification and Parole Office. These summaries include
a complete report of the subject's educational record-
acadeumic and vocational.

The procedure is to make a pencil summary under the direction
and supervision of the Supervisor of Academic Instruction

for approval before the final ditto is cut, which is again
approved and any final revisions made that are necessary.

When the dittos have been initialed by the Supervisor
Academic Instruction they are taken in person to the Hosp-~
itzl where a representative there will acknowledge receipt
of same.

When there are vocational enrollees on the board a list
of these will be forwarded to the secretary for the Super-
visor of Vocational Instruction in order that special
Progress Reports may be obtained for this summary.

SUPERVISING AUTHORITY:

Supervisor Academic Instrmction

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to
t¥pe 40 words per minute with accuracy. He should be able
to compile summaries from available information that are
concise and pertinent., Abowve all he should be zn individ-
ual with an ounce of integrity for information contained
in these summaries is not for general broadcast.

SPECIFICATIONS:

A Close custody inmate may be assigned to this position as
there are no unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M,, Cell Count, no weekend work,

COMPENSATION:

None

Ce= &2



FILE CLERK - INMATE JACKETS C=43

DUTIES:

The inmate assigned to this position is responsible for
the upkeep and accuracy of the Educational inuwate File
Jackets which are maintained on all inmates in the Ins-
titution. These files contain classification summaries;
letters, memorandum, progress reports, etc., and it is
the assignees duty to see that all information is filed
as soon after it is received as possible., The cover

of the jackets alse contain a running record of the sub-
Jject®s job assignments,; custody, parole date, discharge
date, and instances where a subject is sent to the Isol-
ation unit.

The covers are kept up to date by posting the job change
information from the Daily Movement Sheet furnished by

the Captain%s Office. When a subject is to appear bvefore
Classification the jacket will be stamped with the date

of the meeting, so the Education Department Represent-
ative may write in the custody change. Screening Com-
mitte actions will be posted from the Classification result
sheets which are sent to this Department several days
after the meeting,

Jackets must be pulled for the following reasons; Class-
ification, parole, discharge, decease. In the latter three
instances the. jackets will be given to the Registrar Clerk
#1 for forwarding to the Record Office.

SUPERVISING AUTHORITY:

Supervisor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS :

The inmate assigned to this position must have a neat
penmanship and have a high aptitude in numerical sequence
testing, as this latter point aids the assignee in the
fast accomplishment of his work, therefore allowing for
the jackets to always be up to date.

SPECIFICATIONS:

The inmate on this assignment may have close custody as
there are ne unlocks involved.

ASSIGNED HOU#AS:

This assignment is for five days per week, 8:00 A.M.to
4 :0C P.M,, Cell Count, no weekend work.

COMPENSATION:

None
C=43



BOOKROOM CLERK Codyls

DUTIES:

The inmate assigned to this position is responsible for
the functioning of the Education Department Bookroom, In
this process he shall issue books to all teachers of the
day and night classes, keeping on hand the necessary

books for subjects being taught. He should maintain an
accurate record of all books issued to all classes and
with the permission of th e Instructor issue books to

the stident. In issuing the books to the students, a slip
should be made with the name of each books and it‘’s number,
and should be signed and fingerpiinted by the student,

During the current quarter he should compile a list of

the books to be required the following one, so they may

be ordered. fle should take an accurate inventory of all
books at the end of each quarter and survey all books that
may not be rebound because of condition. Books that may
be rebound are compiled and forwarded to the Supervisor
Vocational Instruction for rebinding by the Book Repair
Unit.

In receiving new books, he should enter in accession all
books as they come in, stamping them with the Education
Department Stamp, and numbering them in two places< one
page 101 and in the front. This is done with all books
whether they are hard bound or paper bound.

He should also maintain a supply of scratch paper for
the use of the classes both day and night,

SUPERVISING AUTHORITY:

Supervigor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS :

The inmate assigned to this position should be able to
type approximately 30 words per minute with accuracy. He
should have a neat penmanship and be able to keep neat

an accurate records, It is required that he be a mature
individual, affable and personable and able to get along
with the free personnel and inmate alike. Heg should have
integrity and the ability to say "no"., Aboveall he should
take an interest in h*s work.

SPECIFICATIONS:

Should have Medium A Custody for unlocks.

ASSIGNED HOURS:

This assignment is for seven days per week, immediately
alter breakfast until 10:10 P.M.{9:45 p.m. Saturday, Sun-
Day and Holiday), Out count, and is included on the weekend list,

COMPENSATION:
Payroil Position %93 - Pate .04 per hour, 4O hours per week Colks



SECRETARY MARIN COUNTY REGISTRAR
INMATE REGISTRAR C~45

DUTIES:

See Description under D=45 Marin County
Registrar

SUPERVISING AUTHORITY:

Supervisor Academic Instruction
Marin County Registrar

REQUIREMENTS AND QUALIFICATIONS:

See Description D=45 under the Marin
County Registrar

SPECIFICATIONS:

- Bee Description Debb
ASSIGNED HOURS:

See Descrition D-45
COMPENSATION 3

Payroll Position #316 - Rate .04 per hour, 4O hour week

C=45



INMATE REGISTRAR ASSISTANT C=46

DUTIES:

The inmate on this assignment shall do all of the
necessary routine typing of the Supervisor Academic
Instruction; such as business letters, memorandums

to other departments, and pass lists to the Captain’s
Office for daily interviews.

He shall make Jjacket., copies of incoming transcripts,
evaluate credits on these transcripts for the dMarin
County Registrar, and handle correspondence with schools
regarding transcripts of credits requested by inmates.

Prepare weekly enrollment applications fer Fridays
Initial Classification Committee Meeting. He shall main-
tain the files of correspondence. It is his duty to
give necessary information about the program when the
Supervisor Academic Instruction is out and act as a
buffer between the Supervisor Acadeuidc Instruction
and the inmates. Shall cooperate with the Instructor

in the collection of special progress reports, etc.

it is important that he work as a team with the Inmate
Registrar, and cover for him when necessary in his
absence, as in the process of succession, he is the
logical replacement for this position D=45. He does
all of the preliminary work on new enrollments prior
to passing the information to the Inmate Registrar.

SUPERVISING AUTHORITY s

Supervisor Academic Instruction

REQUIREMENTS AND QUALIFICATIONS :

The inmate a2 ssigned to this position should be able %o
type 35 words per minute with accuracy, and be neat and
accurate in his work. He should be compatable and able
to get along with the free personnel and inmate alike.

SPECIFICATIONS :

This inmate may be close custody as there are no unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 &4.M. to
4:00 P.M.? Cell couht and no weekend work.

COMPENSATION:

None

C=h46
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I NMATE POS ITIONS
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Secretary « Marin County Registrar-Inmate Registrar D45
Registrar Clerk #1 ~ De=47
Registrar Clerk #2 - File D=8



SECRETARY -MARIN COUNTY REGISTRAR -INMATE REGISTRAR D=45

DUTIES:

The inmate assigned to this position is responsible for
all of the paper work relative to the KEducation Depart-
mentls ACADEMIC Program. He s5hall process all enroll-
ment. memorandums to the Captain's Office and all drops
from the program, Day School Drops require a separate
memorandum for each inmate with an attached progress reporty
Night School Drops raquire the memorandum alone.. On
quarterly re-enrollments,; the classes will be grouped and
the inmates listed numerically, these-lists and theis cor-
responding Activity Cards are forwardto.the Captain's
Office the Monday following the end of'the quarter, as
there is just one week between the end and the start of
the next one. To accomplish this, it will be necessary

to complete the re-enrollment a week before the quarter

is ended.

In processing each enrollment make two copies from the
originzal enrollment slip and file one numerically and the
other numerically within the class; the origin.al copy is
forwarded to Mr. Mac Lane.to add te his educational card.
For night schoel the original must be filed with the
student's signature and the copy sent to the Marin County
Registrar. A check should be made of the movement sheet
to drop any inmate that has been dropped by the Captain's
O0ffice, and th: copy from file is sent to the Marin County
Registrar to drop off the Educational Card. Write any
memorandum for Night School Unlock that may be given to
him by the Supervisor Academic Instruction, and all memo-
randum f& for his signature.

He should check passes of inmates assigned to day school
#nd mark the room number on it for the inmate's inform-
ation. It is his responsibility to check night school
absentees and line out if in Isolation, Segregation or
Hospital, If a man has a,cell pass; give the pass and
the absentee slip to the Night Officer for his check,

He should make five copies of openings in the Day School

and forward to Mr. Dunbar, School Coordinator,Classification
Committee and the Reception Guidance Center Associate
Warden. Weekly reports are made out in Quadripulcate on

a special sheet and xzent to the Supervisor Prison Education.
Classification Committee, Assignment Officer and the Super-
viser Academig Instruction,

It is his responsiblity to organize the Bi-ennial Graduation
activity for the iducation Department.

He should be able to tell at all times how many openings he
has in each class both day and night.

SUPIRVISING AUTHORITY:

Superviscor Academic Instruction D=45



SECRETARY MARIN COUNTY REGISTRAR -INMATE REGISTRAR D-45
{Continued)
U NTS ICATIONS :

The inmate assigned to this position should be able to
type 40 words per minute with accuracy with particular
attention being paid to accuracy in numbers and names
on enrollment lists to the Captain's Office. He should
be especially capable in detailed work and have a sense
of integrity. He should be able to get along and be
compatable with [ree personnel and inmate alike. He
should be neat and accurate in his work. It is an
advantage to have a High School Graduate on this assign-
ment, however is it is not a necessity. A high clerical
aptitude and I1.Q. work to an advantage..

SPECIBICATIONS :

This assignment requires an inmate with at least Medium
A Custody to facil®ate unlocks.

ASSIGNID HOURS:

This assignment is for seven days per week; immediately
after breakfast until 10:10 P.M. (9:45 P.M. Saturday,
Sunday and Holidays), Out Count, and is included on the
weekend work list.

COMPENSATION:
Payroll Position #316 - Rate .O4 per hour, 4O Hours per week.

D=45



REGISTRAR CLERK D-=47

DUTIES:

The inmate assigned to this position is responsible for

the HEducation Record Card, CDC Form 154. He makes out

new cards are all new emrollments, plus college cards,

and stamps the classes that the inmate has enrolled in

on these cards. He shall stamp all re-enrollments at

the beginning offi each semester with the help of the assist-
ant, Files these cards daily.

He shall type a covering memorandum to forward all trans—
fers, paroles and discharges to the Record Office along
with their Education Department Jacket and Cards. In
doing this;, he shall make a copy of all paroles, discharges
and transfers for dead file of the Education Record Card,

Any other duties that might be delegated by the Marin
County Registrar,

SUPERVISING AUTHORITY:

Marin County Registrar

REQUIREMENTS AND QUALTFICATICNS:

The inmate assigned to this position should be a mature
individual; who has neat penmanship, and is able to file
numerically with accuracy and spe=sd, as it is a prime
necessity that these cards be ready for reference at all
times..

SPECIFICATIONS:

' The inmate assigned to this position may be Close Custody
as there are no unlockse

ASSIGNED HOURS:

This assignment is for five days per week from 8:00 A.M. to
4:00 P.M., Cell Count, no weekend work,

COMPENSATICNS

None

D47



REGISTRAR CLERK #2 D-=48

DUTIES:

The inmate assigned to this position shall assist the
Registrar Clerk #1 in the performance of his duties in
relation to the Education Recerd Card, CDC Form 154,
by helping to pull and file cards and on the post the
new enrollments and re-enrollments at the end of each
new semester.

Shall run the adding machine to find the accumulated
hours both academic and vocational at thé end of each
semester, Types educational and vocaticnal progress
reports for all discharges and paroles for the signate-
ure of the Registrar. Aids the Clerk #1 in making
copyies of all paroles and discharges and transfers for
the dead file,

Any other duties that might be delegated by the Marin
County Registrar.

SUPERVISING AUTHORITY:

Marin County Registrar

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be a mature
individual, who has neat penmanship, and is able to file
numerically with accuracy and speed;, as it is a prime
necessity that these cards be ready for reference at all
times. He should be qualified in the use of the adding
machine and have a head for figures.,

SPECIFICATIONS :

‘the inmate assigned to this position may be close Custody
as there are no unlocks.

ASSIGNED HOURS:

This assignment is for five days per week from 8:00 A.M. to
4,300 PsM., Cell Count, no weekend work,

COMPENSATION:

None

D-48
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Secretary - College of Marin Coordinator E=49



SECRETARY -~ COLLEGE OF MARIN COCRDINATOR E=49

DUTIES:

The inmate assigned to this position is responsible for
all correspondence of the Coordinator, typing memorandum,
cutting stencils of lessons, bulletins, announcements,
outlines, etcy pertaining to the Educational Program.

He shall process the tests during the quarterly testing
programs, compiling scores{grade placements) from raw
scores, typing test result sheets and recording same in
files He shall give under the direction of the Coordinator
the GED and standard tests, handscoring same and rccording
results.

He shall prepare and compile from various sources the
enrollment date for all Guidance Center Class enrollments.
together with special data for the weekly composite report
on this activity. e shzll perform all necessary corres—
pondence and clerical work necessary for this function.
Assists the Coordinator in the maintenance of the files, etc.

SUPERVISING AUTHORITY:

Marin College Coordinator
REQUIREMENTS AND QUALITICATICONS :

This inmate should have at least a High School education,
the more education the better. He should be able to

type approximately 45 words per minute with accuracy, and
be able to cut stencils and dittos. He should be used to
detail work and be able to keep neat and accurate records,
he should have a neat penmanship and be neat and clean
about his appearance, It is required that he have a sense
of integrity and have the ability to <ay "no'",

SPECIFICATIONS :

The inmate assigned to this position must have at least
Medium A Custody to facilitate unlocks.

ASSIGNED HCURS:

This assignment is for five days per week; 8:00 A.M. to
10:10 P.M.; Cell count. ;

COMPENSATION:

None

E~49
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INMATE POS T 1 0NS
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Handicraft Maintenance

Fire Watch - Hobby Maintenance

East Gate Handicraft Stere

Visiting Room Handicraft Store

Handicraft Shop = Tool Room - Saw Filer
Inventory Control Handicraft

Manager's Assistant Handicraft

Handicraft Stockroom Clerk #1

Handicraft Stockroom Clerk #2

‘Handicraft Catalogue and Purchase Order Clerk #3
Handicraft Catalogue and Purchase Order Clerk #2

#andicraft Shop Janitor

F=50
F-53
F=52
F-53
F=54
F-55
F-56
F-57
F-58
P=59
F-60
F=64



HANDICRAFT SHOP MAINTENANCE F=50

DUTIES:

The inuate assigned to this position assists the main-
tenance man position F-51; in the general maintenance of
the Handicraft shop; its environs and equipment.

His duties call for repairing of equipment, re-painting
various of areas of the shop and miscellaneous other tasks
that might be directed by the Handicraft Manager.

SUrERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position is regquired to

be a "jack of all trades”; he should be mechanical minded
with an above average aptitude in this phase. It is re-
gquired that he have knowledge of machine maintengnce, and
replacement of parts. '

SPECIFICATIONS :

The inmate on this assignment is required to have at
least #edium A Custody to facilitate unlocks. It should
be born in mind that the assignee should be suitable
Minimum Custody because in the normal course of events,
he will probably act as the eventual replacement for
Position F=53,

ASSIGNED HOURS:

This assigoment is for seven days per week, 8:00 4.M. to
10:00 P.M., Cell count and is included on the weekend
work list.

COMPENSATION :

Payroll Position #605 -~ nate .02 per hour, 48 hours per week

F-50



HANDICRAFT SHOP MAINTENANCE - FIRE WATCH F-51

DUTIES:
the inmate assigned to this position is responsible for
the general maintenance of the Handicraft shop; its
environs and equipment, and makes check during the even-
ing hours for fire hazards, etc.
His duties call for repairing of equipment, re-painting
various areas of the shop and miscellaneous other tasks
that might be directed by the Handicraft Manager.

i) ING Ty
Handicraft Manager =

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position is required to be
a "jack of all trades™; he should be mechanical minded
with an above average aptitude in this phase. It is
required that he have knowledge of machine maintenance,
and replacement of parts.

SPECIREICATIONS :

The inmate on this assignment is required tep have a
Minimum Custody due to hours of assignment and work
without suvervision.

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M., to
11230 PM., Yard Count L:30 P.M. and 10:30 P .M, (3:30 P.,M.
and S:45 P.M., Saturday, Sundays and Holidays). General
Mess to furnish lunch, and is included on the weekend
work list.

COMPENSATION :

Payroll position #605 - Rate .02 per hour, 48 hours per week.

F=5]



"EAST GATE HANDICRAFT STORE F-52

DUTIES:

The inmate assigned to this position acts as a salesman

in the Handicraft store at the East Gate, selling bobby
articles to visitors to this Institution. It is necessary
for hin to prepare a daily report of sales and cash bal-
ance for submission to the Trust Office at the close of
each days's opusiness. Keeps a general record of all sales,,
inventory and of returns to owner and receipt of articles
from the Inside Handicraft Shop. It is necessary for him

to keep the hobby articles and stors in a clean and orderly
manner..

He must take a monthly inventory at the Hancicraft Manager?’s
discretion also a quarterly inventory for forwarding to
Sacramento. 3

SUPERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to tnis position should be personable
and have prior experience in salesmanship and in contact
with customers. He should be completely trustworthy and
have no institutional record of pilfering and dealing or
conniving with other inmates, He should be neat and clean
about his appearance due to the fact that he is in con-
stant contact with free personnel and visitors.

SPECIFICATICNS :

The inmate on this assignmeunt is required to have Minimum
custody due to ths fact that he must pass through the
Front Count Gate, the Entrance Gate and work adjacent to
the East Gate with a minimum amount of supervision,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. to
4L:00 P.M., Bast Gate Count -

COMPENSATION:

Payroll Position #0601 - Rate .O4 per hour; 48 hours per week



VISITING ROOM HANDICRAFT STORE F-53

DUTIES:

The inmate assigned to this position acts as a salesman
in the Handicraft Store in the Visiting Room, selling
hobby articles to visitors to this Institution. It is
necessary for him to prepare a daily report of sales and
cash balance for submission to the Trust QOffice at the
close of each day'!s business. Keeps a general record

of all sales, inventory and of returns to owner and
receipt of articles from the Inside Handicraft Shop. It
is necessary for him to keep the hobby articles and store
in a clean and orderly manner..

He must take a monthly inventory at the Handicraft Manager's
discretion also a quarterly inventory for forwarding to
Sacramento.

SUPERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS :

The inmate assigned to this position should be personable
and have prior experience in salesmanship and in contact
with customers, He should be completely trustworthy and
have no institutional record of pilfering and dealing or
conniving with other inmates. He should be neat and clean
about his appearance due to the fact that he is in con-
stant contact with free personnel and visitors.

SPECIFICATIONS:

The inmate on this assignment is required to have Minimum
custody due to the fact that he must pass through the

Front Count Gate, under all conditions of weather, and is
required an occasion to work at night with a minimum amount
of supervisicn,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M. to
4:00 P.M.,, Front Count Gate Count.

CCMPENSATION:

Payroll Position #602 - Rate .04 per hour, 48 hour week.

F=53



HANDICRAFT TOOL ROOM - SAW FILER F=54

DUTIES:

The inmate assigned to this pesition is responsible for
sharpening all tools used by the various vocational pro-
grams and the Handicraft shop. He shall alsc assist the
regularly assigned maintenance man F-50 in the main-
tenance of the shop equipmeht, such as repairing and
painting when necessary, and general handy work around
the Shop 6

SUPERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS :

This assignee should oe an experienced saw filer and have
.the ability to grind and sharpen other tools when necess-
arye. He should have a high mechanical aptitude.

SPECIFICATIONS:

The inmate assigned to t:is position should have at least
Medium A Custody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
10:10 P.M,,; Cell count, no weekend work,

COMPENSATION:

None,

F-54



HANDICRAFT INVENTORY CONTROL CLERK F-55

DUTIES:

The inma te assigned to this position shall maintain
accurate ledger cards of all Handicraft Members. It
will be necessary for him to post all materials pur-
chased by the inmates to the record card, all mail-
outs, etc, The files will be kept current my adding
cards for all new members and removing all transfers.

He shall assist the Handicraft Manager in analysis and
inspection of the ledger cards and assist in the monthly
and quarterly inventory of all articles in the Handicraft
Stores.

SUPERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to
type approximately 35 words per minute with accuracys
should have a neat penmanship and be neat and accurate
about his work. He should have a sense of integrity

and have no Institutional record of pilfering and deal-
ing or conniving with other inmates. The ability to say
Tno", . .

SPECIFICATIONS:

The inmate assigned to this position should be Minimum
Custody to facilitate assisting in the inventories in the
Handicraft Stores, which require that he be passed through

ghe Front Count Gate and the Entrance Gate to the East
ate.

ASSIGNED HOURS:

Thié aséignment is for seven days per week, 8:00 A.M. to
10:00 P.M., (9:45 P.M. Saturday, Sundays and Holidays),
Cell Count, and is included on thé weekend work list.

COMPENSATION

None *

F=55



HANDICRAFT MANAGERS ASSISTANT F-56

DUTIES :

The inmate assigned to this position performs the folw
lowing duties to assist the Handicraft Manager;

prepares Sales Report for the Trust 0Office of all articles
sold at the two re-sale stores; inventories all articles
that are being sent to the stores for sale, wraps the
articles that are being mailed home by the “andicraft
Members.

He shall keep records of all sales in each store;, typing
special reports and all other correspondence and memorandum
thta might be requested by the Handicraft Manager. He shall
assist with the monthly inventory of articles on sale in the
re-sale stores.

SUPERVISING AUTHORITY:

Mandicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate a ssigned to this position should be able to
type approximately 45 words per minute with accuracy;
should have a neat penmanship and be neat and accurate
about his work . Ite should have a sense of integrity
and have no Institutional record of pilfering and deal-
ing or conniving with other inmates. <The ability to say
"no" .

SPECIFICATIONS :

The inmate assigned to this position should be at least
Medium A Custody to facilitate unlocks, it would be of an
advantage to have a Minimum Custody to aid in the invent=-
ories of the Handicraft stores but this is not a,necessity.

ASSIGNED HOURS:

This assignment is for seven _days per week, 8:00 A.M. to
10:10 P.i. (9:45 P.M. Saturday, Sunday and Holidays),
Cell Count, and is includeé on the weekend work list.

COMPENSATION:

Payroll Position #603 - Rate .04 per hour, 4O ,hours per week.



HANDICRAFT STOCKROOM CLERK #1 F-57

DUTIES:

The inmate assigned to this position is responsible for the
stockroom in the Handicraft Shop. It shall be his duty to
fill orders out of stockand issue these orders to the Handi-
craft members. He shall keep records of all stock sold,

The inmate assigned here will be required to take a quart-
erly inventory of all stock on hand,

SUPERVI3ING AUTHORITY ,
Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have a neat
penmanship and be neat and accurate about his work. He
should have a sense of integrity and have no Institutional
record of Pilfering and dealing or conniving with other in-
mates. The ability to say ®no"%.

SPECIFICATIONS :

The inmate assigned to this position must have at least
Medium A custody to faciliate unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
10:10 P.M. 5, Cell couht,; no weekend work,

COMPENSATION:

None

F=57



HANDICRAFT STOCKROOM CLERK #2 F-58

DUTIES:

The inmate assigned to this position shall assist the
Clerk #1 in the Stockroom Position F-57, in filling out
orders from stock to issue to Handicraft Members. He
shall assist in keeping the necessary records and helping
with the quarterly inventory of all stock on hand.

SUPERVISING AUTHORITY:

Handicraft Manager

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should have a neat
penmanship and be neat and accurate about his work., He
should have a sense of integrity and have no Institutional
record of pilfering and dealing or conniving with other
inmates, T'he ability to say "no".

SPECIFICATIONS :

The inmate a ssigned to this position must have at least
Medium A Custody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
10:10 P,M,,; Cell count, no weekend work.

COMPENSATION:

None

F-58



HANDICRAFT CATALOGUE AND PURCHASE ORDER
CLERK #1 F=59

DUTIES:

The inmate assigned to this position shall be responsible
for all purchase orders emanating from the Handicraft Store
on materials to be purchased from the vendors by the inmate
handicraft members. He shall check the inmate's material
orders and make extensions of same prior to typing of the
Purchase Orders.

He shall check orders upon receipt against the packing

slip. !e shall assist in keeping the inventory Tally Sheets
up to date and in posting the sale ef Handicraft articles

at the stores on the record cards,

SUCERVISING AUTHORITY s

Handicraft Manager

\
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position should be able to
type approximately 45 words per minute with accuracy with
particular attention being paid tC the figures on the
Purchase Orders. He should have a nead for figures and
the ability to use the adding machines with accuracy in
making extensions, etc, He should have a neat penmanship
and be neat and accurate about his work. It is required
that he have a sense of integrity and haveho institutional
record of pilfering and dealing or conniving with other
inmates. the ability to say "no'",

SPECIFICATIONS:

. §
The inmate assigned to this position must have at least
Medium A custody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.l. to
10;10 P.M., Cell Count, no weekend work.

COMPENSATION:

None

F-59



HANDICRAFT CATALOGUE AND PURCHASE ORDER CLERK #2 F--60

DUTIES:

The inmate assigned to this position shall assist the
Clerk #l, Catalogue and Purchase Order Position F=59,

in the processing of the purchase orders on materials

to be purchased from the Venders by the inmate Handicraft
Members. He shall eheck the inmate's material orders

and make extensions of same prior to typing of the pur-
chase orders. -

He shall assist in receiving the orders from the Vendors
by aiding in checking the packing slip against the son-
tents. He shall assist in posting the inventory tally
sheets. :

' SUPERVISING AUTHORITY:

Handicraft Manager
REQUIREMENTS AND QUALIFLCATIONS:

The inmate assigned to this position should be able to

type approximately 45 words per minute with accuracy with
particular attention being paid to the figures on the
Purchase Orders. He should have a head for figures and

the ability to use the adding machine with accuracy in
making extendons, etc., He should have a neat penmanship
and be neat and accurate about his work. It is required
that he have a sense of integrity and have no Institutional
record of pilfering and dealing or conniving with other in-
mates. The ability to say "ao",

SPECIFICATIONS:

The inmate assigned to this position must have at least
Medium A Custody to faciliate unlacks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
10:10 P.M., Cell Count, no weekend work.

CCMPENSATION:

None

F=60



JANITOR - LDUCATION BUILDING
HANDICRAFT SHOP F-04

DUTIES:

See Description under G~64 Day Correctional
Officer

SUPERVISING AUTHORITY :

Handicraft Manager
Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

See Description under G-64 Day Correctional
Of ficer,

SPECIFICATIONS:

. See Description G0k

ASSIGNED HOURS:

See Description G-6i

COMPENSATION:

None

F=0l
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I NMATE POSITITPIONS
AR g % & ok Ok Kk X X
Band Room Janitor
Front Office Clerk
Assignment & Cell Move Blerk and Runner
"A*" Room Janitor
General Shop Janitor
Handicraft Shop Janitor
Utility Janitor-Education Building
Top Floor Janitor-Education Building
Middle Floor Janitor-Education Building
Lower Floor Janitor-Eduéation Building
Janitor-Education Building
Janitor-Education Building

Janitor-Education Building - Supply Room Runner

G-18
G-19
G=61
G=62
G=63
Gabil
G-65
G=66
G-67
G-58
G=69
G-70
G=71



BAND RCOM JANITOR  G=18

DUTIES

See Description A-18 under the Supervisor
Prison Education

SUPERVISING AUTHORITY :

Supervisor Prison Education
Day & “ight Correctional Officer

REQUIREMENTS AND QUALIFICATICNS:

See Description A~18 under the Supervisor
Prison Education

SPECIFICATIONS:

See Description A-18

ASSIGNED HOURS:
See Description A-18

COMPENSATION:

None

G-18



FRONT OFFICE CLERK G-19

DUTIES:

See Description A-19 under the Supervisor
Prison Education,

SUPERVISING AUTHORITY :

Supervisor Prison Educatiocn
Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

See Description A-19 under the Supervisor
Prison Education.

SPECIFICATIONS :
See Description A-19

ASSIGNED HOURS:

See Description A=-19
COMPENSATION:

None

G=19



ASSIGHMENT & CELL ./OVE CLERK <RUNNER G-61

DUTIES:

The inmate assigned to this position is responsible for
the accuracy of the numerical and alphabetical x5
Card File of all inmates in this Institution. He shall
make new cards for both files on their arrival in the
Institution from the CDC 107 Daily Record of Arrivals
and Departures. From this Form he shall remove all
transfers, paroles, discharges, deceased, etc, The
numerical file cards should be posted daily from the
Daily Cell and Job Change sheet issued by the Captain’s
Office,; in order that all education information; such

as Activity Cards, notices, etc., may be properly posted
with the correct cell information for delivery by the
Mail Office. He records the cell number on Cell Study
Courses, Hobby pickup slips, veteran's correspondence,
etc., and delivers this material to the correct cell
blocks. He also ptcks up the correspondence lessons from
the Education Boxes in the South Building and the East
Block,

He shall deliver the ducats to the inmates assigned te
the Education Building, also for students. He shall trace
absentee whereabouts for the Correctional Officer.

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

This assignee should be avle to type approximately 25
words per minute for the purpcse of making out the new
file cards, and should have a legible penmanship for the
pesiting of same., He should be trustwerthy and be inter-
ested enough in his assignment to keep the flles accurate
at all times.

SPECIFICATIONS:

The inmate assigned to this position may be close custody
as there are no unlockso

ASSICNED HOURS:

This assignment is for five days per week, 8:00 A.M., to
4:00 P.M., Cell Count, no weekend work.

COMPENSATION:

None

G-61



JANITOR - EDUCATION BUILDING
TAT™ ROOM G-62

DUTIES:

The inmate assigned to this position is responsible for
keeping the A Room in the building adjacent to the
Education Building in a clean and sanitary condition dur-
ing all hours of the day. This room is used as a class-
room for therapy groups and lectures, and various other
meetings conducted by the members of this Institutions®s
Staff, In view of the fact that this room is used on and
off during all hours of the day, so it should be checked
and policed when necessary. This duty includes keeping
the floor clean and emptying the ash cans when necessary.

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS :

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work,

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to this type of position,

SPECIFICATIONS :

This assignment requires at least Medium A Custody as the
inmate is required to work on the weekends without direct
supervision and his duties require him to pass beyond the
Yard Office Gateo

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A, M. te
L:00 P,M,, Cell Count and is included on the weekend List,

COMPENSATION:

None

G=62



JANITOR — EDUCATION BUILDING
GENERAL SHOP G-63

DUTIES:

The inmate assigned to this position is responsible for
keeping the Yeneral Shop in the Education Building in a
clean and sanitary condition., This requires cleaning of .
the shop before the morning class, after it; and after the
eve afternoen class.This is a necessity due to the fact
that the building is on show to the visiting groups at any
time, and the fact that it is an Institution policy to
keep all Departments clean at all times,

SUPERVISING AUTHORITY:

Day Correctional Officer

RECUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work,

The inmate should desire to perform duties of this sort,
Members of the colored race generally make the best assignees
to this type of pesition.

SPLCIFICATIONS:

The Inmate assigned to this position may be Close “ustody
as it does not require any unlocks..

ASSIGNED HOURS:

This assignment is for five days per week, 8:0U A.M, te
4L:00 P.M., Cell Count, No weekend work.

COMPENSATION:

None

G-63



JANITOR -~ EDUCATION BUILDING
HANDICRAFT SHOP G-6k

DUTIES:

The inmate assigned to this position is responsible for
keeping the Handicraft Shop in the building adjacent to
the Garden Beautiful in a clean and sanitary condition.
This requires cleaning the shop every momning, which is
usually quite dirty at this time due to the evening Hobby
Classes, He should make summary cleanings during the

day when necessary. This is a necessity due to the fact
that the shop is subject to have visitors at any time
during the day, andthe fact that it is an Institution
policy to keep all Departments clean at all times.

SUPERVISING AUTHORITY:

Handiecraft Manager
Day Correctional Officexr

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work.

The inmate should desire to perform duties of this sort,
Members of the colored race generally make the best assignees
to this type of position,

SPEGIFICATIONS:

The inmate assigned to this position may be close custody
as it does not require any unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4300 P.M,, Cell Count, No weekend work.

COMPENSATION ;

None



JANITOR - EDUCATION BUILDING
UTILITY G=65

DUTIES:

The inmate assigned to this position is responsible for
assisting the inmate assigned to position G-66 in keeping
the top floor of the Education Building in a clean and
sanitary condition. This requires clearnmthe floor thor-
oughly every morning and policing during the day when necess-
ary. Once every three months the floor is waxed during
the school vacation. At least once a week the desks are
waxed and the furniture is cleaned with furniture polish,
This is a necessity due to the fact that the Education
Building is on show to visiting groups at all times during
the day, and the fact that it is an Institution policy

to keep all Departments clean at all times,

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance i% reflected in his work.

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to this type of position.

SPECIFICATIONS :

The inmate assigned to this position may be close custody
as it does not require any unlocks.

ASSIGNEBHOURS :

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M., Cell Count, No weekend work.

COMPENSATION:

None

G-65



JANITOR - EDUCATION BUILDING
TOP FLOOR G=66

DUTIES:

The inmate assigned to this position is respon31ble for
keeping the top floor of the Education Building in a
clean and sanitary condition. This requires cleaning

the floor thoroughly every morning and policing during
the day when necessary. OUnce every three months the floor
is waxed during thé school vacation. At least once a
week the desks are waxed and the furniture is cleaned
with furniture polish.. This is a necessity due to the
fact that the Education Building is or  show to visiting
groups at all times during .the day, and the fact that it
is an Institution policy to keep all Uepartments clean at
all times.

SUPERVISING AUTHORITY:

Day Correctional Officer

'
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his_appearance as in a position of this type,

a2 man's personal appearance is reflected in his work.

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best a331gnees
to this type of position.

SPECIFICATIONS:

This assignment requires at least Medium A Custody as the
inmate is required to work on the weekends without direct
supervision,

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 AM. te
4:00 P.M,, Cell count and is included on the weekend work
list,

COMPENSATION :

None
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JANITOR - EDUCATION BUILDING
MIDDIE FLOOR G~07

DUTIES:

The inmate assigned to this position is responsible for
keeping the middle floor of the Education Building in a
clean and sanitary condition. This regquires cleaning

the floor thoroughly every morning and policing during
the day when necessary. Once every three months the floor
is waxed during the school vacation., At least once a
week the desks are waxed and the furniture is cleaned .
with furniture polish. This is a necessity due to the
fact that the Education Building is on show to visiting
groups at all times during the day, and the fact that it
is an Institution policy to keep all Departments clean at
all times.

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work,

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to this type of position.

SPECIFICATIONS :

This assignment requires at least Medium A Custody as the
inmate is required to work on the weekends w ithout direct
supervision,

ASSIGHED HOURS:

This assignment is for seven days per week, 8:00 A.M. to
4:00 P.M., Cell Count, and is included on the weekend work
1ist s

CO.iPENSATION:

None



JANITOR - EDUCATION BUILDING
LOWER FLOOR G=-68

DUTIES:

The inmate assigned to this position is responsible for
keeping the lower floor of the Education Building in a
clean and sanitary condition. This requires cleaning

the floor thoroughly every morning and policing during
the day when necessary. Once a week the desks should be
waxed and the furniture should be cleaned with furniture
polish., This is a necessity due to the fact that the
Education Building is on show to visiting groups at all
times during the day, and the fact that it is an Insti-
tution policy to keep all Departments clean at all times,

SUPERVISING AUTHORITY :

Day Correctional Officer

REQUIREMENTS AND QUALIFTICATICNS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work.

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best a331gnees
to this type of position,

SPECIFICATIONS:

This assignment requires at least a Medium A Custedy as the
inmate is required to work on the weekends without direct
supervision.

ASSIGNED HOURS:

This assignment is for seven days per week, 8:00 A.M., te
4:00 P.M., Cell Count, and is included on the weekend work
list. ’

COMPENSATION :

None
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JANITOR - EDUCATICON BUILDING G-69

DUTIES:

The inmate assigned to this position is responsible for
assisting the inmate assigned to position G-6067 in keeping
the middle floor of the education building in a clean and
sanitary condition., This requires cleaning the floor
thorughly every morning and policing during the day when
necessary. Once every three months the floor is waxed
during the school vacation. At least once a week the desks
are waxed and furniture is cleaned with furaiture polish.
This is a necessity due to the fact that the Education
Building is on show to visiting groups at all times during
the day, and the fact that it is an Institution policy

to keep all Departments clean at all times.

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work.

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to this type of position,

SPECIFICATION:

The inmate assigned to this position may be close custody
as it does not require any unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4300 P.M,, Cell Count, No weekend work,

COMPENSATIONS

None
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JANITOR - EDUCATICN BUILDING G-70

DUTIES:

The inmate assigned to this position is responsible for
assisting the inmate assigned to position G-68 in keeping
the lower floor of the Education Building in a clean and
sanitary condition., This requires cleaning the floor
theroughly every morning and policing duriag

- the day when necessary., Once a week the desks should be
waxed and the furniture should be cleanasd with furniture
polish, This is a necessity due to the fact that the
sducation Building is on show to visiting groups at all
times during the day, and the fact that it is an Insti-
tution policy to keep all Departments clean at all times,

SUPERVISING AUTHORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appeatance as in a position of this type,

a man's personal appearance is reflected in his work.

The inmate shBuld desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to a position of this types

SPECIFICATIONS :

The inmate assigned to this position may be close custody
as it does not require any unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, 8:00 A.M. to
4:00 P.M., Cell Count, no weekend work.,

COMPENSATICN:

None
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JANITOR ~EDUCATION BUILDING
SUPPLY ROOM RUNNER G-71

DUTIES:

The inmate assigned te this position is responsible for
the cleanliness of the Education Building Supply Room
and the delivery of all supplies that are prepared for
such to the various departments and sections under the
aegis of the Classification and treatment program, such
Identification, the Chapel, Vocational shops, etc.

SUPERVISING AUTHCORITY:

Day Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

THE inmate assigned to this position shall be neat and
clean about his appearance as in a position of this type,
a man's personal appearance is reflected in his work.

He should have a clean conduct record, no instances of
Pilfering or Dealing, or conniving with other inmates.
This restriction is important, as the cost of the mater-
ials and supplies that must be delivered te the various
Departments is considerable; and must be delivered as
indicated as the various Departments are charged out
with the same. In relation to the janitorial duties,

it has been found that the cclored race generally make
the best assignees, however, since these duties are
nominal by virtue of the small area, any other person
who can meet the standards could be employed on this
position, if he was willing to perform the janitorial
duties.,

SPECIFICATIONS:

The inmate assigned to this position may be Close Custody
as it does not require any unlocks.

ASSIGN HOURS:

This assignment is for five days per week, 8:00 A.M. te
4300 P.M.,, Cell Count, no weekend work.

COMPENSATION :

None

G=71
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INMATE POSITIONS

* % ¥ Xk % * & %k ok ok ok %k %
Top Floor Janitor- Hducation Building Nights
Utility Janitor- Education Building Nights
Middle Floor Janitor=Education Building Nights
Lower Fléor Janitor- Education Building Nights

General Shop & Recom 17 Janitor - Education
Building Nights

H-72
H~73
H=74
H=75

H=76



JANITOR -~ NIGHTS EDUCATION DEPARTMENT
TOP FLOOR H=72

DUTIES:

The inmate assigned to this position is responsible for
keeping the top floor of the education building in a
clean and sanitary condition during the evening hours
of school. This is a necessity due t® the fact that the
Building is on show to the visgiting groups at any time,
and the fact that it is an Institution policy to keep
all Departments clean at all times,

SUPERVISING AUTHORITY:

Night Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be nszat and

clean about his appearance as in a position of this type,

a man®s personal appearance is reflected in his work,

The inmate should desire te perform duties of this gort,
Members of the colored race generally mzke thebest assignees
to this type of position.

SPECIFICATIONS:

This inmate must be Medium A Custody teo facilitate unlocks.
ASSIGNED HOURS:
This assignment is for five days per week, Monday through

Friday from 6:00 P.M. to 10:10 P.M., Cell count. No weekend
work, .

COMPENSATION

None

H=72



JANITOR = NIGHTS EDUCATICN DEPARTMENT
UTILITY H-73

DUTTRS:

The inmate assigned to this position is responsible te
assist the other Janitor om the top Flopr in the perform-
ance of his duties and to do whatever other duties are
requested or required by his supervisor. He shall assist
in keeping the Education Building clean during the even-
ing hours of scheol,

SUBERVISING AUTHCRITY:
Night Correctional Officex

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned tc-this position shall be neat and

clean about his appearance as in a position of this type;

a man's personal appearance is reflected in his work,

The inmuate should desire to perform duties of this sort.
members of the coloréd race generally make the best assignees
to this type of position.

SPECIFICATIONS:

This inmate must be Medium A Custody to facilitate unlocks,

ASSIGNED HOURS:

This assignment is for five days per week, Monday through
Friday from 6:00 P.M, te 10:10 P.M., Cell Count, No Weekend
work.

COMPENSATION:

None

H-73



JANITOR - NIGHTS EDUCATION BUILDING
MIDDLE FLOOR H-7L

DUTIES:

The inmate assigned to this position is responsible for
keeping the middle floor of the Education Building in a
~clean and sanitary condition during the evening hours

of school. This is a necessity due to the fact that the
Building is on show to the visiting groups at any time,
and the fact that it is an Instltutlon policy to keep
all Departments clean at all times.

SUPERVISING AUTHORITY :
Night Correctional Officer
REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this p051tion shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work,

The inmate should desire to perform duties of this sort.
Members of the colored race generally make the best assignees
to this type of position.

SPECIFICATIONS :

This inmate must be Medium A Custody to facilitabte unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, Monday through
Briday from 6:00 P,M. to 10:10 P.M., Cell Count, No Weekend
worke.

COMPENSATION:

None
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JANITOR - NIGHTS EDUCATION BUILDING
LOWER FLOOR H<=75

DUTIES:
The inmate assigned to this position is responsible for
keeping the lowsr floor of the Education Building in a
clean and sanitary condition during the evening hours

of schoel., This is a necessity due to the fact that the
Building is on show te the visiting groups at any time,
and the fact that it is an Institution policy to keep
all Departments clean at all timeso

SUPERVISING AUTHORITY :

Night Correctional Officer

REQUIREMENTS AND QUALIHCATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

a man's personal appearance is reflected in his work,

The inmate should desire &e perform duties of this sort,
Members of the colored race generally make the best assignees
to this type of position.

SPECIFICATIONS

This inmate must be Medium A Custody to facilitate unlocks.

ASSIGNED HQURS:

This assignment is for five days per week, Monday through
Friday from 6:00 P.M. to 10:10 P.M., Cell Count, No Week-
end work. :

COMPENSAT ION:

None
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JANITOR - NIGHTS ZDUCATION BUILDING
GENERAL SHOP AND ROOM 17 H-=76

DUTIES:

The inmate assigned to this position is responsible for
keeping the General Shop and the Room 17 of the Education
Building in a clean and sanitary condition during the
evening hours of schoel. This is a necessity due to the
fact that the building is one show to the visiting greups
at any time, and the fact that it is an Institution policy
to keep all Departments clean at all times.

SUPERVISING AUTHORITY:

Night Correctional Officer

REQUIREMENTS AND QUALIFICATIONS:

The inmate assigned to this position shall be neat and

clean about his appearance as in a position of this type,

& man's personal appearance is reflected in his work.

The inmate should desire to perform duties of this sori,
Members of the colored race generally make the hest assignees
to this type of position.

SPECIFICATIONS: -

This inméte must be Medium A Custody to facilitate unlocks.

ASSIGNED HOURS:

This assignment is for five days per week, ionday through
Friday from 6:00 P.¥M. te 10:10 P.M., Cell Count. No Weak-
end worke.

COMPENSATION 3

None

H=76
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Accountant - Supervisor Prison Education

Adult Authority Summary Clerk
#Assignment & Cell Move Clerk = Runner

Audio Visual Film Control Clerk '

Audio Visual Section Clerk

Auto {(CIRF) Clerk

Band Leader

Band Leader - Assistant
*Band Room dJanitor

Bookroom Clerk

Correspondence Lesson Reader, Clerk #2
Correspondence lLesson Reader, Clerk #3
Correspondence Lesson Regder, Clerk #4
Correspondence Lesson Reader, Clerk #5
Correspondence Section Leadman Clerk
Iraftsman- Vocational Section

File Clerk - Inmate Jackets

Film Bditor ~ Position II-AVA

Front 0ffice Clerk

General Shop - HKducation Department Mailntenance
General Shop = Tool Room Maintenance
Handicraft Catalogue & Purchase Order Clerk #1
Handicraft Catalogue & Purchase Order Clerk #2
Handicraft Inventory Control

Handicraft Maintenance

A&

A&



TN Bs X ‘(Continued)

Haﬁdicraft Maintenance - Fire Watch

Handicraft Manager's Assistant

*Handicraft Shop Janitor

Handicraft Shop - Tool Room - Saw Filer

Handicraft Stockroom Clerk #1

Handicraft Stockroom Clerk #2

Handicraft Store -~ East Gate

Handicraft Store = Visiting Room

F&

*Inmate Registrar - Secretary Marin Co. Registrar-C &

Inmate Registrar = Assistant

Janitor
*Janitor
Janitor
Janitor
Janitor
Janitor
Janitor
Janitor
Jdanitor
Janitor
*Jaﬁitor

Janitor

Janitor
Janitor
Janitor

Janitor

"AY Room

Band Room

Education Building

Education Building

kducation Building=Supply Room Runner
Education Building = Lower Floor
sducation Building - Middle Floor
Education Building = &op Floer
Education Building - Utility
fenerdl Shop

Handicraft

Nights Education Building -=General Shop
Room 17

Nights Education Building - Lower Floor
Nights ducation Building - Middle Floor

Nights Education Building - Top Floor

Nights mducation Building Utility

Mimeograph Operator

A&

F-51
F56
G=614
F=5k
F=57
F-58
F=52
F=53
D=45
C=46
G-62
G--18
G=69
G=70
G-71
G=68
G067
G=66
G-65
G-63
G=61,

H-76
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I NDE X (Continued)

Printing Control Clerk .
Projectionist - 35 M.M., Booth
Projectionist - 35§&M. Booth = Assistant
Projectionist #2 - Position III-AVA
Projectionist #3 - Position IV=AVA
Projectionist #L - Position V-AVA
Projectionist Room 17 < Position 1$AVA
Radio Repair and Maintenance
Radio 3Schedule Shift #1
Radio Schedule Shift #2
Registrar Clerk #L
Registrar Clerk #2 - File
#*Runner & Assignment & Cell Move Clerk
San Quentin News Circulation Manager
San Quentin News Kditor
San Quentin News Sports Editor

Secretary College of Marin Coordinator

E=L9

*Secretary Marin County Registrar - Inmate Registraml&D-45

Secretary Supervisor Prison kducation

Secretary Supervisor Vocational Instruction

Sign Man #2

Sign Man #3

Sign Shop Leadman

Supply Control

Supply Room Clerk

Typewriter Repair Apprentice #1

Typewriter Repair Apprentice #2

A=3
B=27
A=11
A-l2
A=10
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I NDZE X (Continued)

Typewriter Repair Leadman

# Indicates Cross~reference
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