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POLICY TITLE: Dress Code & Personal Standards 
POLICY NUMBER: 2200 
 
 
2200.1  At Rubidoux Community Services District, professional image is important and is maintained, in part, 
by the image employees present to customers, each other, visitors, vendors, and others in our business. In 
choosing appropriate work attire, employees should consider factors including tastefulness, anticipated require-
ment for public contact, the nature of the job, and working conditions. 
 

 2200.1.1 All employees who are required to wear uniforms shall wear the appropriate uniform for 
their assigned work area. If an employee is governed by the MOU, the employee must fol-
low the dress code requirements as outlined in the applicable MOU. Employees are per-
mitted to wear the uniform only during their work hours, work time, or traveling to and from 
work, or while representing the District. Employee shall not wear their District uniform while 
off-duty. 

 
2200.1.2  To maintain a consistent and professional appearance, the District provides approved polo 

shirts to staff as determined by the General Manager. Each employee will receive two (2) 
polo shirts upon hire, and replacement polos may be issued as needed, up to a maximum 
of two (2) per year, selected from styles and colors approved by the General Manager. Re-
placement of District-issued polo shirts will be determined by the employee’s supervisor, the 
General Manager, or their designee, with the General Manager retaining final authority (and 
the discretion to determine that replacement is not necessary). District-issued polos may be 
worn during regular work hours and when representing the District at events or professional 
functions, as appropriate; however, field staff are required to wear their designated uniforms 
while performing field duties, and polos are not a substitute for required field uniforms. Em-
ployees are responsible for the proper care and maintenance of all issued polo shirts. 

 
2200.2  Rubidoux Community Services District expects all employees to use good judgment and taste in mat-
ters of personal grooming and dress. Good judgment includes consideration for both Rubidoux Community Ser-
vices District and its constituents and clients. Attire should be in keeping with the dignity and image of a profes-
sional office. Employees should always be neat and clean in appearance, dressed in reasonably professional 
attire.  

 2200.2.1 No visible tattoos are allowed anywhere on the head, face, or neck, unless for religious 
reasons or purposes that the employee professes or provides information of religious affili-
ation or associate. Any visible tattoos cannot be obscene, sexually explicit, or otherwise vi-
olate the District’s policy against unlawful harassment or discrimination. Extremist or gang-
related tattoos are also not permitted. All non-conforming tattoos must be covered with 
clothing or a bandage while at work, or must be removed. 
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 2200.2.2 No objects, articles, jewelry or ornamentation of any kind shall be attached to or through 
the skin if visible on any body part (including the tongue or any part of the mouth) except 
that an employee may wear two sets (i.e., four holes total) of reasonable-sized (i.e., small 
and professional-looking) earrings in the ear lobe. Piercings as described herein shall be 
allowed if the employee provides information of religious affiliation or association related to 
their piercings. Any non-conforming piercing shall be removed, covered with a bandage, or 
replaced with a clear, plastic spacer while the employee is working.  

 2200.2.3 There will be no unlawful discrimination based on “protective hairstyles” or religious cloth-
ing. 

2200.3 In all cases, supervisors will assist employees to determine what is considered appropriate attire for 
the particular situation. The following is offered as a general guideline: 
 

• Business Casual Attire (Monday through Friday). No torn or faded jeans, t-shirts, exposed midriffs, 
low cut tops showing cleavage, tops with spaghetti straps, tube-tops, halter tops, sweats, shorts, 
tennis shoes, flip flops, or other informal or inappropriate attire. 

 
• Business Attire (Board & Special Meetings). Generally, will include suits, sport coats, dress shirt 

and tie and dress slacks unless excused by the General Manager in advance. 
 

• Field Work Attire (All times). Field or facility work may require special uniforms or equipment. Em-
ployees shall consult with a supervisor on requirements in advance. No personal hats or jackets, 
including with logos or names on them other than the District, shall be allowed.  

 
Within each general guideline above, attire shall be clean, non-wrinkled, not torn or faded, and shirts 
tucked-in. 

 
2200.4 Non-Compliance. Employees who are inappropriately dressed may be sent home and directed to re-
turn to work in the proper attire. Non-exempt employees will not be compensated for the time away from work. 
Employees who violate Rubidoux Community Services District dress code policy or grooming standards will be 
subject to corrective action and disciplinary action, up to and including termination. 
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POLICY TITLE: Gifts, Entertainments, and Gratuities 
POLICY NUMBER: 2215 
 
 
2215.1 In accordance with California Fair Political Practices Commission (FPPC) regulations and Government Code 
Section 89503, Board members, employees and their immediate family members (defined as spouse and children) 
may not accept from, or provide to, individuals or entities doing business or seeking to do business with the District 
any gifts, entertainment, services, or other benefits unless the transaction meets all of the following conditions: 
 
2215.2 Compliance with FPPC Limits: The cumulative value of gifts received from a single source does not exceed 
the gift limit established by the FPPC for public officials, which is periodically adjusted (currently $630 per calendar 
year as of 2025). Notwithstanding this statutory limit, the District adopts a stricter internal threshold of $50.00 per 
occurrence to avoid any perception of undue influence. 
 
•2215.3 Customary and Reasonable: The item or service is customary in nature, modest in value, and gives no 
appearance of impropriety or favoritism. 
 
2215.4 No Obligation or Expectation: The gift or benefit does not create or imply any obligation on the part of the 
giver or the recipient and is not intended to influence official action. 
 
2215.5 No Special Treatment: Acceptance or provision of the gift or benefit does not result in, nor is intended to 
result in, special or favored treatment for any individual or entity. 
 
2215.6 Not Excessive or Frequent: The gift or benefit is not extravagant or excessive, and the frequency of such 
exchanges does not raise concerns under the FPPC’s “undue influence” standards or District policy. The 
circumstances should also reflect the District’s ability to reciprocate in a manner that is lawful and consistent with 
public stewardship. 
 
2215.7 Transparency: There is no effort by either the giver or the recipient to conceal the transaction. All applicable 
reporting and disclosure requirements under the Political Reform Act are followed. 
 
2215.8  Employees must report gifts in accordance with FPPC disclosure rules and the District’s Conflict of Interest 
Code (Policy 1020) and seek guidance from the General Manager or District Counsel if there is any doubt about the 
appropriateness of accepting or providing a gift or benefit. 
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POLICY TITLE: Family and Medical Leave 
POLICY NUMBER: 2425 
 
 
2425.1 The purpose of this policy is to clarify how Rubidoux Community Services District will implement the 
Family and Medical Leave Act of 1993 (FMLA) and the California Family Rights Act (CFRA).  The provisions of 
the Memorandum of Understanding with the union shall prevail, notwithstanding the contents of this policy, unless 
said provisions are in conflict with the FMLA or CFRA.  
 
2425.2 Eligibility.  To be eligible for leave under the FMLA, an employee must have: (1) been employed by 
Rubidoux Community Services District for at least 12 months, which need not be consecutive, (2) worked for 
Rubidoux Community Services District at least 1,250 hours during the 12 months immediately preceding the 
commencement of leave, and (3) be employed at a worksite where the District employs at least fifty (50) 
employees within seventy-five (75) miles of the worksite.  Effective January 1, 2021, to be eligible for leave under 
the CFRA, an employee must have: (1) been employed by the Rubidoux Community Services District for at least 
twelve (12) months, which need not be consecutive; and (2) worked for the Rubidoux Community Services District 
at least 1250 hours during the previous twelve (12) month period immediately preceding the commencement of 
the leave. 
 
2425.3 Leave Benefit. 
 
 2425.3.1 Eligible employees will be provided with up to 12 work weeks of unpaid leave each year to 

care for a newborn, adopted, or foster child or for a seriously ill child, parent, or spouse (and 
for CFRA leave, grandparents, grandchildren, siblings, designated persons  and registered 
domestic partners). (“Designated persons” means any individual related by blood or whose 
association with the employee is equivalent of a family relationship.  An employee is limited 
to one (1) “designated person” per twelve (12) month period.)  In addition, employees who 
are unable to perform the functions of their position because of a serious health condition 
will also be entitled to 12 work weeks of unpaid leave.  "Serious health condition" includes 
an illness, injury, impairment, or physical or mental condition that entails: 

 
  (1) Inpatient care in a hospital, hospice, or residential medical care facility;  
  (2) Continuing treatment by a health care provider; or 
  (3) Preventing the employee from performing the functions of the employee’s job or 

prevents a qualified family member from participating in school or other daily activities.   
 
 2425.3.2 Employees will generally be required to use applicable accrued paid leaves permitted by the 

District, including vacation leave and sick leave.  However, an employee shall not use sick 
leave during a period of leave in connection with the birth, adoption, or foster care of a child 
unless mutually agreed to by the District and the employee.  Employees will also not be 
required to use sick leave or vacation time if they are receiving partial wage replacement 
benefits (for example, State Disability Insurance or paid family leave). 
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Further, employees will make the determination on whether to use sick leave that also 
qualifies as “kin care” under applicable law. 

 
 2425.3.3 Employees on leave who were previously covered by Rubidoux Community Services 

District's health benefit shall continue to be covered at the level and under the conditions 
that coverage would have been provided if the employee were continuing to work.  Under 
certain circumstances, employees who fail to return from their leave may be required to 
repay the amounts the District has paid for their health benefits while out on CFRA or 
FMLA. 

 
 2425.3.4 At the end of the leave the employee will be reinstated to their previous position or to an 

equivalent job with equivalent pay, benefits, and working conditions.  However, the 
employee will not accrue seniority or employment benefits during the leave period.  
Rubidoux Community Services District may also require the employee to obtain medical 
certification that they are able to resume work. 

 
 2425.3.5 Under the CFRA, employees may also be eligible for “qualifying exigency leave” related to 

the covered duty or call to covered active duty of any employee’s spouse, registered 
domestic partner, child, or parent in the armed forces of the United States, as specified in 
Section 3302.2 of the Unemployment Insurance Code. 

 
2425.4 Employee Obligations. 
 

 2425.4.1 If the event necessitating the leave is foreseeable, the employee must provide their 
division manager with at least 30 days' prior written notice. However, if 30 days advance 
notice for foreseeable leave is not practicable, the employee must provide  their supervisor 
with as much notice as practicable.  

. 
 2425.4.2 Employees seeking leave because of a serious health condition must provide the 

supervisor with medical certification regarding their condition.  The General Manager may 
require employees to obtain, at Rubidoux Community Services District’s expense, a second 
opinion.  If the second opinion differs from the first, the General Manager may require a third 
opinion from a mutually agreed on health care provider. 

 
 2425.4.3 For some leaves, employees will not be permitted to take their leave intermittently or on a 

reduced-leave schedule without the General Manager's approval.  However, intermittent 
leave or a reduced-leave schedule may, if medically necessary, be taken by the employee 
because of a serious health condition.  An employee who seeks intermittent leave or leave 
on reduced-leave schedule because of planned medical treatment may be required to 
transfer temporarily to a different position, with equivalent working conditions, that 
accommodates recurring periods of leave better than the employee's regular job. 
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POLICY TITLE: Holidays 
POLICY NUMBER: 2430 
 
 
2430.1 This policy shall apply to all employees. 
 
2430.2 The following days shall be recognized and observed as paid holidays: 
 
 New Years Day; 
 Martin Luther King, Jr.'s Birthday; 
 Farmworker Day 
 Lincoln’s Birthday, 
 Washington’s Birthday; 
 Memorial Day; 
 Independence Day; 
 Labor Day; 
 Admissions Day (floating holiday);  
 Columbus Day/Indigenous Peoples Day;  
 Veteran's Day; 
 Thanksgiving Day; 
 Day after Thanksgiving; 
 Christmas Day. 
  
 The District shall observe: 
 
  1.  The Friday immediately preceding a holiday, when the holiday falls on Saturday; 
  2.  The Monday immediately following a holiday, whenever the holiday falls on Sunday; 
  3.  December 26 and January 2 whenever those days fall on Friday; 
  4.  December 24 and December 31 when those days fall on Monday. 
 
2430.3  Employees shall receive eight (8) hours pay for each of the holidays listed above.  Eligibility is also 
granted if the employee was on vacation or had received permission to be absent from work on that specific day 
or days. 
 
2430.4 When an employee is taking an authorized leave with pay when a holiday occurs, said holiday shall not 
be charged against said leave with pay. 
 
2430.5 If any employee works on any of the holidays listed above, they shall, in addition to their holiday pay, be 
paid for all hours worked two (2) times their hourly rate ) or as otherwise specified under Policy #2122, "Hours of 
Work and Overtime." 
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POLICY TITLE: Rights of Victims of Domestic Violence, Sexual Assault and Stalking 
POLICY NUMBER: 2440 
 
 
2440.1 Your Right to Take Time Off: You have the right to take time off work for jury service or to appear in 
court as a witness to comply with a subpoena or court order. All employees have this right, no matter the size of 
the employer. 

 
If you are a victim of violence, you have the right to take time off work to get relief (like a restraining order) to protect 
you or your child’s health, safety, or welfare. All employees have this right, no matter the size of the employer. 

 
If you are a victim of violence or the family member of a victim of violence, and your employer has 25 or more 
workers, you have the right to take time off work for any of the following reasons: 
 

• To take part in safety planning or other actions to help keep you or your family member safe from 
future violence. 

• To prepare for, participate in, or attend civil, administrative, or criminal legal proceedings, such as a 
court hearing, related to the violence. 

• To seek, get, or provide childcare or care to a dependent adult if the care is necessary to keep the 
child or adult safe after an act of violence. 

• To care for a family member recovering from injuries caused by violence. 
• To get, or help a family member get, the following services relating to the violence: civil or criminal 

legal services; a restraining order or other relief, medical attention for injuries; services from a domestic 
violence shelter or program, rape crisis center, or victim services organization or agency; psychological 
counseling; mental health services; or housing, including relocating, securing temporary or permanent 
housing, and enrolling children in a new school or childcare. 

 
If you are a victim of violence or the family member of a deceased victim of violence, you can take up to twelve 
(12) weeks off work for any of these reasons. If you are the family member of a living victim of violence but are 
not yourself a victim, you may take up to ten (10) days off work for these reasons, with the exception of 
relocation, for which you can take up to five (5) days. 

 
You may use available vacation, paid time off, personal leave, or paid sick leave to take time off for any of the 
reasons described in this notice. 
You must give your employer advance notice before taking time off, unless it is not possible. If you do not give 
advance notice, your employer cannot discipline you if you provide documentation to the employer within a 
reasonable time supporting the reason for your absence. 
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2440.2 Your Right to Confidentiality 

 
If you are a victim or the family member of a victim, your employer must keep information about your request for 
time off or reasonable accommodation confidential unless federal or state law requires disclosure, or disclosure 
is necessary to protect your safety at work. If your employer plans to disclose information about you or your 
circumstances, your employer must tell you in advance. 

 
2440.3 Your Right to Reasonable Accommodation for Your Safety 

 
If you or your family member is a victim of violence, you have the right to ask for a reasonable accommodation 
to make sure you are safe at work. Your employer must work with you to see what changes can be made. 

 
Your employer can ask you for a statement certifying that your request is related to being a victim or the family 
member of a victim. 

 
2440.4 Your Right to be Free from Retaliation and Discrimination 

 
Your employer cannot discipline you, treat you differently, or fire you because: 
 

• You are a survivor or the family member of a victim or survivor of domestic violence, sexual assault, 
stalking, violent threats, or violence causing injury. 

• You asked for time off work to recover from or get help related to the violence. 
• You asked for accommodations to make sure you are safe at work. 

 
2240.5 You May Also Have Protections Under Other Laws: 
 
Wage Replacement: You may be eligible for wage replacement if you are unable to work because of your 
health or because you need to care for a family member with a serious health condition. State Disability 
Insurance (SDI) provides short-term wage replacement when you are temporarily disabled from working. Paid 
Family Leave (PFL) provides short-term wage replacement so you can care for a seriously ill family member, 
among other reasons. Learn more or file a claim for wage replacement by contacting the Employment 
Development
 Department (EDD) online (https://edd.ca.gov/) or by phone at (800) 480-3287 (for SDI) or (877) 238-4373 (for 
PFL). 

 
Family and medical leave: Under the California Family Rights Act, you may have the right to take time off work 
for your own or a family member’s serious health condition or because of the birth, adoption, or foster care 
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placement of a child. Learn more about family and medical leave by visiting https://www.bit.ly/CRD-leave. You 
can file a complaint with the CRD if you believe your rights have been violated. 

 
Bereavement leave: Bereavement leave allows eligible employees to take up to five (5) days off work within 
three (3) months of the family member’s death. Leave does not need to be taken all at once. Learn more about 
bereavement leave protections by reviewing your employer’s policy or visiting https://www.bit.ly/CRD-
Bereavement. You can file a complaint with the CRD if you believe your rights have been violated. 

 
Leave to attend court for certain crimes: If you are a victim of certain crimes or the family member of a victim of 
certain crimes, you have the right to take time off work to attend related court proceedings under Labor Code 
sections 230.2 and 230.5. You can learn more information or file a complaint with the Labor Commissioner’s 
Office within the Department of Industrial Relations by visiting https://www.bit.ly/DIR-Retaliation. 

 
2240.6 To File a Complaint 
 
Contact the Civil Rights Department if you have questions about your rights or to file a complaint: 
 
Civil Rights Department 
Online at http://ccrs.calcivilrights.ca.gov/s/  
By mail at 651 Bannon Street, Suite 200  

Sacramento, CA 95811 
By calling (800) 884-1684 (voice), 

 (800) 700-2320 (TTY), 
 Or California’s Relay Service at 711 
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POLICY TITLE: Drug and Alcohol Testing for Safety Sensitive Employees 
POLICY NUMBER: 2520 
 
 
2520.1 Policy Statement. The purpose of this policy is to assure worker fitness for duty and to protect District 
employees and the public from risks posed by the use of alcohol and controlled substances. This policy is also 
intended to comply with all applicable Federal regulations governing workplace anti-drug programs in the trans-
portation industry. The Federal Highway Administration (FHWA) of the Department of Transportation (DOT) has 
enacted 49 CFR Part 382 that mandate urine drug testing and breathalyzer alcohol testing for safety-sensitive 
positions and prevents performance of safety-sensitive functions when there is a positive test result. The Depart-
ment of Transportation has also enacted 49 CFR Part 40 that sets standards for the collection and testing of 
urine and breath specimens. In addition, the Department of Transportation has enacted “The Drug-Free Work-
place Act of 1988,” which requires the establishment of drug free workplace policies and the reporting of certain 
drug-related offenses to the Department of Transportation. This policy incorporates those requirements for 
safety-sensitive employees and others when so noted. This policy should be interpreted consistently with the 
regulations set forth above. 
 
Rubidoux Community Services District recognizes that the use of alcohol and/or controlled substances in the 
workplace is not conducive to safe working conditions. In order to promote a safe, healthy and productive work 
environment for all employees, it is the objective of the District to have a work force that is free from the influence 
of alcohol and controlled substances.  
 
 2520.1.1 Applicability. This policy applies to all safety sensitive employees when they are on District 

property or when performing any District related business. It also applies to off-site lunch 
periods and breaks when a safety-sensitive employee is scheduled to return to work. 

 
  A safety-sensitive employee is:  
 

A. One in any classification requiring the use of a Class “A” or Class “B” commercial driver’s 
license, as listed in Appendix C;   

 
B. One who has voluntarily driven a District vehicle requiring a commercial license within the 

last 12-month period, or who desires in the future to voluntarily drive a District vehicle re-
quiring a commercial license; or,  

 
C. One who performs safety-sensitive functions as specified in Appendix C. A safety-sensitive 

employee is considered to be performing a safety-sensitive function during any period in 
which that employee is actually performing, ready to perform, or immediately available to 
perform any safety-sensitive functions. 

 
 2520.1.2 Prohibited Substances. “Prohibited substances” addressed by this policy include the fol-

lowing: 
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a) Drugs: marijuana, amphetamines/methamphetamines, opiates, phencyclidine (PCP), co-
caine and any other substances set forth in applicable DOT regulations. 
 

b) Alcohol. The use of beverages or substances, including any medication, containing alcohol 
such that it is present in the body at a level in excess of that stated in DOT guidelines while 
actually performing, ready to perform, or immediately available to perform any District busi-
ness is prohibited. “Alcohol” is defined as: the intoxicating agent in beverage alcohol, ethyl 
alcohol, or other low molecular weight alcohol, including methyl or isopropyl alcohol. 

 
c) Legal Medications. Using or being under the influence of any legally prescribed medica-

tion(s), or non-prescription medication(s) while performing District business or while on Dis-
trict property is prohibited to the extent that such use or influence affects job safety or ef-
fective and efficient job performance. This prohibition includes the use of medically pre-
scribed marijuana. An employee who feels their performance of work-related duties may 
be impaired by use of any legal substance which carries a warning label that indicates that 
mental functioning, motor skills and/or judgment may be adversely affected should report it 
to their supervisor, and medical advice should be sought before performing work-related 
duties. In the above instance, an employee using legal prescribed medication or non-pre-
scription medication may continue to work if the supervisor determines that the employee 
does not pose a safety threat and that job performance is not affected by such use. 

  
 2520.1.3 Prohibited Conduct. 
 

a) Manufacture, Trafficking, Possession and Use.  Engaging in unlawful manufacture, distri-
bution or dispensing of a controlled substance or alcohol on District premises, in a District 
vehicle or while conducting District business off the premises is absolutely prohibited. Vio-
lation may result in termination. Law enforcement shall be notified, as appropriate, where 
criminal activity is suspected. Engaging in unlawful possession or use of a controlled sub-
stance or alcohol on District premises, in a District vehicle or while conducting District busi-
ness off the premises is absolutely prohibited. Violation will result in removal from duty and 
referral to a Substance Abuse Professional (SAP) and may result in discipline up to and 
including termination of employment. 

 
b) Impaired/Not Fit for Duty. Any employee who is reasonably suspected of being impaired, 

under the influence of a prohibited substance, or not fit for duty shall be removed from job 
duties and be required to undergo a reasonable suspicion-controlled substance or alcohol 
test. Safety sensitive employees failing to pass this reasonable suspicion-controlled sub-
stance or alcohol test shall remain off duty and be referred to an SAP. A controlled sub-
stance or alcohol test is considered positive (failed) if the individual is found to have a 
quantifiable presence of a prohibited substance in the body above the minimum thresholds 
defined in the DOT guidelines. 
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c) Alcohol Use. No safety-sensitive employee may report for duty or remain on duty when 
their ability to perform assigned functions is adversely affected by alcohol or when their 
breath alcohol concentration is 0.04 or greater. No employee shall use alcohol during 
working hours. No safety-sensitive employee shall use alcohol within four (4) hours of re-
porting for duty. Violations of this provision is prohibited and will subject the employee to 
disciplinary action, including removal from safety-sensitive duty and referral to an SAP. 

 
d) Compliance with Testing Requirements. All safety-sensitive employees are subject to con-

trolled substance testing and breath alcohol testing. Any safety-sensitive employee who 
refuses to comply with a request for testing, who provides false information in connection 
with a test or who attempts to falsify test results through tampering, contamination, adulter-
ation, or substitution shall be removed from duty immediately and be referred to an SAP. 
Refusal to submit to a test can include an inability to provide a urine specimen or breathe 
sample without a valid medical explanation, as well as a verbal declaration, obstructive be-
havior or physical absence resulting in the inability to conduct the test. 

 
e) Treatment/Rehabilitation Program. An employee with a controlled substance and/or alco-

hol problem will be afforded an opportunity for treatment in accordance with the following 
provisions: 

 
(1) Positive Controlled Substance and/or Alcohol Test. A Rehabilitation Program is 

available for employees who have tested positive for a prohibited substance on a 
one-time basis only. Employees will be terminated immediately on the occurrence of 
a second event with a verified positive test result. Program costs and subsequent 
controlled substance and/or alcohol testing costs will be paid by the employee. 
When recommended by the SAP, participation and completion of the rehabilitation 
program is mandatory. Failure of an employee to attend and complete a prescribed 
program will result in termination from employment. Prior to return-to-duty testing, an 
employee must follow the rehabilitation program recommended by the SAP and 
agree to and sign a Return-To-Duty Agreement. The duration and frequency of fol-
low-up testing will be determined by the SAP but will not be shorter than one (1) 
year or longer than five (5) years. 

 
f) Voluntary Admittance. All employees who feel they have a problem with controlled sub-

stances and/or alcohol may request voluntary admission to a rehabilitation program. Re-
quests must be submitted to the General Manager or their designee for review prior to pol-
icy violation. Program costs and subsequent controlled substance and/or alcohol testing 
costs will be paid by the employee. An employee completing a rehabilitation program must 
agree to and sign a Return-To-Duty Agreement, pass a return-to-duty controlled substance 
and/or alcohol test and be subject to unannounced follow-up testing for thirty-six (36) 
months following return to duty. A positive result on the return-to-duty test or on the unan-
nounced follow-up tests will result in termination from employment. Participants in the reha-
bilitation program may use accumulated sick leave, vacation and floating holidays, if any. 
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 2520.1.4 Proper Application of the Policy. The District is dedicated to assuring fair and equitable ap-
plication of this Policy. Therefore, supervisors are required to administer all aspects of the 
policy in an unbiased and impartial manner. Any supervisor who knowingly disregards the 
requirements of this policy, or who is found to deliberately misuse the policy with respect to 
their subordinates shall be subject to disciplinary action, up to and including termination of 
employment. 

 
 2520.1.5 Testing for Prohibited Substances. Analytical urine-controlled substance testing and 

breathe testing for alcohol will be conducted as required under DOT guidelines. All safety-
sensitive employees shall be subject to testing, based on reasonable suspicion, randomly 
and following an accident, as defined in the DOT guidelines. In addition, all safety-sensitive 
employees will be tested prior to returning to duty after failing a controlled substance 
and/or alcohol test. Employees who have returned to duty will be subject to unannounced 
follow-up tests for up to five (5) years, as determined by an SAP. Safety-sensitive employ-
ees who perform safety-sensitive functions as defined in the DOT guidelines shall also be 
subject to testing on a randomly selected and unannounced basis. 

 
Testing shall be conducted in a manner to assure a high degree of accuracy and reliability 
and using techniques, equipment, and laboratory facilities which have been approved by 
the Department of Health and Human Services (DHHS), including split-sample testing. All 
testing will be conducted consistent with the procedures put forth in the DOT guidelines. 

 
An initial controlled substance screen will be conducted on each specimen. For those 
specimens that are positive, a confirmatory Gas Chromatography/Mass Spectrometry 
(GC/MS) test will be performed. The test will be considered positive if the controlled sub-
stance levels present are above the minimum thresholds established in the DOT guide-
lines. 

 
Tests for alcohol concentration will be conducted utilizing an approved Evidential Breath 
Testing device (EBT) operated by a trained Breath Alcohol Technician (BAT). If the initial 
test indicated an alcohol concentration of 0.02 or greater, a confirmation test will be per-
formed to confirm the result of the initial test. A safety-sensitive employee who has a con-
firmed alcohol concentration of 0.02, but less than 0.04 will be removed from their position 
for at least twenty-four (24) hours unless a retest results in an alcohol concentration of 0.02 
or less. An alcohol concentration of 0.04 or greater will be considered a positive alcohol 
test and in violation of DOT guidelines and this policy. 
Any employee who has a confirmed positive controlled substance or alcohol test will be 
removed from their position, informed of educational and rehabilitation programs available, 
and evaluated by an SAP.  

 
The District affirms the need to protect individual dignity, privacy and confidentiality 
throughout the testing process. 
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Circumstances under which employees may be tested: 
 

a) Pre-Employment Testing. All job applicants who have been offered District employment, 
including current safety-sensitive employees who promote, demote or transfer to another 
safety sensitive position, shall undergo urine-controlled substance testing prior to employ-
ment. Receipt of a satisfactory test result is required prior to employment and failure of a 
controlled substance test will disqualify the candidate from further consideration for em-
ployment. Current employees who promote, demote or transfer from non-safety-sensitive 
to safety-sensitive position shall test negative prior to assignment to a safety-sensitive clas-
sification. The District will obtain records from previous employers of new employees in 
conformance with DOT guidelines. Probationary employees who receive a positive alcohol 
and/or substance abuse test, or who fail to provide “clean” records from previous employ-
ers will fail to complete the District’s probationary period. 
 

b) Reasonable Suspicion Testing. All employees will be subject to urine and/or breathe test-
ing when there is a reason to believe that controlled substances or alcohol use is adversely 
affecting job performance. A reasonable suspicion referral for testing will be made on the 
basis of documented objective facts and circumstances which are consistent with the ef-
fects of substance abuse. Examples of reasonable suspicion include, but are not limited to, 
the following: 

 
1. Adequate documentation of unsatisfactory work performance or on-the-job behavior 

consistent with substance abuse. 
 

2. Physical signs and symptoms consistent with prohibited substance use. 
 

3. Occurrence of a serious or potentially serious accident that may have been caused by 
human error consistent with substance abuse. 

 
4. Fights (i.e., physical contact), assaults and flagrant disregard or violations of estab-

lished safety, security, or other operational procedures. 
 

Reasonable-suspicion determinations will be made by a supervisor who is trained to detect 
the signs and symptoms of controlled substance and alcohol use and who reasonably con-
cludes that an employee may be adversely affected or impaired in their work performance 
due to prohibited substance abuse or misuse. 
 

c) Post-Accident Testing. Safety-sensitive employees will be required to undergo controlled 
substance and/or breathe alcohol testing if they are involved in an accident, as set forth in 
applicable regulations. This includes all safety-sensitive employees who are on duty in the 
vehicles. In addition, a post-accident test will be conducted if an accident results in injuries 
requiring transportation to a medical treatment facility; or there is a human fatality; or where 
one or more vehicles incurs disabling damage that requires towing from the site; and the 
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safety-sensitive employee receives a citation under State or local law for a moving traffic 
violation arising from the accident; or there is a human fatality.  

 
Following an accident, the safety-sensitive employee will be tested as soon as possible, 
but not to exceed eight (8) hours for alcohol and thirty-two (32) hours for controlled sub-
stances. Any employee who leaves the scene of the accident without appropriate authori-
zation prior to submission to controlled substance and alcohol testing will be considered to 
have refused the test and be subject to termination of employment. Post-accident testing of 
safety-sensitive employees will include not only the operation personnel, but any other em-
ployees whose performance could have contributed to the accident. 

 
d) Random Testing. Employees working in safety-sensitive classifications will be subjected to 

randomly selected, unannounced testing. The random selection will be by a scientifically 
valid method. Each safety-sensitive employee will have an equal chance of being tested 
each time selections are made. Safety-sensitive employees will be tested either just before 
departure, or during duty, or just after the safety-sensitive employee has ceased perform-
ing their duty. 
 
When safety-sensitive employees are off work due to long-term lay-offs, illness, injury, or 
vacation, the employee’s name will be placed back into the pool and another employee 
name selected.  

 
The number of safety-sensitive employees selected for random testing will be the amount 
required in the DOT guidelines. Currently, 25% of the employee pool is tested for alcohol 
and 50% for substance abuse. The employee pool will either be all Rubidoux Community 
Services District safety-sensitive employees or, if the District participates in a consortium of 
employers, all safety-sensitive employees within the consortium. 

 
e) Return-to-Duty Testing. All employees who previously tested positive for a controlled sub-

stance or alcohol test must test negative and be evaluated and released to duty by the 
SAP before returning to duty. Employees will be required to undergo unannounced follow-
up-controlled substance and/or alcohol breath testing following returning to duty. The SAP 
will determine the duration and frequency. However, it shall not be less than six tests dur-
ing the first 12 months, nor longer than 60 months in total, following return to duty. 

 
f) Employee Requested Testing. Any employee who questions the result of a required con-

trolled substance test may request that an additional test be conducted. This additional test 
may be conducted at the same laboratory or at a different DHHS certified laboratory. The 
test must be conducted on the split sample that was provided at the same time as the origi-
nal sample. All costs for such testing are to be paid by the employee unless the second 
test invalidated the original test. The method of collecting, storing, and testing the split 
sample will be consistent with the procedures set forth in the DOT guidelines. The safety-
sensitive employee’s request for a retest must be made to the Medical Review Officer 
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(MRO) within 72 hours of notice of the initial test result. Requests after 72 hours will only 
be accepted if the delay was due to documentable facts that were beyond the control of 
the employee. 

 
g) Records Retention. The District shall maintain complete records of alcohol and/or con-

trolled substance test results for each employee in a secure location with controlled ac-
cess. Employee records are generally confidential but, will be available to the DOT or any 
state or local officials with regulatory authority over the District or any of its drivers only and 
prospective employers as set forth in applicable law. Records will be kept for a minimum of 
five (5) years regarding the following: driver alcohol tests; positive controlled substance 
tests; documentation on refusals to take alcohol or controlled substance tests; calibration 
documentation; and, employee evaluations and referrals. Records will be kept for a mini-
mum of two (2) years regarding the alcohol and controlled substance collection process. 
Records will be kept for a minimum of one (1) year regarding the following: records of neg-
ative and cancelled controlled substance test results (as defined in Part 40 of federal regu-
lations) and alcohol test with a concentration of less than 0.02.  29 CFR 382.401. 

 
Records related to the education and training of breath alcohol technicians, screening test 
technicians, supervisors, and drivers shall be maintained by the District while the individual 
performs the functions which require the training for two (2) years after ceasing to perform 
those functions. 
 

 2520.1.6 Employee Assessment. Any employee who tests positive for the presence of controlled 
substances or whose breath alcohol concentration is above the minimum thresholds set 
forth in the DOT guidelines will be assessed by an SAP. An SAP is a District selected li-
censed physician, psychologist, social worker, employee assistance professional, or addic-
tion counselor with knowledge of and clinically experienced in the diagnosis and treatment 
of drug and alcohol related disorders. The SAP will evaluate each employee to determine 
what assistance, if any, the employee needs in resolving problems associated with prohib-
ited substance or alcohol abuse or misuse. 

  
  If an employee is returned to duty following rehabilitation, they must agree to and sign a 

Return-to-Duty Agreement, pass a return-to-duty controlled substance and/or alcohol test 
and be subject to unannounced follow-up tests for a period of one (1) to five (5) years, as 
determined by the SAP. The cost of any rehabilitation and subsequent controlled sub-
stance and/or alcohol testing is borne by the employee and is on a one-time basis only. An 
employee will be immediately terminated from employment on the occurrence of a second 
verified positive test result. Employees may use accumulated sick leave, vacation, admin-
istrative leave, personal necessity leave, and/or floating holidays, if any, to participate in 
the prescribed rehabilitation program. 

 
 2520.1.7 Test Related Time-Off Work Provisions. Any employee who is relieved from duty due to a 

positive drug or controlled substance test must use accumulated compensated leave (i.e., 
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vacation, sick leave, administrative leave, personnel necessity leave or floating holidays, if 
any) during the regularly scheduled work time missed. If the employee has insufficient ac-
cumulated compensated leave to cover the regularly scheduled work time missed due to a 
positive alcohol or controlled substance test, such time shall be without pay. In the event 
there is a false positive test the District, upon verification, will compensate the employee for 
any regularly scheduled work time missed as a result thereof. 

 
 2520.1.8 Contact Person: Any questions regarding this policy should be directed to the following 

District representative: 
   Name: Melissa Trujillo  
   Title: Human Resources Generalist/ Safety & Facilities Coordinator  
   Address: 3590 Rubidoux Blvd., Jurupa Valley, CA 92509 
   Telephone: (951) 684-7580 
 
 2520.1.9  Definitions. 
 

a) Accident - An incident involving a commercial motor vehicle in which there is a fatality or a 
citation was issued, and either an injury is treated away from the scene, or a vehicle is re-
quired to be towed from the scene. 
 

b) Alcohol - The intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular 
weight alcohol including methyl or isopropyl alcohol. 

 
c) Alcohol Concentration - The alcohol in a volume of breath expressed in terms of grams of 

alcohol per 210 liters of breath as indicated by an evidential breath-testing device.  
 

d) Alcohol Use – The drinking or swallowing of any beverage, liquid mixture, or preparation 
(including any medication), containing alcohol. 

 
e) Breath Alcohol Technician (BAT) - A person who instructs and assists employees in the 

alcohol testing process and operates an evidential breath-testing device. 
 

f) Chain of Custody - The procedures used to document the handling of the urine specimen, 
from the time the employee gives the specimen to the collector, until the specimen is de-
stroyed. This procedure uses the Federal Drug Testing Custody and Control Form (CCF). 
The CCF also ensures the integrity of each urine specimen by tracking its handling and 
storage from the point of specimen collection to its final disposition. 

 
g) Collection Site - A place designated by the District where individuals present themselves 

for the purpose of providing a specimen of urine and/or breathe. 
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h) Commercial Motor Vehicle - A motor vehicle, or combination of motor vehicles used in 
commerce to transport passengers or property if the motor vehicle: (1) has a gross combi-
nation weight ratio of 26,001 or more pounds inclusive of a towed unit with a gross vehicle 
weight rating of more than 10,000 pounds; or, (2) has a gross vehicle weight rating of 
26,001 or more pounds; or, (3) is designed to transport 16 or more passengers, including 
the driver; or, (4) is of any size and is used in the transportation of materials found to be 
hazardous for the purposes of the Hazardous Materials Transportation Act and which re-
quire the motor vehicle to be placarded under the Hazardous Materials Regulations. 

 
i) Confirmation Test - For alcohol testing, means a subsequent test using an EBT, following 

a screening test with a result of 0.02 grams or greater of alcohol per 210 liters of breath, 
that provides quantitative data about the alcohol concentration. For controlled substances 
testing, mean a second analytical procedure performed on a urine specimen to identify and 
quantify a specific drug or drug metabolite, which is independent of the screen test and 
uses a different technique  and chemical principle from that of the screen test min order to 
ensure reliability and accuracy. 

 
j) Controlled Substance (Drug) Test - A method of detecting and measuring the presence of 

alcohol and other controlled substances, whether legal or illegal, in a person’s body. A con-
trolled substance test may be either an initial test or confirmation test. An initial controlled 
substance test is designed to identify specimens having concentrations of a particular 
class of drug above a specified concentration level. It eliminates negative specimens from 
further consideration. 

 
k) Covered Employee - A person, including a volunteer or applicant, who performs a safety-

sensitive function for the District. 
 

l) Department of Transportation Guidelines - The controlled substance and alcohol testing 
rules - 49 CFR Part 382 (FWHA - Commercial Motor Vehicle) - setting forth the procedures 
for controlled substance and alcohol testing (49 CFR Part 40) in all transportation indus-
tries. 

 
m) District or Employer – Rubidoux Community Services District. 

 
n) District Time - Any period of time in which an employee is actually performing a District 

function. Any period of time in which a safety-sensitive employee is actually performing, 
ready to perform, or immediately available to perform any safety-sensitive functions. 

 
o) Driver - Any person who operates a commercial motor vehicle. This includes, but is not 

limited to, full time, regularly employed drivers; casual, intermittent or occasional drivers; 
leased drivers and independent owner-operator contractors. For pre-employment testing, 
the term driver includes a person applying to drive a commercial motor vehicle. 
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p) Drug (Controlled Substance) Metabolite - The specific substance produced when the hu-
man body metabolizes (changes) a given drug (controlled substance) as it passes through 
the body and is excreted in urine. 

 
q) Evidential Breath Testing Device (EBT) - A device approved by the National Highway Traf-

fic Safety Administration (NHTSA) for the evidential testing of breath and placed on 
NHTSA’s “conforming products list of evidential breath.” 

 
r) Medical Review Officer (MRO) - A licensed physician (medical doctor or doctor of osteopa-

thy) responsible for receiving laboratory results generated by the employer’s drug testing 
program, who has knowledge of substance abuse disorders, and has appropriate medical 
training to interpret and evaluate an individual’s confirmed positive test result together with 
their medical history and any other relevant biomedical information. The MRO also must 
be knowledgeable about DOT Rule 49 C.F.R., Part 40 Section 40.121, the DOT MRO 
guideline, and the DOT agency regulation applicable to the District. Additional require-
ments are set forth in 49 C.F.R. Part 40 Section 40.121. 

 
s) Performing (Safety-Sensitive Function) - A safety-sensitive employee is considered to be 

performing a safety-sensitive function and includes any period in which the safety sensitive 
employee is actually performing, ready to perform, or immediately available to perform 
such functions. 

 
t) Post-Accident Alcohol and/or Controlled Substance Testing - Testing conducted after acci-

dents on employees whose performance could have contributed to the accident. For driv-
ers this is determined by a citation for a moving traffic violation and for all fatal accidents 
even if the driver is not cited for a moving traffic violation. See “Accident.” 

 
u) Pre-Employment Controlled Substance Testing - Testing conducted after an offer to hire 

has been extended to a job applicant, but before actually performing District functions as 
an employee. Also required when employees transfer to a safety-sensitive position. 

 
v) Prohibited Drugs (Controlled Substances) – Include: Marijuana Metabolites, Cocaine Me-

tabolites, Codeine/Morphine, Oxycodone/Oxymorphone, Hydrocodone/Hydromorphone, 6-
Acetylmorpine/6-AM (Heroin), Amphetamine/Methamphetamine, MDMA/MDA, and Phen-
cyclidine (PCP) and any others set forth in applicable DDOT regulations. 

 
w) Prohibited Substances - Synonymous with drug abuse and/or alcohol misuse or abuse. 

 
x) Random Alcohol and/or Controlled Substance Testing - Testing conducted on a random 

unannounced basis just before, during or just after performance of safety-sensitive func-
tions. 
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y) Reasonable Suspicion Alcohol and/or Controlled Substance Testing - Testing conducted 
when a trained supervisor observes behavior or appearance that is characteristic of alco-
hol misuse or controlled substance abuse. 

 
z) Refusal to Submit (to an Alcohol and/or Controlled Substance Test) - A refusal to submit to 

alcohol or controlled substances test means that a driver: 
 

1) Fails to appear for any test (except a pre-employment test) within a reasonable time, 
as determined by the employer, consistent with applicable DOT agency regulations, 
after being directed to do so by the employer. This includes the failure of an employee 
(including an owner/operator) to appear for a test when by C/TPA (see 29 CFR Sec-
tion 40.61(a); 

2) Fails to remain at the testing site until the testing process is complete. Provided, that 
an employee who leaves the testing site before the testing process commences (see 
29 CFR Section 40.63 a pre-employment test is not deemed to have refused to test; 

3) Fails to provide a urine specimen for any drug test required by this part or DOT 
agency regulations. Provided, that an employee who does not provide a urine speci-
men because they have left the testing site before the testing process commences 
(see 29 CFR Section 40.63(c)) for a pre-employment test is not deemed to have re-
fused a test; 

4) In the case of a directly observed or monitored collection in a drug test, fails to permit 
the observation or monitoring of the driver’s provision of a specimen (see 29 CFR Sec-
tion 40.69(g)); 

5) Fails to provide a sufficient amount of urine when directed, and it has been determined 
through a required medical evaluation, that there was no adequate medical explana-
tion for the failure (see 29 CFR Section 40.193(d)(2)); 

6) Fails or declines to take a second test the employer or collector has directed the driver 
to take; 

7) Fails to undergo a medical examination or evaluation, as directed by the MRO as part 
of the verification process, or as directed by the DER under 29 CFR Section 
40.193(d). In the case of a pre-employment drug test, the employee is deemed to 
have refused to test on this basis only if the pre-employment test is conducted follow-
ing a contingent offer of employment. 

8) Fails to cooperate with any part of the testing process (e.g., refuse to empty pockets 
when so directed by the collector, behave in a confrontational way that disrupts the 
collection process); or  

9) Is reported by the MRO as having verified adulterated or substituted test result. 
10) Any employee who has been determined to have "refused to test" will face the same 

consequences as testing positive and will be immediately removed from performing 
safety-sensitive functions until all return-to-duty requirements are met. 
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aa) Rehabilitation - The total process of restoring an employee to satisfactory work perfor-
mance through constructive confrontation, referral to the SAP and participation in SAP recom-
mendations such as education, treatment and/or support groups to resolve personal, physical 
or emotional/mental problems which contributed to job problems. 

 
bb) Return-to-Duty and Follow-Up Alcohol and/or Controlled Substance Testing - Testing 
conducted when an employee who has violated the prohibited alcohol or controlled substance 
conduct standards returns to performing duties. Follow-up tests are unannounced, and at least 
six tests must be conducted in the first 12 months after an employee returns to duty. Follow-up 
testing may be extended for up to 60 months following return-to-duty upon the SAP recommen-
dation. 

 
cc) Return-to-Duty Agreement - A document agreed to and signed by the General Manager 
or their designee, the employee, and the SAP, that outlines the terms and conditions under 
which the employee may return to duty after having had a verified positive controlled substance 
test result, or an alcohol concentration of 0.04 or greater on an alcohol test. 

 
dd) Safety-Sensitive Function - On duty time for safety sensitive functions means all time from 
the time a driver begins work or is required to be in readiness to work until the time they are 
relieved from work and all responsibility for performing work. Safety sensitive function shall in-
clude:  

 
(i) All time at the employer plant, terminal, facility, or other property, or on any public 
property, waiting to be dispatched, unless the driver has been relieved from duty by the 
employer. 
(ii) All time inspecting equipment as required by the FMCSA’s subchapters § 392.7 and 
392.8, or otherwise inspecting, servicing, or conditioning any commercial motor vehicle at 
any time. 
(iii) All time spent at the driving controls of a commercial motor vehicle in operation. 
(iv) All time, other than driving time, in or upon any commercial motor vehicle (except for 
time spent resting in the sleeper berth). 
(v) All time loading or unloading a vehicle, supervising, or assisting in the loading or un-
loading, attending a vehicle being loaded and unloaded. Remaining in readiness to oper-
ate the vehicle, or in giving or receiving receipts for shipments loaded or unloaded. 
(vi) All time repairing, obtaining assistance, or remaining in attendance upon a disabled 
vehicle. 
 

ee) Screening (Initial) Test - An analytical procedure in alcohol testing to determine 
whether an employee may have a prohibited concentration of alcohol in their system. In con-
trolled substance testing, it is an immunoassay screen to eliminate negative urine specimens 
from further consideration. 

 



Rubidoux Community Services District 
 
 

2520-13 
 

ff) Substance Abuse Professional (SAP) - A licensed physician (Medical Doctor or Doctor of 
Osteopathy), or certified psychologist, social worker, employee assistance professional, state-
licensed or certified marriage and family therapist  or addiction counselor (certified by the Na-
tional Association of Alcoholism and Drug Abuse Counselors Certification Commission 
(NAADAC)) with knowledge of and clinical experience in the diagnosis and treatment of alcohol 
and controlled substance-related disorders. 

 
gg) Supervisor - Foreman, Superintendent, Division Manager or General Manager who has 
had one hour of training on the signs and symptoms of alcohol abuse and an additional hour 
training on the signs and symptoms of controlled substance abuse. 

 
hh) Vehicle - Bus, electric bus, van, automobile, rail car, trolley car, trolley bus, or vessel used 
for mass transportation. 

 
 

2520.2    Procedures. 
 

 2520.2.1 Reasonable Suspicion Testing. 
 

a) An employee who may possibly be under the influence of alcohol and/or controlled sub-
stances is observed by a supervisor is subject to this testing. Any employee may identify 
someone suspected of alcohol and/or controlled substance abuse to any supervisor (em-
ployees should realize, however, that it is against District policy to make false or malicious 
statements about other employees and doing so can result in disciplinary action). The su-
pervisor must witness first-hand the employee’s signs and symptoms or other evidence of 
being under the influence. 
 

b) The supervisor is then obligated to ensure that the matter is immediately investigated. If 
possible, two supervisors determine (independently or together) that the employee in 
question may be under the influence of alcohol and/or controlled substances. 

 
c) When the supervisor(s) suspect and believe that the employee may be under the influence 

of alcohol and/or controlled substances, the employee is then immediately suspended from 
duty (with pay) and driven by a District employee (or others designated) to the District 
specified collection site. Because of a testing facility requirement, the employee in question 
must show proof of identification, such as a driver’s license photo or state-issued photo 
identification card. Whenever practical, the General Manager (or their designee) should be 
notified in advance of the employee being taken to the collection site. 

 
d) At the collection site, the employee will be required to submit a urine sample in the event 

that controlled substances are suspected, or a breath sample in the event that alcohol in-
toxication is suspected by the on-duty technician. Care will be taken to provide the em-
ployee reasonable privacy without compromising the integrity of the sample. 
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e) The District will take precautions to prevent the employee being tested from going back to 
work and driving their own car home if any of the tests are positive. Instead, the employee 
will be taken home from the collection by a District employee (or others designated). 

 
f) The employee whose test results are negative (0.02 alcohol concentration or less) will be 

reinstated immediately. The employee whose confirmation test results indicate an alcohol 
concentration greater that 0.02 but less than 0.04, will not be permitted to return to duty or 
perform a safety-sensitive function for twenty-four (24) hours after administration of the 
test. The employee whose confirmation test result indicates an alcohol concentration of 
0.04 or greater for alcohol will be referred to a District specified SAP who will assess the 
employee’s condition and make a recommendation for treatment which, if accepted by the 
District, must be followed by the employee. Failure to follow the accepted recommenda-
tions or refusal to submit to return-to-duty and unannounced follow-up testing will result in 
the employee’s termination of employment. 

 
g) The employee whose controlled substance test results are verified negative will be rein-

stated immediately. The employee whose controlled substance test is verified positive by 
the Medical Review Officer will be referred to a District specified SAP who will assess the 
employee’s condition and make a recommendation for treatment which, if accepted by the 
District, must be followed by the employee. Failure to follow the accepted recommenda-
tions or refusal to submit to return-to-duty and unannounced follow-up testing will result in 
the employee’s termination of employment. 

 
 2520.2.2 Random Testing. 
 

a) The compliance company notifies the General Manager, who in turn notifies the supervisor 
to send the safety-sensitive employee to the collection site for alcohol and/or controlled 
substance testing. 

 
b) The supervisor notifies the safety-sensitive employee to go to the collection site for alcohol 

and/or controlled substance testing immediately. Because of a testing facility requirement, 
the safety-sensitive employee sent to the collection site must have proof of identification, 
such as a driver’s license photo or state-issued photo identification card. 

 
c) At the collection site, the safety-sensitive employee will be required to submit a urine sam-

ple (in the event that controlled substances are to be tested for) or a breath sample (in the 
event that alcohol is being tested for) to the on-duty technician. Care will be taken to pro-
vide the safety-sensitive employee with maximum privacy without compromising the integ-
rity of the sample. 

 
d) The safety-sensitive employee whose test results are negative (0.02 alcohol concentration 

or less) will be released to return to work. The safety-sensitive employee whose confirma-
tion test results indicate an alcohol concentration greater than 0.02 but less than 0.04, will 
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not be permitted to return to duty or perform a safety-sensitive function for 24 hours after 
administration of the test. The safety-sensitive employee whose confirmation test result 
indicates an alcohol concentration of 0.04 or greater will be referred to a District specified 
SAP who will assess the safety-sensitive employee’s condition and make a recommenda-
tion for treatment which, if accepted by the District, must be followed by the safety-sensi-
tive employee. Failure to follow the accepted recommendations or refusal to submit to re-
turn-to-duty and unannounced follow-up testing will result in the safety-sensitive em-
ployee’s termination of employment. 

 
e) The safety-sensitive employee whose controlled substance test results are verified nega-

tive will be released to return to work. The safety-sensitive employee whose controlled 
substance test is verified positive by the Medical Review Officer will be referred to a District 
specified SAP who will assess the safety-sensitive employee’s condition and make a rec-
ommendation for treatment which, if accepted by the District, must be followed by the 
safety-sensitive employee. Failure to follow the accepted recommendations or refusal to 
submit to return-to-duty and unannounced follow-up testing will result in the safety-sensi-
tive employee’s termination of employment. 

 
 2520.2.3 Post-Accident. 
 

a) The safety-sensitive employee notifies a supervisor than an accident has occurred. 
 
b) The supervisor determines that the circumstances of the accident warrant a post-accident 

test when a citation was issued, or a fatality occurred. Thereafter, the supervisor directs the 
safety-sensitive employee to immediately go to the collection site for alcohol and controlled 
substance testing. Because of a testing facility requirement, the safety-sensitive employee 
in question must have proof of identification, such as a driver’s license photo or state-is-
sued photo identification card. 

 
c) At the collection site, the safety-sensitive employee will be required to submit a urine sam-

ple for controlled substances and a breath sample for alcohol testing to the on-duty techni-
cian. Care will be taken to provide the safety-sensitive employee with reasonable privacy 
without compromising the integrity of the sample. 

 
d) The General Manager (or their designee) will be notified that an accident has occurred, 

and that the safety-sensitive employee was instructed to go to the collection site. 
 

e) The safety-sensitive employee whose test results are negative (0.02 alcohol concentration 
or less) will be released to return to work. The safety-sensitive employee whose confirma-
tion test results indicate an alcohol concentration greater than 0.02 but less than 0.04, will 
not be permitted to return to duty or perform a safety-sensitive function for 24 hours after 
administration of the test. The safety-sensitive employee whose confirmation test result 
indicates an alcohol concentration of 0.04 or greater will be referred to a District specified 
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SAP who will assess the safety-sensitive employee’s condition and make a recommenda-
tion for treatment which, if accepted by the District, must be followed by the safety-sensi-
tive employee. Failure to follow the accepted recommendations or refusal to submit to re-
turn-to-duty and unannounced follow-up testing will result in the safety-sensitive em-
ployee’s termination. 

 
f) The safety-sensitive employee whose controlled substance test results are verified nega-

tive will be released to return to work. The safety-sensitive employee whose controlled 
substance test is verified positive by the Medical Review Officer will be referred to a District 
specified SAP who will assess the safety-sensitive employee’s condition and make a rec-
ommendation for treatment which, if accepted by the District, must be followed by the 
safety-sensitive employee. Failure to follow the accepted recommendations or refusal to 
submit to return-to-duty and unannounced follow-up testing will result in the safety-sensi-
tive employee’s termination of employment. 

 
 2520.2.4 Return-To-Duty and Follow Up. 
 

a) At the collection site, the safety-sensitive employee will be required to submit a urine sam-
ple for controlled substances and a breath sample for alcohol testing to the on-duty techni-
cian. Care will be taken to provide the safety-sensitive employee with maximum privacy 
without compromising the integrity of the sample. 

 
b) The safety-sensitive employee whose test results are negative (0.02 alcohol concentration 

or less) will be released to return to work. The safety-sensitive employee whose confirma-
tion test results indicate an alcohol concentration greater than 0.02 but less than 0.04, will 
not be permitted to return to duty or perform a safety-sensitive function for 24 hours after 
administration of the test. The safety-sensitive employee whose confirmation test result 
indicates an alcohol concentration of 0.04 or greater will be referred to a District specified 
SAP who will assess the safety-sensitive employee’s condition and make a recommenda-
tion for treatment which, if accepted by the District, must be followed by the safety-sensi-
tive employee. Failure to follow the accepted recommendations or refusal to submit to re-
turn-to-duty and unannounced follow-up testing will result in the safety-sensitive em-
ployee’s termination. 

 
c) The safety-sensitive employee whose controlled substance test results are verified nega-

tive will be released to return to work. The safety-sensitive employee whose controlled 
substance test is verified positive by the Medical Review Officer will be referred to a District 
specified SAP who will assess the safety-sensitive employee’s condition and make a rec-
ommendation for treatment which, if accepted by the District, must be followed by the 
safety-sensitive employee. Failure to follow the accepted recommendations or refusal to 
submit to return-to-duty and unannounced follow-up testing will result in the safety-sensi-
tive employee’s termination of employment. 
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 2520.2.5 Chain of Custody for Controlled Substance Specimens. 
 

a) At the time a specimen is collected, the employee will be given a copy of the specimen col-
lection procedures. 

b) Urine will be in a wide-mouthed clinic specimen container which will remain in full view of 
the employee until split, transferred to, sealed and initialed in two tamper-resistant urine 
bottles. 

 
c) Immediately after the specimens are collected, the urine bottles will, in the presence of the 

employee, be labeled and then initialed by the employee. If the sample must be collected 
at the site other than the controlled substance and/or alcohol testing laboratory, the speci-
mens will then be placed in the transportation container. The container will be sealed in the 
employee’s presence and the employee will be asked to initial or sign the container. The 
container will be sent to the designated testing laboratory on that day or the earliest busi-
ness day by the fastest available method. 

 
d) A chain of custody form will be completed by the on-duty technician during the specimen 

collection process and attached to and mailed with the specimen. 
 
 2520.2.6 Specimen Collection of Strange and/or Unrecognizable Substances. 
 

a) An employee is observed with a strange and/or unrecognizable substance. 
 
b) The supervisor, in the presence of a witness, places the strange and/or unrecognizable 

substance into a clear plastic bag. The bag is sealed, labeled and signed by both the su-
pervisor and the witness. 

 
c) An incident report is written by the supervisor and signed by both the supervisor and the 

witness. 
 

d) The plastic bag containing the specimen and a copy of the incident report is taken to the 
collection site for transportation to the laboratory for analysis. 

 
 2520.2.7 Alcohol Concentration. 
 

a) The employee and the on-duty Breath Alcohol Technician (BAT) complete the alcohol test-
ing form to ensure that the results are properly recorded. 
 

b) After an explanation of how the breathalyzer works, an initial breath sample is taken. 
 

c) If the results of the initial test show an alcohol concentration of 0.02 or greater, a second or 
confirmation test must be conducted. The confirmation test must not be conducted less 
than fifteen (15) minutes after, nor more than twenty (20) minutes after the screening test. 
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d) The confirmation test will utilize Evidential Breath Testing (EBT) devices that print out the 
results, date and time, a sequential test number, and the name and serial number of the 
EBT device to ensure the reliability of the results. 

 
 2520.2.8 Deviations from Procedures. Unless otherwise provided in DOT guidelines, deviations from 

the foregoing procedures shall not invalidate the results of any prohibited substance tests 
verified positive by the Medical Review Officer. 

 
 
APPENDIX “C” 
 
Safety-Sensitive Classifications and Functions: 
 
Utility Maintenance Worker (I/II) – Water 
Utility Crew Leader – Water 
Utility Maintenance Worker (I/II) – Collections  
Utility Crew Leader – Collections 
Utility Field Supervisor 
Systems Operator (I/II) 
Senior Systems Operator (I/II) 
Cross Connection & Source Control Field Program Coordinator 
 
Safety-Sensitive Function: 
 
Operating any vehicle where a Class A or Class B driver’s license would be required. 
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Policy 
 
Rubidoux Community Services District (“District”) is committed to providing a work environment that is free 
of disruptive, threatening, or violent behavior involving any employee, appointed or elected official, volunteer, 
contractor, client, and/or visitor. The policy is to establish, implement, and maintain an effective plan as 
required by Senate Bill (“SB”) 553. The regulation requires the District to establish, implement, and maintain, 
at all times in all the facilities, a workplace violence prevention plan for the purposes of protecting employees 
and other personnel from aggressive and violent behavior at the workplace. 
 
The Workplace Violence Prevention Plan (“WVPP”) is available upon request for examination and copying 
to employees, their representatives, and the Chief of Cal/OSHA and/or their designee.  
 
Prohibited Acts 
 
The District will not ignore, condone, or tolerate threats of violence or workplace violence by any employee, 
appointed or elected official, volunteer, contractor, client, and/or visitor.  
 
Threats of violence include both verbal and non-verbal conduct that causes a person to fear for their safety 
because there is a reasonable possibility they might be physically injured and that serves no legitimate work-
related purpose. 
 
Workplace violence means any act of violence or threat of violence that occurs at the work site. The term 
workplace violence shall not include lawful acts of self-defense or defense of others. Workplace violence 
includes the following: 
 

• The threat or use of physical force against an employee that results in, or has a high likelihood of 
resulting in, injury, psychological trauma, or stress, regardless of whether the employee sustains an 
injury; and 

• An incident involving the threat or use of a firearm or other dangerous weapon, including the use of 
common objects as weapons, regardless of whether or not the employee sustains an injury. 

 
Workplace violence can be categorized into four types: 

 
Type 1: Workplace violence committed by a person who has no legitimate business at the work site includes 
violent acts by anyone who enters the workplace with the intent to commit a crime. 

Type 2: Workplace violence directed at employees by customers, and/or visitors. 

Type 3: Workplace violence against an employee by a present or former employee, Director/Manager or 
Supervisor. 

Type 4: Workplace violence committed in the workplace by someone who does not work there but has or is 
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known to have had a personal relationship with an employee. 

In addition, the District prohibits all dangerous weapons not used for fire suppression, accident and incident 
response, emergency medical services, the service of law enforcement, or security duties on all District 
property. Any employee or appointed or elected official in possession of prohibited dangerous weapons on 
District property is in violation of this policy and may be subject to disciplinary action up to and including 
termination. Any volunteer, contractor, or visitor in possession of prohibited dangerous weapons will be 
banned from the premises. Dangerous weapons include any instrument capable of inflicting death or serious 
bodily injury.  
 
Responsibility and Authority  
 
Workplace Violence Prevention Plan Administrator 
The Human Resources Generalist/Safety and Facilities Coordinator (“HR”) under the direction of the Director 
of Finance and Administration (“DOF”), is the designated WVPP Administrator and has the authority and 
responsibility for developing, implementing, and maintaining the WVPP and conducting or overseeing any 
investigations of workplace violence reports. The DOF will also be able to answer employee questions 
concerning the WVPP.  
 
HR and the DOF, shall solicit feedback and input from employees in developing and implementing the WVPP.  
Active involvement of employees could include, but is not limited to, their participation in identifying, 
evaluating, and correcting workplace violence hazards; in designing and implementing training; and in 
reporting and investigating workplace violence incidents. 
 
Directors, Managers, and Supervisors 
Responsibilities include:  
• Implementing the WVPP in their work areas; 
• Providing input to HR regarding the WVPP; 
• Enforcing the rules fairly and uniformly; 
• Participating in investigations of workplace violence reports; and  
• Answering employee questions concerning this WVPP.  
 
Employees 
Responsibilities include: 
• Complying with the WVPP; 
• Maintaining a violence-free work environment; 
• Attending all training;  
• Following all directives, policies, and procedures; and 
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• Reporting suspicious persons in the area and alerting the proper authorities when necessary. 
Compliance 
 
HR is responsible for ensuring the WVPP is clearly communicated and understood by all employees. The 
following techniques are used to ensure all employees understand and comply with the WVPP: 
• Informing all employees of the WVPP during new employee safety orientation training and ongoing 

workplace violence prevention training; 
• Ensuring all employees, including Directors/Managers, and Supervisors receive training on this WVPP; 
• Providing comprehensive workplace violence prevention training to Directors/Managers and Supervisors 

concerning their roles and responsibilities for WVPP implementation; 
• Directors/Managers and Supervisors will also be knowledgeable of the WVPP to ensure that the 

employees they supervise are taking the proper precautions for protections against any specific hazards 
they may incur at the workplace; 

• Evaluating employees to ensure their compliance with the WVPP;  
• Providing retraining to employees whose safety performance is deficient with the WVPP; 
• Disciplining employees, appointed or elected officials, who engage in threats of violence behaviors or fail 

to comply with the WVPP, up to and including termination; and  
• Ensuring training of the WVPP is conducted on an annual basis.  

 
Communication and Training 
 
Directors/Managers, and Supervisors are responsible for communicating with employees about workplace 
violence in a form readily understandable by all employees.  
 
The District may also post or distribute workplace violence prevention information to employees. 
 
Employees are encouraged to inform their Director/Manager or Supervisor about any threats of violence or 
workplace violence. Employees may use the Workplace Violent Incident Log (Appendix A) to assist in their 
reporting of incidents. No employee will be disciplined for reporting any threats of violence or workplace 
violence. 
 
After the employee has reported their concerns about any threats of violence or workplace violence to their 
Director/Manager or Supervisor, they will report this information to HR who will investigate the incident.  HR 
will then inform the employee of the results of their investigation and any corrective actions to be taken as 
part of the District’s responsibility in complying with hazard correction measures outlined in the WVPP. 
 
Any employee who believes they are a potential victim of violent behavior is encouraged to use the District’s 
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confidential Employee Assistance Program: 
 
The Standard Employee Assistance Program 
Main Phone Number: 800-293-6948 
Email Address: answers@healthadvocate.com 
Website Address: http://healthadvocate.com/standard3 
 
Employee training on workplace violence will include: 
• This WVPP; 
• Workplace violence risks and hazards that employees may encounter in their jobs, the corrective 

measures the District has implemented, and how to seek assistance to prevent or respond to violence; 
• How to recognize the potential for violence and escalating behavior; 
• Strategies to de-escalate behaviors and to avoid physical harm; 
• How to obtain a copy of the District’s WVPP at no cost, and how to participate in development and 

implementation of the District's WVPP;  
• The Workplace Violent Incident Log (Appendix A) and how to obtain copies of records pertaining to 

hazard identification, evaluation and correction, training records, and violent incident logs; 
• Opportunities the District has for interactive questions and answers with a person knowledgeable about 

the District’s plan; 
• How to report incidents to the District or law enforcement without the fear of reprisal; and 
• The Standard Employee Assistance Program.  
 
Employees assigned to respond to alerts, alarms, or systems that are in place to warn others will receive 
additional training that includes: 
• General and personal safety measures; 
• Aggression and violence predicting factors; 
• The assault cycle;  
• Characteristics of aggressive and violent persons;  
• Verbal intervention and de-escalation techniques and physical maneuvers to defuse and prevent violent 

behavior; and 
• Strategies to prevent physical harm. 
 
Training will occur: 
• When the WVPP is first established;  
• At time of hire or transfer; 
• Annually for employees and their Supervisors;  

mailto:answers@healthadvocate.com
http://healthadvocate.com/standard3
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• When new equipment or work practices are introduced; and 
• When a new or previously unrecognized workplace violence hazard has been identified and when 

changes are made to the WVPP. 
 
Procedures 
 
Responding to Actual or Potential Workplace Violence Emergencies 
In the event of an actual or potential workplace violence emergency, HR, or other department 
Directors/Managers, will alert employees of the presence, location, and nature of the workplace violence 
through the following methods: text message or phone call. 
 
When any employee becomes aware of an actual or potential workplace violence emergency, they shall 
notify HR, their immediate Supervisor, and/or law enforcement. 
 
Employees shall implement the run, hide, fight protocols where appropriate.  Evacuation routes and 
sheltering locations will be communicated to affected staff.  If employees are not able to evacuate or shelter 
in place, they are authorized to take all reasonable actions necessary to fight or subdue an active shooter 
or assailant. 
 
Emergencies and Reporting a Crime 
For immediate assistance in an emergency, contact emergency services or law enforcement by calling 
911. Employees should also notify their Director/Manager/Supervisor, and HR as soon as possible.  
 
Reporting Workplace Violence Concerns 
Employees who witness or experience threats of violence or workplace violence can report the incident 
through their chain of command or directly to HR. Employees may report anonymously and without fear of 
reprisal by submitting the incident in writing through interoffice mail.  A strict non-retaliation policy is in place, 
and any instances of retaliation are dealt with swiftly and decisively. An employee who retaliates against a 
coworker for reporting an incident could be disciplined or terminated. 
 
Restraining Orders 
Employees or other personnel affiliated with the District who have an active restraining order issued against 
another person that includes the workplace are encouraged to provide a copy of the restraining order to 
their Director/Manager and HR. Directors/Managers who receive notification of a restraining order that 
includes the workplace will meet with HR to decide what actions, if any, need to be initiated.  
 
Hazard Assessment 
 
Workplace hazard assessments will include: 
• An annual review of the past year’s workplace violence incidents; and 
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• Periodic physical security assessments by HR and Directors/Managers to identify unsafe conditions 
and work practices and employee reports and concerns. 

 
The Workplace Violence Prevention Environmental Hazard Assessment & Control Checklist (Appendix B) 
can be used to assist with the security assessment. Inspections are performed according to the following 
schedule: 
• Once a year; 
• When the WVPP is implemented; 
• When new, previously unidentified workplace violence/security hazards are recognized; and 
• When workplace violence injuries or threats of injury occur. 
 
Hazard Correction 
 
Work practice controls will be used to correct unsafe work conditions, practices, or procedures that threaten 
the security of employees.  
 
Work practice controls are defined as procedures, rules, and staffing that are used to effectively reduce 
workplace violence hazards. Work practice controls may include, but are not limited to:  
• Appropriate staffing levels;  
• Employee training on workplace violence prevention methods; and  
• Employee training on procedures to follow in the event of a workplace violence incident. 

 
Corrective actions will be implemented in a timely manner based on the severity of the hazard, documented 
and dated.  Corrective measures for workplace violence hazards will be specific to a given work area. 
 
Post Incident Response and Investigation 
 
Directors/Managers, and Supervisors will use the Workplace Violent Incident Log (Appendix A) to assist in 
documenting incidents and investigations.  
 
These procedures will occur following an incident: 
• Provide immediate first aid; 
• Identify all employees involved in the incident; 
• Offer staff individual trauma counseling resources; 
• Conduct a debriefing with all affected staff; 
• Determine if corrective measures developed under this WVPP were effectively implemented; solicit 
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feedback from all personnel involved in the incident as to the cause of this incident and if injuries 
occurred, how injury could have been prevented; and 

• Record the incident in the Workplace Violent Incident Log. 
 
The Violent Incident Investigation Form (Appendix C) will be used to conduct incident analysis and 
document the post-incident response. 
 
Recordkeeping 
 
Records of workplace violence hazard identification, evaluation, and correction will be created and 
maintained for five years in accordance with the recordkeeping requirements. Training for each employee, 
including the employee’s name, training dates, type of training, and training provider will be created and 
maintained for a minimum of one year. Records of violent incidents (Workplace Violent Incident Log) and 
workplace violence incident investigations will be maintained for a minimum of five years with HR. Records 
of workplace violence hazard identification, evaluation, and correction, training records, and violent incident 
logs shall be made available to employees and their representatives, upon request and without cost, for 
examination and copying within 15 calendar days of a request. 
 
The District’s Reporting Responsibilities 
As required by California Code of Regulations (CCR), Title 8, Section 342(a). Reporting Work-Connected 
Fatalities and Serious Injuries, the District will immediately report to Cal/OSHA any serious injury or illness 
(as defined by CCR, Title 8, Section 330(h)), or death (including any due to Workplace Violence) of an 
employee occurring in a place of employment or in connection with any employment. 
 
Annual Review 
 
The District’s WVPP will be reviewed annually and updated as needed considering the following criteria: 
staffing, job, equipment, and facility design and risks, modifications or additions to tasks and procedures 
that affect WVPP implementation, newly identified hazards, prior year incidents, identified deficiencies, and 
feedback provided by employees. 

 



 

 

Appendix A 
WORKPLACE VIOLENT INCIDENT LOG 

This form must be completed for every record of violence in the workplace 
 

Incident ID #*: Date and Time of Incident: Department: 

Specific Location of Incident: 
* Do not identify employee by name, employee #, or SSI. The Incident ID must not reflect the employee’s identity) 
 
Describe Incident (Include additional pages if needed): 
 

 
Assailant information: 

 Family or Friend of Victim  Family or Friend of Contractor  Co-Worker/Supervisor/Manager 
 Partner/Spouse of Victim   Customer  Stranger 
 Former Partner/Spouse of Victim  Family or Friend of Customer  Student 
 Robber/Burglar  Animal   
 Contractor  Other:   

    
 
Circumstances at time of incident: 

 Employee Performing Normal 
Duties   Poor Lighting  Employee Rushed 

 Employee Isolated or Alone    High Crime Area  Low Staffing Level   
 Unable to Get Help or Assistance   Working Outdoors  Unfamiliar or New Location 
 Other:  

 
Location of Incident: 

 Personal Residence  Breakroom   
 Restroom or Bathroom  Hallway   
 Parking Lot or Outside Building  Other:   

 
Type of Incident (check as many apply): 

 Robbery    Grabbed  Pushed 
 Verbal Threat or Harassment    Kicked  Scratched 

 Sexual Threat, Harassment, or 
Assault    Hit with an Object    Bitten 

 Animal Attack  Shot (or Attempted)    Slapped 
 Threat of Physical Force    Bomb Threat  Hit with Fist 
 Threat of Use of Weapon or Object      Vandalism (of Victim’s Property)  Knifed (or Attempted) 



 

 

 Assault With A Weapon or Object  
Vandalism (of Employer’s 
Property)     Arson 

 Robbery  Other: 
 
Consequences of incident: 

Medical care provided?  Yes  
No  

Law enforcement called?  Yes  No  

Did anyone provide assistance to conclude the event?  Yes  No Days lost from work (if 
any) 

 

Actions taken by employer to protect employees from a continuing threat?  Yes  No 
 
Completed by: 

Name: Title: Date: 

Telephone: Email: 

Signature: Telephone: 
 
  



 

 

 
Appendix B 

WORKPLACE VIOLENCE PREVENTION 
ENVIRONMENTAL HAZARD ASSESSMENT & CONTROL CHECKLIST 

 

Assessed by:  Title: 

Location(s) Assessed: 
 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place employees at 
risk of workplace violence.  

Step 1: Identify risk factors that may increase District’s vulnerability to workplace violence events 

Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities 

Step 3: Develop a corrective action plan with measurable goals and target dates 
 
STEP 1: IDENTIFY RISK FACTORS 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the 
public? 

 

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with 
a high crime rate? 

 

  Does staff enter areas with high crime 
rates? 

 

  Does staff have mobile workplaces?  

  Does staff perform public safety 
functions that might put them in conflict 
with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of 
threats of violence?  

 

 
  



 

 

STEP 2: CONDUCT ASSESSMENT 

  Building Interior 

Yes No Building Interior Comments: 

  Are employee ID badges required?  

  
Are employees notified of past 
workplace violence events? 

 

  
Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  
Are areas where money is exchanged 
visible to others? 

 

  
Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  
Could someone hear an employee who 
called for help? 

 

  
Do employees have a clear line of sight 
of visitors in waiting areas? 

 

  
Are waiting and work areas free of 
objects that could be used as weapons? 

 

  
Is furniture in waiting and work areas 
arranged to prevent employee 
entrapment? 

 

  
Are private, locked restrooms available 
for employees? 

 

  
Do employees have a secure place to 
store personal belonging? 

 

 
  Building Exterior 

Yes No Building Exterior Comments: 

  
Do employees feel safe walking to and 
from the workplace? 

 

  
Are the entrances to the building clearly 
visible from the street? 

 

  
Is the area surrounding the building free 
of bushes or other hiding places? 

 

  
Is video surveillance provided outside 
the building? 

 



 

 

  Is there enough lighting to see clearly?  

 
Parking Area 

Yes No Parking Area Comments: 

  
Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  
Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding 
places? 

 

  Is there enough lighting to see clearly?  

 
 Security Measures 

Yes No Security Measures Comments: 

  Is there a response plan for workplace 
violence emergencies? 

 

  Are there physical barriers? (between 
staff and customers) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  



 

 

Yes No Security Measures Comments: 

  Are there “drop safes” to limit available 
cash? 

 

  
Is there a system to alert staff of the 
presence, location, and nature of a 
security threat? 

 

  Is there a system in place for testing 
security measures? 

 



 

 

 
STEP 3: DEVELOP CORRECTIVE ACTION PLAN 
(Action Plan Types: BI – Building Interior, BE – Building Exterior, PA – Parking Area, SM – Security Measure) 
 

Type Action Item Person(s) 
Responsible 

Target 
Date Status Comments 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 

 

 

 

 

 

 

 

 

 



 

 

 

Appendix C  

RCSD WORKPLACE VIOLENCE PREVENTION PLAN 

VIOLENT INCIDENT INVESTIGATION FORM 

 

The WVPP administrator or designee will complete the investigation into the violent incident. Further investigation and 
resolution of the Incident is expected within seven (7) days of the Violent Incident Report being submitted. 

Incident Analysis To Be Completed by WVPP Administrator or Designee: 

Has this type of incident occurred before at the workplace?    □ Yes    □ No 

What were the main factors that contributed to the incident? 

__________________________________________________________________________________________________
__________________________________________________________________________________________________
____________________________________________________________________ 

What could have prevented or at least minimized the damage caused by this incident? 

__________________________________________________________________________________________________
__________________________________________________________________________________________________
____________________________________________________________________ 

Post-Incident Response 

□ Yes  □ No Did the employee(s) require medical attention as a result of the incident? 

□ Yes □ No Did the employee(s) miss work as a result of the incident? 

□ Yes □ No Did the employee(s) apply for workers’ compensation? 

□ Yes □ No Was security contacted? 

□ Yes □ No Was building facilities contacted? 

□ Yes □ No Was immediate counseling provided to affected workers and witnesses? 

□ Yes □ No Was critical incident debriefing provided to all affected staff who desired it? 

□ Yes □ No Was post-trauma counseling provided to affected staff who desired it? 

□ Yes □ No Was all counseling provided by a professional counselor? 

Has there been follow-up with the Employee(s)?  □ Yes   □ No 

Is this a recurring event?  □ Yes   □ No 

Are there modifications to be made to WVPP to reflect updated practices?  □ Yes   □ No 

Describe updates to WVPP: ______________________________________________________________ 

Investigation completed by: _____________________________________________________________ 

Department/Job Title: __________________________________________________________________ 

Date: ______________________      Phone number: _______________________________________ 
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