Eastern Plumas Rural Fire Protection District

POLICY HANDBOOK

POLICY TITLE: Volunteer Personnel Workers’ Compensation Insurance
POLICY NUMBER: 2115

21154  An unpaid person authorized to perform volunteer service for the District shall be deemed to be an
employee of the District for the purposes of Workers' Compensation Insurance benefits provided for by law for
any injury or iliness sustained by them while engaged in the performance of services for the District under its
direction and control.

211541  The Legislature of the State of California has provided through legistation (Labor Code
§3363.5) authorization for the inclusion of such coverage in the District's Workers' Compensation
Insurance policy.

Approved by EPRFPD's Board of Directors April 12, 2010
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Eastern Plumas Rural Fire Protection District

POLICY HANDBOOK

POLICY TITLE: Drug and Alcohol Abuse
POLICY NUMBER: 2190

21901 Itis the desire of the Board of Directors that all work environments of District employees be safe and
productive and free of the influence of drugs, alcohol and/or other controlled substances. The Board of Directors
is concemed with the physical safety of all employees, potential damage to property and equipment, mental and
physical health of employees, productivity and work quality, medical insurance costs, and the harm done to
employees and their families by the inappropriate use of controlled substances.

2190.2 The use (except as prescribed by a physician), sale, possession, purchase, or transfer of drugs, alcohol
and/or other controlled substances by any District employee or officer on District property or work sites or while
said employee or officer is on District business is prohibited.

219021 Employees are also prohibited from being under the influence of drugs, alcohol and/or
other controlled substances during hours of work where such substances could impair the fitness of an
employee to perform hisiher work.

219022 Commission of any of the actions described above will subject the employee to disciplinary
action up to and including termination.

2190.2.3 For the purpose of applying this policy, being under the influence of drugs, alcohol and/or
other controlled substances means being impaired in any way from fully and proficiently performing job
duties and/or having a detectable amount of said substances in one's body.

2190.3 The decision to discipline or terminate an employee found to have used and/or be under the influence
of drugs, alcohol and/or other controlled substances during working hours may be waived or held in abeyance by
the General Manager [or other authorized administrator} pending said employee's attempt at rehabilitation. The General
Manager [or other responsible managing employee] has discretion to handle each case individually with factors such as
the employee's frequency of use, commitment to rehabilitation, and type of substance taken into consideration
regarding the waiving of penalties.

2190.3.1 Discipline or termination that is waived or held in abeyance pending rehabilitation should be
done on the condition, set forth in writing, that the employee:
Approved by EPRFPD's Board of Directors April 12, 2010
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2190.3.1.1 Successfully complete an approved rehabilitation program;

2190.3.1.2 Faithfully comply with maintenance and therapeutic measures (e.g., atten-
dance at AA or NA meetings); and,

2190.3.1.3 Be subject to periodic testing without further reasonable cause.

2190.3.2 Employees who are found to have brought drugs, alcohol or other non-prescription
controlled substances onto District property or work sites and to have provided them to other
employees shall be terminated without recourse o a rehabilitation program.

2190.3.3 Discipline or termination should not be taken until a thorough investigation has been
completed.

21904 To assure that employees, property and equipment are not endangered by other employees who are
involved with, or under the influence of drugs, alcohol and/or other controlled substances, any employee whose
conduct, appearance speech or other characteristics create a reasonable suspicion of involvement with, or
influence of said substances will be taken to a medical facility and be subject to an exam by a qualified physician
at District expense. f said physician determines that a drugfalcohol test is warranted, said employee will be
subject to testing for the presence of alcohol or drugs in their bodies.

219041 Presence of such substances will result in disciplinary action up to and including termi-
nation, as described above.

2190.4.2 An employee who is suspected of involvement as described above and refuses to
cooperate in the physician's exam and/or druglalcohol testing is subject to termination.

2190.5 If a qualified physician, as a part of the examination specified in Section 2190.4, above, determines that
an employee is not capable of working safely, said employee will be transported to his/her home by a supervising
employee and not allowed to drive himselfiherself home.

2190.6 Immediately prior to reporting for drug/alcohol testing, all employees shall complete a Consent and
Release form to be kept on file in the District office which shall conform to the general format, as shown on
Appendix A.

2190.7 District employees are required to notify the General Manager [or other responsible managing employee] in

writing of any criminal drug statute of which they are convicted for a violation occurring in the workplace no later
than five calendar days after such conviction.
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Appendix “A”
CONSENT AND RELEASE FORM
DRUG/ALCOHOL TESTING

| hereby authorize Eastemn Plumas Rural Fire Protection District and any laboratories or medical facilities
designated by Eastem Plumas Rural Fire Protection District to perform a urinalysis and/or blood test to detect the
presence of illicit drugs and/or alcohol in my body. | further authorize the reporting of the results of such test(s) to
Eastern Plumas Rural Fire Protection District and its authorized personnel. | recognize that the results of such
test will be used to determine my suitability for employment or for continued employment with Eastern Plumas
Rural Fire Protection District.

Any attempt to switch a sample or adulterate a sample will be considered the same as a positive result. The
laboratory may use one or more tests for adulteration.

The only drugs, medicine or mind-altering substances, including drugs prescribed by a physician and over-the-
counter medications, by brand name if possible (e.g., Extra Strength Tylenol™, Robitussin-DM™, Allerest™,
Mediprin™, etc.), that | have used in the last 45 days are as follows:

ISSUED BY:
DRUG/MEDICINE WHEN USED (IF PRESCRIPTION)
NAME OF EMPLOYEE:
FACILITY PERFORMING TEST:
DATE OF TEST:
SIGNATURE OF APPLICANT/EMPLOYEE
(Signature) (Date)
SUPERVISOR REQUESTING TEST:
(Signature) (Date)
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21921 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 alcoho! and controfled substances. This pelicy is also intended to comply
with all applicable Federal regulations governing workplace anti-drug programs in the transportation industry.
The Federal Highway Administration (FHWA) of the Department of Transportation (DOT) has enacted 49 CFR
Part 382 that mandate urine drug testing and breathalyser aicohol testing for safety-sensitive positions and
prevents performance of safety-sensitive functions when there is a positive test result. The Department of
_ Transportation has also enacted 49 DFR Part A0 that sets standards for the collection and testing of urine and
breath specimens. In addition, the Department of Transportation has enacted 49 CFR Part 29, “The Drug-Free
Workplace 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

of safety-sensitive employees and others when so noted.

Eastern Plumas Rural Fire Protection 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.

219211 APPLICABILITY

This policy applies to all employees when they are on District property or when performing any District
related business. Certain provisions, where identified, will apply only to safety-sensitive employees. It also
applies to off-site lunch periods and breaks when a safety-sensitive employee is scheduled fo retum to work.

A safety-sensitive employee is:

(@) one in any classification requiring the use of a Class “A” or Class “B’ commercial drivers
license, as listed in Appendix A; ~

(b) one who has voluntaﬁly 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 requiring a commercial
license; or,

() one who performs safety-sensitive functions as specified in Appendix A. 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. '

2192.1.2 PROHIBITED SUBSTANCES |

“Prohibited substances’ addressed by this policy include the following:
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21921.21 Drugs: marijuana, amphétamines, opiates, phencyclidine (PCP) and co-
caine. - '

2192.1.2.2 Alcohol. The use of beverages or substances, including any medication,
containing alcohol such that it is present in the body ata level in excess of that stated in DOT guidelines while
aciually performing, ready to perform, of immediately available to perform any District business is prohibited.
“Alcohol” is defined as: the intoxicating agent in beverage alcohol, ethyl alcohol, or ather low molecular weight
alcohol, including methyl or isopropyl alcohol. v

© 2192.1.23 Legal Medications. Using or being under the influence of any legally pre-
scribed medication(s), or non-prescription medication(s) while performing district business or while on District
property is prohibited to the extent that such use or influence affects job safety or effective and efficient job
performance. An employee who feels his/her performance of work-related duties may be impaired by use of
any legal substance which carries a waming label that indicates that mental functioning, motor skifls and/or
judgment may be adversely affected should report it to his/her supervisor, and medical advice should be sought
before performing work-related duties. In the above instance, an employee using legal prescribed medication or
non-prescription 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.

2192.1.3 PROHIBITED CONDUCT

2192.4.34 Manufacture, Trafficking, Possession and Use. Engaging in unlawful man-
ufacture, distribution 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. Violation 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 substance or alcohol on District premises, in a
District vehicle or while conducting District business off the premises is absolutely prohibited. Violation will resut
in removal from duty and referral to a Substance Abuse Professional (SAP), and may result in discipline up to
and including termination of employment. '

2192.1.3.2 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. Employees failing to
pass this reasonable suspicion controlled substance or alcohol test shall remain off duty and be referred to an
SAP. A controlled substance or alcohol test is considered positive (failed) if the individual is found fo have a
quantifiable presence of a prohibited substance in the body above the minimum thresholds defined in the DOT
guidelines. v

2192.1.3.3 Alcohol Use. No safety-sensitive employee may report for duty or rernain on
duty when his/her ability to perform assigned functions is adversely affected by alcohol or when hisfher 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 reporting 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.
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_ 2192.1.3.4 Compliance with Testing Requirements. Al safety-sensitive employees are
subject to controlled substance testing and breath aloohol 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 fo
falsify test results through tampering, contamination, adulteration, 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

: Y e e . . ;
specimen or breath sample without & valid medical explanation, as well as a verbal declaration, obstructive

behavior or physical absence resulting in the inability to conduct the test.

2192.1.35 Treatment/Rehabiltation Program. An employee with a controlled substance
and/or alcohol problem will be afforded an opportunity for treatment in accordance with the following provisions:

21921354 Positive Controlled Substance andfor Alcohol Test: A Reha-
bilitation 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 refumn-to-duty testing, an employee must follow the rehabilitation program
recommended by the SAP and agree to and sign a Retumn-To-Duty Agreement. The duration and frequency of
follow-up testing will be determined by the SAP but will not be shorter than one (1) year or longer than five (5)
years. .

_ 2492.1.3.5.2 Voluntary Admittance: All employees who feel they have a
problem with controlled substances and/or alcohol may request voluntary admission to a rehabilitation program.
Requests must be submitted to the General Manager or his/her designee for review. Program costs and
subsequent controlled substance and/or alcohol testing costs will be paid by the employee. An employee
completing a rehabifitation program must agree to and sign a Retum-To-Duty Agreement, pass a retum-to-duty
controlled substance and/or alcohol test and be subject to unannounced follow-up testing for thirty-six (36)
months following retum to duty. A positive result on the return-to-duty test or on the unannounced follow-up
tests will result in termination from employment. ; '

Participants in the rehabilitation program may use accumulated sick leave, vacation and floating
holidays, if any.

219214 NOTIFYING THE DISTRICT OF CRIMINAL DRUG CONVICTION

Pursuant fo the “Drug Free Workplace Act of 1988," any employee who fails to immediately notify the
District of any criminal controlled substance statute conviction shall be subject to‘disciplinary action, up to and
including termination of employment. '

219215 PROPER APPLICATION OF THE POLICY

The District is dedicated to assuring fair and equitable application of this Substance Abuse 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
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the policy with respect to his/er subordinates shall be subject to discipiihary action, up to and including
termination of employment.

2192.1.6 TESTING FOR PROHIBITED SUBSTANCES

A Idimal 1 $renil i i i
Analytical urine controlled substance testing and breath testing for aloohol will be conducted as

required under DOT guidelines. All employees shall be subject to testing prior to employment and for
reasonable suspicion. All safety-sensitive employees shall be subject to testing randomly and following an
accident, as defined in the DOT guidelines. In addition, all safety-sensitive employees will be tested priorto
returning to duty after failing a controlled substance and/or alcohol test. Employees who have returned fo duty
will be subject to unannounced follow-up tests for up to five (5) years, as determined by an SAP. Safety-
sensitive employees 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 facilties which have been approved by the Department of Health and
Hurman Services (DHHS), including split-sample testing. Al 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 substance levels present are above the minimum thresholds
established in the DOT guidelines. :

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 con-
centration of 0.02 or greater, a confirmation test will be performed to confim the result of the initial test. A
safety-sensitive employee who has a confimed alcohol concentration of 0.02, but less than 0.04 will be
removed from his/er 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 controlied substance or alcohol test will be removed from
his/her 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. '

2192.1.6.1 Circumstances Under Which Employees May Be Tested

. 2192.1.6.1.1 Pre-Employment Testing. All job applicants who have been
offered District employment, including current non-safety-sensitive employees who promote, demote or transfer
to such positions, shall undergo urine controlled substance testing prior to employment. Receipt ofa
satisfactory test result is required prior to employment and failure of a controlled substance test will disqualify the
candidate from further consideration for employment. Current employees who promote, demote or transfer from

non-safety-sensitive to safety-senstive position shall test negative prior to assignment to a safety-sensitive
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" classification. 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 fest, or who
 fail to provide “clean” records from previous employers wil fail to complete the District's probationary period.

, 2192.1.6.1.2 Reasonable Suspicion Testing. Al employees will be subject
{o urine andfor breath testing when there is & reason {o befieve that confrolled stbstances or alohol 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 effects of substance abuse.

Examples of reasonable suspicion include, but are not limited to, the following:

(a) Adequate documentation of unsatisfactory work performance or on-the-job behavior.

(b) Physical signs and symptoms consistent with prohibited substance usé.

(c) Qccurrence df a serious or potentially serious accident that may have been caused by hu-
man error. :

(d) Fights (i.e., physical contacf), assaults and flagrant disregard or violations of establis_héd

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 concludes that an employee may
be adversely affected or impaired in his/er work performance due to prohibited substance abuse or misuse.

2192.1.6.1.3 Post-Accident Testing. Safety-sensitive employees will be re-
quired to undergo controlled substance andlor breath alcohol testing if they are involved in an accident with a
District vehicle that results in a fatality. 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 requirng
transportation to a medical freatment facility; or where one or more vehicles incurs disabling damage that
requires towing from the site; or the safety-sensitive employee receives a citation under State or local law for a
moving traffic violation arising from the accident.

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 substances. Any employee who
leaves the scene of the accident without appropriate authorization prior to submission to controlled substance
and alcohol testing will be considered to have refused the fest and be subject to termination of employment.
Post-accident testing of safety-sensitive employees will include not only the operation personnel, but any other

employees whose performance could have contributed fo the Vaccident.

2192.1.6.1.4 Random Testing. Employees working in safety-sensitive
tlassifications 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 performing his/her duty. -
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When safety-sensitive employees are off work due to fong-term lay-offs, iliness, injury, or vacation, the
employee’s name will be placed back into the pool and another employee name selected.

The number of safety-sensifive employees selected for random testing will be the amount required in
the DOT guidefines. Currently, 25% of the employee pool is tested for alcohol and 50% for substance abuse.

b . . o . iy I .
The employee pool will either be &l Idistrict] safety-sensitive employees or, if the District parficipates in a

consortium of employers, all safety-sensitive employees within the consortium.

21921.615 Return-to-Duty Testing. Allemployees who previously tested
positive for a controlled substance or aloohol test must test negative and be evaluated and released to duty by
the SAP before retuming fo duty. Employees will be required to undergo unannounced follow-up controlied
substance and/or alcohol breath testing following retuming to duty. The SAP will determine the duration and
frequency. However, it shall not be less that six tests during the first 12 months, nor longer than 60 months in
total, following retum to duty. '

2192.1.6.1.6 Employee Requested Testing. Any employee who questions
the result of a required controlled 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 original sample. All costs for
stich 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
(MRO) within 72 hours of notice of the inifial 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.

2192.1.6.2 Records Retention. The District shall maintain complete records of alcohol
andfor controfied substance test results for each employee in a secure location with controlied access.
Employee records are confidential and will be available to the DOT or any state or local officials with regulatory
authority over the District or any of its drivers only. 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; and, employee evaluations and referrals. Records will be kept fora
minimum 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: collection process; collection logbooks; documents
of random selection process; calibration documents for breath testing devise; and, documentation of breath
alcohol technician training.

2192.1>.7 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 s a District selected licensed physician, psychologist, social worker, employee assistance professional, or
addiction 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 prohibited substance or alcohol abuse or misuse.

If an employee is retumed to duty following rehabilitation, he/she must agree to and sign a Retum-to-Duty

Agreement, pass a return-to-duty controlled substance and/or alcohol test and be subject to unannounced
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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 substance 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, administrative leave,
personal necessity leave, and/or floating holidays, if any, o participate in the prescribed rehabilitation program.

219248 TEST RELATED TIME-OFF WORK PROVISIONS

Any employee who is relieved from duty due to a positive drug or controfled substance test must use
accumulated compensated leave (i.., 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
accumulated 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 thereis a false positive test the District,
upon verification, will compensate the employee for any regularly scheduled work time missed as a result
thereof. By

219219 CONTACT PERSON
Any questions regarding this policy should be directed to the following District representative:

Name: Board of Directors, Eastem Plumas Rural Fire Protection District
Title: Chairperson

Address: 141 Delleker Dr. Portola, CA 96122

Telephone: (530)832-5626

2192.1.10  DEFINITIONS

2192.1.10.1 Accident- An unintended happening or mishap where there is loss of
human fife (regardiess of fault), bodily injury or significant property damage.

2192.1.10.2 Alcohol - The intoxicating agent in béverage alcohol, ethy! alcohol or other
low molecular weight alcohol including methy! or isopropy! alcohol.

2192.1.10.3 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 test under this policy (€.g.,
0.02 means 0.02 grams of alcohol in 210 liters of expired deep lung air).

2192.1.10.4 Alcohol Use - Consumption of any beverage, mixture, or preparation, includ-
ing any medication containing ethyl aloohol. Since ingestion of a given amount of alcohol produces the same
alcohol concentration in an individual whether the alcohol comes from a mixed drink or cough syrup, the DOT
~ prohibits the use of any substance containing alcohol, such as prescription or over-the-counter medication or
liquor-filled chocolates. Prescription medications containing alcohol may have a greater impairing effect due to
the presence of other elements (e.g., antihistamines). : :
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21921105 Breath Alcohol Technician (BAT) - A person trained to proficiency in the
operation of the Evidential Breath Testing (EBT) device that the technician is using in the alcohol testing
procedures. BAT's are the only qualified personnel to administer the EBT tests.

2192.1.10.6 Chain of Custody - The procedures to account for the integrity of each urine
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2192.1.10.7 Collection Site - A place designated by the District where individuals present
themselves for the purpose of providing a specimen of urine and/or breath.

2192.1.10.8 Commercial Motor Vehicle - A motor vehicle, or combination of motor vehi-
cles used in commerce to transport passengers or property if the motor vehicle: (1) has a gross combination
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
fransport 16 or more passengers, including the driver; or, (4) is of any size and is used in the transportation of
materials found fo be hazardous for the purposes of the Hazardous Materials Transportation Act and which
require the motor vehicle to be placarded under the Hazardous Materials Regulations.

21921109 Confirmation Test - For alcohol testing, a second test following a screening
test with a result of 0.02 or greater, that provides quantitative data of alcohol concentration. For controlled sub-
stances testing this is a second analytical procedure to identify the presence of a specific drug or metabolite
which is independent of the screen test and which uses a different technique and chemical principle from that of
the screen test in order to ensure reliability and accuracy. (Gas chromatography/mass spectrometry (CGIMS) is
the only authorized confirmation method of cocaine, marijuana, opiates, amphetamines, and phencyclidine.)

2192.1.10.10 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
controlled 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.

Controlled substances will be tested under the DHHS guidelines. The primary (inifial or screening)
controlled substance test thresholds (subject to change based on DHHS guidelines) for a verified positive test
result are those that are equal o or greater than:

Marijuana Metabolites 50 ng/ml
Cocaine Metabolites 300 ng/ml
Phencyclidine (PCP) 25 ng/ml
Opiates Metabolites! 300 ng/ml

A confirmation drug testing is a second analytical procedure to detect the presence of a specific drug
or its metabolite. The confirmation procedure is conducted independent of the initial test and uses a different

125 ng/ml if immunoassay
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technique and chemical principle in order 0 confirm refiability and accuracy. The confimatory controfled
substance test thresholds for a verified positive test result are those that are equal to or greater than:

Marijuana Metabolite (T HC)? 15 ng/ml

Cocaine Metabolite? 150 ng/ml
Phencyclidine (PCP) 25 ng/ml
Opiates

Morphine 300 ng/ml
Codeine 300 ng/ml
Amphetamines

Amphetamine 500 ng/ml
Methamphetamine? 500 ng/mi

2192.1.10.11 Covered Employee - A person, including a volunteer or applicant, who per-
forms a safety-sensitive function for the District. ’

2192.1.10.12 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 alcohal testing (49 CFR Part 40) in all transportation industries.

2192.1.10.13 District- Eastern Plumas Rural Fire Protection District

2192.1.10.14 District Time - Any period of time in which an employee is actually perform-
ing a District function. Any period of time in which a safety-sensitive employee is actually performing, ready 0
perform, or immediately available to perform any safety-sensitive functions.

2192.1.10.15 Driver- Any person who operétes 4 commercial motor vehicle for the
District. This includes full time, reqularly employed drivers: and casual, intermittent or occasional drivers.

: 21921.10.16 Drg (Controlled Substance) Metabolite - The specific substance produced
when the human body metabolizes (changes) a given drug (controlied substance) as it passes through the body
and is excreted in urine. : _

2192.1.10.17 Evidential Breath Testing Device (EBT) - The device to be used for breath
alcohol testing.

2192.1.10.18 Medical Review Officer (MRO) - A licensed physician responsible for ana-
lyzing faboratory results generated by the District's substance abuse policy testing program. The MRO is

I
2Deltar9—tetrahydrocannabino\-9~car’boxylic acid
3Benzoylecgoning

4Specimen must also contain amphetamine at a concentration greater than or equal to 200 ng/ml
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knowledgeable about substance abuse disorders and has appropriate medical training to interpret and evaluate
positive test results. :

2192.1.10.19 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
employes is actually performing, ready to perform, or immediately available to perform such functions.

2192.1.10.20 Post-Accident Alcohol and/or Controlled Substance Testing - Testing
conducted after accidents on employees whose performance could have contributed to the accident. For
drivers 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.”

2192.1.10.21 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.

2192.1.10.22 Prohibited Drugs (Controlled Substances) - Marijuana, cocaine, opiates,
amphetamines, or phencyclidine.

2192.1.10.23 Prohibited Substances - Synonymous with drug abuse and/or alcohol mis-
use or abuse.

9192.1.10.24 Random Alcohol and/or Controlled Substance Testing - Testing conducted
~ on arandom unannounced basis just before, during or just after performance of safety-sensitive functions.

2192.1.10.25 Reasonable Suspicion Alcohol and/or Controlled Substance Testing -
Testing conducted when a trained supervisor observes behavior or appearance that is characteristic of alcohol
misuse or controlled substance abuse.

9192.1.10.26 Refuse to Submit (to an Alcohol and/or Controlled Substance Test) -
Failure by an employee to provide an adequate breath or urine sample for testing without a valid medical
explanation after that employee received notice of the requirement to be tested, or engages in conduct that
clearly obstructs the testing process (i.e., verbal declarations, obstructive behavior or physical absence resutting
in the inability to conduct the test).

2192.1.10.27 Rehabilitation - The total process of restoring an employee to satisfactory
work performance through constructive confrontation, referral to the SAP and participation in SAP recom-
mendations such as education, treatment and/or support groups fo resolve personal, physical or emo-
tional/mental problems which contributed to job problems.

2192.1.10.28 Retum-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 retums to performing duties. Follow-up tests are unannounced, and at least six tests must
be conducted in the first 12 months after an employee retums to duty. Follow-up testing may be extended for
up to 60 months following retum-to-duty upon the SAP recommendation.
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2192.1.10.29 Retum-to-Duty Agreement - A document agreed to and signed by the
General Manager or his/her designes, the employee, and the SAP, that outlines the terms and conditions under
which the employee may retum 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.

2192.1.10.30 Safety-Sensitive Employee (Function and/or Position) - An 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. (A complete list
of safety-sensitive classifications and functions is listed in Appendix A of this policy.)

2192.1.10.31 Screening (Initial) Test - An analytical procedure in alcohol testing fo deter-
mine whether an employee may have a prohibited concentration of alcohol in their system. In controlled
substance testing, it is an immunoassay screen to eliminate negative urine specimens from further consid-
eration.

2192.1.10.31 Substance Abuse Professional (SAP) - A licensed physician (Medical
Doctor or Doctor of Osteopathy), or a licensed or certified psychologist, social worker (with knowledge of and
clinical experience in the diagnosis and treatment of drug and alcohol related disorders, the license alone does
not authorize this), Certified Employee Assistance Professional (CEAP), or addiction counselor certified by the
National Association of Alcoholism and Drug Abuse Counselors Certification Commission (NAADAC) with
knowledge of and clinical experience in the diagnosis and treatment of alcohol and controlied substances
related disorders.

2192.1.10.32 Supervisor - Foreman, Superintendent, Division Manager or General Man-
ager who has had one hour of training on the signs and symptoms of alcohol abuse and an additional hour
fraining on the signs and symptoms of controlled substance abuse.

2192.1.10.33 Vehicle - Bus, electric bus, van, automobile, rail car, trolley car, trolley bus,
or vessel used for mass transportation.

21922 PROCEDURES
219224 REASONABLE SUSPICION TESTING

2192241 An employee who may possibly be under the influence of alcohol and/or
controlled substances is observed by a supervisor.

Any employee may identify someone suspected of alcohol and/or controlled substance abuse to any
supervisor (employees should realize, however, that itis against District policy to make false or maficious
statements about other employees and doing so can result in disciplinary action). The supervisor must witness
first-hand the employee’s signs and symptoms.

2192.2.1.2 The supenvisor 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.
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2192213 When the supervisor(s) suspect and believe that the employee may be under
the influence of alcohol and/for controfled 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
drivers license photo or state-issued photo identification card.

Whenever practical, the General Manager (or hisiher designee) should be notified in advance of the
employee being taken to the collection site. ‘

2192.21.4 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 intoxication is
suspected by the on-duty technician. Care will be taken to provide the employee with maximum privacy without
compromising the integrity of the sample.

2192.21.5 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).

2192.21.6 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 retum 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 recommendations or refusal fo
submit to return-fo-duty and unannounced follow-up testing will result in the employee’s termination of
employment.

2192.21.7 The employee whose controlled substance test results are verified negative
will be reinstated immediately. The employee whose controlied 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 recommendations or refusal to submit to retum-to-duty and unannounced follow-up testing
will result in the employee’s termination of employment.

219222 RANDOM TESTING

2192221 The compliance company nofifies the General Manager, who in tum nofifies
the supervisor to send the safety-sensitive employee to the collection site for alcohol and/or controlled
substance testing.

2192.2.2.2 The supervisor nofifies the safety-sensitive employee to go fo 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 drivers license
photo or state-issued photo identification card.
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2192.2.2.3 At the collection site, the safety-sensitive employee will be required to submit
a urine sample (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 provide the safety-sensitive employee
with maximum privacy without compromising the integrity of the sample.
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2102224 The safety-sensitive employee whose test resulls are negalive {0.02 alcohol

concentration or less) will be released to retum to work. The safety-sensitive employee whose confirmation fest
results indicate an alcohol concentration greater than 0.02 but less than 0.04, will not be permitted to retum 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 recommendation
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 retum-to-duty and unannounced follow-up testing
will result in the safety-sensitive employee’s termination of employment.

2192225 The safety-sensitive employee whose controlled substance test results are
verified negative will be released to retum 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 recommendation 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 retum-to-duty and unannounced follow-up testing will result in the safety-sensitive
employee’s termination of employment.

2192.2.3 POST-ACCIDENT

2192.2.3.4 The safety-sensitive employee notifies a supervisor than an accident has
occurred.

2192.2.3.2 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 drivers license photo or state-issued photo identification card.

2192233 At the collection site, the safety-sensitive employee will be required to submit
a urine sample for controlled substances and a breath sample for alcohol testing to the on-duty technician. Care
will be taken to provide the safety-sensitive employee with maximum privacy without compromising the integrity
of the sample.

2192.234 The General Manager (or hisher designee) will be nofified that an accident
has occurred and that the safety-sensitive employee was instructed to go to the collection site.

2192.2.3.5 The safety-sensitive employee whose test results are negative (0.02 alcohol
concentration or less) will be released to retum to work. The safety-sensitive employee whose confirmation 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
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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 recommendation
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 retumn-to-duty and unannounced follow-up testing
will result in the safety-sensitive employee’s termination. '

2192.2.3.6 The safety-sensitive employee whose controlled substance test results are
verified negative will be released to retum 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 recommendation 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 retum-to-duty and unannounced follow-up testing will result in the safety-sensitive
employee’s termination of employment.

1219224 RETURN-TO-DUTY and FOLLOW-UP

2192.2.41 The compliance company notifies the District to send the employee to the
collection site for alcohol and controlled substance testing.

2192.2.4.2 The supervisor notifies the employee to immediately go to the collection site
for alcohol and controlied substance testing. Because of a testing facility requirement, the employee in question
must have proof of identification, such as a drivers license photo or state-issued photo identification card.

2192.24.3 Atthe collection site, the safety-sensitive employee will be required to submit
a urine sample for controlled substances and a breath sample for alcohol testing to the on-duty technician. Care
will be taken to provide the safety-sensitive employee with maximum privacy without compromising the integrity
of the sample.

2192.2.44 The employee whose confirmation test results indicate an alcohol
concentration greater than 0.02, or whose controlled substance test is verified positive will be terminated from
employment.

219225 CHAIN OF CUSTODY FOR CONTROLLED SUBSTANCE SPECIMENS

2192.251 At the time a specimen is collected, the employee will be given a copy of the
specimen collection procedures.

2192252 Urine will be in a wide-mouthed clinic specimen container which will remain in
full view of the employee until split, fransferred to, sealed and initialed in two tamper-resistant urine bottles.

2192.25.3 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 specimens 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 business day by the fastest available method.
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2192.254 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. .

2192.26.1 An employee is observed with a strange and/or unrecognizable substance.

2192.2.6.2 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 supervisor
and the witness.

2192.2.6.3 Anincident report is written by the supervisor and signed by both the
supervisor and the witness.

2192.2.6.4 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.

219227 ALCOHOL CONCENTRATION

2192271 The employee and the on-duty Breath Alcohol Technician (BAT) complete
the alcohal testing form to ensure that the results are properly recorded.

2192.2.7.2 After an explanation of how the breathalyzer works, an initial breath sample is
taken.

2192.2.7.3 Ifthe 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.

2192.2.7.4 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.

219228 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.
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APPENDIX “A”

SAFETY-SENSITIVE CLASSlFlCATlONS AND FUNCTIONS

Fire Personnel Safety-Sensitive Classifications

Equipment Operator : Maintenance Technician
Mechanic ' Firefighter

EMS Personnel

Safety-Sensitive Function

Operating any vehicle where a Class A or Class B drivers license would be required.
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APPENDIX “B”

VOLUNTARY PARTICIPATION IN RANDOM TESTING

In accordance with Appendix A of the District's Substance Abuse Policy, my classification is not considered

safety-sensitive. Therefore, | am not required to participate in the random testing for controlled substances, even
though | have a Class A or Class B (commercial) drivers license. :

However, for the convenience of the District, and because | would like fo have the opportunity to operate District
vehicles and equipment requiring a commercial license, designated as safety-sensitive functions in the District’'s
policy, | hereby request that | be included - during the current calendar year - in the pool of safety-sensitive

employees for the purpose of controlled substance random testing, in conformance with the District's Substance

Abuse Policy.

Employee’s Signature Date

Employee’s Name Printed
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Eastern Plumas Rural Fire Protection District

POLICY HANDBOOK

POLICY TITLE: Job Description — General Manager
POLICY NUMBER: 2300

23001 Description. The General Manager is the Executive Officer of the District and for the Board of Directors.
He/she administers the District and has exclusive management and control of the operations and works of the
District, subject to approval by the board of Directors, and provides day-to-day leadership for the District. He/she
has general charge, responsibility and control over all property of the District.

230011 Helshe attends all meetings of the District's Board and such other meetings as the Board
specifies from time to time.

2300.1.2 Helshe employs such assistants and other employees as he/she deems necessary for the
proper administration of the District and the proper operation of the works of the District, in accordance
with Policy #2150, "Compensation," subject to approval by the Board of Directors. He/she shall
delegate authority at his/er discretion and has authority over and directs all employees, including
terminating for cause or lack of worthwhile work. His/her personnel management goal will be to provide
a motivating work climate for District employees.

2300.1.3 He/she maintains cordial relations with all persons entitled to the services of the District, and
attempts to resolve all public and employee complaints. He/she shall encourage citizen participation in
the affairs of the District.

2300.1.4 Helshe seeks to carry into effect the expressed policies of the Board of Directors, including
planning the short, medium and long term work program for the District, facilitating constructive and
harmonious Board relations. He/she shall translate the goals and objectives of the Board to the
community.

2300.1.5 Helshe shall prepare and manage the District budget, conducting studies, making oral and
written presentations.

23002 Required Qualifications; He/she shall possess a valid California drivers license. Desirable
Qualifications: He/she shall possess a bachelors degree in public administration or a related field and shall have
five years experience in an increasingly responsible public agency management position and/or possession of a
masters degree in public administration or a related field; the ability to efficiently prepare annual budgets and long-
term revenue/ outlay plans; the ability to effectively communicate, both written and verbal, with the constituents
and other agency personnel; and the ability to meet and serve the public courteously and efficiently.

Approved July 13, 2009
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