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ARTICLE 1 
Employee Status 

 
 

1.1 Employees will be designated as regular, probationary, part-time, or “extra help” depending upon 
the purpose for which they are hired and their length of continuous service with the Agency. 

 
1.2  A regular employee is defined as an employee who has successfully completed the Agency's 

probationary period. 
 
1.3 A probationary employee is defined as an employee hired for a full-time position that has been 

regularly established as an authorized position and is of indeterminate duration. A probationary 
employee shall receive not less than the minimum rate for the job and shall be eligible for sick 
leave pay, vacation pay, holiday pay, retirement plan participation, insurance coverage and 
items of a similar nature, as the employee becomes eligible, but shall not be given preferential 
consideration for promotion or transfer or except as otherwise provided by law be eligible for a 
leave of absence.  

 

Initial employment probation status shall be administered as follows: 
 
A. A new employee hired or promoted to any of the job classifications defined in this policy shall 

serve a twelve (12) month probation period. 
 
B. An employee’s initial probation may be extended for up to sixty (60) days at the discretion of 

the Agency provided that the employee is given written notice of the duration of the extension 
prior to completion of the normal probation period. Notwithstanding any other provision of the 
Article, an employee’s probationary period shall be extended by the duration of any unpaid 
absence of ten (10) or more consecutive work days. 

 
C. An employee released from employment during the initial probationary period shall have no 

right of appeal. 
 
1.4  An “extra help” employee is defined as an employee hired for occasional or seasonal work. An 

“extra help” employee may work full-time, part-time, intermittently, or on an irregular schedule 
as determined by the Director. An “extra help” employee shall receive not less than the minimum 
rate for the job but shall not be eligible for holiday pay, vacation pay, insurance coverage, or 
items of a similar nature, nor shall an “extra help” employee accrue seniority. If an “extra help” 
employee is reclassified to part-time or probationary status, they shall not be credited with 
service in determining eligibility for such benefits as may accrue to the employee in the new 
status. 
 

1.5   A regular part time employee is defined as a regular employee who voluntarily chooses to work 
an offered regular part time position, with a workweek of at least 20 hours. The workweek shall 
be composed of shifts of not less than 4 hour blocks of time, on days and times mutually agreed 
upon by the employee and the Agency, based upon the needs of the Agency. Part time 
employment may be granted on a temporary basis, at the request of the employee, with the 
approval of the Director. The Director will take into consideration the schedule, overtime, current 
budget, and the efficient operation of the Agency before granting and defining the term of any 
part time position. 
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ARTICLE 2 
Wages and Classifications 

 
 
2.1 Employees shall be paid the wage established for their classification. Upon initial appointment 

to a classification, an employee shall normally be paid the lowest wage rate for that classification. 
An employee may, however, be paid a wage rate above the lowest wage rate at the discretion 
of the Director. “Full pay periods”  are calculated for regular full-time employees.    

 
2.2  Wages shall be paid at bi-weekly intervals for a pay period ending no earlier than the preceding 

Saturday. If a pay day falls on a holiday, payments shall be made on the preceding workday. 
 
2.3. The Agency Director is an “at will” employee, employed under a contract between the 
 Director and the SHASCOM Board. 
 
 
 

Schedule of Wage Rates 

 
 

Effective June 23, 2024 (12% Increase ~  FULL-TIME & PART TIME/EXTRA HELP POSITIONS) 
 

PART TIME / EXTRA HELP POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Public Safety Dispatcher  $23.18 $24.34 $25.56 $26.84 $28.18 $29.59 

Background Investigator $20.78 $21.82 $22.91 $24.05 $25.26 $26.52 

Administrative Secretary $21.04 $22.09 $23.19 $24.35 $25.57 $26.85 

 
 

FULL TIME POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Administrative Assistant $39.50 $41.47     

 
 

MANAGERS / SYSTEMS ADMINISTRATOR MONTHLY SALARY 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 

Systems Administrator $7,541.45 $7,918.52 $8,314.45 $8,730.17 $9,166.68 

Administrative Manager $8,383.39 $8,802.56 $9,242.69 $9,704.82 $10,190.06 

Operations Manager  $8,383.39 $8,802.56 $9,242.69 $9,704.82 $10,190.06 

Director $11,200 $11,789 $12,378   
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Effective June 22, 2025 (8% Increase ~  FULL-TIME & PART TIME/EXTRA HELP POSITIONS) 

 
 

PART TIME / EXTRA HELP POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Public Safety Dispatcher  $25.04 $26.29 $27.61 $28.99 $30.44 $31.96 

Background Investigator $22.44 $23.56 $24.74 $25.98 $27.28 $28.64 

Administrative Secretary $22.72 $23.86 $25.05 $26.30 $27.62 $29.00 

 
 

FULL TIME POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Administrative Assistant $42.66 $44.79     

 
 

MANAGERS / SYSTEMS ADMINISTRATOR MONTHLY SALARY 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 

Systems Administrator $8,144.76 $8,552.00 $8,979.60 $9,428.58 $9,900.01 

Administrative Manager $9,054.05 $9,506.76 $9,982.10 $10,481.20 $11,005.26 

Operations Manager  $9,054.05 $9,506.76 $9,982.10 $10,481.20 $11,005.26 

Director $12,096 $12,732 $13,368   

 
 
 

Effective June 21, 2026 (8% Increase ~  FULL-TIME & PART TIME/EXTRA HELP POSITIONS) 
 

PART TIME / EXTRA HELP POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Public Safety Dispatcher  $27.05 $28.40 $29.82 $31.31 $32.88 $34.52 

Background Investigator $24.23 $25.45 $26.72 $28.05 $29.46 $30.93 

Administrative Secretary $24.54 $25.77 $27.06 $28.41 $29.83 $31.32 

 
 

FULL TIME POSITIONS HOURLY WAGE RATES 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Administrative Assistant $46.07 $48.37     

 
 

MANAGERS / SYSTEMS ADMINISTRATOR MONTHLY SALARY 

POSITION Step 1 Step 2 Step 3 Step 4 Step 5 

Systems Administrator $8,796.34 $9,236.16 $9,697.97 $10,182.87 $10,692.01 

Administrative Manager $9,778.38 $10,267.30 $10,780.66 $11,319.70 $11,995.68 

Operations Manager  $9,778.38 $10,267.30 $10,780.66 $11,319.70 $11,885.68 

Director $13,064 $13,751 $14,437   
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ARTICLE 3 
Compensation Plan 

 
 
3.1 ESTABLISHMENT 
 

The schedule of compensation rates for Agency management, professional and clerical 
 employees is established by the Board of Directors.  
 
3.2 DISPATCH – EXTRA HELP / PART TIME HOURLY EMPLOYEES   
 
 1.  The wage for each position will consist of a range with a starting step and one or more  
  incremental steps of approximately 5% each. 
  

2. Generally new employees are appointed at the first step in a range. A new employee may 
be hired at any step in the range when, if in the judgment of the Director, it is to the 
advantage of the Agency. 

 
  Step increases will occur as follows: 
   

• If the employee is on probation, the step increase will occur on the first day of the 
pay period following the date that step increase was entered. 

 

• If the employee is off probation, the step increase will occur after 26 complete pay 
periods or during the pay period their anniversary date falls within. 
 

 3. A leave of absence, other than that for which full pay is received (e.g. vacation, sick leave, 
  administration leave, or compensating time off), shall cause the step increase eligibility  
  date to be postponed by one biweekly pay period for each pay period of such leave. 
 
       4. When training peers, the trainer will receive a 5% pay increase for those hours 
            worked while providing training. 
 

5. “All” Incentive: A PSD shall qualify for a 5% “All” Incentive by being signed off on all radios, 
successfully completing the annual assessment each year for each channel and 
completing 12 hours each month on each mandated channel. 

 
3.3   CLERICAL FULL-TIME HOURLY EMPLOYEES 
 

Step 1  Initial Hire 

Steps 2-6 Twenty-six (26) full pay periods of employment at previous step with an 
overall satisfactory or above work performance. 

 
 1. A step increase of approximately 5% will be granted after each year of continuous 

employment if the employee's performance is rated Standard or higher until the top step 
of the job classification is reached. 
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        2. When training peers, the trainer will receive a 5% pay increase for those hours 
            worked while providing training. 
 
3.4   SALARIED EMPLOYEES 
 

1. This includes all Agency employees classified as Management or Professional. 
 
2. The salary for each position will consist of a range with a starting step and one or more 

steps of 5% each. 
 
3. Generally new employees are appointed at the first step in a range. A new employee may 

be hired at any step in the range when, if in the judgment of the Director, it is to the 
advantage of the Agency. 

 
4. A step increase of approximately 5% to the second step will be granted after one-year 

continuous employment if the employee's performance is rated Standard or higher. 
 

5. After each ensuing year of continuous employment a step increase of approximately 5% 
will be granted if the employee's performance is rated Standard or higher, until the top 
step in the range for the classification is reached. Except as otherwise provided, no 
employee's salary will exceed the top step of the range. 

 
6. When an employee is temporarily assigned to work in a classification lower than the 

employee's regular classification, the employee's rate of pay will not be reduced. 
 

7. When a salaried employee is temporarily assigned for a minimum of one hour to work in 
a classification higher than the employee’s regular classification, the employee shall be 
paid the bottom step rate established for the higher classification or 5%, whichever is 
greater. 

 
3.5    TOTAL COMPENSATION 
 

The salary, benefits and premiums shall represent the total remuneration for Agency employees. 
 
 

ARTICLE 4 
Hours and Overtime for Employees 

 
 
4.1    DISPATCH- EXTRA HELP/ PART TIME HOURLY EMPLOYEES 
 

1. Overtime is defined as (a) hours worked in excess of eighty (80) hours in a 14-day pay 
period.  “Hours worked” includes actual hours worked, but does not include any other paid 
leave time during the applicable pay period.  Overtime shall be computed to the nearest 
one quarter (1/4) hour.  

 
4.2   CLERICAL FULL TIME 
 

1. The hours of each non-dispatch employee shall be developed by the Director and shall 
provide  for at least a half hour lunch period. 

2. Non-dispatch employees may take up to a 15-minute rest period twice during the workday. 
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3. Overtime is defined as (a) hours worked in excess of eighty (80) hours in a 14-day pay period.  

“Hours worked” includes CTO, Family School Partnership Act (FSPA) leave and scheduled 
vacation or deferred hours but does not include any other paid leave time during the 
applicable pay period.  Overtime shall be computed to the nearest one quarter (1/4) hour. 

 

 
4. Overtime compensation for hourly non-dispatch employees shall be paid at the employees’ 

option at a rate equivalent to one and one-half (1 ½) times the regular rate of pay or one and 
one-half (1 ½) hours of compensatory time off (CTO).  Use of CTO may be computed to the 
nearest ¼ hour.  The agency will make every effort to grant CTO leave unless doing so is 
likely to disrupt operations.  Maximum accrual of CTO will be 90 hours. 

 
5. Holiday overtime will only be compensated as “paid” overtime to full-time regular hourly 

employees working overtime as outlines in section 4.2.4. 
 
 
4.3   SALARIED EMPLOYEES  
 

1. Effective July 1, 2022, salaried employees are only eligible for overtime if the overtime pay 
is reimbursable by the state or federal government or in critical staffing situations designated 
by the Director where a salaried employee is covering dispatch shifts outside of their regularly 
assigned work hours. Any overtime for a salaried employee must be pre-approved by the 
Director. 

 
2. Holiday overtime will only be compensated as “paid” overtime to full-time regular hourly 

employees or to a salaried employee working overtime as outlined in section 4.3 
 
 

ARTICLE 5 
Sick Leave 

 
 
5.1  Sick leave with pay shall be accumulated for each regular and probationary employee at the rate 

of forty-six thousandths (.046) of an hour for each regular hour worked, or on paid leave. (Accrual 
rate approximately eight (8) hours per month.) 

 
5.2  Sick leave shall be allowed for a non-work related absence due to: (a) the inability of an 

employee to be present or perform the employee's duties because of personal illness, off duty 
injury, or confinement for medical treatment; (b) personal medical or dental appointments, which 
are impracticable to schedule outside of regular working hours; (c) incidents related to illness 
that are covered as FMLA incidents. 

 
5.3  Management may require satisfactory evidence of sickness or disability before payment for sick 

leave will be made. The Agency may also require an employee requesting to return to work after 
sick leave or leave of absence for medical reasons to submit to a medical examination by a 
physician for the purpose of determining that they are able to perform the duties assigned without 
hazard to the employee, or fellow employees. Such examination or examinations shall be at the 
expense of the Agency. 
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5.4  If a holiday which an employee is entitled to have off with pay occurs on a workday when they 
are absent on sick leave, they shall receive pay for the holiday as such, and it shall not be 
counted as a day of sick leave. 

 
5.5  Any full-time employee who after ten (10) years of service to the Agency terminates employment, 

shall be paid at the employee's regular pay rate for thirty-three and one-third percent (33 1/3%) 
of their accumulated sick leave hours. For employees with fifteen (15) years or more but less 
than twenty (20) years of service, the percentage shall be increased to forty-five percent (45%). 
For employees with twenty (20) years or more service, the percentage shall be increased to sixty 
percent (60%). An employee may elect to waive the foregoing benefit and, instead receive credit 
for said unused sick leave toward the employee's retirement benefit through the Public 
Employees' Retirement System pursuant to the Memorandum of Understanding between the 
Shasta Area Safety Communications Agency and the Public Employees' Retirement System. 

 
5.6  An hourly full-time employee who attends all scheduled work periods, including overtime 

assignments, (with the exception of bereavement and funeral leave), in a calendar quarter shall 
receive six (6) hours of additional vacation credited to their vacation accrual in the pay period 
immediately following the calendar quarter 

 
5.7 An hourly full-time employee who attends all scheduled work periods for one full year will receive 

a $500.00 cash incentive. The employee must apply for this incentive payment within six (6) 
months of becoming eligible. 

 
5.8  An employee on long term medical leave may use accrued sick leave for as long as a doctor’s 

note is provided. If the employee wishes to extend the leave and the Director approves it, other 
personal leave balances may be used. 

 
 

ARTICLE 6 
Vacations 

 
6.1 Regular and probationary employees of the Agency shall accrue vacations with pay up to a 
 maximum of three hundred twenty-eight (328) hours as follows: 

 
A. At the rate of thirty-nine thousandths (.039) of an hour for each regular hour worked, or 

on paid leave, from the date of employment through the one hundred fifth (105th) full pay 
period of employment. (Accrual rate approximately two (2) weeks per year up to four (4) 
years of service.) 

 
B. At the rate of fifty-eight thousandths (.058) of an hour for each regular hour worked, or on 

paid leave, from the one hundred fourth (104th) full pay period through the two hundred 
thirty-fifth (235th) full pay period of employment. (Accrual rate approximately three (3) 
weeks per year after four (4) years of service.) 

 
C. At the rate of sixty-eight thousandths (.068) of an hour for each regular hour worked, or 

on paid leave, from the two hundred thirty-fourth (234th) full pay period through the three 
hundred sixty fifth (365th) full pay period of employment. (Accrual rate approximately 
three and one-half (3-1/2) weeks per year after nine (9) years of service.) 

 

D. At the rate of seventy-seven thousandths (.077) of an hour for each regular hour worked, 
or on paid leave, from the three hundred sixty fourth (364) full pay period of employment 
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through the four hundred ninety fifth (495th) full pay period of employment. (Accrual rate 
approximately four weeks per year after fourteen years of service.) 

 
E. At the rate of eighty-seven thousandths (.087) of an hour for each regular hour worked, 

or on paid leave, from the four hundred ninety-fourth (494th) full pay period through the 
six hundred twenty-fifth (625th) full pay period of employment. (Accrual rate 
approximately four and one-half (4-1/2) weeks per year after nineteen (19) years of 
service.) 

 
F. At the rate of ninety-six thousandths (.096) of an hour for each regular hour worked, or 

on paid leave, from and after the six hundred twenty-fourth (624th) full pay period of 
employment. (Accrual rate approximately five (5) weeks per year after twenty-four (24) 
years of service.) 

 
G. A full pay period as used in this Article is defined as one in which the employee works or 

is paid for time off for at least half of the regularly scheduled work hours. 
 
H. It is Agency policy that employees take their normal vacation each year at such time or 

times as may be approved by the Agency. "Normal" as used in this section, means the 
employees' previous twelve (12) month accrual of vacation time. 

 
6.2 Vacation cannot be accrued while an employee is in a non-pay status for SDI but they shall 
 accrue vacation and sick time when on non-pay status for workers’ compensation. 
 
6.3  The Agency shall not require an employee to take the employee's vacation in lieu of sick leave 

or leave of absence on account of illness. 
 
6.4  If a holiday occurs on a day wherein the employee is normally using leave balances, they will be 

entitled to have that day off without leave balances being deducted from their time bank(s), and 
will be paid for one day worked on that day as “holiday time”. 

 
6.5  Employees whose employment with the Agency is terminated for any reason shall, at the time 

of termination, be paid for any unused vacation or compensated time off credits.  
 
6.6 Employees may cash in up to 40 hours of accrued leave, i.e. vacation and CTO, four times each 

fiscal year if, at the time of cash in, the employee has accrued at least 80 hours total of combined 
vacation and CTO time. 

 
 

ARTICLE 7 
Holidays 

 
 
7.1  Regular and Probationary full-time employees, except as otherwise provided herein, shall be 

entitled to have the following holidays off with pay: 
 

A. January 1st, known as "New Year's Day" (Floating Holiday) 
B. February 12th, known as "Lincoln's Birthday Day" (Floating Holiday) 
C. The third Monday in February, known as “President’s Day” 
D. The last Monday in May, known as "Memorial Day" 
E. July 4th, known as "Independence Day" 
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F. The First Monday in September, known as "Labor Day" 
G. Employee's birthday 
H. The second Monday in October, known as "Columbus Day" 
I. November 11th, known as "Veterans Day" (Floating Holiday) 
J. Thanksgiving 
K. The Friday after Thanksgiving  
L. Four hours on Christmas Eve 
M. December 25th, known as "Christmas Day" 

 
7.2 Holidays which occur during the period for which an employee is receiving lost time due to 

temporary state disability compensation or while using FMLA/CFRA leave shall not be 
recognized for compensation purposes unless regular compensation is being paid, e.g., to cover 
voluntary deductions, and those paid days fall both before and after the holiday. 

 
 

 
ARTICLE 8 

Administrative Leave 
 
 
8.1 Administrative Leave is designed to recognize and compensate for work in excess of forty (40) 

hours per week by exempt employees. While Administrative Leave is not based on overtime 
hours worked on an hour-for-hour basis, it does allow employees to take paid time off in 
recognition of extra time worked. 
 

8.2. AUTHORITY TO GRANT ADMINISTRATIVE LEAVE 
 

1. The Director may grant up to eighty hours of Administrative Leave per calendar year to 
exempt employees. 

 
2. The SHASCOM Board may grant up to eighty hours of administrative Leave per calendar 

year to the Director. 
 

8.3 USAGE OF ADMINISTRATIVE LEAVE 
 

1. The following rules shall apply to usage of Administrative Leave. 
 

a. Administrative leave may not be carried over to any subsequent year, if not used 
in the year of its allocation, and shall not be compensated for if not utilized. 
 

b. Up to 40 hours of administrative leave may be cashed in each calendar year. 
 

c. For exempt employees, no deduction for less than a day shall be made. 
 

2. Granting of Administrative Leave shall coincide with the Agency's payroll periods. 
Administrative leave will be granted on the payroll period closest to January 1 and shall 
be used by the end of the last payroll period in December of each year. 
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ARTICLE 9 
Bereavement & Funeral Leave 

 
 
9.1 Bereavement: Regular and probationary employees who are absent from work due to the death 

of a member of their "immediate family" as defined below, may receive compensation at the 
regular rate of pay for the time necessary to be absent from work, but not to exceed forty (40) 
working hours. "Immediate family" includes the employee's spouse, cohabitating life partner, 
children, stepchildren, grandchildren, brothers, sisters, parents, stepparents, grandparents, 
great grandparents, and stepbrother or stepsister of either spouse. Such bereavement leave 
must be used within two (2) weeks of the immediate family member’s death. 

 
9.2 Funeral: Regular and probationary employees who are absent from work to attend the   funeral 

of a person other than an immediate family member as defined in Section 9.1 may receive 
compensation from accumulated vacation or compensatory time benefits at the regular rate of 
pay for the time necessary to be absent from work, but not to exceed three (3) regularly 
scheduled work days per calendar year.  

  
ARTICLE 10 

Jury Duty 
 
 
10.1  A regular or probationary employee who is summoned for jury duty during a scheduled work 

period and is thus unable to perform their regular duties will be paid for the time lost at their 
regular rate of pay. Except for jury duty service outside of Shasta County, or while serving while 
off-duty, the employee will deposit all jury duty funds with the Agency. 

 
 

ARTICLE 11 
Leave of Absence 

 
 
11.1  Leave of absence may be granted to regular employees by the Agency Director for urgent and 

substantial reasons, up to a maximum of one year, based on the operational needs of the 
agency.  

 
11.2  A leave of absence will commence on and include the first work shift on which the employee is 

absent and terminate with and include the work shift preceding the shift the employee returns to 
work. 

 
11.3  All applications for leave of absence shall be made in writing except when the employee is 

unable to do so. The conditions under which an employee will be restored to employment on the 
termination of leave of absence shall be clearly stated by the Agency. Upon an employee's return 
to work they will be reinstated to their former position providing that the employee is capable of 
performing the duties of that position, except in the event that a reduction of forces or if the 
position has been eliminated during the leave, the employee may be returned to an alternate 
position.  

 
11.4  If an employee fails to return immediately on the expiration of their leave of absence or if they 

accepts other full-time employment while on leave, they will forfeit their leave of absence and 
the employee's employment will be terminated.  



-13- 

 
11.5  An employee on a leave of absence shall not accrue vacation, retention pay, or sick leave 

benefits nor maintain group insurance coverage. An employee may, however, at their expense, 
maintain the employee's group insurance coverage providing the full monthly premium is 
received by the Agency on or before the first day of the month for which the premium is intended. 
However, if the leave of absence is a result of exhaustion of sick leave benefits, an employee's 
group insurance may be maintained for up to three (3) calendar months on the normal 
premium-sharing formula, providing they pay their share of the premium on a timely basis. 

 
11.6 The Parties acknowledge the provisions of State and Federal law governing family leaves, and 

intends to adhere to the provision of the Family Medical Leave Act. An employee is required to 
give thirty (30) days advance notice when leave is foreseeable, provide periodic medical 
certifications as to the conditions necessitating the leave and report at the request of the Agency 
during the leave regarding the employee's status and intention to return to work. Health 
insurance benefits will be continued on the same basis as prior to the FMLA leave. 

 
 
 

ARTICLE 12 
Disability and Unemployment 

 
 
12.1 An employee who is absent by reason of illness or disability may be returned to work by the 

Agency on a part-time basis. The employee shall be allowed to integrate paid leave benefits with 
work hours up to a maximum of forty (40) hours per week. Such part-time work shall not exceed 
four (4) weeks. 

 
12.2 The Agency may require an employee being considered for return to work after an absence 

caused by disability or illness to submit to a medical examination by a physician for the purpose 
of determining that they are physically and mentally fit and able to perform the duties of their 
position without hazard.  

 
12.3 Vacation and sick leave shall be accrued and group insurance coverage shall be  maintained 

while a regular employee is absent from work as a result of an approved  job related disability. 
These benefits shall continue until the employee returns to work, or separates from employment 
for any reason. These benefits shall continue for a maximum of a cumulative total of five (5) 
years, providing the employee pays their share of the monthly premium to the Agency on or 
before the first day of the month for which the premium is intended. 

 
 

ARTICLE 13 
Travel Expenses 

 
 
13.1 The SHASCOM Travel Policy has been devised to meet standards of the IRS and 
 Shasta County Auditor’s Office. The basic subsistence rates published by the California      
 Commission on Peace Officers and Standards (POST) are used as general guidelines in some 
 cases. 
 
13.2 GENERAL TRAVEL POLICY 
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1. Agency employees shall be reimbursed for transportation and reasonable expenses when 
traveling on Agency business, subject to budget limitations. This includes traveling to 
authorized meetings, seminars, training sessions, luncheons, conferences, and other events 
approved by the Director. 

 
2. Employees who use their personal vehicle for Agency business and at the Agency’s 

convenience will be reimbursed at the rate set by the IRS and listed on January 1st of each 
calendar year by that agency. 

 
3. Whenever employees use their private vehicles for the employee’s convenience for out of 

County travel on official Agency business in excess of 150 miles, the total allowance for 
transportation shall, in no case, exceed the cost of coach class air fare if such service is 
available. 

 
a. The Agency is not responsible for any loss or damage, operating maintenance, or 

repair expenses to personal vehicles used on Agency business. 
 

b. Travel time will be allowed and based on normal travel time needed depending on the 
mode of travel, air, or ground. 

 
4. Employees who have a temporary work assignment of over 24 hours that is at such 

distance that it is impractical for them to return to their home at night, will be allowed 
actual expenses for board and lodging for the duration of such assignment and will be 
reimbursed at the rates listed in this section. The transportation costs to and from the 
assignment will be reimbursed in accordance with this section.  

 
5. When meals are included in the registration fee or transportation charge, adjustments of 

the per diem or meal allowance shall be made. 
 
6. Alcoholic beverages are not a reimbursable expense. 

 
 7. Advance travel expenses of 100% of the estimated cost may be provided for approved  
  travel. 
 
 8. Reimbursement for reasonable costs other than meals and lodging incurred for the  
  following incidental expenses shall be permitted providing such expensed are justified  
  and itemized: 
 

▪ Registration fees 
▪ Taxi, shuttle bus, toll booth and bus receipts 
▪ Business telephone calls 
▪ Rental cars 
▪ Parking 

 
9. Employees will be reimbursed for actual lodging and transportation expenses only. Any 

savings realized to employees by ride-sharing, lower accommodation costs, etc. shall 
accrue to the Agency. 

 
13.3 DIRECTOR’S TRAVEL 
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The Director may travel on Agency business, as he/she deems necessary, within budget 
limitations, without prior approval. The Chairman of the Board of Directors shall be advised when 
the travel is to exceed one day. 

 
13.4 TRAVEL WITHIN SHASTA COUNTY 

 
 No travel or meeting expenses shall be paid to any Agency employee for any travel or meeting 
 expenses within Shasta County except: 

 
1. For pre-authorized mileage reimbursement for utilization of a private vehicle on 

Agency business. 
 

2. When an Agency employee is required by the Director to attend a meeting wherein 
meals are served as part of that meeting, such meals shall be reimbursed. 

  
13.5  TRAVEL EXPENSES – POST REIMBURSED 
 

Employee travel expenses shall be reimbursed as follows, based on current POST 
reimbursement rates: 
 

1. Employees may be reimbursed for expenses for breakfast, lunch, dinner, and 
incidentals, with no receipts required. 

 
2. Incidental expenses include, but are not limited to, expenses for laundering and 

pressing of clothing and tips for services such as porters and baggage handlers. 
Incidentals do not include taxicab fares, lodging taxes, or the cost of telegrams or 
telephone calls. 

 
 For the purpose of determining entitlement for meal reimbursements the following will 
 apply: 
 

 a. Breakfast: Necessary travel began not later than 7:00 a.m. and lasting at 
   least four hours. 

 
 b. Lunch: Necessary travel began not later than 11:00 a.m. and   

   extended at least four hours. 
 
 c. Dinner: Necessary travel began not later than 5:00 p.m. and extended 

   to or after 7:00 p.m. 
 

3. Mileage for approved travel shall be paid at the IRS rate. No receipts are required.  
 

4. Lodging shall be reimbursed as follows, with receipts: 
 

a. Statewide except as in (b) and (c) below, actual receipted lodging up to $128 
plus tax.  

 
b. When required to conduct Agency business and obtain lodging in the counties 

of Los Angeles and San Diego, reimbursement will be for actual receipted 
lodging, to a maximum of $156 plus tax. 
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c. When required to conduct Agency business and obtain lodging in the counties 
of Alameda, San Francisco, San Mateo & Santa Clara, reimbursement will be 
for actual receipted lodging, to a maximum of $189 plus tax. 

 
d. The Travel Request will include the name of the County, when (b) through (e) 

is applicable. 
 

13.6 TRAVEL EXPENSES – NOT REIMBURSED BY POST 
 
 The Director may authorize travel to training, conferences, workshops, etc. for the benefit of the 

Agency. Each request for travel shall be evaluated for fiscal soundness and benefit to the 
Agency. As this travel is not reimbursed by POST, the following guidelines shall apply: 

 
 Meals, mileage, air travel, and other travel costs shall be reimbursed using the guidelines set in 

SHASCOM’s Policies & Procedures. Lodging will be reimbursed at cost upon review and 
approval of the Director. 

 
ARTICLE 14 

Retirement Program 
 
14.1   
 A.  Retirement Plan: All regular and probationary employees are covered by a State of 

California Public Employees' Retirement System program pursuant to an existing 
Memorandum of Understanding with the Public Employees' Retirement System. The 
major features are:  

 
  A tiered retirement: 
 
  Two percent (2%) at age fifty-five (55) and normal retirement age fifty-five (55) for all 

unrepresented employees hired before December 23, 2012. 
 
  Two percent (2%) at age sixty (60) and normal retirement age sixty (60) for all Classic 

unrepresented employees hired on or after December 23, 2012. 
 

Two percent (2%) at age sixty-two (62), with an early retirement age of 52 and a maximum 
benefit factor of 2.5% at 67 for all unrepresented employees hired on or after January 1, 
2013. (California Public Employees’ Pension Reform Act of 2013 – PEPRA) 

 
   All employees will pay 100% of the employee cost of participation in the Public 

Employees’ Retirement System. 
 
 B. For employees hired on or before December 31, 2012, the Agency has contracted with 

CalPERS for the “Single Highest Year” benefit, which uses the single year with the highest 
earnings by employees to calculate retirement benefits. For employees hired on or after 
January 1, 2013, the California Public Employees’ Pension Reform Act of 2013 – PEPRA 
rules apply and final retirement compensation will be calculated using “Three-Year Final 
Compensation”. Three-Year Final Compensation uses a consecutive 36 month period, 
which is subject to the cap. 
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ARTICLE 15 
Health Insurance 

 
15.1 Group Insurance: All regular and probationary employees are eligible to participate in the 

Agency's group insurance benefit program. The major elements of the group insurance benefit 
program are: 

 
 A. The current 2021 employer contribution (cap) of medical, dental and vision is $1,427.56 

to secure coverage under the Northern California General Teamsters Security Fund 
(NCGTSF) Select Plus Plan. Effective January 1, 2022, and each year thereafter, the 
Agency will increase the cap by 84% of any premium increase to the family tier.  

 
 B. Current and future retirees that are pre-Medicare shall remain on the NCGTSF Select 

Plus Plan until they are Medicare eligible. Current and future retirees that are Medicare 
eligible can either participate in the Teamsters Retiree Trust (TRT) Medicare Supplement 
or select an outside Medicare Supplement Plan of their choice. SHASCOM currently pays 
up to $275 per month for a Retiree 65+ or up to $550 for Retiree 65+ who has a covered 
spouse. The amounts paid toward an outside Medicare Supplement plan will adjust each 
year and cap out to match the premium cost of the Teamsters Retiree Trust (TRT) 
Medicare Supplement premiums for the current year. 

 
C. An employee who retires from the Agency in an active full-time status has 30 days from 

their separation date to apply for CalPERS retirement benefits to be eligible for lifetime 
medical coverage. SHASCOM will contribute toward the premium amount equal to the 
contribution (cap) for active employees for retirees under 65, but in no event more than 
the actual premium for retiree coverage. Retirees 65+ are responsible for paying the cost 
of their Medicare and the Agency will pay for the retiree and spouses Medicare 
Supplemental and Prescriptions plans up to the cap amount which is equal to the premium 
of the Teamsters Retiree Trust. Lifetime medical ends upon the death of the retiree, which 
at that time would also end coverage to dependents. 

 
15.2  IRC Section 125 Benefit Plan. Employees may authorize payroll deductions of pre-tax earnings 

for payment to the Agency of employees medical, vision and dental insurance premiums and 
child and dependent care expenses in accordance with Section 125 of the Internal Revenue 
Code. 

 
 

ARTICLE 16 
Retention Incentive 

 
 
16.1 A Retention Incentive will be paid to each regular full-time employee, including eligible 

probationary employees, on the first pay day in November of each year. 
 

The Retention Incentive will be calculated on anniversary dates achieved throughout the 
calendar year, i.e., an employee who reaches a two year anniversary in July will be paid a two 
year incentive in the November pay period. 

 
No incentive shall be paid for less than one year’s service. The incentive shall be $300 for each 
year of service.  
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The Retention Incentive will be paid to personnel who are in paid, benefited status at the close 
of Pay Period 9 of each fiscal year. The Director has discretion to determine exceptions on a 
case by case basis. 

 
The Retention Incentive will be paid for years of unbroken service. A break in service is defined 
as any resignation or termination. 

 
Retention Incentives will be paid on total years of service achieved by November 1 of each year. 
 
 

 
ARTICLE 17 
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I. POLICY 
 

It is the policy of the Shasta Area Safety Communications Agency (Agency) to foster and provide 
a drug and alcohol free workplace for all employees. A drug and alcohol free workplace protects 
the safety of the public as well as the Agency's valuable employee resources. 

 
 A. POLICY PHILOSOPHY 
 

Agency employees represent the Agency to the general public in highly visible and often 
stressful situations. As a result, Public Safety Dispatchers must make critical decisions 
that affect both public safety and the safety of fellow employees. 

 
Because the role of public safety is so crucial to the general welfare of the community, it 
is held to a higher standard of scrutiny and conduct than the general public. This is 
particularly important in the use of alcohol or drugs. Consequently, substance abuse 
cannot be tolerated by members of this Agency. 

 
 B. POLICY PURPOSES 
 

The purposes of the Agency's Substance Abuse Policy are: 
 

 1. To implement a fair and balanced approach to eliminating substance abuse and 
its effects on job performance; 

 
 2. To encourage voluntary rehabilitation. 

 
 C.       APPLICATION OF POLICY 
 

This policy shall apply to all employees in the UNION bargaining unit. 
 
 D. GUIDING PRINCIPLES 
 

There are three guiding principles underlying the Agency's policy on a drug and 
alcohol-free workplace. They are: 

 
 1. Education 

 
The Agency believes that education and training of all employees in the effects 
and treatment of substance abuse will contribute to a safer and more efficient 
workplace for everyone. 

 
 2. Deterrence/Enforcement 
 

The Agency is committed to eliminating the effects of substance abuse in the 
workplace. The substance abuse policy will be strictly enforced. Violation of its 
requirements may be cause for discipline, up to and including termination of 
employment. 
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 3. Treatment 
 

The Agency is committed to helping employees with admitted substance abuse 
problems overcome those problems, where feasible, and encourages voluntary 
rehabilitation. 

 
 E. RULES 
 

In furtherance of the substance abuse policy, the Agency has formulated clear rules and 
penalties to ensure compliance. Violation of these rules may result in disciplinary action 
up to and including discharge. The primary rules are: 

 
 1. The use of illegal drugs and the illegal use of prescription drugs or controlled 

substances are prohibited to the extent permitted by law. 
 
 2. The manufacture, sale, distribution, or possession of illegal or controlled drugs, 

and any attempt to offer to sell or distribute illegal or controlled drugs by any 
employee at any time to the extent permitted by law except in the performance of 
the employee's responsibilities is prohibited. 

 
 3. Employees shall not report for work while they have in their system alcohol, 

marijuana, illegal drugs, or prescription drugs that will adversely affect their 
alertness, coordination, reaction, response or safety, unless so authorized or 
directed by a supervisor. 

 
 4. The use or possession of alcohol while on duty, including lunch and breaks, or in 

the workplace except in the performance of the employee's responsibilities is 
prohibited. The possession of an unopened, sealed container of alcohol, because 
of an unsolicited delivery, is not a violation of this rule, provided that the 
employee/recipient immediately notifies his/her supervisor of such delivery. 

 
 5. The use or possession of cannabis, hashish, and/or concentrated cannabis in 

the workplace in any form is prohibited and considered serious misconduct.  This 
includes whether or not these substances have been recommended to the 
employee having medicinal value by a medical professional. 

 
 6. Employees who appear to be affected on the job by drug or alcohol use may be 

required to submit to drug/alcohol testing pursuant to section V to the extent 
permitted by law. 

 
 7..  Any employee taking prescription medications which may affect job performance 

must report this treatment to his or her immediate supervisor prior to reporting for 
duty and provide a prescription within twenty four (24) hours if requested. 

 
 8..  Employees shall report on duty conduct prohibited by this policy immediately to 

their supervisor when employees have a reasonable basis to believe that another 
employee is engaging in such activities. 

 
 9.. A copy of this policy will be delivered to each current and each new employee. 

Such delivery shall be acknowledged in writing. Each employee shall read and 
abide by the provisions of this policy. 
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II. MANAGEMENT RESPONSIBILITIES 
 
           Management will: 
 
 A. Be fully conversant with the policies and procedures set forth herein; 
 
 B. Train employees in the policies and procedures concerning substance abuse, and in the 

dangers of such abuse; 
 
 C. Be knowledgeable about the Agency's program for substance abuse rehabilitation; 
 
 D. Be aware of substance abuse indicators (see illustrative list at V, 2); 
 
 E. Document all instances of violations of this policy; 
 
 F. Conduct investigations promptly and properly when suspicion exists that an employee 

may be impaired or affected by drug or alcohol use; 
 
 G. Conduct investigations promptly and properly when the presence or use of drugs or 

alcohol in the workplace or during work time, including lunch breaks, is suspected; 
 
 H. When the results of investigations indicate that discipline is warranted, impose 
 fair and reasonable discipline in an appropriate manner consistent with the 
 elements of the individual case; 
 
 I. Monitor the participation and progress of employees in rehabilitation or 
 aftercare programs. 
 
III. TRAINING 
 

The Agency will develop and conduct drug awareness training sessions for all employees 
concerning this Policy, and the personal, safety and work effects of drug and alcohol use. 
Management will require attendance at such training sessions. 
 
Management will use its best efforts to ensure that all supervisors are trained in substance 
abuse observation techniques at the earliest possible time following appointment to a 
supervisory rank. 

 
IV. SUBSTANCES FOR WHICH TESTING WILL OCCUR 
 

The Agency will test for substances included by the United States Department of Health and 
Human Services (DHHS) and will test in accordance with the Substance Abuse and Mental 
Health Services Adminstration (SAMSHA) standards as such lists exist at the time of testing.  
Currently substances included under SAMSHA standards are as follows: 

 
 A. Cannabis (Cannabinoids) [to the extent permitted under California law] 
 B. Cocaine 
 C. Opiates (narcotics such as heroin, morphine, codeine and other medicinal narcotics) 
 D. Phencyclidine (PCP) 
 E. Amphetamines (racemic amphetamine, dextroamphetamine, and methamphetamine) 
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 F. Alcohol 
 G. Barbiturates 
 H. Benzodiazepines 
 I. Methaqualine 
 
V.  SUBSTANCE TESTING PROCEDURES 
 
 A. CATEGORIES OF TESTING 
 
  The Agency will conduct the following types of drug/alcohol tests: 
 
   1. Voluntary 
 

When an allegation against an employee not rising to the level required for 
reasonable suspicion testing occurs, an employee may volunteer to submit to 
drug/alcohol testing at the employer's expense with prior approval of the Agency. 

 
   2. Reasonable Suspicion 
 

Employees must submit to tests for alcohol and/or for illegal and controlled 
substances when the employee is reasonably suspected of being impaired or 
affected by drug or alcohol use. 

 
   a. Reasonable suspicion for testing means suspicion based on specific 

personal observation of two (2) supervisors, unless only one supervisor is 
practically available. (For this purpose, supervisor shall be defined as an 
employee of the classification of Communications/Records Supervisor or 
above.) The observing supervisor(s) must have been trained in the 
detection of drug and alcohol use, and shall describe and document: 

 
(1) Specific personal and articulative observations concerning the 

appearance, behavior, speech, or performance of the employee; or  
(2) Violation of a safety rule, or other unsafe work incident which, after 

further investigation of the employee's behavior, leads the 
supervisor(s) to believe that drug or alcohol use may be a 
contributing factor; 

     (3) Other physical, circumstantial or contemporaneous indicators of 
drug or alcohol use. 

 
    b. While observations and reports of third parties do not of themselves 

constitute reasonable suspicion, they may trigger an internal or 
administrative investigation. A drug/alcohol test may be required as a part 
of such investigation. 

 
When such tests are ordered, the supervisor will document the 
circumstances leading to the issuance of the order, including the names of 
all witnesses. 

 
 
 
   3. Internal or Administrative Investigations 
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In the absence of reasonable suspicion, when conducting internal or 
administrative investigation, supervisors will consider sending the involved 
employee for drug/alcohol testing. Examples of when such testing may be 
required are: 

 
   a. Involvement in a critical incident while performing Public Safety Dispatch 

duties. For this purpose a critical incident shall be defined as: 
 

(1) Handling a 911 call involving threats or acts of violence, 
 
     (2) Facilitating a response of Police, Fire or Medical units. 
 
     (3) Other life threatening incidents 
 
   b. Involvement in an accident (while on pay status and operating an Agency 

vehicle) that results in injury to the employee or another person, or in 
significant property damage. 

 
To the extent feasible under the circumstances, an employee subjected to 
a substance test as part of a criminal investigation will also be tested 
under these procedures. 
 
When such tests are ordered, the supervisor will document the reasons for 
the test in a written order, including the circumstances and names of all 
witnesses. The decision to test shall not be arbitrary or capricious and 
good cause shall be evident. 

 
   4. Random 

 
Random drug/alcohol testing will be required for all Public Safety Dispatchers. 

 
The universe for selection purposes will consist of all Public Safety Dispatchers. 
 
The Agency will determine when such testing shall occur. Selection for random 
testing will be made by an outside vendor. Numeric designations rather than 
employee names will be provided to the vendor for the selection process. When 
random tests are ordered, the collection of the test specimen will occur during or 
at the end of the employee's normal work shift. To the extent operationally feasible 
as determined by the Agency, a lot of one or more names provided by the vendor 
for testing purposes will be tested before a subsequent lot of one or more names 
is tested. 

 
 B. TESTING PROCESS 
 

The testing or processing phase, including the cut-off levels for tested substances 
(Attachment "A"), will be consistent with  SAMSHA standards as they exist at the time of 
testing and will be performed at a  SAMSHA certified facility. 

 
1. The order to submit to a substance test may initially be given verbally. 

Subsequently, the employee will be given the order in writing setting forth the 
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reasons therefore and signed by the Director. Such written order will be issued 
as soon as is practicable after the initial order is given for the test, but may not be 
issued until after the test is administered. 

 
 2. The employee will be advised of his/her right to have a representative present 

prior to testing. A reasonable amount of time will be allowed for a representative 
to appear. If no representative is available within a reasonable time, the testing 
procedure will begin. 

 
 3. The employee must submit to a drug test and sign a Release and Consent Form. 

Failure to submit to a drug test or to sign the Release and Consent Form will be 
considered to be insubordination for failure to follow a direct order. An employee 
taking such action will be placed on leave-with-pay and may be subject to 
discipline up to and including discharge from Agency employment. 

 
 4. Except for random testing, an employee sent for nonvoluntary testing will be 

placed on leave-with-pay status until the test results are rendered to the Agency. 
 
 5. When notifying the appropriate collection facility that an employee is being 

transported for testing, the employee will not be identified by name. However. at 
the point of collection the employee will be identified to the Medical Review 
Officer or his designee, in accordance with NIDA standards. The representative 
may join them should he/she desire to do so. 

 
 6. A supervisor will transport and/or accompany the employee to the collection 

facility, except when random testing. 
 
 7. The test will consist of a urine test or other approved test in accordance with law. 

The procedures for collection of the sample will be in compliance with SAMSHA 
standards. An initial positive report will not be considered positive; rather it will be 
classified as confirmation pending. 

 
 8. The confirmation test will be a  GC/MS procedure in compliance with SAMSHA 

standards. The confirmation test will use the same sample as taken in the initial 
step. Notification of positive test results to the Director or designee will be held 
until the confirmation test results are obtained. In those cases where the second 
test confirms the presence of drug or alcohol in the sample, the sample will be 
retained for a minimum of six (6) months to allow further testing if requested. 

 
 9. Employees who have been subjected to a drug/alcohol test where no alcohol or 

illegal drugs were found, will receive a report so stating and then shall return to 
work. 

 
 10. If the test result is positive, the Medical Review Officer will provide an opportunity 

for the employee to discuss whether there is a legitimate medical explanation for 
the test results. 

 
 11. Verified drug/alcohol test results will be sent directly to the Director from the 

Medical Review Officer. 
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 12. The Director, or designee, will provide an opportunity for the employee to meet 
with him/her and discuss the drug test result. 

 
 13. If the result is positive, rehabilitation and/or disciplinary action will be determined 

and administered by the Director or designee. 
 
 14. An employee who does not pass a drug/alcohol test may request that the original 

sample be analyzed again at the employee's expense at the rate charged to the 
Agency. Such analysis shall conform to SAMSHA standards and shall be 
performed by the NIDA certified laboratory. The SAMSHA laboratory may be 
designated by the employee but must be located in California. 

 
 15. Each step in the collecting and processing of the urine specimen or other 

approved test specimen will be documented to establish procedural integrity and 
the chain of evidence. 

 
 16.  Time required to participate in a non-voluntary testing procedure outside of an 

employee's normal work shift will be considered time worked for overtime 
purposes. 

 
VI. REHABILITATION 
 
 A. METHODS OF REFERRAL 
 
 Employees may be referred to rehabilitation programs in the following manners: 
 
 1. Voluntary Self-Referral 
 

An employee who has a legal drug and/or alcohol abuse problem can voluntarily 
refer him/herself to a Licensed Substance Abuse Counselor for treatment. The 
Counselor will evaluate the employee and make a specific determination of 
appropriate treatment. 

 
Voluntary self-referral does not relieve the employee of the obligation to submit to 
drug/alcohol testing as may be required by Management pursuant to this policy. 

 
 2. Referral by Agency Management 
 

Employees with positive legal drug/alcohol test results may be directed by the 
Director or designee to submit to evaluation by a Counselor and if recommended 
by the Counselor, to participate in a substance abuse rehabilitation program. 

 
 For the purpose of this section "legal drug" shall be defined as over-the-counter and/or 

prescription drugs. 
 
 
 B. REHABILITATION AND AFTERCARE PROGRAMS 
 
 1. The terms and conditions of the rehabilitation program and the aftercare program 

will be determined on a case-by-case basis by the Counselor and the Director, or 
designee, in a meeting with the employee. While such terms and conditions will 



-26- 

be discussed with the employee, they are ultimately subject to the decision of the 
Director or designee. The employee will be required to abide by such terms and 
conditions. Refusal or failure to do so may be grounds for disciplinary action up 
to and including termination. 

 
 2. The employee may be placed in a medically supervised rehabilitation program, 

which may include full in-patient hospital care or outpatient rehabilitation care, 
provided by an Agency approved drug rehabilitation facility. 

 
  3. If recommended by the Counselor and treatment facility, the employee may 

apply for a leave of absence to the limits as outlined in the MOU 
(Memorandum of Understanding) between the Agency and the UNION. 

 
4. The Counselor and the treatment facility, if used, must certify in writing to the 

Director of the employee’s successful treatment completion and release to work. 
 
 5. After the employee has successfully completed the rehabilitation program, the 

employee will be placed in an aftercare program. 
 
 6. The employee may, at the recommendation Counselor and at the discretion of 

the Director, be permitted to return to work in his/her job classification during 
rehabilitation or during aftercare. To qualify for such return to work the employee 
must reasonably be expected to perform his/her job responsibilities 

 
 7. Prior to returning to work the employee may be scheduled for an examination, 

including a drug/alcohol test at the discretion of the Director. 
 
 8. Employees participating in rehabilitation and aftercare programs, as a condition 

of such participation, will be subject to drug testing as may be deemed 
appropriate by the Director. 

 
 9. Any changes or modifications in the rehabilitation or aftercare programs must be 

approved by the Director. 
 
 10. The employee may use appropriate accrued leave as provided in personnel rules 

and/or in the MOU during absences for rehabilitation and aftercare programs. If 
no such accrued leave is available, the employee will be in a non-pay status. 

 
 11. Costs associated with all rehabilitation and aftercare programs are the 

responsibility of the employee. However, the employee may use Agency 
provided group health insurance benefits, if they apply, to such programs. The 
Agency will utilize rehabilitation and aftercare programs authorized under the 
Agency's group health insurance plan where available. 

 
 12.  The number of times an employee can participate in a rehabilitation and 

aftercare program will be determined by the Director. 
 
 13.  Records regarding an employee's rehabilitation program, aftercare program, and 

the Return to Work Agreement will be in the possession of the Counselor and 
Agency Management. 
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VII.  DISCIPLINARY ACTION 
 
 The Agency may take disciplinary action up to and including discharge to the extent permitted 

by law against any employee-who: 
 
 A. Tests positive for alcohol or for substances, as identified in Section IV in an amount which 

meets or exceeds the cut-off levels established by SAMSHA as they exist at the time of 
testing (Attachment "A); 

 
B. Refuses required testing pursuant to this Policy; 
 

 C.  Adulterates or otherwise interferes with accurate testing required pursuant to this policy; 
 
 D.  Fails to comply with the provisions of the return to work and aftercare programs; 
 
 E. Has used illegal drugs while employed as a Public Safety Dispatcher by the Shasta 

Area Safety Communications Agency; 
 
 F. Has abused prescription drugs while employed as a Public Safety Dispatcher by the 

Shasta Area Safety Communications Agency; 
 
 G. Violates a rule in Section I(E) of this Policy; Disciplinary action will be consistent with 

the Agency's established Policies. 
 
VIII. MEDICAL REVIEW OFFICER 
 
 A. Only a qualified Medical Review Officer (MRO) in accordance with SAMSHA standards 

will receive laboratory results generated by drug/alcohol testing. 
 
 B.  The responsibilities of the MRO are outlined in Attachment "B". These responsibilities 

are consistent with SAMSHA standards. If such standards relating to the role of the 
MRO change, so shall Attachment “B". 

 
IX. CONFIDENTIALITY 
 

The results of any drug and/or alcohol test will not be revealed to any person other than the 
Director, (or designee), and rehabilitation/aftercare counselor, unless ordered by means of 
proper legal procedure and appropriate legal authority, such as a court ordered subpoena, or 
in connection with Agency discipline or a grievance or arbitration proceeding initiated by or on 
behalf of the individual without the express written authorization of the employee. 

 
 A. To maintain confidentiality, records pertaining to Substance Abuse Policy 

administration, the rehabilitation and aftercare programs, the specimen collection 
process and individual drug/alcohol test records will not be a part of the individual 
personnel files. 

 
 B.  All documents identified in this section will be secured and maintained in the Agency 

office. 
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 C. All documents relating to drug/alcohol testing, the circumstances concerning such 
testing, or the administration of other aspects of this Policy will be retained a minimum 
of five years. Such records will include; but not be limited to: 

 
  • Supporting documents for reasonable suspicion, 
 
  • Documents supporting testing decisions in internal or administrative 

investigations, 
 
  • Records of the specimen collection process to indicate specimen identification, 

accountability, and chain of custody, 
 
  • Records of test results and any information provided by the affected individual 

concerning legitimate medical reasons for positive results and re-tests, 
 
  • A master list of individual names and matching identification numbers for all 

cases, 
 
  • Records regarding an employee's rehabilitation program, aftercare program, and 

the Return to Work Agreement. 
 
 D. Invoices for services provided by collection sites, laboratories, and Medical 
 

Review Officers shall be directed to the Director or designee, and reference only the 
case number of the individual involved. 

 
 E.  When a drug/alcohol test is ordered, the collection facility shall be notified only that an 

employee is being transported for testing. The employee is not to be identified by name. 
However, at the point of collection the employee will be identified to the Medical Review 
Officer, in accordance with SAMSHA standards. 

 
 F.  To provide for the maintenance of confidentiality as required above, supervisors will be 

informed on a need-to-know basis of the reason for the authorized leave status of the 
employee. 

 
X.  SEVERABILITY 
 

If any court should hold any part of this Policy invalid, such decision shall not invalidate any 
other part of this Policy. 
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ATTACHMENT "A" 
CUT-OFF LEVELS FOR SUBSTANCE ABUSE TESTING 

 
TEST RESULTS 

 
Initial Test 

 
Drug or Drug Class Method Cut-off 
 
Amphetamines EMIT       500 ng/ml 
Barbiturates EMIT                                     300 ng/ml 
Benzodiazepines EMIT                                     200 ng/ml 
Cannabinoid 100 EMIT                                     50 ng/ml 
Cocaine Metabolite EMIT                                     150 ng/ml 
Methaqualone EMIT                                     300 ng/ml 
Opioid 
Hydrocodone/Hydromoprhone EMIT                                      300 ng/ml 
Oxycodone/Oxymorphone        EMIT                                     100 ng/ml 
 
Phencyclidine EMIT                                      25 ng/ml 
Alcohol EA                                        50 mg/dl 

 
                                                  Confirmation Test 
 
Drug or Drug Class     Method    Cut-off 
 
Amphetamines GC/MS         50 ng/ml 
Barbiturates GC/MS       100 ng/ml 
Benzoidiazepines GC/MS         50 ng/ml 
Cannabinoid 100 GC/MS          10 ng/ml 
Cocaine Metabolite GC/MS          20 ng/ml 
Methaqalone GC/MS          50 ng/ml 
Opioid GC/MS          50 ng/ml 
Phencyclidine GC/MS      2500 pg/ml 
Alcohol                                       GC                                          (B) .01% 
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ATTACHMENT "B" 
SUBSTANCE ABUSE TESTING - RESULTS 

 
A. Medical review Officer shall review results. 
 

An essential part of the drug testing program is the final review of results. A positive test 
result does not automatically identify an employee as having used drugs in violation of 
this substance abuse policy. An individual with a detailed knowledge of possible alternate 
medical explanations is essential to the review of results. This review shall be performed 
by the Medical Review Officer prior to the transmission of results to employer 
administrative officials. 

 
B. Medical Review Officer - qualifications and responsibilities 
 

The Medical Review Officer shall be a licensed physician with knowledge of substance 
abuse disorders. The role of the Medical Review Officer is to review and interpret positive 
test results obtained through the employer's testing program. In carrying out this 
responsibility, the Medical Review Officer shall examine alternate medical explanations 
for any positive test result. This action could include conducting a medical interview with 
the individual, review of the individual's medical history or review of any other relevant 
biomedical factors. The Medical Review Officer shall review all medical records made 
available by the tested individual when confirmed positive test could have resulted from 
legally prescribed medication. The Medical Review Officer shall not, however, consider 
the results of urine samples that are not obtained or processed in accordance with 
SAMSHA standards. 

 
C. Positive test result. 
 

Prior to making a final decision to verify a positive test result, the Medical Review Officer 
shall provide the tested individual an opportunity to discuss the test result with him/her. 
It is primarily the responsibility of the tested individual to initiate this discussion. 
However, to facilitate such a discussion, the Medical Review Officer will send a certified 
letter to the tested individual regarding the need to discuss the test result with him/her. 
During the five (5) working days following such certified mailing, the Medical Review 
Officer will make reasonable efforts to contact the individual. If after the five working day 
period there has been no contact, the Medical Review Officer will forward the test 
results to the Director or designee. 

 
D. Verification for opioid; review for prescription medication 
 

Before the Medical Review Officer verifies a confirmed positive result for opiates, he/she 
shall determine that there is clinical evidence-in addition to the urine sample-of 
unauthorized use of any opium, opiate, or opium derivative (e.g., morphine/codeine). 
(This requirement does not apply if the employer's GC/MS confirmation testing for opiates 
confirms the presence of 6-monoacetylmorphine.) 

 
E. Re-analysis authorized. 
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Should any question arise as to the accuracy or validity of a positive test result, only the 
Medical Review Officer is authorized to order a re-analysis of the original sample and 
such re-tests are authorized only at laboratories certified by D.H.H.S. The Medical Review 
Officer shall authorize a re-analyzes of the original sample on timely request of the 
employee, as applicable in this Substance Abuse Policy. 

 
F. Result consistent with legal drug use. 
 

If the Medical Review Officer determines there is a legitimate medical explanation for 
the positive test result, the Medical Review Officer shall report the test result to the 
employer as negative. 

 
G. Result scientifically insufficient. 

Additionally, the Medical Review Officer, based on review of inspection reports, quality 
control data, multiple samples, and other pertinent results, may determine that the result 
is scientifically insufficient for further action and declare the test specimen negative. In 
this situation the Medical Review Officer may request re analysis of the original sample 
before making this decision. The laboratory shall assist in this review process as 
requested by the Medical Review Officer by making available the individual responsible 
for day-to-day management of the urine drug testing laboratory or other employee who is 
a forensic toxicologist or who has equivalent forensic experience in urine drug testing, to 
provide specific consultation as required by the Agency. 
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ATTACHMENT “C” 
RELEASE OF INFORMATION 

CONSENT TO DRUG TESTING 
 
 
 
I, ________________________________________ do hereby give my consent to  
REDDING OCCUPATIONAL MEDICAL CENTER,  hereinafter referred to as "ROMC," to perform 
urinalysis on me for the presence of certain drugs and/or alcohol.  I further authorize ROMC to 
release test results obtained from this examination in accordance with the procedures contained in 
the Shasta Area Safety Communications Agency Substance Abuse Policy applicable to my job 
classification to the Shasta Area Safety Communications Agency. 
 
I am now taking, or have taken, the following medications within the past thirty (30) days: 
 
      Name of Drug                  Condition for Which Taken   Prescribing Doctor or, 
    Over the Counter (OTC) 

     

     

     

     

     

     

 
 
Dated: __________________               Signature: _________________________________ 
 
                  Identification: ______________________________ 
 
 
Dated: __________________               Witness: __________________________________ 
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