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Proposed Policy

BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

10. Employee Requested Testing. Any employee who questions the result of a required
prohibited substance or alcohol test may request that an additional test be conducted. This
additional test may be conducted at the same laboratory or at a different BHHScertified 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 such testing are to be paid by the employee
unless the second test invalidates 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 employee’s request for a retest must be made to their supervisor or to Human Resources
within seventy-twe-{72) hours of notice of the initial test result. Requests after seventy-twe{72)
hours will only be accepted if the delay was due to documentable facts that were beyond the
control of the employee.

-
=

. Records Retention. The District shall maintain complete records of alcohol and/or prohibited
substance test results for each employee in a secure location with controlled access.
Employee records are confidential and will be available only to the DOT or any government or
law enforcement agency authorized by law to access the records. Records will be kept for a
minimum of five—{5)} years regarding the following: driver alcohol tests; positive prohibited
substance tests; documentation on refusals to take alcohol or prohibited substance tests; and,
employee evaluations and referrals. Records will be kept for a minimum of twe—{2} years

regarding the alcohol and prohibited substance collection process. Reserds-will-bekeptfora

process will be kept for a minimum of 1 year.

3205.16 Employee Assessment. Any employee who tests positive for the presence of prohibited
substances or whose breath alcohol concentration is above the minimum thresholds set forth in the DOT
guidelines will be assessed by an SAP. An SAP is a District selected 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 aleehel-relatedalcohol-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 returned to duty following
rehabilitation, theyhe/she must agree to and sign a Return-to-Duty Agreement, pass a return-to-duty
prohibited substance and/or alcohol test and be subject to unannounced follow-up tests for a period of ere
{1} to five{5} years, as determined by the SAP. The cost of any rehabilitation and subsequent prohibited
substance and/or alcohol testing is borne by the employee and is on a one-time basis only. Subject to
applicable state and federal laws, an employee may be terminated from employment on the occurrence of a
second verified positive test result. Employees may use accumulated sick leave, vacation, administrative
leave, persenatnesessityeaverand/or floating holidays, if any, to participate in the prescribed rehabilitation
program.

3205.17 Test Related Time-Off Work Provisions. Any employee who is relieved from duty due to a
positive alcohol or prohibited substance test must use accumulated compensated leave (i.e., vacation, sick
leave, and administrative leave-andior-persenal-nesessity-leave) 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 prohibited substance test, such time shall be without pay. Leave
taken to participate in the prescribed rehabilitation program is not eligible for the Employee Leave Donation
Program (Policy 3225). In the event there is a false positive test the District, upon verification, will compensate
the employee for any regularly scheduled work time missed as a result thereof.
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substance and/or breath alcohol testing if they are involved in an
accident while operating or assisting in the operation of a motor vehicle
for District business that results in a fatality, injury to any person
requiring transport to a medical facility, or damage to a vehicle requiring
towage from the site. In addition, if the employee is operating a
commercial motor vehicle for District business and receives a citation
for a moving traffic violation arising from the incident, the employee
will be required to undergo testing, regardless of the nature of the
incident.

Following an accident in which testing is required, all employees whose
performance could have contributed to the accident will be tested as
soon as possible, but not to exceed eight (8) hours for alcohol and
thirty-two (32) hours for prohibited substances. Any employee who
leaves the scene of the accident without appropriate authorization prior
to submission to prohibited substance and alcohol testing will be
considered to have refused the test and be subject to termination of
employment. Post-accident testing covers not only the operation
personnel, but any other employees whose performance could have
contributed to the accident.

Random Testing. Employees working in safety-sensitive classifications
will be subjected to randomly selected, unannounced testing. The
random selection will be by a scientifically valid method. Each safety-
sensitive employee will have an equal chance of being tested each time
selections are made. Safety-sensitive employees will be tested either
just before departure, or during duty, or just after the safety-sensitive
employee has ceased performing his/her duty.

When safety-sensitive employees are off work due to long-term lay-
offs, illness, injury, or vacation, the employee’s name will be placed
back into the pool and another employee name selected.

The number of safety-sensitive employees selected for random testing
will be the amount required in the DOT guidelines. Currently, (February
2018) ten percent (10%) of the employee pool is tested for alcohol and
twenty five percent (25%) for substance abuse. The employee pool will
either be all District safety-sensitive employees or, if the District
participates in a consortium of employers, all safety-sensitive
employees within the consortium.

Return-to-Duty Testing. All employees who previously tested positive
for a prohibited substance or alcohol test must test negative and be
evaluated and released to duty by the SAP before returning to duty.
Employees will be required to undergo unannounced follow-up
prohibited substance and/or alcohol breath testing following returning
to duty. The SAP will determine the duration and frequency. However,
it shall not be less than six tests during the first twelve (12) months, nor
longer than sixty (60) months in total, following return to duty.

Employee Requested Testing. Any employee who questions the result
of a required prohibited substance or alcohol test may request that an
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3205.18 Contact Person. Any questions regarding this policy should be directed to_Human Resources or
to the General Manager.

3205.19 FMCSA Clearinghouse. The District is prohibited from allowing any driver with a Class “A” or
Class “B” Commercial Driver's License that has committed a testing violation and has not completed the
return-to-duty process as outlined in this policy to perform safety-sensitive functions. Drivers will be notified
by the Federal Motor Carrier Safety Administration (FMCSA) when the District obtains information from the
Clearinghouse regarding their violation, or when information concerning the commercial driver is added,
revised, or removed (Policy 3206).

1. The following violations or milestones will be reported to the Clearinghouse for any drivers who are
subject to the Clearinghouse rules. The District, its service providers, its Medical Review Officer(s),
and/or its Substance Abuse Professional(s) (SAPs) are required by FMCSA directed to report:

a. Any verified positive, adulterated, or substituted DOT drug test

b. Any validated DOT alcohol test of 0.04 or higher

c._Any refusal to submit to a DOT required drug or alcohol test

d. Any confirmed and recorded “actual knowledge” that the driver violated the DOT drug or
alcohol rules, including:

1. Any on-duty alcohol use, including any citation for during under the
influence of alcohol (DUI/DWI) while driving a commercial motor vehicle

2. Any alcohol use within 4 hours before going on duty

3. Any alcohol use within 8 hours of an accident or before a post-accident test
is complete (whichever s first)

4. Any prohibited drug use while on duty

e. Successful completion of the return to duty process following treatment

f.Any negative DOT retumn-to-duty test

&-g. Successful completion of follow-up testing

2. Commercial Drivers must grant consent for the District to purchase Clearinghouse reports:

a. Prior to employment with the District, all commercial drivers must create a Clearinghouse
account and log in to permit the District consent to acquire a “full” query report.

b. Commercial drivers must sign a separate Consent “for Limited Queries” form allowing the
District access to “limited” queries each year.

c.The District will notify the commercial driver that they must immediately log in to the
Clearinghouse to provide permission so that the District may obtain the driver's full
Clearinghouse record if a limited query exposes information about the driver.

d. A commercial driver who refuses to grant the consent described above will not be allowed
to perform any safety-sensitive duties as defined in §382.107. The commercial driver will not
be allowed to resume the safety-sensitive duties until the driver has granted the mandatory
consent, the District then obtains the report, and the Clearinghouse query shows that the
driver is eligible to carry out safety-sensitive duties. If the commercial driver is not allowed
to perform any safety-sensitive duties as a result of refusal to grant consent as described
the employee may be eligible for disciplinary action, up to and including termination of
employment.

3. Notice of Violations. Commercial drivers are required to notify the District in writing if they have
violated the drug and/or alcohol prohibitions of 49 CFR Parts 40 or 382 while employed with the
District. The statement must be received before the end of the business day the day after the
commercial driver received notification of the violation or prior to performing any safety-sensitive
duties, whichever comes first.

Adopted by Resolution 21-XX, Date
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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 such testing are to be paid by
the employee unless the second test invalidates 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
employee’s request for a retest must be made to the supervisor within
seventy-two (72) hours of notice of the initial test result. Requests after
seventy-two (72) hours will only be accepted if the delay was due to
documentable facts that were beyond the control of the employee.

iil. Records Retention. The District shall maintain complete records of alcohol
and/or prohibited substance test results for each employee in a secure location
with controlled access. Employee records are confidential and will be available
only to the DOT or any government or law enforcement agency authorized by
law to access the records. Records will be kept for a minimum of five (5) years
regarding the following: driver alcohol tests; positive prohibited substance tests;
documentation on refusals to take alcohol or prohibited substance tests; and,
employee evaluations and referrals. Records will be kept for a minimum of two
(2) years regarding the alcohol and prohibited 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.

Employee Assessment. Any employee who tests positive for the presence of prohibited
substances or whose breath alcohol concentration is above the minimum thresholds set
forth in the DOT guidelines will be assessed by an SAP. An SAP is a District selected
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 returned to
duty following rehabilitation, he/she must agree to and sign a Return-to-Duty
Agreement, pass a return-to-duty prohibited substance and/or alcohol test and be
subject to unannounced follow-up tests for a period of one (1) to five (5) years, as
determined by the SAP. The cost of any rehabilitation and subsequent prohibited
substance and/or alcohol testing is borne by the employee and is on a one-time basis
only. Subject to applicable state and federal laws, an employee may be 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, to participate in the prescribed rehabilitation program.

Test Related Time-Off Work Provisions. Any employee who is relieved from duty due to
a positive alcohol or prohibited substance test must use accumulated compensated
leave (i.e., vacation, sick leave, administrative leave and/or personnel necessity leave)
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 prohibited substance test, such time shall be without pay. In the
event there is a false positive test the District, upon verification, will compensate the
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL
4. Use of Information. The District will only use the information obtained from the Clearinghouse to
determine if the commercial driver is prohibited from performing safety-sensitive duties. The District employee for any regularly scheduled work time missed as a result thereof.
will_not divulge, nor permit any other person to divulge, any driver-specific information from the ) ] ) ) )
Clearinghouse to any person or entity not directly involved in making such determination. J. Contact Person. Any questions regarding this policy should be directed to the General
Manager.
PROCEDURES
A. Reasonable Suspicion Testing.

Vi.

Adopted by Resolution 21-XX, Date

An employee who displays objective signs indicating he or she may be
under the influence of alcohol and/or prohibited substances, according
to a supervisor trained to detect such signs, or other designated, trained
individual (for convenience, referred to hereinafter as “supervisor”).

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

The supervisor is then obligated to ensure that the matter is immediately
investigated.

When the supervisor(s) reasonably suspect and believe that the employee may
be under the influence of alcohol and/or prohibited substances, the employee is
then immediately suspended from duty (with pay) and driven by a designated
District employee (or others designated) to the District ‘s specified collection
site. Testing facilities require the employee in question to show proof of
identification, such as a driver’s license photo or state-issued photo
identification card.

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

At the collection site, the employee will be required to submit a urine sample in
the event that prohibited 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.

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).

The employee whose test results are negative (0.02 alcohol concentration or
less, and no indication of prohibited substances) will be reinstated immediately.
The 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 twenty-four (24) hours after
administration of the test. The employee whose confirmation test result
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PROGEDURES (Staff recommends removing the procedures from the policy)

3205.21 Reasonable Suspicion Testing.

1.

An employee who displays objective signs indicating they-he-ershe may be under the influence
of alcohol and/or prohibited substances, according to a supervisor trained to detect such signs,
or other designated, trained individual (for convenience, referred to hereinafter as
“supervisor”), shall be subject to reasonable suspicion testing.

Any employee may identify someone suspected of alcohol and/or prohibited substance abuse

to any superwsor (empleyeesshe&éreahz&heweve#&ha%%sagm@%e&mhey&emake

aeuen%The superwsor must W|tness first-hand the employees slgns and symptoms Note
Employees should consider that it is against District policy to make false or malicious

statements about other employees and that doing so can result in disciplinary action.

The supervisor is then obligated to ensure that the matter is immediately investigated._An
incident report is written and signed by the supervisor and submitted to Human Resources.

When the supervisor(s) reasonably suspect and believe that the employee may be under the
influence of alcohol and/or prohibited substances, the employee is then immediately
suspended from duty (with pay) and driven by a designated District employee (or others
designated) to the District’s specified collection site. Testing facilities require the employee in
question to show proof of identification, such as a driver's license photo or state-issued photo
identification card.

Whenever practical, Human Resources and the General Manager (or theirhisther designee)
should be notified in advance of the employee being taken to the collection site.

At the collection site, the employee will be required to submit a urine sample in the event that
prohibited 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.

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).

The employee whose test results are negative (0.02 alcohol concentration or less, and no
indication of prohibited substances) will be reinstated immediately. The 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 fwenty-four {24}
hours after administration of the test. The employee whose confirmation test result indicates
an alcohol concentration of 0.04 or greater, the presence of any illegal substance, or the
presence of any legal, controlled substance (medication) for which there is no valid medical
explanation provided in writing by a medical doctor?, will be referred to a District specified SAP

!'In the event that an employee is found to be using a legally prescribed medication, the justification for which is
provided in writing by a medical doctor, the District will evaluate whether the use of the legal controlled substance

Adopted by Resolution 21-XX, Date

vii.

Current Policy

indicates an alcohol concentration of 0.04 or greater, the presence of any illegal
substance, or the presence of any legal, controlled substance (medication) for
which there is no valid medical explanation provided in writing by a medical
doctor,! 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 return-to-duty and
unannounced follow-up testing will result in the employee’s termination of
employment.

The employee whose prohibited substance test results are verified negative will
be reinstated immediately. The employee whose prohibited 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 return-to-duty and unannounced follow-up testing will
result in the employee’s termination of employment.

Random Testing.

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

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

At the collection site, the safety-sensitive employee will be required to submit a
urine sample (in the event that prohibited 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.

The safety-sensitive employee whose test results are negative (0.02 alcohol
concentration or less and no indication of prohibited substances) will be
released to return 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 twenty-four (24) hours after administration of the test. The safety-
sensitive employee whose confirmation test result indicates an alcohol
concentration of 0.04 or greater, the presence of any illegal substance, or the

L 1n the event that an employee is found to be using a legally prescribed medication, the justification for which is
provided in writing by a medical doctor, the District will evaluate whether the use of the legal controlled substance
impairs the employee’s ability to safely perform his or her job, and reserves the right to reassign, suspend, or
terminate the employee, if appropriate, in accordance with applicable state and federal laws.

2 A Medical Review Officer is a licensed physician responsible for analyzing laboratory results generated by the
District’s substance abuse policy testing program.
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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. In the case of a reported negative
dilute result, the District will accept this result as a verified negative. No second collection will
be required unless specifically requested by the Medical Review Officer. Failure to follow the
accepted recommendations or refusal to submit to return-to-duty and unannounced follow-up
testing will result in the employee’s termination of employment.

The employee whose prohibited substance test results are verified negative will be reinstated
immediately. The employee whose prohibited substance test is verified positive by the Medical
Review Officer2 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 return-to-duty and unannounced follow-up testing will result in the employee’s
termination of employment.

3205.22 Random Testing.

1.

The compliance company_or consortium notifies the—General—Manager—(or—histher

desigreejHuman Resources, who in turn notifies the supervisor to send the safety-sensitive
employee to the collection site for alcohol and/or prohibited substance testing.

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

At the collection site, the safety-sensitive employee will be required to submit a urine sample
(in the event that prohibited 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.

The safety-sensitive employee whose test results are negative (0.02 alcohol concentration or
less and no indication of prohibited substances) will be released to return 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 twenty-four—24} hours after administration of the test. The safety-sensitive
employee whose confirmation test result indicates an alcohol concentration of 0.04 or greater,
the presence of any illegal substance, or the presence of any legal, controlled substance
(medication) for which there is no valid medical explanation provided in writing by a medical
doctor3, 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. In the case of a reported negative

impairs the employee’s ability to safely perform_their-his-o+her job, and reserves the right to reassign, suspend, or
terminate the employee, if appropriate, in accordance with applicable state and federal laws.

2 A Medical Review Officer is a licensed physician responsible for analyzing laboratory results generated by the
District’s substance abuse policy testing program.

3 See footnote 1.

Adopted by Resolution 21-XX, Date
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presence of any legal, controlled substance (medication) for which there is no
valid medical explanation provided in writing by a medical doctor,3 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 return-
to-duty and unannounced follow-up testing will result in the safety-sensitive
employee’s termination of employment.

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

Post Accident.

The employee performing a safety-sensitive function, including operating
a motor vehicle, notifies a supervisor that an accident has occurred.

The supervisor determines that the circumstances of the accident warrant a
post-accident test in accordance with DOT guidelines. Thereafter, the
supervisor directs the employee to immediately go to the collection site for
alcohol and prohibited substance testing. The testing facility requires the
employee in question to have proof of identification, such as a driver’s license
photo or state-issued photo identification card.

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

The General Manager (or his/her designee) will be notified that an accident has
occurred and that the employee was instructed to go to the collection site.

The employee whose tests results are negative (0.02 alcohol concentration or
less and no indication of prohibited substances) will be released to return to
work. The 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 twenty-four (24) hours
after administration of the test. The safety-sensitive employee whose
confirmation test result indicates an alcohol concentration of 0.04 or greater,
or the presence of any illegal substance or controlled, legal substance for which
there is no valid medical explanation provided in writing by a medical doctor,*

3 See footnote 1.
4 See footnote 1.
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dilute result, the District will accept this result as a verified negative. No second collection will
be required unless specifically requested by the Medical Review Officer. Failure to follow the
accepted recommendations or refusal to submit to return-to-duty and unannounced follow-up
testing will result in the safety-sensitive employee’s termination of employment.

The safety-sensitive employee whose prohibited substance test results are verified negative
will then be released to return to work. The safety-sensitive employee whose prohibited
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. In the case of a reported negative dilute result, the District will
accept this result as a verified negative. No second collection will be required unless
specifically requested by the Medical Review Officer. Failure to follow the accepted
recommendations or refusal to submit to return-to-duty and unannounced follow-up testing will
result in the safety-sensitive employee’s termination of employment.

3205.23 Post Accident.

1.

The employee performing a safety-sensitive function, including operating a motor vehicle,
notifies a supervisor that an accident_or a near-miss has occurred.

The supervisor determines that the circumstances of the accident or near-miss warrant a post-
accident test in accordance with DOT guidelines. The supervisor may confer with Human
Resources andlor_the General Manager to determine whether a post-accident test is
warranted. FhereafterThen, the supervisor direets—drives the employee or designates
someone to drive the employeete immediately—ge to the collection site for alcohol and
prohibited substance testing. The testing facility requires the employee in question to have
proof of identification, such as a driver’s license photo or state-issued photo identification card.

An incident report is written and signed by the supervisor and submitted to Human Resources.

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

The General Manager (or theirkisther designee), and Human Resources will be notified that
an accident has occurred and that the employee was instructed to go to the collection site.

The employee whose test results are negative (0.02 alcohol concentration or less and no
indication of prohibited substances) will be released to return to work. The 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 twenty-four{24}
hours after administration of the test. The safety-sensitive employee whose confirmation test
result indicates an alcohol concentration of 0.04 or greater, or the presence of any illegal
substance or controlled, legal substance for which there is no valid medical explanation
provided in writing by a medical doctor4, will be referred to a District specified SAP who will

* See footnote 1.
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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 employee. Failure to follow
the accepted recommendations or refusal to submit to return-to-duty and
unannounced follow-up testing will result in the employee’s termination.

Vi. The employee whose prohibited substance test results are verified negative will
be released to return to work. The employee whose prohibited 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 return-to-duty and unannounced follow-up testing will
result in the employee’s termination of employment.

Return to Work and Follow Up.

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

ii. The supervisor notifies the employee to immediately go to the collection site for
alcohol and prohibited substance testing. The testing facility requires the
employee in question to have proof of identification, such as a driver’s license
photo or state-issued photo identification card.

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

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

Chain of Custody for Specimens.

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

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

fii. 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 prohibited substance and/or
alcohol testing laboratory, the specimens will 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

> See footnote 1.
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assess the safety-sensitive employee’s condition and make a recommendation for treatment
which, if accepted by the District, must be followed by the employee. In the case of a negative
dilute result, the District will accept this result as a verified negative. No second collection will
be required unless specifically requested by the Medical Review Officer. Failure to follow the
accepted recommendations or refusal to submit to return-to-duty and unannounced follow-up
testing will result in the employee’s termination.

The employee whose prohibited substance test results are verified negative will be released
to return to work. The employee whose prohibited 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. In the case of a reported negative dilute result, the
District will accept this result as a verified negative. No section collection will be required unless
specifically requested by the Medical Review Officer. Failure to follow the accepted
recommendations or refusal to submit to return-to-duty and unannounced follow-up testing will
result in the employee’s termination of employment.

3205.24 Return to Work and Follow Up.

1.

The compliance company_or consortium notifies the District to send the employee to the
collection site for alcohol and prohibited substance testing.

The supervisor notifies the employee to immediately go to the collection site for alcohol and
prohibited substance testing. The testing facility requires the employee in question to have
proof of identification, such as a driver’s license photo or state-issued photo identification card.

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

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

3205.25 Chain of Custody for Specimens.

1.

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

2. Urine will be in a wide-mouthed clinic specimen container which will remain in full view of the

employee until split, transferred to, sealed and initialed in two tamper-resistant urine bottles.

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 prohibited substance and/or alcohol testing laboratory, the specimens
will be placed in the transportation container. The container will be sealed in the employee’s

3 See footnote 1.

Adopted by Resolution 21-XX, Date
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to the designated testing laboratory on that day or the earliest business day by
the fastest available method.

A chain of custody form will be completed by the on-duty technician during the
specimen collection process and attached to and mailed with specimen.

F. Specimen Collection of Strange and/or Unrecognizable Substances.

An employee is observed with a strange and/or unrecognizable substance
reasonably suspected to be a prohibited substance.

The supervisor, in the presence of a witness, places the strange and/or
unrecognizable substance in a clear plastic bag. The bag is sealed, labeled and
signed by both the supervisor and the witness.

An incident report is written by the supervisor and signed by both the
supervisor and the witness.

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.

G. Alcohol Concentration.

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

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

If the results of the initial test show an alcohol concentration of 0.02 or greater,
a second or confirmation test must be conducted. The confirmation test must
not be conducted less than fifteen (15) minutes after, nor more than twenty
(20) minutes after the screening test.

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 that reliability of the results.

H. 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.

References:  DOT 49 CFR Part 382

59 of 143

2021-12-20 - BCVWD Personnel Committee Agenda - Page 51 of 64


sfoley
Typewritten Text
Proposed Policy

sfoley
Typewritten Text
Current Policy


Proposed Policy

Current Policy

BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

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 DOT 49 CFR Part 40
available method. https://www.ecfr.gov/cgi-bin/text-
idx?SID=44edbc0e557a4cc5ff03365810ee5blc&mce=true&node=pt49.1.40&rgn=div5
4. A chain of custody form will be completed by the on-duty technician during the specimen OR
collection process and attached to and mailed with specimen. https://www.gpo.gov/fdsys/pkg/FR-2017-11-13/pdf/2017-24397 pdf
3205.26 Specimen Collection of Strange and/or Unrecognizable Substances. DOT 49 CFR Part 29
https://www.gpo.gov/fdsys/granule/CFR-1999-title49-vol1/CFR-1999-title49-voll-
1. An employee is observed with a strange and/or unrecognizable substance reasonably part29

suspected to be a prohibited substance.
Drug-Free Workplace Act of 1988

2. The supenvisor, in the presence of a witness, places the strange and/or unrecognizable h;t Si OW(‘:;W' 0.g0v/fdsys/pke/USCODE-2009-title41/pdf/USCODE-2009-titled1-
substance in a clear plastic bag. The bag is sealed, labeled, and signed by both the supervisor €hap’2.0d1
and the witness.

3. An incident report is written by the supervisor and signed by both the supervisor and the
witness.

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.

3205.27 Alcohol Concentration.

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

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

3. If the results of the initial test show an alcohol concentration of 0.02 or greater, a second or
confirmation test must be conducted. The confirmation test must not be conducted less than
fifteen{15) minutes after, nor more than fwenty-{20} minutes after the screening test.

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 results.

3205.28 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.

References: ~ DOT 49 CFR Part 382

https://www.ecfr.gov/cgi-
bin/retrieeECFR?gp=1&ty=HTML&h=L&mc=true&=PART&n=pt49.5.382

DOT 49 CFR Part 40

https://www.ecfr.gov/cgi-bin/text-
idx?SID=44edbc0e557a4cc5ff03365810ee5b1c&me=true&node=pt49.1.40&rgn=div5
OR

Adopted by Resolution 21-XX, Date
60 of 143

2021-12-20 - BCVWD Personnel Committee Agenda - Page 52 of 64


sfoley
Typewritten Text
Proposed Policy

sfoley
Typewritten Text
Current Policy


Proposed Policy

BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

https://www.gpo.gov/fdsys/pka/FR-2017-11-13/pdf/2017-24397..pdf

DOT 49 CFR Part 29
https://www.gpo.gov/fdsys/granule/CFR-1999-title49-vol1/CFR-1999-title49-vol1-part29

Drug-Free Workplace Act of 1988
https://www.gpo.gov/fdsys/pka/USCODE-2009-title4 1/pdf/USCODE-2009-title41-

chap10.pdf

Adopted by Resolution 21-XX, Date
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APPENDIX A
SAFETY SENSITIVE CLASSIFICATIONS AND FUNCTIONS
Water Division-Safety-Sensitive Classifications

Water Utility WerkerPerson | 11 Il
Production OperaterMaintenance | Il
Production Supervisor

Field Superintendent
Heaw-Equipment-Operator
e

Maintenance Utility Worker

Recycled Water Supervisor
Transmission and Distribution Supervisor

Safety-Sensitive Functions
o Operating any vehicle where a Class A or Class B driver’s license would be required.

o __Alltasks that involve the operation of heavy equipment, and any function in which the employee’s

performance, reflexes, and/or judgment impact the safety of the employee or others.

Adopted by Resolution 21-XX
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APPENDIX A

SAFETY SENSITIVE CLASSIFICATIONS AND FUNCTIONS

Water Division Safety-Sensitive Classifications

Utility Worker | 11 11l

Production Operator / Supervisor

Field Superintendent

Heavy Equipment Operator

Grade Checker

Recycled Water Supervisor

Transmission and Distribution Supervisor

Safety-Sensitive Function
Operating any vehicle where a Class A or Class B driver’s license would be required.

All tasks that involve the operation of heavy equipment, and any function in which the employee’s
performance, reflexes, and/or judgment impact the safety of the employee or others.
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APPENDIX B
VOLUNTARY PARTICIPATION IN RANDOM TESTING

Although my classification is not considered safety-sensitive, | may volunteer at various times to perform a
safety-sensitive function. In adherence to the District’'s policy on random alcohol and controlled substance
testing of employees performing safety-sensitive functions, | hereby agree to be included in the pool of
employees selected for such testing. | further agree that my voluntary submission to alcohol and controlled
substance testing requires that | will follow all related procedures as described in the Employee
HandbeekPolicy Manual, and that a positive test result will be handled in the same way it would for an
employee regularly in a safety-sensitive classification. Fhis-agreement-is-valid-for-one—year-from-thedate
signed.

Employee’s Signature Date

Employee’s Name Printed

Adopted by Resolution 21-XX

Current Policy

APPENDIX B

VOLUNTARY PARTICIPATION IN RANDOM TESTING

Although my classification is not considered safety-sensitive, | may volunteer at various times to perform a
safety-sensitive function. In adherence to the District’s policy on random alcohol and controlled substance
testing of employees performing safety-sensitive functions, | hereby agree to be included in the pool of
employees selected for such testing. | further agree that my voluntary submission to alcohol and
controlled substance testing requires that | follow all related procedures as described in the Employee
Handbook, and that a positive test result will be handled in the same way it would for an employee
regularly in a safety-sensitive classification. This agreement is valid for one year from the date signed.

Employee’s signature Date

Employee’s Name Printed
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POLICY TITLE: FMCSA CLEARINGHOUSE REGISTRATION
POLICY NUMBER: 3206

3206.1  FMCSA Clearinghouse. The Federal Motor Carrier Safety Administration (FMCSA) Clearinghouse is
a secure, online database that provides employers and other authorized users real-time information about
commercial driver’s license (CDL) and commercial driver's permit (CLP) holder's drug and alcohol program
violations.

3206.2  Any driver who holds a CDL, such as a California Class “A” or Class “B” license and meets the
requirements of the CDL standards (49 CFR Part 383), and the FMCSA Drug and Alcohol Testing Program (Part
382), and CLP holders are “covered drivers” under the Clearinghouse.

3206.3 Covered drivers who are employed by the District are required to have an online account at
clearinghousefmcsa.dot.gov and are highly encouraged to provide a personal email address so that they can be
contacted. Covered drivers are permitted to see their own Clearinghouse records free of charge and may
challenge the accuracy of the information reported to the Clearinghouse, but not the accuracy of test results or
refusals using the procedures listed in §382.717 (Policy 3205). Covered drivers must register with the FMCSA
Clearinghouse within 48 hours upon being notified to register by the District.

32064  Candidates for employment with a conditional offer of employment with the District and meet the
requirements of a “covered driver” as defined in section 3206.2, are required to have an online account at
clearinghousefmcsa.dot.gov and are highly encouraged to provide an email address so that they can be contacted.
Candidates for employment are permitted to see their own Clearinghouse records free of charge and may
challenge the accuracy of information reported to the Clearinghouse, but not the accuracy of test results or refusals
using the procedures listed in §382.717 (Policy 3205).

32065 Use of Information. The District will only use the information obtained from the Clearinghouse to
determine if the driver is prohibited from performing safety-sensitive duties. The District will not divulge, nor permit
any other person or entity to divulge, any driver-specific information from the Clearinghouse to any person or entity
not directly involved in making such determination.

3206.6 Designated Employer Representative. The Human Resources Coordinator serves as the
District's Designated Employer Representative (DER). The DER is responsible for conducting the District's
Annual Queries, Pre-Employment Queries, Violation Reporting, and Return-to-Duty Reporting in the FMCSA
Clearinghouse. The DER also serves as the custodian for all records required by the Department of
Transportation (DOT).

Adopted by Resolution 21-XX, Date
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Beaumont-Cherry Valley Water District
Personnel Committee Iltem 7
December 20, 2021

STAFF REPORT

TO: Board of Directors Personnel Committee
FROM: Sabrina Foley, Human Resources Coordinator

SUBJECT: Review Policy Manual Project Priorities

Staff Recommendation

No recommendation, for informational purposes and discussion only.

Background

At the November 15, 2021 meeting of the Personnel Committee of the Board of Directors, the
Committee discussed that it might be pertinent to review the policy manual project to work on the
policies in order of priority. The Committee directed staff to indicate which policies were proposed
to be of higher importance for discussion.

Summary

District staff have identified higher priority policies for review in the Policy Approval Tracking
spreadsheet (Attachment 1) in yellow and the lower priority policies in light blue.

Staff have identified the following policies as having a high priority for review:

Policy Name Explanation/Notes

3085 Sick Leave Add legal updates and limits to buy-back to leave a certain
balance.

3090 Family and Medical Leave | Add legal updates

3095 Pregnancy Disability Add legal updates

Leave

3096 Lactation Accommodation | No existing policy

3100 Bereavement Leave Employee Association priority

3111 Leave for Crime Victims No existing policy
and Family Members
3115 Return to Work Policy ACWA JPIA recommended updates

3120 Occupational Injury and Safety-related policy
lliness Prevention Program

3121 Infectious Disease No existing policy
Control

3122 Workplace Violence No existing policy
3123 Theft No existing policy
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3125 Uniforms and Protective
Clothing

Differentiate uniforms from dress code; Employee
Association priority

3145 Driver Training and
Record Review

Add FMCSA Clearinghouse requirements, legal updates,
HR functions

3205 Substance Abuse (In
Conformance with DOT
Guidelines)

Safety-related policy, and at request of Director Ramirez.
Currently under review

3206 FMCSA Clearinghouse
Registration

Legal updates

3230 Workers’ Compensation

No existing policy

3231 Accommodations for
Disability

No existing policy

3235 Military Leave

No existing policy

3240 Dress Code and Personal
Standards

No existing policy; differentiate from Uniforms and
Protective Clothing policy, Employee Association priority

4030 Board Meeting Agendas

Legal counsel advised revision-two directors to request an
item on an agenda

5005 Emergency Preparedness

Safety-related policy

5010 Emergency Response
Guideline for Hostile or Violent
Incidents

Safety-related policy; possibly combine with Workplace
Violence policy for clarity.

5055 Employment of
Consultants and Professional
Services

Finance & Administration priority; provide clarification
regarding professional services agreements and
requirements

5060 Employment of Outside
Contractors

Finance & Administration priority; provide clarification for
which projects, consultants, etc. are covered by the policy

5080 Purchasing

Finance priority at the recommendation of District's auditors

5081 Contract Review Policy

No existing policy

5100 Press Relations and
Social Media

At request of Director Ramirez

Fiscal Impact
To be determined.

Attachments

1. Policy Approval Tracking — BCVWD Policy Manual Project

Staff Report prepared by Sabrina Foley, Human Resources Coordinator.
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Provisionally Approved

Policy Drafted by BCVWD Approved by Legal Presented to by Personnel Presented to Board Approved by Board Resolution
Number New Policy Number Section Policy Name Staff onsible Staff Counsel [« Ci of Directors of Directors d Date Number
1 1000 General Definitions Yes Human Resources 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
Definitions Additional Edits Human Resources 6/28/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
2 1005 General Contractual Provisions Yes Human Resources 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
N/A 1010 General Policy Manual Yes Human Resources 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
3 2000 Administration Equal Opportunity Yes Human Resources 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
4 2005 i i ive-Act Yes Human Resources Recommend to Remove 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
5 2010 Administration Access to Personnel Records Yes Human Resources 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
6 2015 Administration Harassment Yes Human Resources 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
7 2020 Administration Sexual Harassment Yes Human Resources 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
N/A 2025 Administration Whistleblower Protection Yes Human Resources 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
8 3000 Personnel Employee Status Yes Human Resources 4/12/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Employee Information and
N/A 3001 Personnel Emergency Data Yes Human Resources 4/12/2021 6/21/2021 6/21/2021 10/13/2021 10/13/2021 10/13/2021 21-018
N/A 3002 Personnel Employee Groups Yes Human Resources 4/12/2021 5/17/2021 5/17/2021 10/13/2021 10/13/2021 10/13/2021 21-018
9 3005 Personnel Compensation Yes Human Resources 7/13/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Prevailing-Wage-Public Works
N/A 3006 Personnel Contractor-Employee Relations Yes Human Resources 7/13/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Employee Performance
10 & 49 3010 Personnel Evaluation Yes Human Resources 7/13/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Performance Evaluation-General
11 3015 Personnel Manager Yes Human Resources 8/3/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Requested edits, bring
back after MOU
12 3020 Personnel Health and Welfare Benefits Yes Human Resources 10/12/2021 11/15/2021 Negotiations
13 3025 Personnel Pay Periods Yes Human Resources 10/12/2021 11/15/2021 11/15/2021
Requested edits on
14 3030 Personnel Gift Acceptance Guidelines Yes Human Resources 12/10/2021 12/20/2021 11/15/2021
Requested edits on
15 3035 Personnel Outside Employment Yes Human Resources 10/12/2021 12/20/2021 11/15/2021
16 3040 Personnel Letters of Recommendation Yes Human Resources
17 3045 Personnel Executive Officer Yes Human Resources
Volunteer Personnel Workers'
18 3050 Personnel Compensation Insurance Yes Human Resources
Work Hours, Overtime, and
19 3055 Personnel Standby Program Yes Human Resources
20 3060 Personnel Continuity of Service Yes Human Resources
20 (incorrect
numbering) 3065 Personnel Reduction in Force Yes Human Resources
21 3070 Personnel Holidays Yes Human Resources
22 3075 Personnel Vacation Yes Human Resources
Pre-Employment Physical
23 3080 Personnel Examination Yes Human Resources
24 3085 Personnel Sick Leave Yes Human Resources
25 3090 Personnel Family and Medical Leave Yes Human Resources
26 3095 Personnel Pregnancy Disability Leave Yes Human Resources
N/A 3096 Personnel Lactation Accommodation No Human Resources
27 3100 Personnel Bereavement Leave Yes Human Resources
28 3105 Personnel Personal Leave of Absence Yes Human Resources
29 3110 Personnel Jury and Witness Duty Yes Human Resources
Leave for Crime Victims and
N/A 3111 Personnel Family Members No Human Resources
Yes; needs
modifications from
30 3115 Personnel Return to Work Policy ACWA JPIA Human Resources
Occupational Injury and lliness
31 3120 Personnel Prevention Program Yes Human Resources
N/A 3121 Personnel Infectious Disease Control Yes Human Resources
N/A 3122 Personnel Workplace Violence Yes Human Resources
N/A 3123 Personnel Theft No Human Resources
32 3125 Personnel Uniforms and Protective Clothing Yes Human Resources
33 3130 Personnel Conferences Yes Human Resources
Occupational Certification
34 3135 Personnel Assistance Yes Human Resources
35 3140 Personnel Respiratory Protection Program Yes Human Resources
Dirver Training and Record
36 3145 Personnel Review Yes Human Resources
37 3150 Personnel District Vehicle Usage Yes Human Resources
38 3151 Personnel Personal Vehicle Usage Human Resources
HIPAA Compliance and Security
39 3160 Personnel Officer Yes Human Resources
40 3165 Personnel Tobacco Use Yes Human Resources
Priority Legend:
Yellow Highlight = Highest Priority
1of3 Light Blue Highlight = Lowest Priority
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Provisionally Approved
Policy Drafted by BCVWD Approved by Legal Presented to by Personnel Presented to Board Approved by Board Resolution
Number New Policy Number Section Policy Name Staff onsible Staff Counsel [« i Ci of Directors of Directors doption Date Number
41 3170 Personnel Smoke Free Workplace Yes Human Resources
Disciplinary Action or
42 3175 Personnel Terminations Yes Human Resources
Nepotism-Employment of
43 3180 Personnel Relatives Yes Human Resources
Confidentiality Regarding
44 3185 Personnel Resignations Yes Human Resources
Internet, E-Mail, and Electronic
Communication Ethics, Usage and
45 3190 Personnel Security Yes Information Techology
N/A 3191 Personnel Electronic Signature Policy No Information Techology
46 3195 Personnel Cellular Telephone Usage Yes Information Techology
47 3200 Personnel Greivance Procedures Yes Human Resources
Substance Abuse (In Conformance
with Department of Transportation
48 3205 Personnel Guidelines) Yes Human Resources 12/6/2021 12/20/2021
FMCSA Clearinghouse
N/A 3206 Personnel Registration No Human Resources 12/6/2021 12/20/2021
50 3215 Personnel Personnel Action Form (PAF) Yes Human Resources
Recruitment, Selection and
51 3220 Personnel Onboarding Yes Human Resources
Employee Leave Donation
N/A 3225 Personnel Program and Policy Yes Human Resources
N/A 3230 Personnel Workers' Compensation Yes Human Resources
N/A 3231 Personnel Accommodations for Disablity No Human Resources
N/A 3235 Personnel Military Leave Yes Human Resources
Dress Code and Personal
N/A 3240 Personnel Standards Yes Human Resources
N/A 3245 Personnel Non-Solicitation No Human Resources
N/A 3250 Personnel Telecommuting No Human Resources
N/A 3255 Personnel Time off for School Activities No Human Resources
N/A 3260 Personnel Time off to Vote No Human Resources
1 4005 Board of Directors Basis of Authority Yes HR/Administration
Members of the Board of
2 4010 Board of Directors Directors Yes HR/Administration
Committees of the Board of
3 4015 Board of Directors Directors Yes HR/Administration
4 4020 Board of Directors Board President Yes HR/Administration
Verbal Review during
5 4025 Board of Directors Board Meetings Yes HR/Administration meeting N/A Directed to Full Board 12/8/2021 12/8/2021 12/8/2021 2021-24
6 4030 Board of Directors Board Meeting Agendas Yes HR/Administration
7 4035 Board of Directors Board Meeting Conduct Yes HR/Administration
8 4040 Board of Directors Board Actions and Decisions Yes HR/Administration
9 4045 Board of Directors Attendance at Meetings Yes HR/Administration
10 4050 Board of Directors Minutes of Board Meetings Yes HR/Administration
Rules of Order for Board and
11 4055 Board of Directors Committee Meetings Yes HR/Administration
Training, Education and
12 4060 Board of Directors Conferences Yes HR/Administration 6/30/2021 N/A Directed to Full Board 7/14/2021 7/14/2021 7/14/2021 2021-12
Remuneration, Director Per Diem Revisions Requested on
13 & 16 4065 Board of Directors Fees Yes HR/Administration 6/30/2021 N/A Directed to Full Board 7/14/2021 7/14/2021 7/14/2021 2021-12
Payment of Expenses Incurred on
14 4070 Board of Directors District Business Yes HR/Administration
15 4075 Board of Directors Expenditure Reimbursement Yes HR/Administration
17 4080 Board of Directors Membership in Associations Yes HR/Administration
18 4085 Board of Directors Ethics Training Yes HR/Administration
N/A 4086 Board of Directors Anti-Harassment Training No HR/Administration
19 4090 Board of Directors Code of Ethics Yes HR/Administration
20 4095 Board of Directors Ethics Policy Yes HR/Administration
Electronic Communications and
N/A 4100 Board of Directors Data Devices at Dais Yes HR/Administration 6/28/2021 N/A Directed to Full Board 7/14/2021 7/14/2021 7/14/2021 2021-11
1 5005 Operations Emergency Preparedness Yes Human Resources
Emergency Response Guideline for
2 5010 Operations Hostile or Violent Incidents Yes Human Resources
Computer and Business
3 5015 Operations Continuity Security Yes Information Techology
Environmental Health and Safety
4 5020 Operations Compliance Program Yes HR/Operations
Iliness and Injury Prevention
5 5025 Operations Program Yes HR/Operations
6 5030 Operations Budget Preparation Yes Finance
7 5035 Operations Fixed-Asset Accounting Control Yes Finance
Priority Legend:
Yellow Highlight = Highest Priority
20f3 Light Blue Highlight = Lowest Priority
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Policy Drafted by BCVWD Approved by Legal Presented to by Personnel Presented to Board Approved by Board Resolution
Number New Policy Number Section Policy Name Staff onsible Staff Counsel [« i Ci of Directors of Directors doption Date Number
8 5040 Operations Fixed-Asset Capitalization Yes Finance
9 5045 Operations Investment of District Funds Yes Finance
Finance/Customer
10 5050 Operations Customer Payment Arrangements Yes Service
Employment of Consultants and
11 5055 Operations Professional Services Yes Finance/HR
Employment of Outside
12 5060 Operations Contractors Yes Finance/Administration
13 5065 Operations Easement Abandonment Yes Administration
14 5066 Operations Easement Acceptance No Administration
15 5070 Operations Encroachment Permits Yes Administration
16 5075 Operations Credit Card Usage Yes Finance
17 5080 Operations Purchasing Yes Finance
N/A 5081 Operations Contract Review Policy No Finance/Administration
Disposal of Surplus Property or
18 5085 Operations Equipment Yes Finance
19 5090 Operations Records Retention Yes Administration
District Residences and Facility Requested edits, sent Requested Edits
N/A 5095 Operations Emergency Policy Yes HR/Administration 7/21/2020 6/21/2021 to Board for review 10/13/2021 10/28/2021 10/28/2021 2021-19
N/A 5100 Operations Press Relations and Social Media No Administration
1 6005 Miscellaneous Purpose of Board Policies Yes Human Resources
2 6010 Miscellaneous Adoption, Amendment of Policies Yes Human Resources
3 6015 Miscellaneous Public Complaints Yes Human Resources
4 6020 Miscellaneous Claims Against the District Yes Human Resources
5 6025 Miscellaneous Copying Public Documents Yes HR/Administration
District Standards for the
6 6030 Miscellaneous Furnishing of Materials Yes HR/Administration
7 6035 Miscellaneous Environmental Review Guidelines Yes Engineering
8 6040 Miscellaneous Annexation No Engineering
9 6045 Miscellaneous Construction Requirements No Engineering
N/A 7000 Information Technology Acceptable Use Yes Information Techology
N/A 7005 Information Technology Accessibility Yes Information Techology
N/A 7010 Information Technology Electronic Communications Yes Information Techology
N/A 7015 Information Technology Passwords Yes Information Techology
N/A 7020 Information Technology Remote Access/VPN Yes Information Techology
N/A 7025 Information Technology Datacenter Physical Security Yes Information Techology
N/A 7030 Information Technology Wireless Communications Yes Information Techology
N/A 7035 Information Technology Mobile Device Security Yes Information Techology
N/A 7040 Information Technology Internet Use Yes Information Techology
Information Systems Backup &
N/A 7045 Information Technology Data Retention Yes Information Techology
Personally Identifiable
N/A 7050 Information Technology Information Yes Information Techology
N/A 7055 Information Technology Drones Use No Information Techology
Security and Technology Access
N/A 7060 Information Technology for Independent Contractors No Information Techology
Priority Legend:
Yellow Highlight = Highest Priority
30f3 Light Blue Highlight = Lowest Priority
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BEAUMONT-CHERRY VALLEY WATER DISTRICT
District Water Certification Compliance Report

Scope and Summary of Report:

This report describes the current condition of the Beaumont-Cherry Valley Water District's
compliance with California State Water Board certifications for Distribution and Treatment
operators as of December 2021. This report considers safety classifications that require
certification(s). It does not consider employees who may have earned certification(s) beyond the
requirements of their position or employees who are not currently working in a safety-sensitive
position or performing a safety-sensitive function.

Background

The current District requirements for certifications were established in job descriptions written
during various periods, roughly from 1998-2017. These certification requirements were
determined internally as they were needed.

The Beaumont-Cherry Water District has a Distribution Level 4 and a Treatment Level 2 rated
water distribution system. Employees working for the District are able to become certified one
level above the District’s rating, up to a D-5 and T-3, but would not, for example, be able to earn
a T-4 certification without working at another water district to gain approved experience on another
system.

Prior to 2020, the California State Water Boards only permitted in-person testing for the
certification process. As a result, the COVID-19 pandemic caused a delay in the testing and
application process for certification candidates for several months. The State has reinstated
testing through a computer-based system and is conducting online testing based on a
predetermined waiting list. The pandemic has also caused a highly competitive labor market.
Prior to the pandemic, Human Resources commonly received more than 100 applications for an
entry level water utility position. More recently, Human Resources received 40 applications for the
same position, with fewer candidates possessing qualifying certifications.

The District is currently conducting a classification study through a third-party consultant with the
aim of conducting a whole job analysis for the job classifications of the District. The preliminary
results of the study have concluded that the certification levels for some safety-sensitive job
classes should be adjusted based on the District's water system rating, and the requirements of
each position.
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Current Certification Requirements

BCVWD Job Title Distribution Certification Treatment Certification
Level Level
Director of Operations D-4 T-4
Field Superintendent D-4 T-2
Production Supervisor D-4 T-2
Transmission & Distribution D-4 T-2
Supervisor
Water Utility Person 11l D-3 T-2
Production Maintenance Il D-3 T-2
Water Utility Person Il D-2 None
Production Maintenance | D-2 T-1
Water Utility Person | D-1 None

Consultant’s Proposed Certification Requirements

BCVWD Job Title Distribution Certification Treatment Certification
Level Level
Director of Operations D-5 T-2
Field Superintendent D-4 T-2
Production Supervisor D-3 T-2
Transmission & Distribution D-3 T-2
Supervisor
Water Utility Person Ill D-3 T-1
Production Maintenance |l D-2 T-2
Water Utility Person Il D-2 T-1
Production Maintenance | D-1 T-1
Water Utility Person | D-1 None

Current Compliance

Due to the conditions described above, the District is not currently in compliance with the currently
established requirements. Out of 20 current safety-sensitive employees, three are currently fully

compliant with the requirements of their existing job descriptions, for a 15% compliance rate.

If the consultant’s proposed certification requirements are used as the basis of measurement, six

employees are currently fully compliant, with a 30% compliance rate.
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Incentive Pay

Article 25 of the Memorandum of Understanding between the Beaumont-Cherry Valley Water
District and the BCVWD Employee Association states:

“Full-Time continuous employees with three years of service or more (at time of
application) receiving education certification one step or higher above their existing
job classification (Step 4 or below) will be eligible to receive a one-time step
increase up to the Salary Schedule Step 5 Limit increase. Any Grade Il employees
at Salary Schedule Step 4 or below may receive an additional one-time step
increase if they obtain a certification two steps above their existing job
classifications (i.e. Grade Ill operator with a Distribution V certification) as
approved by the General Manager. Employees must first make application to their
supervisors to be eligible to participate in the Incentive Pay program including
employees whose job classification may not have corresponding education
certification. All applications are subject to approval of the General Manager.”

Currently, one employee is eligible for the Incentive Pay program. One other employee would be
eligible but is already at Salary Schedule Step 5.

Occupational Certification Assistance Policy

The District reimburses employees for recognized certificate and registration programs that are
job-related, including continuing education courses or renewal fees associated with certificates or
registration programs, subject to budget limitations and General Manager approval.

Prepared by Sabrina Foley, Human Resources Coordinator
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