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Approved:

City of Riverside, California
Personnel Policy and Procedure Manual Haman Resources Director

City Manager

Number: _V-6 _ Effective Date: _07/02

SUBJECT: EDUCATION REIMBURSEMENT PROGRAM

PURPOSE:

To encourage employees of the City to take educational courses and training programs which
shall enhance and broaden the performance of their present duties and prepare them for
advancement opportunities.

POLICY:

Efforts shall be made to provide training and educational assistance for all levels in the City, from
those requiring a minimum of specialized skills to those requiring higher education preparation.
Completion of a training or educational course shall not guarantee promotion or advancement of
an employee, but is intended to expand skills and knowledge, thus providing the individual with
higher levels of opportunity and performance.

The funds for the Education Reimbursement Program shall be part of the City-wide training funds
budgeted by the Human Resources Department/Training Division. Reimbursement may only be
received for courses which are job related or lead toward possible advancement in the City.

The Human Resources Director shall be responsible for administering the Education
Reimbursement Program and shall have the authority to approve or deny a request for education
assistance. Potential benefit of the course to the City, the recommendation of the department,
the employee's work performance, length of service, previous educational background, and the
amount and types of courses previously taken by the employee may be considered. Approval
shall be limited to courses offered by accredited colleges, universities, community colleges, adult
education, or vocational programs. Accredited courses offered "on-line” through distance learning
are included. Normally, correspondence courses shall not be approved for reimbursement under

this program.

Requests shall be reviewed and approved on an ongoing basis. The employee must receive the
recommendation of the department head and approval by the Human Resources Director prior
to starting a course. In the event of insufficient budgeted funds, approvals shall be tentative,
placed on a waiting list, and subject to final approval upon the availability of budgeted funds. The
waiting list shall terminate at the end of each fiscal year. Only courses that receive final approval
shall be reimbursed. In no event will a course be reimbursed if there are insufficient funds.

When an employee is required by the department to attend a particular course or seminar,
normally the expense shall be the responsibility of the respective department and employee.
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As a general rule, time spent on approved educational courses should be outside of scheduled
working hours and shall not be considered as time worked for the City.

Reimbursement under this program will be up to $333 per quarter, or $500 per semester, but will
not exceed $1,000 per fiscal year. It includes the cost of registration, tuition, books and {ab fees.
Special fees, food/meals, parking and mileage/transportation are not eligible for reimbursement.
To receive reimbursement, students must attain a “C” grade or better. Pass\fail or no credit
courses are considered to be “C" grade or better.

Employees are responsible for any income tax liability that may incur under this program.

ELIGIBILITY REQUIREMENTS

All regular full-time employees who have completed one year of full-time employment and at least
one probationary period are eligible to apply for education reimbursement.

PROCEDURE:
Responsibility Action
Employee 1. Complete an Education Reimbursement
Request (Form 1210.004) secured from the
Human Resources Department.

2. Make request for approval prior to the
beginning of each class, school semester or
quarter.

3. Submit Education Reimbursement Request to
the employee's department.

Department Head 4, Make appropriate recommendations and
forward to the Human Resources Director.

Human Resources Director 5. Review and approve/disapprove request.

Employee 6. Submit Education Reimbursement Request for

Payment (Form 1210.005) with registration
confirmation and verification of grades to the
Human Resources Director within 45 days of
course completion.
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Human Resources Department 7. Prepare Request for Payment and submit to
Finance.

Finance Department 8. Make reimbursement to the employee.

Attachments:

1. Education Reimbursement Request (1210.004)
2. Education Reimbursement Request for Payment (1210.005)
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CITY OF RIVERSIDE
EDUCATION REIMBURSEMENT PROGRAM APPLICATION

Name: Phone: Date of Request:
(Print)

Department/Division: Classification:
PART | EDUCATION REIMBURSEMENT REQUEST (Complete and submit before enroliment.)
School:
Address:

Course

Dates Number Cost of

Title of Course(s) From - Ta of Units Tuition

1.
2.
3

Estimated cost for registration, books and lab fees.

tHow will this course enhance and broaden the performance of your regular duties or prepare you for advancement
opportunities?

| understand that this training is voluntary, is not considered hours of work and/or employment, and no compensation is
earned.

Signature of Employee Date

For Office Use:

Recommendation: JYes 0 No
Department Head Date

Comments:
Recommendation: [ Yes O No

Human Resources Director/Designee Date
Comments:

Estimated Reimbursement:

Form 1210.004
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CITY OF RIVERSIDE
EDUCATION REIMBURSEMENT REQUEST FOR PAYMENT
(Complete and submit within 45 days after course work is completed)

Name: Department/Division:
(Print)
Employee Number: Classification:

Request Payment to: (Name and complete address)

REQUEST FOR EDUCATION REIMBURSEMENT PROGRAM REFUND

| have successfully completed the course work, attained the required grade and request reimbursement of tuition and fees in
accordance with the Education Assistance Program. Registration confirmation, certificates of grades and receipts for tuition
are attached.

"/ 1
DETAIL OF EXPENSES |
| ]
Other
Tuition Registration Books Lab Fees (List)
Signature of Employee Date of Request
For Office Use:
Costs for Reimbursement: Reimbursement Amount: §
Comments:
ACCOUNT SUMMARY DISTRIBUTION
GL KEY OBJECT JLKEY OBJECT W/O NO: AMOQUNT
Certification of Delivery of above APPROVED FOR PAYMENT
Signature Date Human Resources Director
APPROVED FOR PAYMENT APPROVED FOR PAYMENT
Finance Director Date City Manager (if required)

Form 1210.005
Policy No. V-2
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Number: 04.002.00

or recreational trips are completely prohibited. IRS regulations take precedence over any other
agreements/MOUs, and are subject to change per IRS revision.

PROCEDURE:

Responsibility

Action

Department Head

Budget Office

General Services

City Manager

General Services

Finance

Department Head

Attachments:

. Completes "VEHICLE TAKE-HOME REQUEST" (Section |) and submits

to Budget Office with following information. (In the case of Police, the

Chief of Police also completes Section Il, cost estimate, and

submits to the Budget Office.)

A. Determines requirements; estimates annual take-home mileage.

B. Justifies request for permanent assignment to an individual and the
use of the vehicle at other than normal work hours.

C. Justifies request for temporary assignment when assigned on a
rotational basis for standby if needed to respond to emergencies or
when it is considered in the best interest of the City to do so.

. Compiles list of "VEHICLE TAKE-HOME REQUESTS", investigates to

assure that only the vehicles on the list are going home, and forwards
the "VEHICLE TAKE-HOME REQUEST" to Administrative Services,
Fleet Management. (In the case of Police, the "VEHICLE TAKE-
HOME REQUEST" Is sent directly to the City Manager.)

. Obtains cost estimate for take-home usage, enters appropriate

comments and forwards "VEHICLE TAKE-HOME REQUEST" (Section |l
completed) to the City Manager for authorization.

. Enters his action on the "VEHICLE TAKE-HOME REQUEST"

(Completes Section lll) and returns to Administrative Services, Fleet
Management. (In the case of the Police, returns the "VEHICLE
TAKE-HOME REQUEST" to the Police Chief with a copy to
Finance.) :

. Sends approved/disapproved white copy of the "VEHICLE TAKE-HOME

REQUEST" to the applicable department head, records vehicle
assignment, and forwards a copy of "VEHICLE TAKE-HOME
REQUEST" (Section IV completed) to Finance.

. Establishes rates/ taxability and notifies the employee of the method of

valuation through use of Form A, "NOTIFICATION OF EMPLOYEE -
VALUATION RULE AND EMPLOYER POLICY LIMITING PERSONAL
USAGE OF ASSIGNED VEHICLE".

. Shows the employee’'s fringe benefit income on the employee's W-2 for

the year and adds the taxable amount to employee year-to-date
eamings.

. Notifies General Services, City Manager and Finance when the use of a

City vehicle has terminated. Resubmits each request annually, as
described in steps 1 through 7 — above, for review and approval.

1. Vehicle Take-Home Request Form
2. Notification of Employee Valuation Rule and Employer Policy (Form A)

Distribution: Regular
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4.51

ALC

Effective Date: 10/6/97
Approval:

Gerald L. Carroll
Chief of Police

R STING POLICY AND PROCEDURES:
POLICY:

This policy will establish the procedures for obtaining blood or urine from an employee
whenever:

1. It is voluntarily provided pursuant to a separate policy or procedure within this manual,
or,

2. It is administratively ordered pursuant to a separate policy or procedure within this
manual, or;

3. The employee’s performance and/or work record provides reasonable articulable

suspicion that the employee presently is abusing drugs and/or alcohol as determined
via the employee’s chain of command and the final concurrence of the Chief of Police
or his or her designee, or;

4. The employee exhibits objective symptoms of being under the influence of drugs
and/or alcohol.

SAMPLE REQUEST:

The employee will be requested to voluntarily provide up to two (2) samples of his or
her blood or urine except when there is reasonable suspicion that the employee
presently is abusing drugs or alcohol. In that circumstance the employee shall provide
both blood and urine samples.

REFUSAL:

s If the request is refused, and no probable cause exists to seize the samples for criminal
evidence, the employee will be administratively ordered to provide up to two (2)
samples of his or her blood and/or urine. The sample may then only be utilized in an
administrative action.

DISCIPLINARY ACTIONS:

1. The Department may take disciplinary action up to and including termination against
any employee who:

a. refuses to be tested when so required;

b. attempts to adulterate or substitute any sample, or interferes with the required
accurate testing of any sample;

c. fails to provide a sample within a reasonable period of time, usually not more
than three hours;

d. refuses to provide the samples in the manner specified by the sample
collection procedure;
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E.

G.

e. tests positive for drugs in an amount that meets or exceeds the cutoff or
therapeutic ievel;

f. tests positive for alcohol in an amount that meets or exceeds the cutoff level;

g tests positive for any combination of drugs and/or alcohot in an amount that,
based on competent medical evidence, would impair performance;

h. refuses to cooperate with the Medical Release Officer (MRO).

TYPE OF CONTROLLED SUBSTANCES:

1. The Department will test for alcohol and/or for any controlled substances or classes
of controlled substances as follows:

a. Amphetamine/Methamphetamine

b. Barbiturates

c. Benzodiazepines
d. Cocaine

e. Ethanol

f. Hallucinogenics

g. Methadone

h. Opiates

i Phencyclidine

i- THC (Marijuana)

k. Or any other controlled substance listed on the State of California scheduie of

controlled substances. The determination as to the minimum screening and
confirmation cut-off levels of these other controlied substances shali be made
by the authorized laboratory.

EXCEPTIONS:

Use of medically prescribed drugs pursuant to a prescription for the employee by a competent,
licensed physician, dentist or psychiatrist and not exceeding the therapeutic value, or any non-
prescribed medication used in accordance with the manufacturer’s discretion wiil not be a
violation of policy. The therapeutic value of any prescribed drug or non-prescribed medication
will be determined by the City’s designated Medica! Release Officer (MRO) who shall report
the findings as required.

MEDICAL RELEASE OFFICER DEFINED:

The Medical Release Officer (MRO) is a licensed physician (Medical Doctor or Doctor of
Osteopathy) responsible for receiving laboratory results generated by an employer's drug
testing program who has knowledge of substance abuse disorders and has appropriate
medical training to interpret and evaluate the employee’s positive test result together with the
employee’s medical history and any other biomedical information.
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H. SAMPLE COLLECTION:

1.

Blood will be drawn in a place and manner consistent with accepted medical practices
unless the employee, for privacy issues, requests that the sample be withdrawn in
privacy. In that case, only the requesting officer or supeivisor, employee’s
representative and the phiebotomist will be present. The collection procedure shall
ensure that the sample is taken in a secure, sterile manner and sealed with a tamper
resistant seal in the presence of the employee.

Urine will be collected as follows:

Because there must be rigorous controls for privacy, security and chain-of-
evidence purposes, choosing the most appropriate restroom is crucial.

The restroom selected as the collection site shall be equipped with a sink to
permit the employee to wash his or her hands, a toilet and a stall for privacy.
The requesting officer or supervisor may place a bluing agent in the toilet bowl
prior to the coilection process.

The employee will wash his or her hands prior to the sample collection and will
be provided with a pair of disposable latex or similar gloves for use during the
collection. Washing hands and wearing gloves is required when providing the
sample.

During the urine collection process, no unauthorized personnel shall be
permitted in the restroom. The only authorized personnel is the subject
employee, the requesting officer or supervisor who shall be the same sex, and
the employee’s representative, if requested.

The employee shall be required to provide a urine specimen in a large, wide
mouthed, easily carried, non-reusable plastic cup, unobserved and in the
privacy of a stall or otherwise partitioned area. The cup should be a standard
laboratory type with an appropriate area for attachment of evidence tape and
specifically provided by the Department for the purpose of substance testing.

Any behavior which raises suspicion that the employee has adulterated the
sample may require that the employee retest in the presence of, and be
observed by, the requesting officer or supervisor.

it will be the responsibility of the laboratory to split the sample if it is requested
by either the Department or employee. The employee may provide two
samples for testing if so desired.

A minimum of 30 milliliters (one fluid ounce) must be provided or the sample
will be considered incomplete.

If the sample is insufficient, additional urine will be collected. In this instance,
the empioyee shall remain in the presence of and under the supervision of the
requesting officer or supervisor. The employee shall be asked to drink a
reasonable amount of fluids to aid in urination and shall be allowed a
reasonable amount of time to furnish additional urine. When the additional
sample is provided, the bottle shall be labeled and submitted with the original
sample bottle.

if the employee cannot provide a complete sample(30 milliliters or more) within
the three (3) hour period, or at any subsequent collection, as applicable, then
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the requesting officer or supervisor shall notify the MRO immediately of the
situation. The MRO shall refer the employee for a medical evaluation to
determine whether the employee’s inability to provide a sample is genuine or
constitutes a refusal. The MRO shall report his or her findings in writing to the
Office of Internal Affairs.

Immediately after collection, the requesting officer or supervisor shall ensure
that the urine temperature is warm. if cold, there would be reason to believe
the urine has been adulterated since urine expelled from the human body will
remain warm for this period of time.

The requesting officer or supervisor shall inspect the samples for signs of
adulteration. Any signs of adulteration may require that the employee retest in
the presence of, and be cbserved by, the requesting officer or supervisor.

in the presence of the requesting officer or supervisor, the employee shall
secure the sample bottle lids and seal them with seif-sealing, tamper resistant
tape.

The requesting officer or supervisor shall complete the chain-of-custody
forms/envelopes for the samples.

The samples will be secured in a manner consistent with accepted practices
for iaboratory pick-up, immediately provided to the phlebotomist or laboratory
technician, or secured in a locked office for hand delivery to the laboratory
personnel. Proper chain of custody techniques will be used through out the
process.

L LABORATORY ANALYSIS:

1.

The initial screening of all collected samples will generally be conducted within forty-
eight (48) hours of receipt by the Department-designated laboratory.

The designated laboratory shalt:

meet or exceed all analytical, quality assurance and quality controi standards
which are professionaily accepted by laboratories which perform forensic drug
or aicohol testing, and;

participate in accreditation or certification programs conducted by arecognized
professional group such as the National Institute of Drug Abuse (NIDA) or the
American Society of Crime Laboratory directors/Laboratory Accreditation
Board (ASCLD/LAB), or;

be licensed by the State of California Department of Health Services as a
clinical laboratory, forensic laboratory for forensic alcohol analysis or to an
equivalent standard if located in another state, and be licensed by the
Department of Health and Human Services under the Clinical Laboratory
Improvement Act (CLIA).

The chain of custody from the Department to the laboratory analysis consists of
external and internal controls. The external control consists of the preprinted, sealed
and completed envelope containing the sample. The envelope transports the sample
to the laboratory where it is logged in for screening. Envelopes for this purpose shall
be provided by the laboratory to the Department.

The internal control at the laboratory and the laboratory receipt certification includes
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1.

examination that the seal is intact and other examination for tampering.

Foliowing accessing the laboratory’s computer system, the samples are grouped first
for immunoassay (IA) screening into a batch with a set of qualitative standards and
quality controls.

Allinitial screening are conducted using a highly sensitive testing methodotogy based
primarily upon a clinically approved immunoassay (lA) technique.

ANALYSIS AND DI ALIFY| 2

The drug screening chemical analysis includes detection and screening cutoff levels
for the following substances:

Drug Class Screening Cutoff Level for> Urine Blood
(reported in ng/mi)
Amphetamines 100 100
Barbiturates 100 100
Opiates 10 10
Benzodiazepines 100 100
Cocaine 300 300
Phencyclidine 10 10
Cannabinoids 30 30
Volatiles (Alcohol) 0.01% 0.01%

All findings are reported in nanograms per millititer (ng/mi) with the exception of
alcohol, which is reported as a percentage of grams per decaliter.

K. CONFIRMATION TESTING:

1.

If the sample tests positive for any of the above listed drug classes, the iaboratory will
immediately conduct further testing using an entirely different methodology on the
same sample. This confirmation testing involves the process of gas
chromatography/mass spectrophotometry (GC/MS), a highly sophisticated testing
methods accepted by the courts.

If the tests result in one positive and one negative result, the overall test is considered
negative. If both the IA and GC/MS tests are positive, the overall test is considered
positive. The positive test samples will be retained frozen pending appeal or retesting.

Confirmation testing will be done individually for each drug within the classes listed
above, with the following cutoff levels:

Drug Class/Component Confirmation  cutoff Level
(GC/MS) in ng/mi (blood/urine)

Amphetamines:

Amphetamine/Methamphetamine 50
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Barbiturates:

Amobarbital, Butabarbital,
Butalbitai, Pentobarbitai,

Phenobarbital, Secobarbital 10
Opiates:

Codeine, Morphine 1
Benzodiazepines: 1
Cocaine: 5

Benzolyecgonine 10
Phencyclidine: 1

Cannabinoids:

THC-COOH (THCA) 5
AQTHC 0.5 (blood)

Volitiles (Alcohol):
Ethanol* 0.005%

* it is understood that each time a sample containing alcohol is exposed to the air, an
approximate .01% decrease in the alcohol/ethanol level will occur due to dissipation;
therefore, an original reading of .08% will read .07% upon confirmation. Should an
appeal be filed or the sample tested a third time, the alcohol/ethanol level will confirm
a positive result at a reading of .06%.

in all cases where the second test confirms the presence of a drug(s) or alcohol in the
sample, the sample will be retained by the iaboratory in a locked freezer to ailow for
further testing upon dispute or appeal. The sample will be retained until the final
appeal has been concluded.

4. Following analysis, a peer toxicologist and/or administrative personnel reviews the
external and internal chain of custodies and controls, the scientific results and certifies
the report before it is report to the Department.

L. NOTIFICATION OF RESULTS:

1. Distribution of tests resul ill s foll 3

a. All positive alcohol and/or drug test results will be forwarded to and reviewed
by the MRO before they are reported to the Office of Internal Affairs.

b. With all positive alcohol and/or test results, the MRO shall contact the
employee to determine if there is a legitimate explanation for the positive test
result. The employee shall provide the MRO with the necessary
documentation or explanation within five (5) working days. Ata minimum, the
explanation shall include the type of prescribed or non-prescribed medication,
prescribed dosage, name and telephone number of the prescribing physician
and iast date and time of use.
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If the employee refuses to cooperate with any request by the MRO, the MRO
shall notify the Office of Internal Affairs. In addition, the MRO will report the
positive test resuits without comment to the Office of Internal Affairs.

Negative test results from either a voluntary or compelled sample wilt be sent
to the Office of Internal Affairs. Positive test results from either a voluntary or
compelled sample determined by the MRO to be without a legitimate
explanation will be sent to the Office of Internal Affairs.

The Office of Internal Affairs will notify the General Investigations Bureau
Commander of the results of a voluntary sample in a criminal investigation. if
the results are negative, the Generai Investigations Bureau Commander will
notify the employee in writing as soon as possible.

The Office of Internal Affairs will notify the employee’s Division Commander
whenever a positive test is received.

The Division Commander shall notify the employee in writing as soon as
possible and determine whether the employee should be placed on paid
administrative leave or be referred to the City's employee assistance program.

The Division Commander will initiate the appropriate criminal and/or internal
investigation and disciplinary process in accordance with the Conduct &
Performance Manual.

Determination of Test Results:

a.

If the tests indicate the presence of a drug which has been prescribed by a
licensed physician, dentist or psychiatrist in good standing and the level is
within the therapeutic range for the underlying affliction or condition, and it is
determined by the MRO that there was a legitimate medicai reason for the use
of the drug at the time of the test, the MRO shall report the result as negative
to the Office of Internal Affairs without disclosure of the underlying affliction or
condition.

if the tests indicate the presence of a non-prescribed medication which is
available over the counter, and the level is within the manufacturer's
recommended dosage, and it is determined by the MRO that there was a
legitimate medical reason for the use of the medication at the time of the test,
the MRO shall report the result as negative to the Office of Internal Affairs
without disciosure of the underlying affliction or condition.

If the tests indicate the presence of alcohol in an amount consistent with
medicinal use as recommended by the manufacturer, and it is determined by
the MRO that there was a legitimate reason for the use of the alcohol at the
time of the test, the MRO shall report the resuit as negative to the Office of
Internal Affairs.

if the tests indicate the presence of any drug determined by the MRO o be the
result of legitimate ingestion of natural food products, and it is determined by
the MRO that there was a legitimate reason for the use of the food product at
the time of the test, the MRO shall report the result as negative to the Office
of Intemal Affairs.

if the tests indicate the presence of any controiled substance and it is
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M.  APPEALS:
1.

determined by the MRO that there was a legitimate and verifiable exposure to
the substance in the course of the employee’s official duties, the MRO shall
report the result as negative to the Office of internal Affairs.

The MRO, however, shall report the following as a positive test:

1. the employee {ests positive for a controlled substance or alcohol for
which there is no therapeutic value;

2. the employee tests positive for a prescribed drug above the
therapeutic value;

3. the employee tests positive for a non-prescribed drug above a
reasonable value;

4. the employee tests positive for a combination of drugs and/or alcohol
which aithough below the therapeutic value would impair performance;

5. the employee tests indicate the presence of any additive, adulteration
or cleansing agent.

Any positive result may be appealed by the employee as follows:

The employee must file a written request for retesting the sample (and/or
comparison testing of the split sample or second sample) in dispute to his or
her Division Commander within 15 working days of the positive test notification
or prior to any disciplinary hearing (Skelly), whichever comes first.

The retest order must be accomplished within five (5) working days after the
notice of appeal has been approved.

The employee and his or her representative or attorney must coordinate the
retest through the laboratory at the employee’s expense. If the employee wants
the test to be conducted by another laboratory, that laboratory shalil meet the
same standards as described in 9. B. In that case, a strict chain of custody
procedure shall be agreed upon by both the Department and the employee.
In addition, the laboratory shail provide simultaneous notification of the results
to the employee and Divisicn Commander authorizing the retest.

If the results of the retest are negative, the original sample will be considered
negative. If the results are positive, there will be no further appeal as to
retesting.

N. CONFIDENTIALITY:

1.

Laboratory reports and/or testresults will not be placed into the employee’s permanent
Department personnel file unless the results lead to the imposition of disciplinary
action. Laboratory reports and/or test results will otherwise be maintained in the Office
of Internal Affairs and subject to destruction in accordance with the Department's policy

of purging peace officer’s files.

Only those supervisory or management personnel who have a valid “need-to-know”

will receive alcohol/drug test results. The results of individual tests shall not be
released to anyone other than those who have a “need to know” without express
written authorization of the tested employee, unless ordered by means of proper legal
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MEMORANDUM OF UNDERSTANDING 2024
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