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Policy California Department of Parks and Recreation

1 000 Policy Manual

Recruitment and Selection

1000.1 PURPOSE AND SCOPE

This policy provides a framework for employee recruiting efforts and identifying job-related
standards for the selection process. This policy supplements the rules that govern employment
practices for the California Department of Parks and Recreation, with oversight from the Chief of
LEESD or designee, and that are promulgated and maintained by the Personnel Unit.

1000.2 POLICY

In accordance with applicable federal, state, and local law, the California Department of Parks
and Recreation provides equal opportunities for applicants and employees regardless of actual
or perceived race, ethnicity, national origin, religion, sex, sexual orientation, gender identity or
expression, age, disability, pregnancy, genetic information, veteran status, marital status, and any
other classification or status protected by law. The Department does not show partiality or grant
any special status to any applicant, employee, or group of employees unless otherwise required
by law.

The Department will recruit and hire only those individuals who demonstrate a commitment to
service and who possess the traits and characteristics that reflect personal integrity and high
ethical standards.

1000.3 SELECTION PROCESS

The Department shall actively strive to identify a diverse group of candidates who have in some
manner distinguished themselves as being outstanding prospects. Minimally, the Department
shall employ a comprehensive screening, background investigation, and selection process that
assesses cognitive and physical abilities and includes review and verification of the following:

(@) A comprehensive application for employment (including previous employment,
references, current and prior addresses, education, military record)

1. The personnel records of any applicant with prior peace officer experience in
this state shall be requested from the appropriate law enforcement agency and
reviewed prior to extending an offer of employment (Penal Code § 832.12).

2. This includes review of prior law enforcement employment information
maintained by POST (Penal Code § 13510.9).
(b)  Driving record
(c) Personal and professional reference checks
(d) Employment eligibility, including U.S. Citizenship and Immigration Services (USCIS)
Employment Eligibility Verification Form I-9 and acceptable identity and employment
authorization documents consistent with Labor Code § 1019.1. This required

documentation should not be requested until a candidate is hired. This does not
prohibit obtaining documents required for other purposes.

(e) Information obtained from public internet sites
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(k)

1. This review should include the identification of any activity that promotes or
supports unlawful violence or unlawful bias against persons based on protected
characteristics (e.g., race, ethnicity, national origin, religion, gender, gender
identity, sexual orientation, disability).

Financial history consistent with the Fair Credit Reporting Act (FCRA) (15 USC § 1681
et seq.)

Local, state, and federal criminal history record checks
Lie detector test (when legally permissible) (Labor Code § 432.2)

Medical and psychological examination (may only be given after a conditional offer
of employment)

1. The Medical Suitability Declaration (POST form 2-363) provided by the
evaluating physician shall be maintained in the candidate's background
investigation file (11 CCR 1954).

2.  The Psychological Suitability Declaration (POST form 2-364) provided by the
evaluator shall be maintained in the candidate's background investigation file
(11 CCR 1955).

Review board or selection committee assessment from the Law Enforcement and
Emergency Services Division

Relevant national and state decertification records, if available, including the National
Decertification Index

1000.4 RECRUITMENT

The Administrative Services Division Chief shall employ a comprehensive recruitment strategy
to recruit employees from a qualified and diverse pool of candidates. The Law Enforcement and
Emergency Services Division (LEESD) shall be responsible for the application of a comprehensive
selection strategy framed in Government Code and bound by policy.

The strategy shall include:

(a)

Establishment of a written recruitment plan.

1. The plan shall include an outline of steps for recruiting candidates who are
representative of the community. This should include candidates who live in or
are from the community, if appropriate and consistent with applicable laws and
memorandums of understanding or collective bargaining agreements.

Identification of racially and culturally diverse target markets.
Use of marketing strategies to target diverse applicant pools.

Expanded use of technology and maintenance of a strong internet presence. This may
include an interactive department website and the use of department-managed social
networking sites, if resources permit.

Expanded outreach through partnerships with media, community groups, citizen
academies, local colleges, universities, and the military.
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(f)  Employee referral and recruitment incentive programs.
(g) Consideration of shared or collaborative regional testing processes.

The Administrative Services Division Chief shall avoid advertising and recruiting practices that
tend to stereotype or focus on homogeneous applicant pools.

The Department should strive to facilitate and expedite the screening and testing process, and
should periodically inform each candidate of their status in the recruiting process.

1000.5 BACKGROUND INVESTIGATION

Every candidate shall undergo a thorough background investigation to verify his/her personal
integrity and high ethical standards, and to identify any past behavior that may be indicative of the
candidate’s unsuitability to perform duties relevant to the operation of the California Department
of Parks and Recreation (11 CCR 1953).

The narrative report and any other relevant background information shall be shared with the
psychological evaluator. Information shall also be shared with others involved in the hiring process
if it is relevant to their respective evaluations (11 CCR 1953).

1000.5.1 BACKGROUND INVESTIGATION UPDATE

A background investigation update may, at the discretion of the Chief, Law Enforcement and
Emergency Services Division, be conducted in lieu of a complete new background investigation
on a peace officer candidate who is reappointed within 180 days of voluntary separation from
the California Department of Parks and Recreation, or who is an interim police chief meeting the
requirements contained in 11 CCR 1953(f).

1000.5.2 NOTICES

Background investigators shall ensure that investigations are conducted and notices provided
in accordance with the requirements of the FCRA and the California Investigative Consumer
Reporting Agencies Act (15 USC § 1681d; Civil Code § 1786.16).

1000.5.3 STATE NOTICES

If information disclosed in a candidate’s criminal offender record information (CORI) is the basis
for an adverse employment decision, a copy of the CORI shall be provided to the applicant (Penal
Code § 11105).

1000.5.4 REVIEW OF SOCIAL MEDIA SITES

All peace officer candidates shall be subject to a social media search for statements, postings,
and/or endorsements made by the candidate that are relevant to suitability for peace officer
employment, including bias-relevant information consistent with the requirements of 11 CCR
1955(d)(3) and any public expression of hate made in an online forum, as defined in Penal Code
§ 13680(g) (11 CCR 1953(e)(12)).
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Due to the potential for accessing unsubstantiated, private, or protected information, the Chief of
LEESD or designee, shall not require candidates to provide passwords, account information, or
access to password-protected social media accounts (Labor Code § 980).

The Chief of LEESD or designee should consider utilizing the services of an appropriately trained
and experienced third party to conduct open source, internet-based searches, and/or review
information from social media sites to ensure that:

(@) The legal rights of candidates are protected.
(b) Material and information to be considered are verified, accurate, and validated.

(c) The Department fully complies with applicable privacy protections and local, state,
and federal law.

Regardless of whether a third party is used, the Chief of LEESD or designee, should ensure
that potentially impermissible information is not available to any person involved in the candidate
selection process.

1000.5.5 DOCUMENTING AND REPORTING

The background investigator shall summarize the results of the background investigation in a
narrative report that includes sufficient information to allow the the Chief of LEESD or designee to
decide whether to extend a conditional offer of employment. The report shall include sections that
summarize relevant Background Investigation Dimensions and include any findings of behaviors,
traits, and/or attributes relevant to bias per the Bias Assessment Framework as described in the
POST Background Investigation Manual. The report shall identify the data sources reviewed for
the findings, regardless of weight given. The report shall include narrative information in the format
described in 11 CCR 1953(g)(1). The report shall also include whether the candidate has engaged
or is engaging in membership in a hate group, participation in hate group activity, or advocacy or
public expressions of hate, pursuant to Penal Code § 13680 et seq. (11 CCR 1953).

The report shall not include any information that is prohibited from use, including that from
social media sites, in making employment decisions. The report and all supporting documentation
including relevant documentation of bias-related findings and documentation obtained through the
social media search shall be included in the candidate's background investigation file (11 CCR
1953).

The background investigator shall document proof of verification of qualification for peace officer
appointment on the Verification of Qualification for Peace Officer Appointment form and forward
to the Chief of LEESD or designee for final review and submission to POST (11 CCR 1953).

The background investigation file shall be made available during POST compliance inspections
(11 CCR 1953).
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1000.5.6 RECORDS RETENTION

The background report and all supporting documentation shall be maintained according to the
established records retention schedule and at a minimum as follows (Government Code § 12946;
11 CCR 1953):

(@) Reports and documentation for candidates hired by the Department shall be retained

for the entire term of employment and a for a minimum of four years after separation
from the Department.

(b) Reports and documentation for candidates not hired by the Department for a minimum
of four years.

1000.5.7 INVESTIGATOR TRAINING
Background investigators shall complete POST-certified background investigation training prior to
conducting investigations (11 CCR 1953; 11 CCR 1959).

1000.5.8 CONFIDENTIAL POST RECORDS
Records released to the Department from POST that were previously withheld from the candidate
by POST shall be kept confidential as provided in Penal Code § 13510.9.

1000.6 DISQUALIFICATION GUIDELINES
As a general rule, performance indicators and candidate information and records shall be
evaluated by considering the candidate as a whole, and taking into consideration the following:

. Age at the time the behavior occurred

. Passage of time

. Patterns of past behavior

. Severity of behavior

. Probable consequences if past behavior is repeated or made public
. Likelihood of recurrence

. Relevance of past behavior to public safety employment

. Aggravating and mitigating factors

. Other relevant considerations
A candidate’s qualifications will be assessed on a case-by-case basis, using a totality-of-the-
circumstances framework.
1000.6.1 PUBLIC SAFETY APPLICANT STANDARDS
The following standards have been adopted for public safety applicants:

(@) OPERATION OF A MOTOR VEHICLE

1. The ability to possess a valid driver license

2.  The ability to drive safely
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3.  The following shall be disqualifying

(@) Receipt of three or more moving violations (or any single violation of
a potential life threatening violations, such as reckless driving, speed
contest, suspect of a pursuit, etc.) within three years prior to application.
Moving violations for which there is a factual finding of innocence shall not
be included.

(b) A conviction for driving under the influence of alcohol and/or drugs within
three years prior to application or any two convictions for driving under the
influence of alcohol and/or drugs shall be disqualifying.

(c) Involvement as a driver in two or more chargeable collisions within three
years prior to date of application may be disqualifying

(b) INTEGRITY
1. Refusing to yield to the temptation of bribes, gratuities, payoffs, etc.

2. Refusing to tolerate unethical or illegal conduct on the part of other law
enforcement personnel

Showing strong moral character and integrity in dealing with the public
Being honest in dealing with the public

Any material misstatement of fact or significant admission during the application
or background process shall be disqualifying, including inconsistent statements
made during the initial background interview (Personal History Statement or
Supplemental Questionnaire) or truth verification examination or discrepancies
between this background investigation and other investigations conducted by
other law enforcement agencies.

6.  Any forgery, alteration, or intentional omission of material facts on an official
employment application document or sustained episodes of academic cheating
shall be disqualifying.

(c) CREDIBILITY AS AWITNESS IN A COURT OF LAW

1.  The ability to give testimony in a court of law without being subject to
impeachment due to his/her honesty or veracity (or their opposites) or due to
prior felony conviction.

2. The following shall be disqualifying:

(@) Conviction of any criminal offense classified as a misdemeanor under
California law within three years prior to application

(b)  Conviction for two or more misdemeanor offenses under California law as
an adult

(c) Conviction of any offense classified as a misdemeanor under California
law while employed as a peace officer (including military police officers)

(d) Admission(s) of having committed any act amounting to a felony (including
felony-misdemeanor offenses) under California law, as an adult, within five
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years prior to application or while employed as a peace officer (including
military police officers)

(e) Admission(s) of administrative conviction of any act while employed as a
peace officer (including military police officers) involving lying, falsification
of any official report or document, or theft

(f)  Admission(s) of any act of domestic violence as defined by law, committed
as an adult

(g) Admission(s) of any criminal act, whether misdemeanor or felony,
committed against children including but not limited to: molesting or
annoying children, child abduction, child abuse, lewd and lascivious acts
with a child, or indecent exposure. Acts of consensual unlawful intercourse
accomplished between two minors shall not be included, unless more than
four years difference in age existed at the time of the acts

(h)  Any history of actions resulting in civil lawsuits against the applicant or his/
her employer may be disqualifying

(d) DEPENDABILITY

1. Having a record of submitting reports on time and not malingering on calls, etc.
2. Arecord of being motivated to perform well

3.  Arecord of dependability and follow through on assignments

4. A history of taking the extra effort required for complete accuracy in all details

of work
A willingness to work the hours needed to complete a job
The following shall be disqualifying:

(@) Having been disciplined by any employer (including military) as an adult
for abuse of leave, gross insubordination, dereliction of duty, or persistent
failure to follow established policies and regulations

(b) Having undergone personal bankruptcy more than once, having current
financial obligations for which legal judgments have not been satisfied,
currently having wages garnished, or any other history of financial
instability

(c) Having any outstanding warrant of arrest at time of application and/or
hiring process.

7. The following may be disqualifying:

(@) Missing any scheduled appointment during the process without prior
permission or reasonable excuse

(b) Having been involuntarily dismissed (for any reason other than lay-off)
from two or more employers as an adult

(c) Having held more than seven paid positions with different employers within
the past four years, or more than fifteen paid positions with different

Copyright Lexipol, LLC 2025/10/15, All Rights Reserved. Recruitment and Selection - 513
Published with permission by California Department of Parks

and Recreation



California Department of Parks and Recreation
Policy Manual

Recruitment and Selection

employers in the past ten years (excluding military). Students who attend
school away from their permanent legal residence may be excused from
this requirement

(d) Resigning from any paid position without notice, except where the
presence of a hostile work environment is alleged.

(e) LEARNING ABILITY

1. The ability to comprehend and retain information

2 The ability to recall information pertaining to laws, statutes, codes, etc.
3. The ability to learn and to apply what is learned
4

The ability to learn and apply the material, tactics and procedures that are
required of a law enforcement officer

5.  The following shall be disqualifying:

(@) Being under current academic dismissal from any college or university
where such dismissal is still in effect and was initiated within the past two
years prior to the date of application

(b) Having been academically dismissed from any POST certified basic law
enforcement academy wherein no demonstrated effort has been made to
improve in the deficient areas, except: subsequent successful completion
of another POST basic law enforcement academy shall rescind this
requirement

() PERSONAL SENSITIVITY

1. The ability to resolve problems in a way that shows sensitivity for the feelings
of others.

Empathy
Discretion, not enforcing the law blindly

Effectiveness in dealing with people without arousing antagonism

o & DN

The ability to understand the motives of people and how they will react and
interact

6.  The following shall be disqualifying:

(@) Having been disciplined by any employer (including the military and/or
any law enforcement training facility) for acts constituting racial, ethnic or
sexual harassment or discrimination

(b) Uttering any epithet derogatory of another person's race, religion, gender,
national origin or sexual orientation

(c) Having been disciplined by any employer as an adult for fighting in the
workplace

(9) JUDGMENT UNDER PRESSURE

1. The ability to apply common sense during pressure situations
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(@)

(b)

The ability to make sound decisions on the spot
The ability to use good judgment in dealing with potentially explosive situations
The ability to make effective, logical decisions under pressure

The following shall be disqualifying:

Admission(s) of administrative conviction or criminal convictions for any
act amounting to assault under color of authority or any other violation of
federal or state Civil Rights laws

Any admission(s) of administrative conviction or criminal conviction for
failure to properly report withessed criminal conduct committed by another
law enforcement officer

(h) ILLEGAL USE OR POSSESSION OF DRUGS

1. The following examples of illegal drug use or possession will be considered
automatic disqualifiers for public safety applicants, with no exceptions:

(@)

(b)

(c)

(d)

(e)

(f)

(9)

Any adult use or possession of marijuana within one year prior to
application for employment

Any illegal adult use or possession of a drug while employed in any law
enforcement capacity, military police, or as a student enrolled in college-
accredited courses related to the criminal justice field

Any adult manufacture or cultivation of a drug or illegal substance

Failure to divulge to the Department any information about personal illegal
use or possession of drugs

Any drug test of the applicant, during the course of the hiring process,
where illegal drugs are detected

Use or possession of “hard” drugs (e.g., heroin, cocaine,
methamphetamine, hallucinogens, etc.) subsequent to applicants 18th
birthday and prior to his or her twenty-third birthday shall be grounds for
disqualification from the examination unless 5 years have elapsed from
the date of the disclosed or revealed use of the drug. The disqualifying
period shall be determined between the date of the disclosed or revealed
use and the application date.

Use or possession of “hard” drugs (e.g., heroin, cocaine,
methamphetamine, hallucinogens, etc.) if any such disclosed or revealed
use has occurred on or after the applicant’s twenty-third birthday, he or she
shall be disqualified from the examination in which he or she is competing
until 10 years have elapsed from the date of the disclosed or revealed
use. The disqualifying period shall be determined between the date of the
disclosed or revealed use and the application date.

2.  The following examples of illegal drug use or possession will be considered
in relationship to the overall background of that individual and may result in
disqualification:
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(@) Any illegal use or possession of a drug as a juvenile

(b) Any illegal adult use, sales, manufacture, cultivation and/or possession
of a drug that does not meet the criteria of the automatic disqualifiers
specified above

(c) Any illegal or unauthorized use of prescription medications

1000.7 EMPLOYMENT STANDARDS

All candidates shall meet the minimum standards required by state law (Government Code §
1029; Government Code § 1031; Penal Code § 13510.1; 11 CCR 1950 et seq.). Candidates will
be evaluated based on merit, ability, competence, and experience, in accordance with the high
standards of integrity and ethics valued by the Department and the community. The California
Commission on Peace Officer Standards and Training (POST) developed a Job Dimensions list,
which is used as a professional standard in background investigations.

Validated, job-related, and nondiscriminatory employment standards shall be established for each
job classification and shall minimally identify the training, abilities, knowledge, and skills required
to perform the position’s essential duties in a satisfactory manner. Each standard should include
performance indicators for candidate evaluation. The Personnel Unit should maintain validated
standards for all positions.

1000.7.1 STANDARDS FOR OFFICERS
Candidates shall meet the minimum standards established by POST or required by state law
(Government Code § 1029; Government Code § 1031; 11 CCR 1950 et seq.):

(@) Free of any felony convictions

(b) Be legally authorized to work in the United States under federal law

(c) Atleast 21 years of age except as provided by Government Code § 1031.4

(d) Fingerprinted for local, state, and national fingerprint check

(e) Good moral character as determined by a thorough background investigation (11 CCR

1953)

(f)  High school graduate, passed the GED or other high school equivalency test, or
obtained a two-year, four-year, or advanced degree from an accredited or approved
institution

(g) Free from any physical, emotional, or mental condition, including bias against race
or ethnicity, gender, nationality, religion, disability, or sexual orientation which might
adversely affect the exercise of police powers (11 CCR 1954; 11 CCR 1955)

(h) Free of hate group memberships, participation in hate group activities, or advocacy
of public expressions of hate within the previous seven years, and since 18 years of
age, as determined by a background investigation (Penal Code § 13681)

(i) Candidates must also satisfy the POST selection requirements, including (11 CCR
1950 et seq.):
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1. Reading and writing ability assessment (11 CCR 1951)

2. Oral interview to determine suitability for law enforcement service (11 CCR
1952)

(i) POST certification that has not been revoked, denied, or voluntarily surrendered
pursuant to Penal Code § 13510.8(f)

(k) Not identified in the National Decertification Index of the International Association of
Directors of Law Enforcement Standards and Training or similar federal government
database that reflects revoked certification for misconduct or reflects misconduct that
would result in a revoked certification in California.

In addition to the above minimum POST required standards, candidates may be subjected to
additional standards established by the Department (Penal Code § 13510(d)).

1000.7.2 STANDARDS FOR DISPATCHER

Candidates shall satisfy the POST selection requirements, including (11 CCR 1956):
(@) A verbal, reasoning, memory, and perceptual abilities assessment (11 CCR 1957)
(b)  An oral communication assessment (11 CCR 1958)
(c) A medical evaluation (11 CCR 1960)

1000.8 PROBATIONARY PERIODS
The Administrative Services Division Chief should coordinate with the State Parks Personnel Unit

to identify positions subject to probationary periods and procedures for:

(a) Appraising performance during probation.

(b) Assessing the level of performance required to complete probation.
(c) Extending probation.
(d) Documenting successful or unsuccessful completion of probation.
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1010.1 PURPOSE AND SCOPE

Convictions of certain offenses may restrict or prohibit an employee’s ability to properly perform
official duties. Therefore, all employees shall be required to promptly notify the Department of any
past and current criminal convictions.

1010.2 DOMESTIC VIOLENCE CONVICTIONS, OUTSTANDING WARRANTS AND
RESTRAINING ORDERS

California and federal law prohibit individuals convicted of, or having an outstanding warrant for,
certain offenses and individuals subject to certain court orders from lawfully possessing a firearm.
Such convictions and court orders often involve allegations of the use or attempted use of force or
threatened use of a weapon on any individual in a domestic relationship (e.g., spouse, cohabitant,
parent, child) (18 USC § 922; Penal Code § 29805).

All members are responsible for ensuring that they have not been disqualified from possessing
a firearm by any such conviction or court order and shall promptly report any such conviction or
court order to a supervisor, as provided in this policy.

1010.3 OTHER CRIMINAL CONVICTIONS AND COURT ORDERS

Government Code § 1029 prohibits any person convicted of a felony from being a peace officer
in the State of California. This prohibition applies regardless of whether the guilt was established
by way of a verdict, guilty, or nolo contendere plea.

Convictions of certain violations of the Vehicle Code and other provisions of law may also place
restrictions on an employee’s ability to fully perform the duties of the job.

Outstanding warrants as provided in Penal Code § 29805 also place restrictions on a member’s
ability to possess a firearm.

Moreover, while legal restrictions may or may not be imposed by statute or by the courts upon
conviction of any criminal offense, criminal conduct by members of this department may be
inherently in conflict with law enforcement duties and the public trust.

1010.4 REPORTING PROCEDURE

All members of this department and all retired officers with an identification card issued by
the Department shall promptly notify their immediate supervisor (or the Deputy Director, Park
Operations in the case of retired officers) in writing of any past or current criminal arrest,
outstanding warrant or conviction regardless of whether or not the matter is currently on appeal
and regardless of the penalty or sentence, if any.

All members and all retired officers with an identification card issued by the Department shall
further promptly notify their immediate supervisor (or the Deputy Director, Park Operations in the
case of retired officers) in writing if the member or retiree becomes the subject of a domestic
violence restraining order or similar court order or becomes the subject of an outstanding warrant.
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Any member whose criminal conviction unduly restricts or prohibits that member from fully and
properly performing his/her duties may be disciplined including, but not limited to, being placed on
administrative leave, reassignment and/or termination. Any effort to remove such disqualification
or restriction shall remain entirely the responsibility of the member on his/her own time and
expense.

Any member failing to provide prompt written notice pursuant to this policy shall be subject to
discipline.

1010.5 PROCEDURE FOR RELIEF

Pursuant to Penal Code § 29855, a peace officer may petition the court for permission to carry
a firearm following a conviction under state law. Federal law, however, does not provide for any
such similar judicial relief and the granting of a state court petition under Penal Code § 29855
will not relieve one of the restrictions imposed by federal law. Therefore, relief for any employee
falling under the restrictions imposed by federal law may only be obtained by expungement of the
conviction. Employees shall seek relief from firearm restrictions on their own time and through
their own resources.

Pursuant to Family Code § 6389(h), an individual may petition the court for an exemption to any
restraining order, which would thereafter permit the individual to carry a firearm or ammunition as
a part of the individual's employment. Relief from any domestic violence or other restriction shall
also be pursued through the employee’s own resources and on the employee’s own time.

Pending satisfactory proof of relief from any legal restriction imposed on an employee’s duties,
the employee may be placed on administrative leave, reassigned, or disciplined. The Department
may, but is not required to return an employee to any assignment, reinstate any employee, or
reverse any pending or imposed discipline upon presentation of satisfactory proof of relief from
any legal restriction set forth in this policy.

1010.5.1 NOTIFICATION REQUIREMENTS

The LEES Division shall submit within 10 days of final disposition a notice to the Commission on
Peace Officer Standards and Training (POST) of a conviction of Government Code § 1029 reason
that disqualifies any current peace officer employed by this department or any former peace officer
if this department was responsible for the investigation (11 CCR 1003).

The LEES Division shall submit within 10 days a notice to POST of any appointment, termination,
reinstatement, name change, or status change regarding any peace officer, reserve peace officer,
public safety dispatcher, and records supervisor employed by this department (11 CCR 1003).
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1012.1 PURPOSE AND SCOPE
The purpose of this policy is to establish clear and uniform guidelines regarding drugs and alcohol
in the workplace (41 USC § 8103).

1012.1.1 DOM 2400
Refer to DOM 2400 for overall Department Standards of Conduct.

1012.2 POLICY
It is the policy of this department to provide a drug- and alcohol-free workplace for all members.

1012.3 GENERAL GUIDELINES
Alcohol and drug use in the workplace or on department time can endanger the health and safety
of department members and the public.

Members who have consumed an amount of an alcoholic beverage or taken any medication, or
combination thereof, that would tend to adversely affect their mental or physical abilities shall not
report for duty. Affected members shall notify the Shift Supervisor or appropriate supervisor as
soon as the member is aware that the member will not be able to report to work. If the member is
unable to make the notification, every effort should be made to have a representative contact the
supervisor in a timely manner. If the member is adversely affected while on-duty, the member shall
be immediately removed and released from work (see the Work Restrictions section in this policy).

1012.3.1 USE OF MEDICATIONS

Members should not use any medications that will impair their ability to safely and completely
perform their duties. Any member who is medically required or has a need to take any such
medication shall report that need to the member's immediate supervisor prior to commencing any
on-duty status.

No member shall be permitted to work or drive a vehicle owned or leased by the Department while
taking any medication that has the potential to impair the member's abilities, without a written
release from the member's physician.

1012.3.2 CANNABIS
Possession, use, or being under the influence of federally-illegal cannabis products on or off-duty
is prohibited and may lead to disciplinary action.

1012.4 MEMBER RESPONSIBILITIES

Members shall report for work in an appropriate mental and physical condition. Members
are prohibited from purchasing, manufacturing, distributing, dispensing, possessing or using
controlled substances or alcohol on department premises or on department time (41 USC § 8103).
The lawful possession or use of prescribed medications or over-the-counter remedies is excluded
from this prohibition.
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Members who are authorized to consume alcohol as part of a special assignment shall not do so
to the extent of impairing on-duty performance.

Members shall notify a supervisorimmediately if they observe behavior or other evidence that they
believe demonstrates that a fellow member poses a risk to the health and safety of the member
or others due to drug or alcohol use.

Members are required to notify their immediate supervisors of any criminal drug statute conviction
for a violation occurring in the workplace no later than five days after such conviction (41 USC
§ 8103).

1012.5 EMPLOYEE ASSISTANCE PROGRAM

There may be available a voluntary employee assistance program to assist those who wish to seek
help for alcohol and drug problems (41 USC § 8103). Insurance coverage that provides treatment
for drug and alcohol abuse also may be available. Employees should contact the Personnel Unit,
their insurance providers or the employee assistance program for additional information. It is
the responsibility of each employee to seek assistance before alcohol or drug problems lead to
performance problems.

1012.6 WORK RESTRICTIONS

If a member informs a supervisor that he/she has consumed any alcohol, drug or medication that
could interfere with a safe and efficient job performance, the member may be required to obtain
clearance from his/her physician before continuing to work.

If the supervisor reasonably believes, based on objective facts, that a member is impaired by the
consumption of alcohol or other drugs, the supervisor shall prevent the member from continuing
work and shall ensure that he/she is safely transported away from the Department.

1012.7 SCREENING TESTS
A supervisor may require an employee to submit to a screening under any of the following
circumstances:

(@) The supervisor reasonably believes, based upon objective facts, that the employee
is under the influence of alcohol or drugs that are impairing the employee's ability to
perform duties safely and efficiently.

(b) The employee discharges a firearm in the performance of the employee's duties
(excluding training or authorized euthanizing of an animal).

(c) The employee discharges a firearm issued by the Department while off-duty, resulting
in injury, death, or substantial property damage.

(d) The employee drives a motor vehicle in the performance of the employee's duties
and becomes involved in an incident that results in bodily injury, death, or substantial
damage to property.
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1012.7.1 SUPERVISOR RESPONSIBILITIES
The supervisor shall prepare a written record documenting the specific facts that led to the decision
to require the test, and shall inform the employee in writing of the following:

(@) The test will be given to detect either alcohol or drugs, or both.

(b) The result of the test is not admissible in any criminal proceeding against the
employee.

(c) The employee may refuse the test, but refusal may result in dismissal or other
disciplinary action.

1012.7.2 DISCIPLINE
An employee may be subject to disciplinary action if the employee:

(a) Fails or refuses to submit to a screening test as requested.

(b) After taking a screening test that indicates the presence of a controlled substance,
fails to provide proof, within 72 hours after being requested, that the employee took the
controlled substance as directed, pursuant to a current and lawful prescription issued
in the employee's name.

1012.8 COMPLIANCE WITH THE DRUG-FREE WORKPLACE ACT

No later than 30 days following notice of any drug statute conviction for a violation occurring in
the workplace involving a member, the Department will take appropriate disciplinary action, up to
and including dismissal, and/or requiring the member to satisfactorily participate in a drug abuse
assistance or rehabilitation program (41 USC § 8104).

1012.9 CONFIDENTIALITY

The Department recognizes the confidentiality and privacy due to its members. Disclosure of any
information relating to substance abuse treatment, except on a need-to-know basis, shall only be
with the express written consent of the member involved or pursuant to lawful process.

The written results of any screening tests and all documents generated by the employee
assistance program are considered confidential medical records and shall be maintained in the
member's confidential medical file in accordance with the Personnel Records Policy.
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1016.1 PURPOSE AND SCOPE
Refer to DOM §1100 - Emergency Medical Services
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1020.1 PURPOSE AND SCOPE
Refer to the Internal Affairs Investigation Handbook and the Civilians' Complaint Handbook.

1020.2 REQUIRED REPORTING TO POST

The Chief of Law Enforcement and Emergency Services or the authorized designee shall notify
POST on the appropriate POST form within 10 days of certain officer personnel events, including
but not limited to (Penal Code § 13510.9):

(@) Termination or separation from employment or appointment. Separation from
employment or appointment includes any involuntary termination, resignation, or
retirement.

1. A POST affidavit-of-separation form shall be executed and maintained by the
Department and submitted to POST as required by Penal Code § 13510.9 and
11 CCR 1003.

(b) Events that could affect an officer's POST certification, such as:

1. Complaints, charges, or allegations of serious misconduct (as defined by Penal
Code § 13510.8).

Findings of civilian review boards.
Final dispositions of any investigations.

Civil judgments or court findings based on conduct, or settlement of a civil claim
against an officer or the California Department of Parks and Recreation based
on allegations of conduct by an officer.

The Deputy Director, Park Operations or the authorized designee shall be responsible for providing
POST access to or duplication of investigation documentation (e.g., physical or documentary
evidence, witness statements, analysis, conclusions) within the applicable timeframe provided in
Penal Code § 13510.9.

1020.2.1 NOTIFICATIONS TO POST FOR SERIOUS MISCONDUCT
The Deputy Director, Park Operations or the authorized designee shall report allegations of serious
misconduct by an officer to POST and the report shall include the following (11 CCR 1207):

(@) Name of the Department
b) Administrative case number

¢) Name, current address, and phone number of the complainant, if available

d) Name, POST ID, current address, and phone number of the involved officer
e) A summary of the alleged misconduct including:
1. A narrative of the allegations
2. Date and time of incidents
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3. Location of occurrence
4, Any witness information, if available
5.  Summary of arrest or indictment of involved officer

(f) A change in employment status of the involved officer (e.g., administrative leave,
suspension, termination)

(g) Name and contact information of the assigned investigator

The Deputy Director, Park Operations or the authorized designee shall provide updates of the
investigation to POST every 90 days until the final disposition in the method designated by POST
(11 CCR 1207).

Upon completion of the investigation, the Deputy Director, Park Operations or the authorized
designee shall submit to POST the final disposition of the investigation as well as investigation
materials and the officer's service record as provided by 11 CCR 1207.

1020.2.2 ADDITIONAL NOTIFICATIONS TO POST FOR SERIOUS MISCONDUCT
Additional notification shall be made to POST (11 CCR 1207):

(@) If the imposed disciplinary action is pending appeal or other review through an
administrative or judicial proceeding:

1. The Department shall provide the name of the body conducting the proceeding.
2.  The status of the proceeding, if known.
(b) If criminal charges are pending:

1. The name of the court having jurisdiction over the criminal charges against the
officer.

2. The status of the criminal case, if known.
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1022.1 PURPOSE AND SCOPE
This policy establishes guidelines for the use of seat belts and child restraints. This policy will
apply to all members operating or riding in department vehicles (Vehicle Code § 27315.5).

1022.2 WEARING OF SAFETY RESTRAINTS

All members shall wear properly adjusted safety restraints when operating or riding in a seat
equipped with restraints, in any vehicle owned, leased or rented by this department while on- or
off-duty, or in any privately owned vehicle while on-duty. The member driving such a vehicle shall
ensure that all other occupants, including non-members, are also properly restrained.

Exceptions to the requirement to wear safety restraints may be made only in exceptional situations
where, due to unusual circumstances, wearing a seat belt would endanger the member or the
public. Members must be prepared to justify any deviation from this requirement.

1022.2.1 TRANSPORTING CHILDREN
Children under the age of 8 should be transported in compliance with California's restraint system
requirements (Vehicle Code § 27360).

A child may be transported by sworn personnel without the use of a child passenger restraint
system in an authorized emergency vehicle if a child passenger restraint system is unavailable
and the child is secured by a seat belt (Vehicle Code § 27363(b) and Vehicle Code § 165).

Members should deactivate, if available, the passenger side airbag when appropriate, such as
when transporting a rear-facing infant or child in the front seat.

1022.3 TRANSPORTING PERSONS IN CUSTODY

Persons who are in custody should be in a seated position and secured in the rear seat of any
department vehicle with a restraint system or, when a restraint system is not available, by seat
belts provided by the vehicle manufacturer. The restraint system is not intended to be a substitute
for handcuffs or other appendage restraints.

An incarcerated person in leg restraints shall be transported in accordance with the Handcuffing
and Restraints Policy.

1022.4 INOPERABLE SEAT BELTS
Department vehicles shall not be operated when the seat belt in the driver's position is inoperable.
Persons shall not be transported in a seat in which the seat belt is inoperable.

Department vehicle seat belts shall not be modified, removed, deactivated or altered in any
way, except by the vehicle maintenance and repair staff, who shall do so only with the express
authorization of the Chief Ranger.

Members who discover an inoperable restraint system shall report the defect to the appropriate
supervisor. Prompt action will be taken to replace or repair the system.
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1024.1 PURPOSE AND SCOPE
The purpose of this policy is to provide law enforcement officers with guidelines for the proper
use of body armor.

1024.2 POLICY

It is the policy of the California Department of Parks and Recreation to maximize officer safety
through the use of body armor in combination with prescribed safety procedures. While body
armor provides a significant level of protection, it is not a substitute for the observance of officer
safety procedures.

1024.3 ISSUANCE OF BODY ARMOR

The Training Section shall ensure that body armor is issued to all officers when the officer begins
service at the California Department of Parks and Recreation and that, when issued, the body
armor meets or exceeds the standards of the National Institute of Justice.

The Chief Ranger for the District shall establish a body armor replacement schedule and
ensure that replacement body armor is issued pursuant to the schedule or whenever the body
armor becomes worn or damaged to the point that its effectiveness or functionality has been
compromised.

1024.3.1 USE OF SOFT BODY ARMOR
Generally, the use of body armor is required subject to the following:

(a) Officers shall only wear agency-approved body armor.

(b) Officers shall wear body armor anytime they are in a situation where they could
reasonably be expected to take enforcement action.

(c) Officers may be excused from wearing body armor when they are functioning primarily
in an administrative or support capacity and could not reasonably be expected to take
enforcement action.

(d) Body armor shall be worn when an officer is working in uniform or taking part in
Department range training.

(e) An officer may be excused from wearing body armor when he/she is involved
in undercover or plainclothes work that his/her supervisor determines could be
compromised by wearing body armor, or when a supervisor determines that other
circumstances make it inappropriate to mandate wearing body armor.

1024.3.2 INSPECTIONS OF BODY ARMOR

Supervisors should ensure that body armor is worn and maintained in accordance with this policy
through routine observation and periodic documented inspections. Annual inspections of body
armor should be conducted by an authorized designee for fit, cleanliness, and signs of damage,
abuse and wear.
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1024.3.3 CARE AND MAINTENANCE OF SOFT BODY ARMOR

Soft body armor should never be stored for any period of time in an area where environmental
conditions (e.g., temperature, light, humidity) are not reasonably controlled (e.g., normal ambient
room temperature/humidity conditions), such as in automobiles or automobile trunks.

Soft body armor should be cared for and cleaned pursuant to the manufacturer's care instructions
provided with the soft body armor. The instructions can be found on labels located on the external
surface of each ballistic panel. The carrier should also have a label that contains care instructions.
Failure to follow these instructions may damage the ballistic performance capabilities of the armor.
If care instructions for the soft body armor cannot be located, contact the manufacturer to request
care instructions.

Soft body armor should not be exposed to any cleaning agents or methods not specifically
recommended by the manufacturer, as noted on the armor panel label.

Soft body armor should be replaced in accordance with the manufacturer's recommended
replacement schedule.

1024.4 EXTERNAL CARRIERS

The purchase, use and specifications of external vest carriers shall be approved by the LEESD
Chief. The specific type and model of carrier will be based on the current Department of General
Services, Procurement Contract and shall be compatible with the State Park Peace Officer's
currently issued body armor panels.

The external vest carrier may be issued to the officer after the officer has successfully completed
the Department's Field Training Program, or when assignments are delegated by the District's
Chief Ranger that are consistent with the use of an external carrier, such as vessel operation, bike
patrol or other special assignments.

Prior to authorization for on-duty wear the State Park Peace Officer must demonstrate proficiency
and qualify in both Firearms and Defensive Tactics under a Department Instructor while wearing
the external carrier.

External Carriers may be worn under the following conditions:

a) Most field operations

b) Bike Patrol

c) Vessel Operations
) Motorcycle Patrol

e) Callout

f)  Special Operations / Details

g) Training

External vest carriers are not authorized to be worn under the following circumstances:
(@) With a Class A uniform
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Interpretive/School Programs

When assigned patrol responsibilities in State Historic Parks or State Historic
Monuments or traditional park units where the bulk of daily assignment is visitor
interaction.

Court appearance, unless specifically requested by the District Attorney, with
supervisor approval

Sworn employees who are assigned to a temporary administrative function or modified
duty

As directed by the on-duty Supervisor when the specific assignment requires a
standard Department Uniform. (i.e. special events, interagency meetings, public
meetings, etc)

Recruitment events

Media events

External carriers shall be prescribed in the following colors:

(a)
(a)
(a)

"Tactical Green" for State Park Peace Officer — Ranger Classification
"Navy Blue" for State Park Peace Officer — Lifeguard Classification

"Navy Blue" for Firefighter/Security Officer

Each external vest carrier shall have the following identifying lettering, regardless of the overall
color of the carrier.

(a)
(a)

(a)

Officer Name — The Officer's name may be displayed in the following fashion:

Metal nameplate- A metal name plate, as approved and described in the State Park
Peace Officer Uniform Handbook may be worn on the carrier. The carrier shall have
a name plate holder sewn onto the vest carrier and no portion of the metal nameplate
or its attachment posts shall touch the ballistic panels.

The first initial and last name of the officer shall be embroidered in gold thread, 3/8"
regular capitalized block lettering directly on the vest's right breast pocket area, or
embroidered on a similar fabric and color of the assigned external carrier and attached
using Velcro in the same location.

State Park Peace Officer Badge — The Department's law enforcement badge may be
displayed in the following fashion:

Metal Badge - A Department issued or authorized badge may be worn on the carrier.
The carrier shall have a badge holder sewn onto the vest carrier and no portion of the
metal badge or its attachment posts shall touch the ballistic panels.

Cloth Badge — A Department approved embroidered in gray thread cloth badge may
be sewn directly on the vest's left breast pocket area, or embroidered on a similar
fabric and color of the assigned external carrier and attached using Velcro in the same
location.

Nameplate and Badge shall both be the same type. (Metal or Cloth)
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(@)

Rank Insignias — Only one single rank insignia, metal or cloth, may be worn on the
external carrier in conjunction with rank insignias displayed on the uniform shirt as
authorized in the Department's Uniform Handbook. The Rank insignia will be displayed
above the officer's nameplate.

Agency Name — The authorized rear panel shall read "STATE PARKS" in 2 %"
capitalized gold lettering. Other authorized lettering may include "POLICE" for special
operations, including undercover or interagency assignments, when approved by a
supervisor.

All equipment carried on the vest shall be carried in a similar position to how it is carried on the duty
belt, unless otherwise approved by supervision. Additions to vest, including equipment carriers
shall be approved by the District's Chief Ranger. The following additions to the external vest cover
may be attached via MOLLE attachment or sewn directly to the carrier and must be approved by
the District's Chief Ranger:

(a)

Radio microphone loop may be placed on the right or left shoulder, or near the neckline
of the vest.

Pockets and pouches attached by MOLLE attachment must fit tightly to the vest and
not hang away from or off the vest.

External pockets and pouches shall have flaps or some other method of securing the
contents of the pocket.

Pockets, pouches and equipment shall not interfere with access to equipment which
remains on the officer's duty belt or any weapon system.

The following equipment is authorized to be secured or worn on the external vest carrier:

(@)
(b)
(c)
(d)
(e)
(
(9)
(h)
(i)

Handcuffs

Chemical Agent

Single Spare Pistol magazine

Tourniquet

Flashlight less than 7" in length

Handheld Radio

K-9 equipment for K-9 officers (e.g., door popper, e-collar controller, etc.)
Single Rifle Magazine

Small utility pouch

The following equipment shall not be carried, secured, or worn on the external vest carrier:

(a)

Duty weapon

(b) Duty Magazines (2 for Duty & 1 for Low-Profile)
(c) Approved second weapon
(d) Conducted Energy Device (CED; "Taser")
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(e) Spare CED cartridges
(f) Baton

1024.5 SPECIALIZED BODY ARMOR

Units or operations which utilize additional types/colors/configurations of body armor (Department
Staff Firearms Instructors, Special Enforcement Team, Flight Crew, etc.) shall develop standard
operating procedures governing the use of such armor. The requirements of these specialized
procedures will require prior approval from the Chief of LEESD prior to implementation.
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1026.1 PURPOSE AND SCOPE
This policy governs maintenance and access to personnel records. Personnel records include any
file maintained under an individual member's name.

1026.2 PERSONNEL FILES DEFINED
Pursuant to Penal Code § 832.8, peace officer personnel records shall include any file maintained
under an individual officer's name relating to:

(@) Personal data, including marital status, family members, educational and employment
history, or similar information.

(b) Medical history including medical leave of absence forms, fitness for duty
examinations, workers compensation records, medical releases and all other records
which reveal an employee's past, current or anticipated future medical conditions.

(c) Election of employee benefits.
(d) Employee advancement, appraisal, or discipline.

(e) Complaints, or investigations of complaints, concerning an event or transaction in
which the officer participated, or which the officer perceived, and pertaining to the
manner in which the officer performed official duties.

(f)  Any other information the disclosure of which would constitute an unwarranted
invasion of personal privacy.

1026.3 DEPARTMENT FILE
The department file shall be maintained as a record of a person’s employment/appointment with
this department. The department file should contain, at a minimum:

(@) Personal data, including photographs, marital status, names of family members,
educational and employment history, or similar information. A photograph of the
member should be permanently retained.

(b) Election of employee benefits.

(c) Personnel action reports reflecting assignments, promotions, and other changes in
employment/appointment status. These should be permanently retained.

(d) Original performance evaluations. These should be permanently retained.

(e) Discipline records, including copies of sustained personnel complaints (see the
Personnel Complaints Policy).

1. Disciplinary action resulting from sustained internally initiated complaints or
observation of misconduct shall be maintained pursuant to the established
records retention schedule and at least four years (Government Code § 12946).

2. Disciplinary action resulting from a sustained civilian's complaint involving
misconduct shall be maintained pursuant to the established records retention
schedule and at least 15 years (Penal Code § 832.5).
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3. A civilian’s complaint involving misconduct that was not sustained shall be
maintained pursuant to the established records retention schedule and at least
five years (Penal Code § 832.5).

(f)  Adverse comments such as supervisor notes or memos may be retained in the
department file after the member has had the opportunity to read and initial the
comment (Government Code § 3305).

1. Once a member has had an opportunity to read and initial any adverse comment,
the member shall be given the opportunity to respond in writing to the adverse
comment within 30 days (Government Code § 3306).

2. Any member response shall be attached to and retained with the original adverse
comment (Government Code § 3306).

3. If a member refuses to initial or sign an adverse comment, at least one supervisor
should note the date and time of such refusal on the original comment and the
member should sign or initial the noted refusal. Such a refusal, however, shall
not be deemed insubordination, nor shall it prohibit the entry of the adverse
comment into the member's file (Government Code § 3305).

() Commendations and awards.

(h)  Any other information, the disclosure of which would constitute an unwarranted
invasion of personal privacy.

1026.4 CONFIDENTIALITY OF ALL PERSONNEL FILES

Pursuant to Penal Code § 832.7, all of the above-defined personnel records shall be deemed
confidential and shall not be subject to disclosure except pursuant to the discovery procedures set
forth in Evidence Code § 1043, et seq. or in accordance with applicable federal discovery laws.
Nothing in this section is intended to preclude review of personnel files by the Deputy Director,
Park Operations, Attorney General or other attorneys or representatives of the State in connection
with official business.

1026.5 TRAINING FILE

An individual training file shall be maintained by the Training Officer for each member. Training
files will contain records of all training; original or photocopies of available certificates, transcripts,
diplomas and other documentation; and education and firearms qualifications. Training records
may also be created and stored remotely, either manually or automatically (e.g., Daily Training
Bulletin (DTB) records).

(@) The involved member is responsible for providing the Training Officer or immediate
supervisor with evidence of completed training/education in a timely manner.

(b) The Training Officer or supervisor shall ensure that copies of such training records are
placed in the member’s training file.

1026.5.1 RELEASE OF CONFIDENTIAL INFORMATION
Except as provided by this policy or pursuant to lawful process, no information contained in any
confidential peace officer personnel file shall be disclosed to any unauthorized person(s) without
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the expressed prior consent of the involved officer or written authorization of the Deputy Director,
Park Operations or his or her designee.

Any person who maliciously, and with the intent to obstruct justice or the due administration of the
laws, publishes, disseminates, or otherwise discloses the residence address or telephone number
of any member of this department may be guilty of a misdemeanor and subject to civil penalties
(Penal Code § 146e, and Government Code §§ 6254.3(a) and 6254.21).

Pursuant to Penal Code § 832.7(e), the disposition of any civilian's complaint shall be released to
the complaining party within 30 days of the final disposition. This release shall be limited to the
disposition and shall not include what discipline, if any was imposed.

The Department may also release any factual information concerning a disciplinary investigation
if the officer who is the subject of the investigation (or the officer's representative) publicly makes
a statement which is published in the media and which the officer (or representative) knew to be
false. The disclosure of such information, if any, shall be limited to facts that refute any such false
statement (Penal Code § 832.7(d)).

1026.6 INTERNAL AFFAIRS FILE

Internal affairs files shall be maintained under the exclusive control of the Internal Affairs Unit in
conjunction with the office of the Deputy Director, Park Operations. Access to these files may only
be approved by the Deputy Director, Park Operations or the Internal Affairs Unit supervisor.

These files shall contain the complete investigation of all formal complaints of member misconduct,
regardless of disposition (Penal Code § 832.12). Investigations of complaints that result in the
following findings shall not be placed in the member's file but will be maintained in the internal
affairs file:

(@) Not sustained
(b) Unfounded
(c) Exonerated

Investigation files arising out of sustained civilian’s complaints involving misconduct shall be
maintained pursuant to the established records retention schedule and for a period of at least
15 years. Investigations that resulted in other than a sustained finding may not be used by the
Department to adversely affect an employee’s career (Penal Code § 832.5).

Investigation files arising out of internally generated complaints shall be maintained pursuant to
the established records retention schedule and for at least four years (Government Code § 12946).

Investigation files arising out of a civilian complaint involving misconduct that was not sustained
shall be maintained pursuant to the established records retention schedule and for at least five
years (Penal Code § 832.5).

1026.7 MEDICAL FILE
A medical file shall be maintained separately from all other personnel records and shall contain
all documents relating to the member’s medical condition and history, including but not limited to:
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(@) Materials relating to a medical leave of absence, including leave under the Family and
Medical Leave Act (FMLA).

(b) Documents relating to workers’ compensation claims or the receipt of short- or long-
term disability benefits.

(c) Fitness-for-duty examinations, psychological and physical examinations, follow-up
inquiries and related documents.

(d) Medical release forms, doctor’s slips and attendance records that reveal a member’s
medical condition.

(e) Any other documents or materials that reveal the member's medical history or
medical condition, including past, present or future anticipated mental, psychological
or physical limitations.

1026.7.1 OFFICIAL DEPARTMENT FILE
The contents of the Official Department File (OPF) are governed by Department Administrative
Manual § 820. Generally, the OPF should contain, but is not limited to, the following:

(a) Performance evaluation reports regularly completed by appropriate supervisor and
signed by the affected employee shall be permanently maintained.

(b) Records of all training (original or photocopies of available certificates, transcripts,
diplomas and other documentation) and education shall be maintained.

1. It shall be the responsibility of the involved employee to provide the Training
Officer or immediate supervisor with evidence of completed training/education
in a timely manner.

2. The Training Officer or supervisor shall ensure that copies of such training
records are placed in the employee's department file.

(c) Disciplinary action:

1. Disciplinary action resulting from sustained internally initiated complaints or
observation of misconduct shall be maintained in the individual employee's OPF
not to exceed three years.

2. Disciplinary action resulting from a sustained citizen's complaint shall be
maintained in the individual employee's OPF at least five years (Penal Code §
832.5).

3. Investigations of complaints which result in a finding of not-sustained, unfounded
or exonerated shall not be placed in the employee's OPF, but will be separately
maintained for the appropriate retention period in the internal affairs file.

(d) Adverse comments such as supervisor log entries may be retained in the supervisory
file after the employee has had the opportunity to read and initial the comment and for
a period up to one year Government Code § 3305).
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1. Once an employee has had an opportunity to read and initial any adverse
comment prior to entry into a file, the employee shall be given the opportunity to
respond in writing to such adverse comment within 30 days (Government Code
§ 3306).

2. Any such employee response shall be attached to and retained with the original
adverse comment.

3. If an employee refuses to initial or sign an adverse comment, at least one
supervisor should note the date and time of such refusal on the original
comment. Such a refusal, however, shall not be deemed insubordination nor
shall it prohibit the entry of the adverse comment into the employee's file.

(e) Commendations shall be retained in the employee's OPF, with a copy provided to the
involved employee.

(f)  Personnel Action Reports reflecting assignments, promotions and other changes in
the employee's employment status shall be permanently retained.

1026.7.2 INTERNAL AFFAIRS FILE

Internal affairs files shall be maintained under the exclusive control of the Internal Affairs Unit
in conjunction with the office of the Property and Evidence Section Superintendent. Access to
these files may only be approved by the Property and Evidence Section Superintendent. Internal
Affairs case files against Property and Evidence Section Superintendents or executive staff shall
be maintained by the Chief, Law Enforcement and Emergency Services Division. These files shall
contain:

(@) The complete investigation of all formal complaints of employee misconduct,
regardless of disposition

1. Each investigation file shall be sequentially numbered within a calendar year
(e.g., yy-001, yy-002).

2.  Each investigation file arising out of a formal citizen's complaint or a complaint
involving a discriminatory harassment or hostile work environment shall be
maintained no less than five years (Penal Code § 832.5(b)). Investigation files
arising out of other internally generated complaints shall be maintained no less
than two years (Government Code § 34090).

(b) Investigations that result in other than a sustained finding shall be maintained for the
minimum statutory period but may not be used by the Department to adversely affect
an employee's career (Penal Code § 832.5 (c)).

1026.7.3 TRAINING FILES

An individual training file shall be maintained by the Training Section for each employee. Training
files will contain records of all training and education mandated by law or the Department, including
firearms qualifications and mandated annual proficiency requalification.

Copyright Lexipol, LLC 2025/10/15, All Rights Reserved. Personnel Records - 536
Published with permission by California Department of Parks
and Recreation



California Department of Parks and Recreation
Policy Manual

Personnel Records

(@) It shall be the responsibility of the involved employee to provide the Training Officer
or immediate supervisor with evidence of completed training/education in a timely
manner.

(b)  The Training Officer or supervisor shall ensure that copies of such training records are
placed in the employee's training file.

1026.7.4 MEDICAL FILE
A medical file shall be maintained separately from all other files and shall contain all documents
relating to the employee's medical condition and history, including but not limited to the following:

(@) Materials relating to medical leaves of absence.

(b) Documents relating to workers compensation claims or receipt of short or long term
disability benefits.

(c) Fitness for duty examinations, psychological and physical examinations, follow-up
inquiries and related documents.

(d) Medical release forms, doctor's slips and attendance records which reveal an
employee's medical condition.

(e) Any other documents or material which reveals the employee's medical history or
medical condition, including past, present, or future anticipated mental, psychological,
or physical limitations.

1026.8 SECURITY

Personnel records should be maintained in a secured location and locked either in a cabinet
or access-controlled room. Personnel records maintained in an electronic format should have
adequate password protection.

Personnel records are subject to disclosure only as provided in this policy, the Records
Maintenance and Release Policy or according to applicable discovery procedures.

Nothing in this policy is intended to preclude review of personnel records by the Deputy Director,
Park Operations, Attorney General or other attorneys or representatives of the State in connection
with official business.

1026.8.1 RELEASE OF LAW ENFORCEMENT GANG INFORMATION

Information relating to the termination of an officer from this department for participation in a law
enforcement gang shall be disclosed to another law enforcement agency that is conducting a pre-
employment background investigation except where specifically prohibited by law (Penal Code
§ 13670).

1026.8.2 RELEASE OF PEACE OFFICER RECORDS RELATING TO HATE COMPLAINTS
Records relating to an officer for an investigation of a hate complaint described in Penal Code §
13682 with a sustained finding that the officer engaged in membership in a hate group, participated
in a hate group activity, or advocacy of public expressions of hate are not confidential and shall
be made available for public inspection though a public records request (Penal Code § 13683).
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Records disclosed may be redacted as provided in Penal Code § 13683.

1026.9 RELEASE OF PERSONNEL RECORDS AND RECORDS RELATED TO CERTAIN
INCIDENTS, COMPLAINTS, AND INVESTIGATIONS OF OFFICERS

Personnel records and records related to certain incidents, complaints, and investigations of
officers shall be released pursuant to a proper request under the Public Records Act and subject
to redaction and delayed release as provided by law.

The Custodian of Records should work as appropriate with the Deputy Director, Park Operations
or the Internal Affairs Unit supervisor in determining what records may qualify for disclosure when
a request for records is received and if the requested record is subject to redaction or delay from
disclosure.

For purposes of this section, a record includes (Penal Code § 832.7(b)(3):
. All investigation reports.
. Photographic, audio, and video evidence.
. Transcripts or recordings of interviews.
. Autopsy reports.

. All materials compiled and presented for review to the District Attorney or to any person
or body charged with determining whether to file criminal charges against an officer in
connection with an incident, whether the officer's action was consistent with law and
department policy for purposes of discipline or administrative action, or what discipline
to impose or corrective action to take.

. Documents setting forth findings or recommending findings.

. Copies of disciplinary records relating to the incident, including any letters of intent
to impose discipline, any documents reflecting modifications of discipline due to the
Skelly or grievance process, and letters indicating final imposition of discipline or other
documentation reflecting implementation of corrective action.

Unless a record or information is confidential or qualifies for delayed disclosure as provided by
Penal Code § 832.7(b)(8) or other law, the following records (hereinafter qualifying records) shall
be made available for public inspection no later than 45 days from the date of a request (Penal
Code § 832.7(b)(1)):

(@) Records relating to the report, investigation, or findings of:
1.  The discharge of a firearm at another person by an officer.

2. The use of force against a person resulting in death or in great bodily injury (as
defined by Penal Code § 243(f)(4)) by an officer.

3. A sustained finding involving a complaint that alleges unreasonable or excessive
force.

4.  Asustained finding that an officer failed to intervene against another officer using
force that is clearly unreasonable or excessive.
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(b) Records relating to anincident where a sustained finding was made by the Department
or oversight agency regarding:

1. An officer engaged in sexual assault of a member of the public (as defined by
Penal Code § 832.7(b)).

2. Dishonesty of an officer relating to the reporting, investigation, or prosecution
of a crime, or directly relating to the reporting of, or investigation of misconduct
by, another officer, including but not limited to any false statements, filing false
reports, destruction, falsifying, or concealing of evidence, or perjury.

3.  An officer engaged in conduct including but not limited to verbal statements,
writings, online posts, recordings, and gestures involving prejudice or
discrimination against a person on the basis of race, religious creed, color,
national origin, ancestry, physical disability, mental disability, medical condition,
genetic information, marital status, sex, gender, gender identity, gender
expression, age, sexual orientation, or military and veteran status.

4. An officer made an unlawful arrest or conducted an unlawful search.

Qualifying records will be made available regardless of whether the officer resigns before the
Department or an oversight agency concludes its investigation (Penal Code § 832.7(b)(3)).

A record from a separate and prior investigation or assessment of a separate incident shall not
be released unless it is independently subject to disclosure (Penal Code § 832.7(b)(4)).

When an investigation involves multiple officers, the Department shall not release information
about allegations of misconduct or the analysis or disposition of an investigation of an officer unless
it relates to a sustained finding of a qualified allegation as provided by Penal Code § 832.7(b)(5).
However, factual information about the action of the officer during an incident or the statements
of an officer shall be released if the statements are relevant to a finding of the qualified allegation
against another officer that is subject to release (Penal Code § 832.7(b)(5)).

1026.9.1 REDACTION

The Custodian of Records, in consultation with the Deputy Director, Park Operations or authorized
designee, shall redact the following portions of qualifying records made available for release
(Penal Code § 832.7(b)(6)):

(@) Personal data or information (e.g., home address, telephone number, identities of
family members) other than the names and work-related information of officers

(b) Information that would compromise the anonymity of whistleblowers, complainants,
victims, and witnesses

(c) Confidential medical, financial, or other information where disclosure is prohibited by
federal law or would cause an unwarranted invasion of personal privacy that clearly
outweighs the strong public interest in records about possible misconduct and use of
force

(d) Where there is a specific, articulable, and particularized reason to believe that
disclosure of the record would pose a significant danger to the physical safety of the
officer or another person
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Additionally, a record may be redacted, including redacting personal identifying information,
where, on the facts of the particular case, the public interest served by not disclosing the
information clearly outweighs the public interest served by disclosing it (Penal Code § 832.7(b)(7)).

1026.9.2 DELAY OF RELEASE

Unless otherwise directed by the Deputy Director, Park Operations, the Custodian of Records
should consult with a supervisor familiar with the underlying investigation to determine whether to
delay disclosure of qualifying records due to any of the following conditions (Penal Code § 832.7):

(@) Active criminal investigations

1. Disclosure may be delayed 60 days from the date the misconduct or use of force
occurred or until the District Attorney determines whether to file criminal charges,
whichever occurs sooner.

2.  After the initial 60 days, delay of disclosure may be continued if the
disclosure could reasonably be expected to interfere with a criminal enforcement
proceeding against an officer or against someone other than an officer who
engaged in misconduct or used the force.

(b) Filed criminal charges

1. When charges are filed related to an incident in which misconduct occurred or
force was used, disclosure may be delayed until a verdict on those charges is
returned at trial or, if a plea of guilty or no contest is entered, the time to withdraw
the plea has passed.

(c) Administrative investigations
1.  Disclosure may be delayed until:

(@) There is a determination from the investigation whether the misconduct or
use of force violated law or department policy, but no longer than 180 days
after the date of the department’s discovery of the misconduct or use of
force or allegation of misconduct or use of force

1026.9.3 NOTICE OF DELAY OF RECORDS

When there is justification for delay of disclosure of qualifying records, the Custodian of Records
shall provide written notice of the reason for any delay to a requester as follows (Penal Code §
832.7):

(@) Provide the specific basis for the determination that the interest in delaying disclosure
clearly outweighs the public interest in disclosure. The notice shall also include the
estimated date for the disclosure of the withheld information.

(b)  When delay is continued beyond the initial 60 days because of criminal enforcement
proceedings against anyone, at 180-day intervals provide the specific basis that
disclosure could reasonably be expected to interfere with a criminal enforcement
proceeding and the estimated date for disclosure.

1. Information withheld shall be disclosed when the specific basis for withholding
the information is resolved, the investigation or proceeding is no longer active, or
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no later than 18 months after the date of the incident, whichever occurs sooner,
unless:

(@) When the criminal proceeding is against someone other than an officer and
there are extraordinary circumstances to warrant a continued delay due
to the ongoing criminal investigation or proceeding, then the Department
must show by clear and convincing evidence that the interest in preventing
prejudice to the active and ongoing criminal investigation or proceeding
outweighs the public interest for prompt disclosure of records about
misconduct or use of force by officers.

In cases where an action to compel disclosure is brought pursuant to Government Code §
7923.000, the Department may justify delay by filing an application to seal the basis for withholding
if disclosure of the written basis itself would impact a privilege or compromise a pending
investigation (Penal Code § 832.7(b)(8)).
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Fitness for Duty

1032.1 PURPOSE AND SCOPE

All officers are required to be free from any physical, emotional, or mental condition which might
adversely affect the exercise of peace officer powers. The purpose of this policy is to ensure that all
officers of this department remain fit for duty and able to perform their job functions (Government
Code § 1031).

1032.2 EMPLOYEE RESPONSIBILITIES

(@) It shall be the responsibility of each member of this department to maintain good
physical condition sufficient to safely and properly perform essential duties of their
position.

(b) Each member of this department shall perform his/her respective duties without
physical, emotional, and/or mental constraints.

(c) During working hours, all employees are required to be alert, attentive, and capable
of performing his/her assigned responsibilities.

(d) Any employee who feels unable to perform his/her duties shall promptly notify a
supervisor. In the event that an employee believes that another employee is unable
to perform his/her duties, such observations and/or belief shall be promptly reported
to a supervisor.

1032.3 SUPERVISOR RESPONSIBILITIES

(@) A supervisor observing an employee, or receiving a report of an employee who is
perceived to be, unable to safely perform his/her duties due to a physical or mental
condition shall take prompt and appropriate action in an effort to resolve the situation.

(b) Whenever feasible, the supervisor should attempt to ascertain the reason or source
of the problem and in all cases a preliminary evaluation should be made in an effort
to determine the level of inability of the employee to perform his/her duties.

(c) Inthe event the employee appears to be in need of immediate medical or psychiatric
treatment, all reasonable efforts should be made to provide such care.

(d) In conjunction with the Chief Ranger and Field Division Chief, a determination should
be made whether or not the employee should be temporarily relieved from his/her
duties.

(e) The Deputy Director, Park Operations and the Chief, Law Enforcement and
Emergency Services Division shall be promptly notified in the event that any employee
is relieved from duty.

1032.4 PHYSICAL AND PSYCHOLOGICAL EXAMINATIONS

(@) Whenever circumstances reasonably indicate that an employee is unfit for duty, the
Chief Ranger may serve that employee with a written order to undergo a physical and/
or psychological examination in cooperation with Personnel Unit to determine the level
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(c)

(f)

of the employee's fithess for duty. The order shall indicate the date, time and place
for the examination.

The examining physician or therapist will provide the Department with a report
indicating that the employee is either fit for duty or, if not, listing any functional
limitations which limit the employee's ability to perform job duties (Civil Code § 56.10
(c)(8)(A)). If the employee places his/her condition at issue in any subsequent or
related administrative action/grievance, the examining physician or therapist may be
required to disclose any and all information which is relevant to such proceeding (Civil
Code § 56.10(c)(8)(B)).

In order to facilitate the examination of any employee, the Department will provide
all appropriate documents and available information to assist in the evaluation and/
or treatment.

All reports and evaluations submitted by the treating physician or therapist shall be
part of the employee's confidential personnel file.

Any employee ordered to receive a fithess for duty examination shall comply with
the terms of the order and cooperate fully with the examining physician or therapist
regarding any clinical interview, tests administered or other procedures as directed.
Any failure to comply with such an order and any failure to cooperate with the
examining physician or therapist may be deemed insubordination and shall be subject
to discipline up to and including termination.

Once an employee has been deemed fit for duty by the examining physician or
therapist, the employee will be notified to resume his/her duties.

1032.5 APPEALS

An employee who is separated from paid employment or receives a reduction in salary resulting
from a fitness for duty exam shall be entitled to an administrative appeal as outlined in Department
Administrative Manual §0200.
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Lactation Breaks

1035.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidance regarding reasonable accommodations for
lactating members (Labor Code § 1034).

1035.2 POLICY

It is the policy of the California Department of Parks and Recreation to provide, in compliance with
federal and state law, reasonable accommodations for lactating members. This includes break
time and appropriate facilities to accommodate any member desiring to express breast milk for
the member's nursing child (29 USC § 218d; 42 USC § 2000gg-1; 29 CFR 1636.3; Labor Code
§ 1030).

1035.3 LACTATION BREAK TIME

A rest period should be permitted each time the member requires a lactation break (29 USC §
218d; 42 USC § 2000gg-1; 29 CFR 1636.3; Labor Code § 1030). In general, lactation breaks
that cumulatively total 30 minutes or less during any four-hour work period or major portion of a
four-hour work period would be considered reasonable. However, individual circumstances may
require more or less time.

Lactation breaks, if feasible, should be taken at the same time as the member's regularly
scheduled rest or meal periods. While a reasonable effort will be made to provide additional time
beyond authorized breaks, any such time exceeding regularly scheduled and paid break time will
be unpaid (Labor Code § 1030).

Members desiring to take a lactation break shall notify the dispatcher or a supervisor prior to taking
such a break. Such breaks may be reasonably delayed if they would seriously disrupt department
operations (Labor Code § 1032).

Once a lactation break has been approved, the break should not be interrupted except for
emergency or exigent circumstances.

1035.4 PRIVATE LOCATION

The Department will make reasonable efforts to accommodate members with the use of an
appropriate room or other location to express milk in private. Such room or place should be in
proximity to the member's work area and shall be other than a bathroom or toilet stall. The location
must be shielded from view, free from intrusion from coworkers and the public, and otherwise
satisfy the requirements of federal and state law (29 USC § 218d; 42 USC § 2000gg-1; 29 CFR
1636.3; Labor Code § 1031).

Members occupying such private areas shall either secure the door or otherwise make it clear
to others that the area is occupied with a need for privacy. All other members should avoid
interrupting a member during an authorized break, except to announce an emergency or other
urgent circumstance.
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Authorized lactation breaks for members assigned to the field may be taken at the nearest
appropriate private area.

1035.5 STORAGE OF EXPRESSED MILK
Any member storing expressed milk in any authorized refrigerated area within the Department
shall clearly label it as such and shall remove it when the member's shift ends.

1035.5.1 STATE REQUIREMENTS

Members have the right to request lactation accommodations. If a break time or location
accommodation cannot be provided, the supervisor shall provide the member with a written
response regarding the reasons for the determination (Labor Code § 1034).

Lactation rooms or other locations should comply with the prescribed feature and access
requirements of Labor Code § 1031.

Members who believe that their rights have been violated under this policy or have been the
subject of discrimination or retaliation for exercising or attempting to exercise their rights under
this policy, are encouraged to follow the chain of command in reporting a violation, but may also
file a complaint directly with the Labor Commissioner (Labor Code § 1033).
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1040.1 PURPOSE AND SCOPE

In order to avoid actual or perceived conflicts of interest for departmental employees engaging
in outside employment, all employees shall obtain written approval from thechain of command
to District Superintendent or Field Division Chief prior to engaging in any outside employment.
Approval of outside employment shall be at the discretion of the Deputy Director, Park Operations
in accordance with the provisions of this policy.

1040.1.1 DEFINITIONS

Outside Employment - Any member of this department who receives wages, compensation
or other consideration of value from an employer, organization or individual other than this
department for services, product(s) or benefits rendered. For purposes of this section, the
definition of outside employment includes those employees who are self-employed and not
affiliated directly with this department for services, product(s) or benefits rendered.

Outside Overtime - Any member of this department who performs duties or services on behalf
of an outside organization, company, or individual within this jurisdiction. Such outside overtime
shall be requested and scheduled directly through this department so that the Department may
be reimbursed for the cost of wages and benefits.

1040.2 OBTAINING APPROVAL

No member of this department may engage in any outside employment without first obtaining
prior written approval of the chain of command to District Superintendent or Field Division Chief.
Failure to obtain prior written approval for outside employment or engaging in outside employment
prohibited by this policy may lead to disciplinary action.

In order to obtain approval for outside employment, the employee must submit a written request
to the employee's immediate supervisor. The request will then be forwarded through channels to
the chain of command to District Superintendent or Field Division Chief for consideration.

If approved, the employee will be provided with a copy of the approved request. Unless otherwise
indicated in writing on the approved request, the request approval will be valid through the end
of the calendar year in which the request is approved. Any employee seeking to renew a permit
shall submit a new written request in a timely manner.

Any employee seeking approval of outside employment, whose request has been denied, shall
be provided with a written reason for the denial of the application at the time of the denial (Penal
Code § 70(e)(3)).

1040.2.1 APPEAL OF DENIAL OF OUTSIDE EMPLOYMENT
If an employee's written request is denied by the Department, the employee may file a written
notice of appeal to the Field Division Chief within ten days of the date of denial.
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If the employee's appeal is denied, the employee may file a grievance pursuant to the procedure
set forth in the current Memorandum of Understanding (MOU).

1040.2.2 REVOCATION/SUSPENSION OF OUTSIDE EMPLOYMENT PERMITS
Any outside employment approval may be revoked or suspended under the following
circumstances:

(@)

Should an employee's performance at this department decline to a point where it
is evaluated by a supervisor as needing improvement to reach an overall level of
competency, the chain of command to District Superintendent or Field Division Chief
may, at his or her discretion, revoke any previously approved outside employment
request(s). That revocation will stand until the employee's performance has been
reestablished at a satisfactory level and his/her supervisor recommends reinstatement
of the outside employment permit

Suspension or revocation of a previously approved outside employment approval may
be included as a term or condition of sustained discipline

If, at any time during the term of a valid outside employment approval, an employee's
conduct or outside employment conflicts with the provisions of department policy, the
approval may be suspended or revoked

When an employee is unable to perform at a full duty capacity due to an injury or
other condition, any previously approved outside employment approval may be subject
to similar restrictions as those applicable to the employee's full time duties until the
employee has returned to a full duty status

1040.3 PROHIBITED OUTSIDE EMPLOYMENT

Consistent with the legislative intent of Government Code § 1126, the Department expressly
reserves the right to deny any outside employment request submitted by an employee seeking
to engage in any activity which:

(a)

(b)

Involves the employee's use of departmental time, facilities, equipment or supplies,
the use of the Department badge, uniform, prestige or influence for private gain or
advantage

Involves the employee's receipt or acceptance of any money or other consideration
from anyone other than this department for the performance of an act which the
employee, if not performing such act, would be required or expected to render in the
regular course or hours of employment or as a part of the employee's duties as a
member of this department

Involves the performance of an act in other than the employee's capacity as a member
of this department that may later be subject directly or indirectly to the control,
inspection, review, audit or enforcement of any other employee of this department

Involves time demands that would render performance of the employee's duties for
this department less efficient
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1040.3.1 OUTSIDE SECURITY AND PEACE OFFICER EMPLOYMENT

Consistent with the provisions of Penal Code § 70, and because it would further create a potential
conflict of interest, no member of this department may engage in any outside or secondary
employment as a private security guard, private investigator or other similar private security
position, or as a peace officer with another agency.

1040.3.2 OUTSIDE OVERTIME ARREST AND REPORTING PROCEDURE

Any employee making an arrest or taking other official police action while working in an approved
outside overtime assignment shall be required to complete all related reports in a timely manner
pursuant to department policy. Time spent on the completion of such reports shall be considered
incidental to the outside overtime assignment.

1040.3.3 SPECIAL RESTRICTIONS

Except for emergency situations or with prior authorization from the chain of command to
District Superintendent or Field Division Chief, undercover officers or officers assigned to covert
operations shall not be eligible to work overtime or other assignments in a uniformed or other
capacity which might reasonably disclose the officer's law enforcement status.

1040.4 DEPARTMENT RESOURCES

Employees are prohibited from using any department equipment or resources in the course of or
for the benefit of any outside employment. This shall include the prohibition of access to official
records or databases of this department or other agencies through the use of the employee's
position with this department.

1040.4.1 REVIEW OF FINANCIAL RECORDS

Employees approved for outside employment expressly agree that their personal financial records
may be requested and reviewed/audited for potential conflict of interest pursuant to Government
Code § 3308. Prior to providing written approval for an outside employment position, if the
Department foresees a potential conflict, the Department may request that an officer provide his or
her personal financial records for review/audit in order to determine whether a conflict of interest
exists. Failure of the employee to provide the requested personal financial records could result in
denial of the off-duty work request. If, after approving a request for an outside employment position,
the Department becomes concerned that a conflict of interest exists based on a financial reason,
the Department may request that the employee provide his or her personal financial records for
review/audit. If the employee elects not to provide the requested records, his or her off-duty work
permit may be revoked pursuant to Policy Manual § 1040.2.2(c).

1040.5 CHANGES IN OUTSIDE EMPLOYMENT STATUS

If an employee terminates his or her outside employment during the period of a valid permit, the
employee shall promptly submit written notification of such termination to the chain of command
to District Superintendent or Field Division Chief through channels. Any subsequent request for
renewal or continued outside employment must thereafter be processed and approved through
normal procedures set forth in this policy.
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Employees shall also promptly submit in writing to the chain of command to District Superintendent
or Field Division Chief any material changes in outside employment including any change in the
number of hours, type of duties, or demands of any approved outside employment. Employees
who are uncertain whether a change in outside employment is material are advised to report the
change.

1040.6 OUTSIDE EMPLOYMENT WHILE ON DISABILITY

Department members engaged in outside employment who are placed on disability leave or
modified/light-duty shall inform their immediate supervisor in writing within five days whether or
not they intend to continue to engage in such outside employment while on such leave or light-
duty status. The immediate supervisor shall review the duties of the outside employment along
with any related doctor's orders, and make a recommendation to the chain of command to District
Superintendent or Field Division Chief whether such outside employment should continue.

In the event the chain of command to District Superintendent or Field Division Chief determines
that the outside employment should be discontinued or if the employee fails to promptly notify
his/her supervisor of his/her intentions regarding their outside employment approval, a notice of
revocation of the employee's approval will be forwarded to the involved employee, and a copy
attached to the original approval.

Criteria for revoking the outside employment approval include, but are not limited to, the following:

(@) The outside employment is medically detrimental to the total recovery of the disabled
member, as indicated by the State's professional medical advisors.

(b) The outside employment performed requires the same or similar physical ability, as
would be required of an on-duty member.

(c) The employee's failure to make timely notice of their intentions to their supervisor.

When the disabled member returns to full duty with the California Department of Parks and
Recreation, a request (in writing) may be made to the Deputy Director, Park Operations to restore
the outside employment approval.
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1046.1 PURPOSE AND SCOPE

The uniform policy of the California Department of Parks and Recreation is established to ensure
that uniformed officers will be readily identifiable to the public through the proper use and wearing
of department uniforms. Employees should also refer to the following associated Policy Manual
sections:

. Department Owned and Personal Property
. Body Armor
. Grooming Standards

The Uniform Handbooks are maintained and periodically updated by the Deputy Director, Park
Operations or his/her designee. These handbooks should be consulted regarding authorized
equipment and uniform specifications.

The California Department of Parks and Recreation will provide uniforms for all employees
required to wear them in the manner, quantity and frequency agreed upon in the respective
employee group's collective bargaining agreement.

1046.1.1 DOM 2300
Refer to DOM 2300 for overall Department Uniform Policy.

1046.2 WEARING AND CONDITION OF UNIFORM AND EQUIPMENT

Police employees wear the uniform to be identified as the law enforcement authority in society. The
uniform also serves an equally important purpose to identify the wearer as a source of assistance
in an emergency, crisis, or other time of need.

(@) Uniform and equipment shall be maintained in a serviceable condition and shall be
ready at all times for immediate use. Uniforms shall be neat, clean, and appear
professionally pressed.

(b) All peace officers of this department shall possess and maintain at all times, a
serviceable uniform and the necessary equipment to perform uniformed field duty.

(c) Personnel shall wear only the uniform specified for their rank and assignment (Penal
Code § 13655).

(d) The uniform is to be worn in compliance with the specifications set forth in the
department’s uniform specifications that are maintained separately from this policy.

(e) All supervisors will perform periodic inspections of their personnel to ensure
conformance to these regulations.

(f)  Civilian attire shall not be worn in combination with any distinguishable part of the
uniform.

(@) Uniforms are only to be worn while on duty, while in transit to or from work, for court,
or at other official department functions or events.
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(k)

1046.2.1

If the uniform is worn while in transit, an outer garment shall be worn over the uniform
shirt so as not to bring attention to the employee while he/she is off-duty.

Employees are not to purchase or drink alcoholic beverages while wearing any part
of the department uniform, including the uniform pants.

Mirrored sunglasses will not be worn with any Department uniform.

Visible jewelry, other than those items listed below, shall not be worn with the
uniform unless specifically authorized by the Deputy Director, Park Operations or the
authorized designee.

1. Wrist watch

2. Wedding ring, class ring, or other ring of tasteful design. A maximum of one ring/
set may be worn on each hand

3. Medical alert bracelet

DEPARTMENT ISSUED IDENTIFICATION

The Department issues each employee an official department identification card bearing the
employee’s name, identifying information and photo likeness. All employees shall be in possession
of their department issued identification card at all times while on duty or when carrying a
concealed weapon.

(@)

(b)

Whenever on duty or acting in an official capacity representing the department,
employees shall display their department issued identification in a courteous manner
to any person upon request and as soon as practical.

Officers working specialized assignments may be excused from the possession and
display requirements when directed by their Division Chief.

1046.3 UNIFORM CLASSES

1046.3.1 CLASS A UNIFORM

The Class A uniform is to be worn on special occasions such as funerals, graduations, ceremonies,
or as directed. The Class A uniform is required for all sworn personnel. The Class A uniform
includes the standard issue uniform with:

(@)
(b)

Long sleeve shirt with tie

Polished shoes

Boots with pointed toes are not permitted.

1046.3.2 CLASS B UNIFORM
All officers will possess and maintain a serviceable Class B uniform at all times.

The Class B uniform will consist of the same garments and equipment as the Class A uniform
with the following exceptions:

(@)

The long or short sleeve shirt may be worn with the collar open. No tie is required
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b) A white, navy blue or black crew neck t-shirt must be worn with the uniform

c) All shirt buttons must remain buttoned except for the last button at the neck

e

(
(
(d) Shoes for the Class B uniform may be as described in the Class A uniform
(e) Approved all black unpolished shoes may be worn

(

f)  Boots with pointed toes are not permitted

1046.3.3 CLASS C UNIFORM

The Class C uniform may be established to allow field personnel cooler clothing during the summer
months or special duty. The Deputy Director, Park Operations will establish the regulations and
conditions for wearing the Class C Uniform and the specifications for the Class C Uniform.

1046.3.4 SPECIALIZED UNIT UNIFORMS

The Deputy Director, Park Operations may authorize special uniforms to be worn by officers in
specialized units such as Canine Team, Special Enforcement Team, Flight Crew, Motor Officers
and other specialized assignments.

1046.3.5 FOUL WEATHER GEAR
The Uniform and Equipment Specifications lists the authorized uniform jacket and rain gear.

1046.4 INSIGNIA AND PATCHES

(@) Shoulder Patches - The authorized shoulder patch shall be machine stitched to the
sleeves of all uniform shirts and jackets, three-quarters of an inch below the shoulder
seam of the shirt and be bisected by the crease in the sleeve.

(b) The regulation nameplate, or an authorized sewn on cloth nameplate, shall be worn
at all times while in uniform. The nameplate shall display the employee's first and
last name. If an employee's first and last names are too long to fit on the nameplate,
then the initial of the first name will accompany the last name. If the employee desires
other than the legal first name, the employee must receive approval from the Deputy
Director, Park Operations. The nameplate shall be worn and placed above the right
pocket located in the middle, bisected by the pressed shirt seam, with equal distance
from both sides of the nameplate to the outer edge of the pocket.

(c) When ajacket is worn, the nameplate or an authorized sewn on cloth nameplate shall
be affixed to the jacket in the same manner as the uniform.

(d) Assignment Insignias - Assignment insignias, (SWAT, FTO, etc.) may be worn as
designated by the Deputy Director, Park Operations.

(e) Flag Pin - A flag pin may be worn, centered above the nameplate.

(f) Badge - The department issued badge, or an authorized sewn on cloth replica, must
be worn and visible at all times while in uniform.

(g9) Rank Insignia - The designated insignia indicating the employee's rank must be worn
at all times while in uniform. The Deputy Director, Park Operations may authorize
exceptions.
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1046.4.1

MOURNING BADGE

Uniformed employees shall wear a black mourning band across the uniform badge whenever a law
enforcement officer is killed in the line of duty. The following mourning periods will be observed:

(@)
(b)

(c)
d
(e
(f)

)
)

An officer of this department - From the time of death until midnight on the 14th day
after the death.

An officer from this or an adjacent county - From the time of death until midnight on
the day of the funeral.

Funeral attendee - While attending the funeral of an out of region fallen officer.
National Peace Officers Memorial Day (May 15th) - From 0001 hours until 2359 hours.
Patriots Day (September 11th).

As directed by the Deputy Director, Park Operations or Chief of Law Enforcement and
Emergency Services Division.

1046.5 CIVILIAN ATTIRE

There are assignments within the Department that do not require the wearing of a uniform because
recognition and authority are not essential to their function. There are also assignments in which
the wearing of civilian attire is necessary.

(a)

(b)

All employees shall wear clothing that fits properly, is clean and free of stains, and not
damaged or excessively worn.

All male administrative, investigative and support personnel who elect to wear civilian
clothing to work shall wear button style shirts with a collar, slacks or suits that are
moderate in style.

All female administrative, investigative, and support personnel who elect to wear
civilian clothes to work shall wear dresses, slacks, shirts, blouses, or suits which are
moderate in style.

The following items shall not be worn on duty:
T-shirt alone
Open toed sandals or thongs

Swimsuit, tube tops, or halter-tops

> 0o~

Spandex type pants or see-through clothing
5. Distasteful printed slogans, buttons or pins

Variations from this order are allowed at the discretion of the Deputy Director, Park
Operations or designee when the employee's assignment or current task is not
conducive to the wearing of such clothing.

No item of civilian attire may be worn on duty that would adversely affect the reputation
of the California Department of Parks and Recreation or the morale of the employees.
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1046.6 POLITICAL ACTIVITIES, ENDORSEMENTS, AND ADVERTISEMENTS

Unless specifically authorized by the Deputy Director, Park Operations, California Department of
Parks and Recreation employees may not wear any part of the uniform, be photographed wearing
any part of the uniform, utilize a department badge, patch or other official insignia, or cause to
be posted, published, or displayed, the image of another employee, or identify himself/herself as
an employee of the California Department of Parks and Recreation to do any of the following
(Government Code §§ 3206 and 3302):

(@) Endorse, support, oppose, or contradict any political campaign or initiative.

(b) Endorse, support, oppose, or contradict any social issue, cause, or religion.

(c) Endorse, support, or oppose, any product, service, company or other commercial
entity.

(d) Appear in any commercial, social, or non-profit publication, or any motion picture, film,
video, public broadcast, or any website.

1046.7 UNAUTHORIZED UNIFORMS, EQUIPMENT AND ACCESSORIES

California Department of Parks and Recreation employees may not wear any uniform
item, accessory or attachment unless specifically authorized in the Uniform and Equipment
Specifications or by the Deputy Director, Park Operations or designee.

California Department of Parks and Recreation employees may not use or carry any safety item,
tool or other piece of equipment unless specifically authorized in the Uniform and Equipment
Specifications or by the Deputy Director, Park Operations or designee.
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1052.1 PURPOSE AND SCOPE

The California Department of Parks and Recreation badge and uniform patch as well as the
likeness of these items and the name of the California Department of Parks and Recreation are
property of the Department and their use shall be restricted as set forth in this policy.

1052.2 POLICY

The uniform badge shall be issued to department members as a symbol of authority and the use
and display of departmental badges shall be in strict compliance with this policy. Only authorized
badges issued or approved by this department shall be displayed, carried or worn by members
while on duty or otherwise acting in an official or authorized capacity.

1052.2.1 FLAT BADGE

Sworn officers may purchase, at his/her own expense, additional Department badge(s). The use of
the additional badge(s) is subject to all the same provisions of departmental policy as the uniform
badge.

(@) An officer may sell, exchange, or transfer the additional badge(s) he/she purchased
to another officer within the California Department of Parks and Recreation with the
written approval of the Deputy Director, Park Operations.

(b)  Should the additional badge become lost, damaged, or otherwise removed from the
officer's control, he/she shall make the proper notifications as outlined in the Policy
Manual § 201.4.

(c) A sworn officer may keep his/her personally purchased additional badge(s) upon
retirement or separation.

(d) The purchase, carrying or display of any Department badge or facimile is not
authorized for non-sworn personnel.

1052.2.2 MISCELLANEOUS PERSONNEL

Non-sworn personnel shall not display any department badge or represent him/herself, on or off
duty, in such a manner which would cause a reasonable person to believe that he/she is a sworn
peace officer.

1052.2.3 RETIREE UNIFORM BADGE

Upon honorable retirement employees will be reissued his/her assigned duty badge for display
purposes. It is intended that the duty badge be used only as private memorabilia as other uses of
the badge may be unlawful or in violation of this policy.
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1052.3 UNAUTHORIZED USE

Except as required for on-duty use by current employees, no badge designed for carry or display in
a wallet, badge case or similar holder shall be issued to anyone other than a current or honorably
retired peace officer.

Department badges are issued to all sworn employees for official use only. The department badge,
shoulder patch or the likeness thereof, or the department name shall not be used for personal or
private reasons including, but not limited to, letters, memoranda, and electronic communications
such as electronic mail or web sites and web pages.

The use of the badge, uniform patch and department name for all material (printed matter, products
or other items) developed for department use shall be subject to approval by the Deputy Director,
Park Operations.

Employees shall not loan his/her department badge or identification card to others and shall not
permit the badge or identification card to be reproduced or duplicated.

1052.4 PERMITTED USE BY EMPLOYEE GROUPS
The likeness of the department badge shall not be used without the expressed authorization of
the Deputy Director, Park Operations and shall be subject to the following:

(a) The employee associations may use the likeness of the department badge for
merchandise and official association business provided they are used in a clear
representation of the association and not the California Department of Parks and
Recreation. The following modifications shall be included:

1. The text on the badge is replaced with the name of the employee association.
2. The badge number portion displays the acronym of the employee association.

(b)  The likeness of the department badge for endorsement of political candidates shall
not be used without the expressed approval of the Deputy Director, Park Operations.
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1054.1 PURPOSE AND SCOPE

This policy establishes procedures for providing temporary modified-duty assignments. This policy
is not intended to affect the rights or benefits of employees under federal or state law, State
rules, current memorandums of understanding, or collective bargaining agreements. For example,
nothing in this policy affects the obligation of the Department to engage in a good faith, interactive
process to consider reasonable accommodations for any employee with a temporary or permanent
disability or limitation that is protected under federal or state law.

1054.2 POLICY
Subject to operational considerations, the California Department of Parks and Recreation may
identify temporary modified-duty assignments for employees who have an injury or medical
condition resulting in temporary work limitations or restrictions. A temporary assignment allows
the employee to work, while providing the Department with a productive employee during the
temporary period.

1054.3 GENERAL CONSIDERATIONS

Priority consideration for temporary modified-duty assignments will be given to employees with
work-related injuries or illnesses that are temporary in nature. Employees having disabilities
covered under the Americans with Disabilities Act (ADA) or the California Fair Employment and
Housing Act (Government Code § 12940 et seq.) shall be treated equally, without regard to any
preference for a work-related injury.

No position in the California Department of Parks and Recreation shall be created or maintained
as a temporary modified-duty assignment.

Temporary modified-duty assignments are a management prerogative and not an employee
right. The availability of temporary modified-duty assignments will be determined on a case-by-
case basis, consistent with the operational needs of the Department. Temporary modified-duty
assignments are subject to continuous reassessment, with consideration given to operational
needs and the employee's ability to perform in a modified-duty assignment.

The Deputy Director, Park Operations or the authorized designee may restrict employees working
in temporary modified-duty assignments from wearing a uniform, displaying a badge, carrying a
firearm, operating an emergency vehicle or engaging in outside employment, or may otherwise
limit them in employing their peace officer powers.

Temporary modified-duty assignments shall generally not exceed a cumulative total of 1,040 hours
in any one-year period.

1054.4 PROCEDURE
Employees may request a temporary modified-duty assignment for short-term injuries or illnesses.
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Employees seeking a temporary modified-duty assignment should submit a written request to their
chain of command. The request should, as applicable, include a certification from the treating
medical professional containing:

(@) An assessment of the nature and probable duration of the illness or injury.

(b) The prognosis for recovery.

(c) The nature and scope of limitations and/or work restrictions.

(d) A statement regarding any required workplace accommodations, mobility aids or

medical devices.

(e) A statement that the employee can safely perform the duties of the temporary
modified-duty assignment.

The appropriate supervisor will make a recommendation through the chain of command to the
District Superintendent regarding temporary modified-duty assignments that may be available
based on the needs of the Department and the limitations of the employee. The District
Superintendent or the authorized designee shall confer with the Personnel Unit or DPR Legal as
appropriate.

Requests for a temporary modified-duty assignment of 20 hours or less per week may be approved
and facilitated by the Shift Supervisor or Chief Ranger, with notice to the District Superintendent.

1054.4.1 MODIFIED-DUTY SCHEDULES
The schedules of employees assigned to modified duty may be adjusted to suit medical
appointments or Department needs at the discretion of the Division Chief.

The employee and his/her supervisors should be informed in writing of the schedule, assignment
and limitations and restrictions as determined by the employee's health care provider.

1054.4.2 ACCOUNTABILITY
The employee's supervisor shall coordinate efforts to ensure proper time accountability and shall
complete and process a change of shift/assignment form.

(@) Employees on modified duty are responsible for coordinating required doctor visits
and physical therapy appointments in advance with their supervisor to appropriately
account for any duty time taken. Doctor visits and appointments for treatment of
injuries or illnesses that are not work related shall be arranged during off-duty time or
otherwise charged to the employee's sick leave.

(b) Employees shall promptly submit a status report for each visit to their treating health
care provider and shall immediately notify their supervisor of any change in restrictions
or limitations as determined by their health care provider. An employee assigned to a
modified-duty assignment shall provide a duty status report to their supervisor no less
than once every 30 days while the employee is on modified duty.

(c) Supervisors shall keep the chain of command apprised of the employee's status
and ability to perform the modified-duty assignment. Modified-duty assignments that
extend beyond 60 days will require a written status report and a request for an
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extension to the Property and Evidence Section Superintendent with an update of the
employee's current status and anticipated date of return to regular duty. Extensions
require approval of the Field Division Chief.

(d) When itis determined that an employee on modified duty will return to regular duty, the
supervisor shall notify their chain of command and complete and process a change of
shift/assignment form. All training and certification necessary for return to duty shall
be reviewed and updated as necessary.

1054.4.3 MEDICAL EXAMINATIONS

The Department reserves the right to require, prior to returning to full-duty status, a fithess-for-
duty examination of any employee assigned to a modified-duty assignment or of any employee
having been on such assignment. Such examinations shall be at the expense of the Department.

Prior to returning to full-duty status, employees shall be required to provide a statement signed
by their health care provider indicating that they are medically cleared to perform the basic and
essential job functions of their assignment without restriction or limitation.

1054.5 ACCOUNTABILITY

Written notification of assignments, work schedules and any restrictions should be provided
to employees assigned to temporary modified-duty assignments and their supervisors. Those
assignments and schedules may be adjusted to accommodate department operations and the
employee’s medical appointments, as mutually agreed upon with the Chief Ranger or authorized
designee.

1054.5.1 EMPLOYEE RESPONSIBILITIES
The responsibilities of employees assigned to temporary modified duty shall include, but not be
limited to:

(@) Communicating and coordinating any required medical and physical therapy
appointments in advance with their supervisors.

(b) Promptly notifying their supervisors of any change in restrictions or limitations after
each appointment with their treating medical professionals.

(c) Communicating a status update to their supervisors no less than once every 30 days
while assigned to temporary modified duty.

(d) Submitting a written status report to the District Superintendent that contains a status
update and anticipated date of return to full-duty when a temporary modified-duty
assignment extends beyond 60 days.

1054.5.2 SUPERVISOR RESPONSIBILITIES
The employee’s immediate supervisor shall monitor and manage the work schedule of those

assigned to temporary modified duty.
The responsibilities of supervisors shall include, but not be limited to:

(a) Periodically apprising the Division Chief of the status and performance of employees
assigned to temporary modified duty.
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(b)  Notifying the Division Chief and ensuring that the required documentation facilitating
a return to full duty is received from the employee.

(c) Ensuring that employees returning to full duty have completed any required training
and certification.

1054.6 MEDICAL EXAMINATIONS

Prior to returning to full-duty status, employees shall be required to provide certification from their
treating medical professionals stating that they are medically cleared to perform the essential
functions of their jobs without restrictions or limitations.

The Department may require a fitness-for-duty examination prior to returning an employee to full-
duty status, in accordance with the Fitness for Duty Policy.

1054.7 PREGNANCY

If an employee is temporarily unable to perform regular duties due to a pregnancy, childbirth, or a
related medical condition, the employee will be treated the same as any other temporarily disabled
employee (42 USC § 2000e(k)). A pregnant employee shall not be involuntarily transferred to a
temporary modified-duty assignment. Nothing in this policy limits a pregnant employee's right to
a temporary modified-duty assignment if required under Government Code § 12945.

If notified by an employee or the employee's representative regarding limitations related to
pregnancy, childbirth, or related medical conditions, the Department should make reasonable
efforts to provide an accommodation for the employee in accordance with federal and state law.
The accommodation should be provided without unnecessary delay, as appropriate (42 USC §
2000gg-1; 29 CFR 1636.3; 29 CFR 1636.4; Government Code § 12945).

1054.7.1 NOTIFICATION

Pregnant employees should notify theirimmediate supervisors as soon as practicable and provide
a statement from their medical providers identifying any pregnancy-related job restrictions or
limitations. If at any point during the pregnancy it becomes necessary for the employee to take a
leave of absence, such leave shall be granted in accordance with the State’s personnel rules and
regulations regarding family and medical care leave.

1054.8 PROBATIONARY EMPLOYEES
Probationary employees who are assigned to a temporary modified-duty assignment may have
their probation extended by a period of time equal to their assignment to temporary modified duty.

1054.9 MAINTENANCE OF CERTIFICATION AND TRAINING

Employees assigned to temporary modified duty shall maintain all certification, training and
qualifications appropriate to both their regular and temporary duties, provided that the certification,
training or qualifications are not in conflict with any medical limitations or restrictions. Employees
who are assigned to temporary modified duty shall inform their supervisors of any inability to
maintain any certification, training or qualifications.
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1058.1 PURPOSE AND SCOPE
This policy is intended to address issues associated with employee use of social networking sites
and to provide guidelines for the regulation and balancing of employee speech and expression
with the needs of the Department.

Nothing in this policy is intended to prohibit or infringe upon any communication, speech or
expression that is protected or privileged under law. This includes speech and expression
protected under state or federal constitutions as well as labor or other applicable laws. For
example, this policy does not limit an employee from speaking as a private citizen, including acting
as an authorized member of a recognized bargaining unit or officer associations, about matters
of public concern, such as misconduct or corruption.

Employees are encouraged to consult with their supervisor regarding any questions arising from
the application or potential application of this policy.

1058.1.1 APPLICABILITY

This policy applies to all forms of communication including but not limited to film, video, print
media, public or private speech, use of all internet services, including the World Wide Web, e-
mail, file transfer, remote computer access, news services, social networking, social media, instant
messaging, blogs, forums, video, and other file-sharing sites.

1058.2 POLICY

Public employees occupy a trusted position in the community, and thus, their statements have the
potential to contravene the policies and performance of this department. Due to the nature of the
work and influence associated with the law enforcement profession, it is necessary that employees
of this department be subject to certain reasonable limitations on their speech and expression. To
achieve its mission and efficiently provide service to the public, the California Department of Parks
and Recreation will carefully balance the individual employee’s rights against the Department’s
needs and interests when exercising a reasonable degree of control over its employees’ speech
and expression.

1058.3 SAFETY

Employees should consider carefully the implications of their speech or any other form of
expression when using the internet. Speech and expression that may negatively affect the safety
of the California Department of Parks and Recreation employees, such as posting personal
information in a public forum, can result in compromising an employee’s home address or family
ties. Employees should therefore not disseminate or post any information on any forum or medium
that could reasonably be anticipated to compromise the safety of any employee, an employee's
family, or associates. Examples of the type of information that could reasonably be expected to
compromise safety include:
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. Disclosing a photograph and name or address of an officer who is working undercover.
. Disclosing the address of a fellow officer.
. Otherwise disclosing where another officer can be located off-duty.

1058.4 PROHIBITED SPEECH, EXPRESSION, AND CONDUCT

To meet the department's safety, performance, and public-trust needs, the following are prohibited
unless the speech is otherwise protected (for example, an employee speaking as a private citizen,
including acting as an authorized member of a recognized bargaining unit or officer associations,
on a matter of public concern):

(@) Speech or expression made pursuant to an official duty that tends to compromise
or damage the mission, function, reputation, or professionalism of the California
Department of Parks and Recreation or its employees.

(b) Speech or expression that, while not made pursuant to an official duty, is significantly
linked to, or related to, the California Department of Parks and Recreation and tends
to compromise or damage the mission, function, reputation, or professionalism of
the California Department of Parks and Recreation or its employees. Examples may
include:

1.  Statements that indicate disregard for the law or the state or U.S. Constitution.
2. Expression that demonstrates support for criminal activity.

3. Participating in sexually explicit photographs or videos for compensation or
distribution.

(c) Speech or expression that could reasonably be foreseen as having a negative impact
on the credibility of the employee as a witness. For example, posting statements or
expressions to a website that glorify or endorse dishonesty, unlawful discrimination,
or illegal behavior.

(d) Speech or expression of any form that could reasonably be foreseen as having a
negative impact on the safety of the employees of the Department. For example,
a statement on a blog that provides specific details as to how and when prisoner
transportations are made could reasonably be foreseen as potentially jeopardizing
employees by informing criminals of details that could facilitate an escape or attempted
escape.

(e) Speech or expression that is contrary to the canons of the Law Enforcement Code of
Ethics as adopted by the California Department of Parks and Recreation.

(f)  Use ordisclosure, through whatever means, of any information, photograph, video, or
other recording obtained or accessible as a result of employment with the Department
for financial or personal gain, or any disclosure of such materials without the express
authorization of the Deputy Director, Park Operations or the authorized designee.

(g) Posting, transmitting, or disseminating any photographs, video or audio recordings,
likenesses or images of department logos, emblems, uniforms, badges, patches,
marked vehicles, equipment, or other material that specifically identifies the California
Department of Parks and Recreation on any personal or social networking or other
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website or web page, without the express authorization of the Deputy Director, Park
Operations.

Employees must take reasonable and prompt action to remove any content, including content
posted by others, that is in violation of this policy from any web page or website maintained by
the employee (e.g., social or personal website).

1058.4.1 UNAUTHORIZED ENDORSEMENTS AND ADVERTISEMENTS

While employees are not restricted from engaging in the following activities as private citizens or
as authorized members of a recognized bargaining unit or officer associations, employees may
not represent the California Department of Parks and Recreation or identify themselves in any
way that could be reasonably perceived as representing the California Department of Parks and
Recreation in order to do any of the following, unless specifically authorized by the Deputy Director,
Park Operations (Government Code § 3206; Government Code § 3302):

(a) Endorse, support, oppose or contradict any political campaign or initiative.

b) Endorse, support, oppose or contradict any social issue, cause or religion.

(b)
(c) Endorse, support or oppose any product, service, company or other commercial entity.
(d)

d) Appear in any commercial, social or nonprofit publication or any motion picture, film,

video, public broadcast or on any website.

Additionally, when it can reasonably be construed that an employee, acting in his/her individual
capacity or through an outside group or organization (e.g., bargaining group or officer
associations), is affiliated with this department, the employee shall give a specific disclaiming
statement that any such speech or expression is not representative of the California Department
of Parks and Recreation.

Employees retain their right to vote as they choose, to support candidates of their choice and
to express their opinions as private citizens, including as authorized members of a recognized
bargaining unit or officer associations, on political subjects and candidates at all times while off-
duty.

However, employees may not use their official authority or influence to interfere with or affect
the result of an election or a nomination for office. Employees are also prohibited from directly or
indirectly using their official authority to coerce, command or advise another employee to pay, lend
or contribute anything of value to a party, committee, organization, agency or person for political
purposes (5 USC § 1502).

1058.5 PRIVACY EXPECTATION

Employees forfeit any expectation of privacy with regard to e-mails, texts, or anything published
or maintained through file-sharing software or any internet site (e.g., Facebook) that is accessed,
transmitted, received, or reviewed on any department technology system.

The Department shall not require an employee to disclose a personal user name or password for
accessing personal social media or to open a personal social website; however, the Department
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may request access when it is reasonably believed to be relevant to the investigation of allegations
of work-related misconduct (Labor Code § 980).

1058.6 CONSIDERATIONS

In determining whether to grant authorization of any speech or conduct that is prohibited under
this policy, the factors that the Deputy Director, Park Operations or authorized designee should
consider include:

(a)

Whether the speech or conduct would negatively affect the efficiency of delivering
public services.

Whether the speech or conduct would be contrary to the good order of the Department
or the efficiency or morale of its members.

Whether the speech or conduct would reflect unfavorably upon the Department.

Whether the speech or conduct would negatively affect the member’s appearance of
impartiality in the performance of his/her duties.

Whether similar speech or conduct has been previously authorized.

Whether the speech or conduct may be protected and outweighs any interest of the
Department.
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Policy California Department of Parks and Recreation

1 059 Policy Manual

Line-of-Duty Deaths

1059.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidance to members of the California Department of Parks
and Recreation in the event of the death of a member occurring in the line of duty and to direct
the Department in providing proper support for the member's survivors.

The Deputy Director, Park Operations may also apply some or all of this policy for a non-line-of-
duty member death, or in situations where members are injured in the line of duty and the injuries
are life-threatening.

1059.1.1 DEFINITIONS
Definitions related to this policy include:

Line-of-duty death - The death of an officer during the course of performing law enforcement-
related functions while on- or off-duty, or a civilian member during the course of performing
assigned duties.

For an officer, a line-of-duty death includes death that is the direct and proximate result of a
personal injury sustained in the line of duty (34 USC § 10281).

Survivors - Immediate family members of the deceased member, which can include spouse,
children, parents, other next of kin, or significant others. The determination of who should be
considered a survivor for purposes of this policy should be made on a case-by-case basis given
the individual's relationship with the member and whether the individual was previously designated
by the deceased member.

1059.2 POLICY

It is the policy of the California Department of Parks and Recreation to make appropriate
notifications and to provide assistance and support to survivors and coworkers of a member who
dies in the line of duty.

It is also the policy of this department to respect the requests of the survivors when they conflict
with these guidelines, as appropriate.

1059.3 INITIAL ACTIONS BY COMMAND STAFF

(@) Upon learning of a line-of-duty death, the deceased member's supervisor should
provide all reasonably available information to the Shift Supervisor and the
Communications Center.

1. Communication of information concerning the member and the incident should
be restricted to secure networks to avoid interception by the media or others
(see the Public Information Officer section of this policy).

(b) The Shift Supervisor should ensure that notifications are made in accordance with
the Officer-Involved Shootings and Deaths and Major Incident Notification policies as
applicable.
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(c) If the member has been transported to the hospital, the Shift Supervisor or
the authorized designee should respond to the hospital to assume temporary
responsibilities as the Hospital Liaison.

(d) The Deputy Director, Park Operations or the authorized designee should assign
members to handle survivor notifications and assign members to the roles of Hospital
Liaison (to relieve the temporary Hospital Liaison) and the Department Liaison as soon
as practicable (see the Notifying Survivors section and the Department Liaison and
Hospital Liaison subsections in this policy).

1059.4 NOTIFYING SURVIVORS
Survivors should be notified as soon as possible in order to avoid the survivors hearing about the
incident in other ways.

The Deputy Director, Park Operations or the authorized designee should review the deceased
member's emergency contact information and make accommodations to respect the member's
wishes and instructions specific to notifying survivors. However, notification should not be
excessively delayed because of attempts to assemble a notification team in accordance with the
member's wishes.

The Deputy Director, Park Operations, Shift Supervisor, or the authorized designee should select
at least two members to conduct notification of survivors, one of which may be the Department
chaplain.

Notifying members should:

(@) Make notifications in a direct and compassionate manner, communicating as many
facts of the incident as possible, including the current location of the member.
Information that is not verified should not be provided until an investigation has been
completed.

(b) Determine the method of notifying surviving children by consulting with other survivors
and taking into account factors such as the child's age, maturity, and current location
(e.g., small children at home, children in school).

(c) Plan for concerns such as known health concerns of survivors or language barriers.

(d) Offer to transport survivors to the hospital, if appropriate. Survivors should be
transported in department vehicles. Notifying members shall inform the Hospital
Liaison over a secure network that the survivors are on their way to the hospital.
Notifying members should remain at the hospital while the survivors are present.

(e) When survivors are not at their residences or known places of employment, actively
seek information and follow leads from neighbors, other law enforcement, postal
authorities, and other sources of information in order to accomplish notification in as
timely a fashion as possible. Notifying members shall not disclose the reason for their
contact other than a family emergency.

(f)  If making notification at a survivor's workplace, ask a workplace supervisor for the
use of a quiet, private room to meet with the survivor. Members shall not inform the
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workplace supervisor of the purpose of their visit other than to indicate that it is a family
emergency.

(g) Offer to call other survivors, friends, or clergy to support the survivors and to avoid
leaving survivors alone after notification.

(h)  Assist the survivors with meeting child care or other immediate needs.

(i)  Provide other assistance to survivors and take reasonable measures to accommodate
their needs, wishes, and desires. Care should be taken not to make promises or
commitments to survivors that cannot be met.

() Inform the survivors of the name and phone number of the Survivor Support Liaison
(see the Survivor Support Liaison section of this policy), if known, and the Department
Liaison.

(k) Provide their contact information to the survivors before departing.

()  Document the survivors' names and contact information, as well as the time and
location of notification. This information should be forwarded to the Department
Liaison.

(m) Inform the Deputy Director, Park Operations or the authorized designee once survivor
notifications have been made so that other California Department of Parks and
Recreation members may be apprised that survivor notifications are complete.

1059.4.1 OUT-OF-AREA NOTIFICATIONS
The Department Liaison should request assistance from law enforcement agencies in appropriate
jurisdictions for in-person notification to survivors who are out of the area.

(@) The Department Liaison should contact the appropriate jurisdiction using a secure
network and provide the assisting agency with the name and telephone number of
the department member that the survivors can call for more information following the
notification by the assisting agency.

(b) The Department Liaison may assist in making transportation arrangements for the
member’s survivors, but will not obligate the Department to pay travel expenses
without the authorization of the Deputy Director, Park Operations.

1059.5 NOTIFYING DEPARTMENT MEMBERS

Supervisors or members designated by the Deputy Director, Park Operations are responsible for
notifying department members of the line-of-duty death as soon as possible after the survivor
notification is made. Notifications and related information should be communicated in person or
using secure networks and should not be transmitted over the radio.

Notifications should be made in person and as promptly as possible to all members on-duty at
the time of the incident. Members reporting for subsequent shifts within a short amount of time
should be notified in person at the beginning of their shifts. Members reporting for duty from
their residences should be instructed to contact their supervisors as soon as practicable. Those
members who are working later shifts or are on days off should be notified by phone as soon as
practicable.
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Members having a close bond with the deceased member should be notified of the incident in
person. Supervisors should consider assistance (e.g., peer support, modifying work schedules,
approving sick leave) for members who are especially affected by the incident.

Supervisors should direct members not to disclose any information outside the Department
regarding the deceased member or the incident.

1059.6 LIAISONS AND COORDINATORS

The Deputy Director, Park Operations or the authorized designee should select members to serve
as liaisons and coordinators to handle responsibilities related to a line-of-duty death, including but
not limited to:

(@) Department Liaison.
(b) Hospital Liaison.

(c)  Survivor Support Liaison.
(d) Wellness Support Liaison.
(
(
(

e Funeral Liaison.

f)  Mutual aid coordinator.
g) Benéefits Liaison.
(h)  Finance coordinator.

Liaisons and coordinators will be directed by the Department Liaison and should be given sufficient
duty time to complete their assignments.

Members may be assigned responsibilities of more than one liaison or coordinator position
depending on available department resources. The Department Liaison may assign separate
liasisons and coordinators to accommodate multiple family units, if needed. The Department
should consider seeking assistance from surrounding law enforcement agencies to fill liaison and
coordinator positions, as appropriate.

1059.6.1 DEPARTMENT LIAISON

The Department Liaison should be a Division Chief or of sufficient rank to effectively coordinate
department resources, and should serve as a facilitator between the deceased member's survivors
and the Department. The Department Liaison reports directly to the Deputy Director, Park
Operations. The Department Liaison's responsibilities include but are not limited to:

(a) Directing the other liaisons and coordinators in fulfilling survivors' needs and requests.
Consideration should be given to organizing the effort using the National Incident
Management System.

(b) Establishing contact with survivors within 24 hours of the incident and providing them
contact information.

(c) Advising survivors of the other liaison and coordinator positions and their roles and
responsibilities.
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(d) Identifying locations that will accommodate a law enforcement funeral and presenting
the options to the appropriate survivors, who will select the location.

(e) Coordinating all official law enforcement notifications and arrangements.
(f)  Making necessary contacts for authorization to display flags at half-staff.

(g) Reminding department members of appropriate information-sharing restrictions
regarding the release of information that could undermine future legal proceedings.

(h) Coordinating security checks of the member's residence as necessary and
reasonable.

(i) Serving as a liaison with visiting law enforcement agencies during memorial and
funeral services.
1059.6.2 HOSPITAL LIAISON
The Hospital Liaison should work with hospital personnel to:

(a) Establish a command post or incident command system, as appropriate, to facilitate
management of the situation and its impact on hospital operations (e.g., influx of
people, parking).

(b) Arrange for appropriate and separate waiting areas for:
1. The survivors and others whose presence is requested by the survivors.
2. Department members and friends of the deceased member.
3. Media personnel.

(c) Ensure, as practicable, that any suspects who are in the hospital and their families or
friends are not in proximity to the member's survivors or California Department of Parks
and Recreation members (except for members who may be guarding a suspect).

(d) Arrange for survivors to receive timely updates regarding the member before
information is released to others.

(e) Arrange for survivors to have private time with the member, if requested.

1. The Hospital Liaison or hospital personnel may need to explain the condition of
the member to the survivors to prepare them accordingly.

2. The Hospital Liaison should accompany the survivors into the room, if requested.
(f)  Stay with survivors and provide them with other assistance as needed at the hospital.
(g) If applicable, explain to the survivors why an autopsy may be needed.

(h) Make arrangements for hospital bills to be directed to the Department, that the
survivors are not asked to sign as guarantor of payment for any hospital treatment,
and that the member's residence address, insurance information, and next of kin are
not included on hospital paperwork.

Other responsibilities of the Hospital Liaison include but are not limited to:

. Arranging transportation for the survivors back to their residence.
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. Working with investigators to gather and preserve the deceased member's equipment
and other items that may be of evidentiary value.

. Documenting their actions at the conclusion of duties.

1059.6.3 SURVIVOR SUPPORT LIAISON

The Survivor Support Liaison should work with the Department Liaison to fulfill the immediate
needs and requests of the survivors of any member who has died in the line of duty, and serve
as the long-term department contact for survivors.

The Survivor Support Liaison should be selected by the deceased member's Division Chief. The
following should be considered when selecting the Survivor Support Liaison:

. The liaison should be an individual the survivors know and with whom they are
comfortable working.

. The selection may be made from names recommended by the deceased member's
supervisor and/or coworkers. The deceased member's partner or close friends may
not be the best selections for this assignment because the emotional connection to
the member or survivors may impair their ability to conduct adequate liaison duties.
Survivor preference should be taken into account as well.

. The liaison must be willing to assume the assignment with an understanding of the
emotional and time demands involved.

The responsibilities of the Survivor Support Liaison include but are not limited to:

(@) Arranging for transportation of survivors to hospitals, places of worship, funeral homes,
and other locations, as appropriate.

(b) Communicating with the Department Liaison regarding appropriate security measures
for the family residence, as needed.

(c) If requested by the survivors, providing assistance with instituting methods of
screening telephone calls made to their residence after the incident.

(d) Providing assistance with travel and lodging arrangements for out-of-town survivors.

(e) Returning the deceased member's personal effects from the Department and the
hospital to the survivors. The following should be considered when returning the
personal effects:

1. Items should not be delivered to the survivors until they are ready to receive
the items.

Iltems not retained as evidence should be delivered in a clean, unmarked box.

All clothing not retained as evidence should be cleaned and made presentable
(e.g., items should be free of blood or other signs of the incident).

4. The return of some personal effects may be delayed due to ongoing
investigations.

(f)  Assisting with the return of department-issued equipment that may be at the deceased
member's residence.
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1. Unless there are safety concerns, the return of the equipment should take place
after the funeral at a time and in a manner considerate of the survivors' wishes.

(g) Working with the Wellness Support Liaison for survivors to have access to available
counseling services.

(h) Coordinating with the department's Public Information Officer (PIO) to brief the
survivors on pending press releases related to the incident and to assist the survivors
with media relations in accordance with their wishes (see the Public Information Officer
section of this policy).

(i)  Briefing survivors on investigative processes related to the line-of-duty death, such as
criminal, internal, and administrative investigations.

() Informing survivors of any related criminal proceedings and accompanying them to
such proceedings.

(k) Introducing survivors to prosecutors, victim's assistance personnel, and other involved
personnel as appropriate.

() Maintaining long-term contact with survivors and taking measures to sustain a
supportive relationship (e.g., follow-up visits, phone calls, cards on special occasions,
special support during holidays).

(m) Inviting survivors to department activities, memorial services (e.g., as applicable, the
Annual Candlelight Vigil at the National Law Enforcement Officers Memorial), or other
functions as appropriate.

Survivor Support Liaisons providing services after an incident resulting in multiple members being
killed should coordinate with and support each other through conference calls or meetings as
necessary.

The Department recognizes that the duties of a Survivor Support Liaison will often affect regular
assignments over many years, and is committed to supporting members in the assignment.

If needed, the Survivor Support Liaison should be issued a personal communication device
(PCD) owned by the Department to facilitate communications necessary to the assignment. The
department-issued PCD shall be used in accordance with the Personal Communication Devices
Policy.

1059.6.4 WELLNESS SUPPORT LIAISON

The Wellness Support Liaison should work with the department wellness coordinator or the
authorized designee and other liaisons and coordinators to make wellness support and counseling
services available to members and survivors who are impacted by a line-of-duty death. The
responsibilities of the Wellness Support Liaison include but are not limited to:

(a) Identifying members who are likely to be significantly affected by the incident and may
have an increased need for wellness support and counseling services, including:

1. Members involved in the incident.

2. Members who witnessed the incident.
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(e)

3. Members who worked closely with the deceased member but were not involved
in the incident.

Making arrangements for members who were involved in or witnessed the incident to
be relieved of department responsibilities until they can receive wellness support.

Making wellness support and counseling resources (e.g., peer support, Critical
Incident Stress Debriefing) available to members as soon as reasonably practicable
following the line-of-duty death.

Coordinating with the Survivor Support Liaison to inform survivors of available
wellness support and counseling services and assisting with arrangements as needed.

Following up with members and the Survivor Support Liaison in the months following
the incident to determine if additional wellness support or counseling services are
needed.

1059.6.5 FUNERAL LIAISON

The Funeral Liaison should work with the Department Liaison, Survivor Support Liaison, and
survivors to coordinate funeral arrangements to the extent the survivors wish. The Funeral
Liaison's responsibilities include but are not limited to:

(a)

Assisting survivors in working with the funeral director regarding funeral arrangements
and briefing them on law enforcement funeral procedures.

Completing funeral notification to other law enforcement agencies.

Coordinating the funeral activities of the Department, including but not limited to the
following:

1. Honor Guard

(a) Casket watch
(b) Color guard
(c) Pallbearers

(d) Bell/rifle salute
Bagpipers/bugler
Uniform for burial

Flag presentation

o & 0N

Last radio call

Briefing the Deputy Director, Park Operations and command staff concerning funeral
arrangements.

Assigning an officer to remain at the family home during the viewing and funeral.

Arranging for transportation of the survivors to and from the funeral home and
interment site using department vehicles and drivers.
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(g) Addressing event-related logistical matters (e.g., parking, visitor overflow, public
assembly areas).

1059.6.6 MUTUAL AID COORDINATOR

The mutual aid coordinator should work with the Department Liaison and the Funeral Liaison to
request and coordinate any assistance from outside law enforcement agencies needed for, but
not limited to:

(@) Traffic control during the deceased member's funeral.

(b) Area coverage so that as many California Department of Parks and Recreation
members can attend funeral services as possible.

The mutual aid coordinator should perform duties in accordance with the Outside Agency
Assistance Policy.

Where practicable, the Deputy Director, Park Operations should appoint a mutual aid coordinator
to identify external resources in advance of any need (e.g., regional honor guard teams, county-
or state-wide resources).

1059.6.7 BENEFITS LIAISON

The Benefits Liaison should provide survivors with information concerning available benefits and
will assist them in applying for benefits. Responsibilities of the Benefits Liaison include but are
not limited to:

(@) Confirming the filing of workers' compensation claims and related paperwork (see the
Occupational Disease and Work-Related Injury Reporting Policy).

(b) Researching and assisting survivors with application for federal government survivor
benefits, such as those offered through the following:

1. Public Safety Officers' Benefits Program, including financial assistance available
through the Public Safety Officers' Educational Assistance (PSOEA) Program,
as applicable (34 USC § 10281 et seq.).

2.  Social Security Administration.
3. Department of Veterans Affairs.

(c) Researching and assisting survivors with application for state and local government
survivor benefits, such as:

1. Education benefits (Education Code § 68120).
2. Health benefits (Labor Code § 4856).
3.  Workers' compensation death benefit (Labor Code § 4702).

(d) Researching and assisting survivors with application for other survivor benefits such
as:

1. Private foundation survivor benefits programs.

2. Survivor scholarship programs.
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(e) Researching and informing survivors of support programs sponsored by police
associations and other organizations.

(f)  Documenting and informing survivors of inquiries and interest regarding public
donations to the survivors.

1. If requested, working with the finance coordinator to assist survivors with
establishing a process for the receipt of public donations.

(g) Providing survivors with a summary of the nature and amount of benefits applied
for, including the name of a contact person at each benefit office. Printed copies of
the summary and benefit application documentation should be provided to affected
survivors.

(h)  Maintaining contact with the survivors and assisting with subsequent benefit questions
and processes as needed.

1059.6.8 FINANCE COORDINATOR

The finance coordinator should work with the Deputy Director, Park Operations and the
Department Liaison to manage financial matters related to the line-of-duty death. The finance
coordinator’s responsibilities include, but are not limited to:

(a) Establishing methods for purchasing and monitoring costs related to the incident.
(b) Providing information on finance-related issues, such as:

1. Paying survivors’ travel costs if authorized.

2. Transportation costs for the deceased.

3. Funeral and memorial costs.

4. Related funding or accounting questions and issues.

(c) Working with the Benefits Liaison to establish a process for the receipt of public
donations to the deceased member’s survivors.

(d) Providing accounting and cost information as needed.
1059.7 PUBLIC INFORMATION OFFICER

In the event of a line-of-duty death, the department's P10 should be the department's contact point
for the media. As such, the P1O should coordinate with the Department Liaison to:

(@) Collect and maintain the most current incident information and determine what
information should be released.

(b) Instruct department members to direct any media inquiries to the PIO.
(c) Prepare necessary press releases.

1. Coordinate with other entities having media roles (e.g., outside agencies
involved in the investigation or incident).

2. Disseminate important public information, such as information on how the public
can show support for the department and deceased member's survivors.
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(d) Arrange for community and media briefings by the Deputy Director, Park Operations
or the authorized designee as appropriate.

(e) Respond, or coordinate the response, to media inquiries.
(f)  If requested, assist the member's survivors with media inquiries.

1. Brief the survivors on handling sensitive issues such as the types of questions
that reasonably could jeopardize future legal proceedings.

(g) Release information regarding memorial services and funeral arrangements to
department members, other agencies, and the media as appropriate.

(h) If desired by the survivors, arrange for the recording of memorial and funeral services
via photos and/or video.

The identity of deceased members should be withheld until the member's survivors have been
notified. If the media have obtained identifying information for the deceased member prior to
survivor notification, the P10 should request that the media withhold the information from release
until proper notification can be made to survivors. The PIO should notify media when survivor
notifications have been made.

1059.8 DEPARTMENT CHAPLAIN
The Department chaplain may serve a significant role in line-of-duty deaths. Chaplain duties may
include but are not limited to:

. Assisting with survivor notifications and assisting the survivors with counseling,
emotional support, or other matters, as appropriate.

. Assisting liaisons and coordinators with their assignments, as appropriate.

. Assisting department members with counseling or emotional support, as requested
and appropriate.

Further information on the potential roles and responsibilities of the chaplain is in the Chaplains
Policy.

1059.9 INVESTIGATION OF THE INCIDENT

The Deputy Director, Park Operations shall ensure that line-of-duty deaths are investigated
thoroughly and may choose to use the investigation process outlined in the Officer-Involved
Shootings and Deaths Policy.

Investigators from other agencies may be assigned to work on any criminal investigation related
to line-of-duty deaths. Partners, close friends or personnel who worked closely with the deceased
member should not have any investigative responsibilities because such relationships may impair
the objectivity required for an impartial investigation of the incident.

Involved department members should be kept informed of the progress of the investigations and
provide investigators with any information that may be pertinent to the investigations.
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1059.10 LINE-OF-DUTY DEATH OF A LAW ENFORCEMENT ANIMAL
The Deputy Director, Park Operations may authorize appropriate memorial and funeral services
for law enforcement animals killed in the line of duty.

1059.11 NON-LINE-OF-DUTY DEATH
The Deputy Director, Park Operations may authorize certain support services for the death of a
member not occurring in the line of duty.
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1061.1 PURPOSE AND SCOPE

This policy prohibits retaliation against members who identify workplace issues, such as fraud,
waste, abuse of authority, gross mismanagement or any inappropriate conduct or practices,
including violations that may pose a threat to the health, safety or well-being of members.

This policy does not prohibit actions taken for nondiscriminatory or non-retaliatory reasons, such
as discipline for cause.

These guidelines are intended to supplement and not limit members’ access to other applicable
remedies. Nothing in this policy shall diminish the rights or remedies of a member pursuant to
any applicable federal law, provision of the U.S. Constitution, law, ordinance or memorandum of
understanding.

1061.2 POLICY

The California Department of Parks and Recreation has a zero tolerance for retaliation and is
committed to taking reasonable steps to protect from retaliation members who, in good faith,
engage in permitted behavior or who report or participate in the reporting or investigation of
workplace issues. All complaints of retaliation will be taken seriously and will be promptly and
appropriately investigated.

1061.3 RETALIATION PROHIBITED

No member may retaliate against any person for engaging in lawful or otherwise permitted
behavior; for opposing a practice believed to be unlawful, unethical, discriminatory or retaliatory;
for reporting or making a complaint under this policy; or for participating in any investigation related
to a complaint under this or any other policy.

Retaliation includes any adverse action or conduct, including but not limited to:
. Refusing to hire or denying a promotion.
. Extending the probationary period.
. Unjustified reassignment of duties or change of work schedule.

. Real or implied threats or other forms of intimidation to dissuade the reporting of
wrongdoing or filing of a complaint, or as a consequence of having reported or
participated in protected activity.

. Taking unwarranted disciplinary action.

. Spreading rumors about the person filing the complaint or about the alleged
wrongdoing.
. Shunning or unreasonably avoiding a person because he/she has engaged in

protected activity.
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1061.3.1 RETALIATION PROHIBITED FOR REPORTING VIOLATIONS

An officer shall not be retaliated against for reporting a suspected violation of a law or regulation
of another officer to a supervisor or other person in the Department who has the authority to
investigate the violation (Government Code § 7286(b)).

1061.4 COMPLAINTS OF RETALIATION

Any member who feels he/she has been retaliated against in violation of this policy should promptly
report the matter to any supervisor, command staff member, Deputy Director, Park Operations or
the State Personnel Manager.

Members shall act in good faith, not engage in unwarranted reporting of trivial or minor deviations
or transgressions, and make reasonable efforts to verify facts before making any complaintin order
to avoid baseless allegations. Members shall not report or state an intention to report information
or an allegation knowing it to be false, with willful or reckless disregard for the truth or falsity of
the information or otherwise act in bad faith.

Investigations are generally more effective when the identity of the reporting member is known,
thereby allowing investigators to obtain additional information from the reporting member.
However, complaints may be made anonymously. All reasonable efforts shall be made to protect
the reporting member’s identity. However, confidential information may be disclosed to the extent
required by law or to the degree necessary to conduct an adequate investigation and make a
determination regarding a complaint. In some situations, the investigative process may not be
complete unless the source of the information and a statement by the member is part of the
investigative process.

1061.5 SUPERVISOR RESPONSIBILITIES
Supervisors are expected to remain familiar with this policy and ensure that members under their
command are aware of its provisions.

The responsibilities of supervisors include, but are not limited to:

(a) Ensuring complaints of retaliation are investigated as provided in the Personnel
Complaints Policy.

(b)  Receiving all complaints in a fair and impartial manner.
(c) Documenting the complaint and any steps taken to resolve the problem.

(d)  Acknowledging receipt of the complaint, notifying the Deputy Director, Park Operations
via the chain of command and explaining to the member how the complaint will be
handled.

(e) Taking appropriate and reasonable steps to mitigate any further violations of this
policy.

(f)  Monitoring the work environment to ensure that any member making a complaint is
not subjected to further retaliation.
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(9) Periodic follow-up with the complainant to ensure that retaliation is not continuing.
(h)  Not interfering with or denying the right of a member to make any complaint.

(i)  Taking reasonable steps to accommodate requests for assignment or schedule
changes made by a member who may be the target of retaliation if it would likely
mitigate the potential for further violations of this policy.

1061.6 COMMAND STAFF RESPONSIBILITIES
The Deputy Director, Park Operations should communicate to all supervisors the prohibition

against retaliation.

Command staff shall treat all complaints as serious matters and shall ensure that prompt actions
take place, including but not limited to:

(@) Communicating to all members the prohibition against retaliation.
(b)  The timely review of complaint investigations.

() Remediation of any inappropriate conduct or condition and instituting measures to
eliminate or minimize the likelihood of recurrence.

(d) The timely communication of the outcome to the complainant.

1061.7 WHISTLE-BLOWING
California law protects members who (Labor Code § 1102.5; Government Code § 53296 et seq.):

(@) Report a violation of a state or federal statute or regulation to a government or law
enforcement agency, including the member’s supervisor or any other member with the
authority to investigate the reported violation.

(b) Provide information or testify before a public body if the member has reasonable cause
to believe a violation of law occurred.

(c) Refuse to participate in an activity that would result in a violation of a state or federal
statute or regulation.

(d) File a complaint with a local agency about gross mismanagement or a significant waste
of funds, abuse of authority, or a substantial and specific danger to public health or
safety. Members shall exhaust all available administrative remedies prior to filing a
formal complaint.

(e) Are family members of a person who has engaged in any protected acts described
above.

Members are encouraged to report any legal violations through the chain of command (Labor
Code § 1102.5).

Members who believe they have been the subject of retaliation for engaging in such protected
behaviors should promptly report it to a supervisor. Supervisors should refer the complaint to the
Internal Affairs Unit for investigation pursuant to the Personnel Complaints Policy.
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1061.7.1 DISPLAY OF WHISTLE-BLOWER LAWS

The Department shall display a notice to members regarding their rights and responsibilities
under the whistle-blower laws, including the whistle-blower hotline maintained by the Office of the
Attorney General (Labor Code § 1102.8).

1061.8 RECORDS RETENTION AND RELEASE
The Records Manager shall ensure that documentation of investigations is maintained in
accordance with the established records retention schedules.

1061.9 TRAINING
The policy should be reviewed with each new member.

All members should receive periodic refresher training on the requirements of this policy.
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lliness and Injury Prevention

1062.1 POLICY

Policy for lliness and Injury Prevention exists in Department Administration Manual 1200
(Employee Safety).
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1 063 Policy Manual

Wellness Program

1063.1 PURPOSE AND SCOPE
The purpose of this policy is to provide guidance on establishing and maintaining a proactive
wellness program for department members.

The wellness program is intended to be a holistic approach to a member's well-being and
encompasses aspects such as physical fitness, mental health, and overall wellness.

1063.1.1 DEFINITIONS
Definitions related to this policy include:

Critical incident — An event or situation that may cause a strong emotional, cognitive, or physical
reaction that has the potential to interfere with daily life.

Critical Incident Stress Debriefing (CISD) — A standardized approach using a discussion format
to provide education, support, and emotional release opportunities for members involved in work-
related critical incidents.

Peer support — Mental and emotional wellness support provided by peers trained to help
members cope with critical incidents and certain personal or professional problems.

Employee Assistance Program(EAP) — EAP was established to assist employees and their
family members in identifying and gaining control over personal problems which can, and often
do, affect both family life and job performance. Through direct counseling and/or referrals, EAP
counselors can assist employees in addressing family or marital difficulties, problems with alcohol
or drugs, and feelings of stress or depression. Counseling and/or referrals to community resources
is also available for financial matters, child and elder care issues, and legal matters.

1063.2 POLICY

It is the policy of the California Department of Parks and Recreation to prioritize member wellness
to foster fitness for duty and support a healthy quality of life for department members. The
Department will maintain a wellness program that supports its members with proactive wellness
resources, critical incident response, and follow-up support.

1063.3 WELLNESS COORDINATOR

The coordinator should report directly to the Assistant Deputy Director of Human Resourcesor
the authorized designee and should collaborate with advisers (e.g., Peer Support Coordinator,
legal counsel, licensed psychotherapist, qualified health professionals), as appropriate, to fulfill
the responsibilities of the position, including but not limited to:

(a) Identifying wellness support providers (e.g., licensed psychotherapists, external peer

support providers, physical therapists, dietitians, physical fithess trainers holding
accredited certifications).

1.  As appropriate, selected providers should be trained and experienced in
providing mental wellness support and counseling to public safety personnel.
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(b) Verifying members have reasonable access to peer support or licensed
psychotherapist support.

(c) Establishing procedures for CISDs, including:
1. Defining the types of incidents that may initiate debriefings.
2.  Steps for organizing debriefings.

(d) Facilitating the delivery of wellness information, training, and support through various
methods appropriate for the situation (e.g., phone hotlines, electronic applications).

(e) Verifying a confidential, appropriate, and timely Employee Assistance Program (EAP)
is available for members. This also includes:

1. Obtaining a written description of the program services.
2. Providing for the methods to obtain program services.

3. Providing referrals to the EAP for appropriate diagnosis, treatment, and follow-
up resources.

4. Obtaining written procedures and guidelines for referrals to, or mandatory
participation in, the program.

5.  Obtaining training for supervisors in their role and responsibilities, and
identification of member behaviors that would indicate the existence of member
concerns, problems, or issues that could impact member job performance.

(f)  Working with Human Resources and the Peer Support Coordinator in assisting
members who have become disabled with application for federal government benefits
such as those offered through the Public Safety Officers' Benefits Program (34 USC
§ 10281 et seq.).

1. The coordinator should work with appropriate department liaisons to assist
qualified members and survivors with benefits, wellness support, and counseling
services, as applicable, when there has been a member death (see the Line-of-
Duty Deaths Policy for additional guidance).

1063.4 DEPARTMENT PEER SUPPORT
Refer to Department Operations Manual 1506 for Parks Peer Support Program policy.

1063.5 CRITICAL INCIDENT STRESS DEBRIEFINGS

A Critical Incident Stress Debriefing should occur as soon as practicable following a critical
incident. The Wellness Coordinator and or the Peer Support Coordinator is responsible for
organizing the debriefing. Notes and recorded statements shall not be taken because the sole
purpose of the debriefing is to help mitigate the stress-related effects of a critical incident.

The debriefing is not part of any investigative process. Care should be taken not to release or
repeat any communication made during a debriefing unless otherwise authorized by policy, law,
or a valid court order.

Attendance at the debriefing should only include peer support members and those directly involved
in the incident.
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1063.6 PEER SUPPORT COMMUNICATIONS

Although the Department will honor the sensitivity of communications with peer support members,
there is no legal privilege to such communications, unless authorized by law (e.g., peer support
communications pursuant to a Law Enforcement Peer Support and Crisis Referral Service
Program).

1063.7 PHYSICAL WELLNESS PROGRAM

The coordinator is responsible for establishing guidelines for an on-duty physical wellness
program, including the following:

(@) Voluntary participation by members

(b) Allowable physical fitness activities

(c) Permitted times and locations for physical fithess activities

(d) Acceptable use of department-provided physical fitness facilities and equipment
(e) Individual health screening and fithess assessment
(

f

~—

Individual education (e.g., nutrition, sleep habits, proper exercise, injury prevention)
and goal-setting

(g) Standards for fitness incentive programs. The coordinator should collaborate with the
appropriate entities (e.g., human resources, legal counsel) to verify that any standards
are nondiscriminatory

(h) Maintenance of physical wellness logs (e.g., attendance, goals, standards, progress)
(i)  Ongoing support and evaluation
1063.8 WELLNESS PROGRAM AUDIT
At least annually, the coordinator or the authorized designee should audit the effectiveness of the
department's wellness program and prepare a report summarizing the findings. The report shall

not contain the names of members participating in the wellness program, and should include the
following information:

. Data on the types of support services provided

. Wait times for support services

. Participant feedback, if available
. Program improvement recommendations
. Policy revision recommendations

The coordinator should present the completed audit to the Deputy Director, Park Operations for
review and consideration of updates to improve program effectiveness.
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1063.9 TRAINING

The Wellness Coordinator or the authorized designee should collaborate with the Peer Support
Coordinator to provide all members with regular training on topics related to member wellness,
including but not limited to:

The availability and range of department wellness support systems.
Suicide prevention.

Recognizing and managing mental distress, emotional fatigue, post-traumatic stress,
and other possible reactions to trauma.

Alcohol and substance disorder awareness.
Countering sleep deprivation and physical fatigue.
Anger management.

Marriage and family wellness.

Benefits of exercise and proper nutrition.

Effective time and personal financial management skills.

Training materials, curriculum, and attendance records should be forwarded to the Training Officer
as appropriate for inclusion in training records.
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