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FOREWORD
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June 29, 2012

Foreword
The Placer County Probation Department Administrative Manual contains the Mission
Statement, Directional Statements, and Policy, which apply to all departmental divisions.
In addition, each Probation Manager has the responsibility for developing divisional
policy and procedures. These divisional policies combined with the Departmental
Administrative Manual constitutes the policies of the Placer County Probation Department.
Policy is a method of reflecting departmental values and providing clear direction. Anyone
in the department may suggest or request policy, but the task of drafting, developing, and
refining policy rests primarily with the Probation Managers and top management. The role
of the Managers in finalizing departmental policy is advisory to the Chief who has the final
responsibility for this function

Marshall Hopper
Chief Probation Officer
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PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

EFFECTIVE: June 29, 2012
REVISED:
March 15, 2017
REVIEWED: March 15, 2017

INDEX

The Administrative Manual of the Placer County Probation Department shall be reviewed and
understood by all employees of the Department. An electronic copy of the Administrative Manual
Can be located on the T:\Special drive and on the County website. It shall be the responsibility of each
individual to review and understand updated policies.
All employees will acknowledge that they understand the Administrative Manual at the time of the
annual performance evaluation.
It is the individual employee’s responsibility to direct any questions or uncertainties regarding
policy to a Probation Manager for clarification.
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ADMINISTRATIVE MANUAL
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REVISED:
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PLACER COUNTY PROBATION DEPARTMENT
MISSION STATEMENT
The mission of the Probation Department is to promote the safety of the citizens of
Placer County by conducting investigations for the Court, enforcing Court Orders,
ensuring victims’ rights, engaging in crime prevention partnerships,
and facilitating the resocialization of offenders through the use
of evidence based supervision and best practices.
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OATH OF OFFICE
I, do solemnly swear (or affirm) that I will support and defend the Constitution of the
United States and the Constitution of the State of California against all enemies, foreign
and domestic, that I will bear true faith and allegiance to the Constitution of the United
States and the Constitution of the State of California; that I take this obligation freely,
without any mental reservation or purpose of evasion; and that I will well and faithfully
discharge the duties upon which I am about to enter.

COUNTY OF
PLACER

No.

2.500

Page 1 of 1
General Statements

SUBJECT:

CODE OF ETHICS

PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

EFFECTIVE: October 18, 1999
REVISED:
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INDEX

PROBATION DEPARTMENT
CODE OF ETHICS
We recognize the profound responsibilities in a profession dedicated to the protection of
the community. Following are our guiding precepts both on and off duty:
We will serve with humility, uphold the law with dignity, honesty, and integrity, and act
without prejudice.
We will respect the inalienable rights of others, respect the privacy of our clients, and be
objective in the performance of our duties.
We will treat each other with cooperation, respect, and fairness regardless of position
or assignment.
We will remain aware of our responsibilities to the community, the department, and the
individual.
We will improve professional standards through continuously seeking knowledge,
education, and training.
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REVISED:
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INDEX

General Statement
The Chief Probation Officer is responsible for all activities, functions, services, and divisions
of the Placer County Probation Department. The Chief Probation Officer is accountable to the
County Executive Officer and the Board of Supervisors for budget issues and program and policy
considerations.
The Chief Probation Officer works with the Probation Department’s Management Team on
administrative and management matters.
The Chief Probation Officer’s responsibilities include but are not limited to the following:


Basic direction and long range planning for the department.



Determine departmental budget guidelines and priorities.



Liaison with the County Executive Officer, Board of Supervisors, Superior Court Judges,
County Sheriff, Countywide Chiefs of Police, District Attorney, Public Defender, and
Juvenile Justice/Delinquency Prevention Commission.



Evaluate performance of and make specific assignments to members of the Management
Team.



Community relations and community education.
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General Statement
Under the direct supervision of the Chief Probation Officer, assist in managing and directing the
operations of the Probation Department, planning, organizing, and directing the activities of
management and professional staff. Provides staff assistance to the Chief and coordinates the
activities in the department in his or her absence.
Responsibilities
●

Assist in developing and implementing goals, objectives, policies, and procedures for
the department.

●

Assist in the development of the departmental budgets, oversee expenditures.

●

Assist in the selection of departmental professional and management staff.

●

Act as liaison to other county departments, state, and federal agencies.

●

Evaluate performance of management and professional staff with input from the
Chief Probation Officer.

●

Plan, organize, and direct department activities on a day to day basis, working with
professional and management staff.

●

Assist departmental managers in personnel matters including disciplinary actions.

●

Other duties as assigned.
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A. The Superintendent is under the direction of the Assistant Chief Probation Officer. In addition
to the regular duties as a Probation Manager, the Superintendent is responsible for the overall
operation of the Juvenile Detention Facility. The duties, responsibilities, and expectations include,
but are not necessarily limited to the following:
B. Ensure Compliance with Title 15 Minimum Standards for Local Juvenile Facilities published
by the Board of State and Community Corrections (BSCC) and all other State and Federal
regulations.
C. Ensure all Probation Officers are functioning and in compliance with policy and take corrective
action as required.
D. Assist in preparing the Juvenile Detention Facility budget.
E. Assist and make recommendations regarding hiring and discipline of employees.
F. Hear grievances when issues are not resolved at a lower level pursuant to policy.
G. Represent the Juvenile Detention Facility at departmental staff meetings.
H. Attend quarterly meetings with CFMG regarding the medical treatment of minors at the Juvenile
Detention Facility.
I. Prepare the employee performance evaluations of the Assistant Superintendent and provide
oversight
to the preparation of all other employee performance evaluations.
J. Develop security, care and treatment plans for minors while at the Juvenile Detention Facility.
K. Represent the Juvenile Detention Facility with outside agencies and organizations and participate
in professional groups and committees.
L. Answer questions and provide information to the public; investigate complaints and recommend
corrective action as necessary to resolve complaints.
M. Build and maintain positive working relationships with co-workers, other County employees, other
agencies, and the public using the principles of good customer service.
N. Ensure institution and staff compliance with the Prison Rape Elimination Act (PREA).
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The Assistant Superintendent is under the direction of the Superintendent. The Assistant Superintendent
is a single position class that serves as a full line assistant to the Superintendent, acts in the absence of the
Superintendent and performs administrative and management tasks for the Superintendent as assigned.
The duties, responsibilities, and expectations include, but are not necessarily limited to the following:
A. Assist the Superintendent to ensure that the facility operates in compliance with departmental
policy, with federal, state and local laws and regulations and with Board of State Community
Corrections requirements.
B. Plan, organize and direct daily operations of the facility and assist in the coordination of activities
with the Office of Education, health services, food services and other service providers.
C. Assist and make recommendations regarding hiring and discipline of employees. Take corrective
action as necessary and coordinate staff training. Prepare the employee performance evaluations of
Supervising Probation Officers-Institution and oversee the preparation of employee performance
evaluations of all other subordinate staff.
D. Hear and resolve detainee grievances when issues are not resolved at a lower level pursuant to
policy.
E. Participate on multi-disciplinary teams to develop security, care and treatment plans for minors
while at the Juvenile Detention Facility.
F. Represent the Juvenile Detention Facility with outside agencies and organizations and participate
in professional groups and committees. Lead tours and inspections of the facility.
G. Oversee essential data collection and ensure compliance with reporting requirements. Answer
questions and provide information to the public; investigate complaints and recommend corrective
action as necessary to resolve complaints.
H. Build and maintain positive working relationships with co-workers, other County employees, other
agencies, and the public using the principles of good customer service.
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Responsibilities and Duties
EFFECTIVE: January 1, 1999
REVISED:
February 23, 2006
REVIEWED: March 15, 2017

INDEX

Definition
To plan, organize, direct, and manage the activities of major division within the Probation Department
including investigation or supervision of juveniles or adult probation cases and programs; to coordinate
probation activities with other divisions and departments; and to provide highly complex staff assistance
to the Assistant Chief Probation Officer.
Distinguishing Characteristics
This is the first level management class in the probation series and reports to the Assistant Chief
Probation Officer. Positions at this level may have responsibility for services such as adult and/or
juvenile probation services in the courts, field, or special services. Positions in this class are
distinguished from the next
lower level class of Supervising Deputy Probation Officer by providing full line and functional management responsibility for a division or program area within the department.
Supervision Received and Exercised
Receives administrative direction from the Assistant Chief Probation Officer or Chief Probation Officer.
Exercises direct supervision over supervisory, professional, technical, and clerical probation personnel.
Examples of Essential Duties – Duties may include, but are not limited to, the following:
Develop and implement divisional goals, objectives, policies, and procedures.
Direct, oversee, and participate in the development of the probation work plan; assign work activities,
projects, and programs; monitor work flow; review and evaluate work products, methods, and
procedures.
Prepare assigned budget; assist in budget implementation; participate in the forecast of funds needed for
staffing, equipment, materials, and supplies; administer the approved budget.
Recommend the appointment of personnel; provide or coordinate staff training; conduct performance
evaluations; recommend discipline; implement discipline procedures as directed; maintain discipline
and high standards necessary for the efficient and professional operation of the Department.
Advise and assist staff on complex cases and special problems; act in a consulting capacity by providing
instruction and guidance in interviewing, evaluation of information, case work techniques, methods and
procedures of investigation, and field supervision; review case files and make recommendations for
increased effectiveness.

(Probation Manager – Field - Page 2 of 4)

Participate as a member of the management team in planning, organizing, and standardizing of Departmental policies and procedures.
Review and approve pre-sentence and diversion reports for the Courts as prepared by staff; liaison
with the courts; appear and testify in court.
Undertake special assignments as directed by administration, including acting as range master, training
officer, and public information officer.
Answer questions and provide information to the public; investigate complaints and recommend
corrective action to resolve complaints.
Build and maintain positive working relationships with co-workers, other County employees, and the
public using principles of good customer service.
Represent the division to outside agencies and organizations; participate in outside community and
professional groups and committees; provide technical assistance.
Research and prepare technical and administrative reports; prepare written correspondence.
Perform related duties as assigned.
Minimum Qualifications
Knowledge of:
 Advanced principles and practices of probation and case work.



Principles and practices of leadership, motivation, team building, and conflict resolution.
Principles, practices, and methods involved in administration of juvenile detention and rehabilitation
programs; institutional management and security.



Criminal justice, law enforcement, and court systems and procedures.



Causes, control and treatment techniques of crime and delinquency.



Pertinent local, state and federal rules, regulations, and laws.



Principles and practices of policy development.



Principles and practices of organizational analysis and management.



Budgeting procedures and techniques.



Principles and practices of supervision, training, and personnel management.

Ability to:
 Organize and direct assigned probation operations.


Manage, supervise, train, and evaluate subordinate supervisory staff.

(Probation Manager - Field - Page 3 of 4)

 On an intermittent basis, analyze individual behavior and family systems; identify potential problems
among clients; interpret and understand human behavior; knowledge of criminal behavior and the law;
observe wards under supervision; problem solve situations by mediating disputes; remember past
Department policies and procedures; and explain procedures and policies to staff and wards.
 On an intermittent basis, sit at desk while preparing reports or interviewing; walk to supervise wards
within the institutions; stand to conduct field contacts; bend and squat to train staff in how to book juveniles
into the facility or perform searches; kneel to make arrests or file papers; manage physical confrontations
when individuals resist arrest; use fine hand manipulation for handcuff, weapons, and computer use; visual,
auditory, and sense of smell needed for supervision of wards and individuals assigned to probation; and lift
heavy weight.



Perform the most complex work of the department.
Analyze problems identify alternative solutions, project consequences of proposed actions and
implement recommendations in support of goals.



Gain cooperation through discussion and persuasion.



Review and evaluate probation cases and formulate plans.



Use and care for firearms as required by Department.



Interpret and apply County and department policies, procedures, rules and regulations.



Prepare and administer a budget.

 Maintain good physical, emotional, and mental condition to satisfactorily perform the functions of the
position; meet and maintain required peace officer employment standards to safely and effectively perform
assigned duties.


Be sensitive to various cultural and ethnic groups present in the community.



Establish and maintain effective working relationships with those contacted in the course of work.



Communicate effectively, both orally and in writing.

Experience and Training
 Any combination of experience and training that would provide the required knowledge and abilities is
qualifying. A typical way to obtain the required knowledge and abilities would be:
Experience:
Two years of first line supervisory experience in a Probation operation.
Training:
Equivalent to a Bachelor's degree from an accredited college or university with major course work in
the behavioral science, corrections, criminal justice, public administration or a related field.
License or Certificate:
 Must have successfully completed the Supervisory Probation Course of instruction certified by the
California State Board of Corrections within one (1) year of appointment to the classification. Must
successfully complete additional required certified instruction annually thereafter

(Probation Manager – Field – Page 4 of 4)



Must maintain a valid First Aid and CPR certificate.

 Training required under Section 832 of the Penal Code (Search and Seizure) must be successfully
completed within 90 days of employment.
 Possession of, or ability to obtain, a valid driver's license. Proof of adequate vehicle insurance and
medical clearance may also be required.
Special Requirements:


Must meet minimum standards required for Peace Officers as set forth in Section 1029 and
1031 of the Government Code;



Must pass a background investigation;

 Must meet physical standards established for County Safety employees, including a
psychological
examination.
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General Statement
This statement covers the duties, responsibilities, and authority of the Administrative Services
Officer. The Administrative Services Officer reports directly to the Chief Probation Officer and the
Assistant Chief Probation Officer. The Senior Administrative Officer also works closely with the
Probation Managers in developing and monitoring the annual budget. The position is responsible
for providing timely and accurate information and assistance to budget, accounting, and personnel
administration.
Responsibilities


Consults and provides technical assistance the Chief Probation Officer and Assistant Chief
Probation Officer on the development of the departmental budget.



Develops departmental budget at the direction of the Chief Probation Officer or Assistant
Chief Probation Officer.



Monitors and reports on the status of the departmental budget and makes appropriate
recommendations.



Develops financial statements and statistical reports.



Processes all requests from the Chief Probation Officer, Assistant Chief Probation Officer,
and Probation Managers for all recruitments and certified eligible lists.



Provides assistance as requested to Probation Managers in developing and monitoring
contracts with outside agencies/vendors.



Develops or assists in the development of Board of Supervisors agenda items as requested
by the Chief Probation Officer.



Participates in departmental management meetings.



Assists in the development of departmental and inter-departmental business policies and
procedures.



Reviews, analyzes, and reports on pending legislation which affects department business
operations.

(Administrative Services Officer cont)



Upon direction of the Chief Probation Officer or Assistant Chief Probation Officer, the
Administrative Services Officer may work cooperatively with the Auditor-Controller
and County Administrative staff to develop appropriate fiscal procedures.



Represents the Probation Department, upon request, regarding fiscal and audit matter
with federal, state, and county agencies.



Attends various meetings at the request of the Chief Probation Officer or Assistant
Chief Probation Officer.



Prepares correspondence, reports, and studies.



Performs other managerial functions and specialized staff work as assigned by the
Chief Probation Officer and Assistant Chief Probation Officer.



Represents the Probation Department, as the personnel liaison, at quarterly personnel
liaison meetings.



Assists in the development of departmental and inter-departmental personnel policies
and procedures.



Supervise and direct the work of Administrative and Technical service staff within the
Probation Department.
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General Statement
This statement covers the duties, responsibilities, and authority of the Staff Services Analyst - Senior.
The Staff Services Analyst - Senior reports directly to the Senior A.S.O. and performs the more
difficult and complex administrative studies related to the organization and operation of the Probation
Department, divisions or programs and to develop and implement policies and procedures with
direction from departmental management.
Responsibilities




















Conduct and review analytical studies and surveys in difficult or complex situations which require a
high level of skill, judgment and expertise; formulate procedures, policies and program alternatives;
make recommendations on a broad spectrum of administrative and program-related topics.
Conduct difficult and complex productivity and efficiency studies, performance audits, management
reviews and administrative analyses of organization systems and procedures; prepare recommendations
and confer with appropriate staff.
Conduct special studies in all areas of department as directed; coordinate studies across program areas.
Develop and maintain cost analyses and program evaluations; perform a variety of special
assignments; prepare complex analytical and statistical reports.
Review and analyze proposed legislation and advise management on the impact or potential impact;
assist with the coordination and development of related proposals, reports and other documentation.
Analyze federal and state statutes and regulations; develop required responses and/or proposals for
various state departments and various statewide associations applicable to assigned work unit or
department.
Plan, prioritize, assign, supervise and review the work of assigned professional, technical and/or
clerical staff.
Participate in the selection of staff, provide or coordinate staff training; conduct performance
evaluations; recommend discipline. Train and lead subordinate staff.
Develop implementation plans relative to new program implementation requirements.
Develop statistical tracking systems and management reports for identification of trends, application of
staff resources, application of funding or others as identified.
Recommend and assist in the implementation of goals and objectives; Develop administrative policies
and procedures consistent with policy direction from departmental management.
Develop and maintain regulations and operating procedure manuals.
Design and recommend systems, procedures, forms and instructions for internal use.
Develop grant applications and grant reports.
Administer, monitor and evaluate contracts; participate in negotiating contracts with outside vendors,
consultants or organizations; monitor fiscal and legal liabilities of the same.
Answer questions and provide information to the public; investigate complaints and recommend
corrective action as necessary; prepare correspondence as needed.

Staff Services Analyst – Senior (Page 2 of 2)





Prepare correspondence and reports; respond to questionnaires and surveys; establish and maintain
files and records as appropriate.
Represent the department at meetings as required; attend and participate in various boards,
commissions and committee meetings regarding assigned functions.
Build and maintain positive working relationships with co-workers, other county employees and the
public, using principles of good customer service.
Perform related duties as assigned.
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General Statement
To perform a variety of highly responsible and complex clerical, secretarial, and routine
administrative duties for a department or division, and may supervise clerical personnel.
Responsibilities
Essential duties may include, but are not limited to the following:


Perform a wide variety of complex, responsible, and confidential secretarial and administrative
duties for management personnel.



Perform administrative projects for management personnel, research and compile background
data, maintain records and files regarding department administrative activities.



Screen calls, visitors, and mail, respond to moderately complex requests for information.



Interpret and explain County and Departmental policies, rules, and regulations in response
to inquiries, refer inquiries as appropriate, assist in developing department policies and procedures
in order to meet department objectives.



Independently respond to letters and general correspondence not requirement to attention of
management personnel.



Coordinate and make travel arrangements, maintain appointment schedules and calendars,
arrange meetings and conferences.



Perform clerical duties related to department activities such as typing, filing, and distributing
mail.



Research, compile, and analyze data for special projects and various reports.



Initiate and maintain a variety of files and records.



Assist in the support of a Board or Commission including posting legal notices, preparing
the agenda, assembling background materials, and typing minutes of meetings as assigned.



Build and maintain positive working relationships with coworkers, other county employees,
and the public using principles of good customer services.



Perform related duties as assigned.

COUNTY OF
PLACER

No.

3.350

Page 1 of 1
DUTY STATEMENT OF

SUBJECT:

ADMINISTRATIVE LEGAL SUPERVISOR

PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

EFFECTIVE: January 1, 1999
REVISED:
June 18, 2019
REVIEWED: June 18, 2019

INDEX

General Statement
This statement covers the duties, responsibilities, and authority of the Administrative Legal Supervisor.
The Administrative Legal Supervisor reports directly to the Senior A.S.O. and plans, organizes, directs
and supervises clerical operations, with the exception of the Executive Secretary, within the Probation
Department to assure professional, accurate, and timely clerical services to all probation staff and
courteous service to the public; and performs a variety of specialized technical tasks relative to
assigned area(s) of responsibility.
Responsibilities


















Recommend and assist in the implementation of unit goals and objectives; establish schedules and
methods for office operations; prepare and implement legal office policies and procedures.
Plan, prioritize, assign, supervise and review the work of assigned staff; prepare and monitor
rotation schedules of assigned support staff.
Evaluate operations and activities of assigned programs or units; recommend improvements and
modifications; ensure compliance with appropriate statutes, laws, and regulations; confer with
officers and other stakeholders regarding the application of appropriate laws, codes and
regulations.
Perform specialized research and analysis related to assigned service area; appear in court to
provide information on behalf of the department as required.
Participate in budget preparation and administration; prepare cost estimates for budget
recommendations; submit justifications for office equipment and staff; monitor and control
expenditures.
Participate in the selection of staff; provide or coordinate staff training; work with employees to
correct deficiencies; participate in the initial stages of the Internal Affairs process as needed;
implement discipline procedures.
Monitor and supervise the processing of criminal documents; securely maintain confidential files;
serve as custodian of records for assigned programs or units; ensure security of access to restricted
unit telecommunications systems.
Prepare and submit a variety of written reports, statistical analyses, and other related documents
related to assigned program or unit operations and activities; prepare data and respond to regulatory
audits.
Serve as liaison with Federal, State, and local government regarding assigned program unit
specialty area; represent assigned programs or units to outside agencies, vendors, and related to
assigned program or unit service area; provide technical assistance and feedback to other agencies
as needed.
Perform the most complex work of the Unit; answer questions and provide information to the
public; investigate complaints and recommend corrective action as necessary to resolve complaints.
Build and maintain positive working relationships with co-workers, other County employees and
the public using principles of good customer service.







Provide clerical support to the Assistant Chief Probation Officers.
Provide backup clerical support to the Executive Secretary.
Create, maintain, and manage inventory of all departmental forms.
Act as facility maintenance liaison.
Perform other duties as assigned.
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General Statement
This statement covers the duties, responsibilities, and authority of the Information Technology
Specialist - Senior. The I.T. Specialist - Senior reports directly to the Senior A.S.O. and leads and
provides effective technical support for network systems and business applications related to Placer
County and/or unique to Probation. This position requires advanced, specialized knowledge; is
assigned sensitive, highly specialized, larger and most difficult or complex problems and systems;
instructs/directs others in troubleshooting, analyzing and resolving system/application related support
requests including specialties such as Help Desk, Web, and Probation specific applications. Performs
a variety of technical support duties pertaining to computer systems and related equipment and serves
as a responder for computer, network and hardware/software issues. Analyzes existing processes and
provides recommendations regarding technology solutions. Trains IT technical and/or specialist staff,
as well as users, in personal computer hardware/software and provides technical assistance to
customers; and performs other related duties as assigned.
Responsibilities


Perform a variety of complex, specialized duties in support of the Department’s technology functions
which may include, but are not limited to, applications, network, business processes and related
technology areas.



Act as a technical resource for staff. Provide targeted support for department specific programs or
applications, requiring specialized expertise; test programs and applications from the user’s
perspective. Troubleshoot new applications and/or systems to ensure functional operation.



Provide supervision to assigned staff in support of department; provide leadership and direction to
assigned team.



Develop, recommend and implement goals and objectives within department; assist in developing,
implementing, and explaining policies and procedures.



Participate in the selection of staff, coordinate staff training, conduct and/or provide input to
performance evaluations, recommend discipline, and implement discipline procedures as directed.



Serve as a trainer for technology staff regarding new procedures and software applications;
demonstrate the software application systems; prepare written procedures and training materials for
staff.



Assist users of Probation specific applications where detailed knowledge of the specific application is
required, troubleshooting, debugging and resolving a variety of operations/business-process related
applications problems.
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Install, configure, customize and administer a variety of commercial, off-the-shelf (COTS) and inhouse vendor developed applications; write programs/scripts and develop reports using standard
application development products and tools.



Design and generate a variety of routine and ad hoc customized reports based on Department
requirements.



Prepare data maintenance documents and follow up to ensure completion; prepare information
recovery plan.



May perform application software maintenance duties; install and test software application patches and
upgrades.



Responsible for the coordination and completion of projects as assigned, such as the implementation of
a new system design or system upgrade. Interface with users to gather system requirements and
identify problems/gaps with current technology and/or business processes. Serve as the primary
interface with and coordinate and direct the work of vendors and staff at the same or lower level while
working on projects related to assigned duties. Design and direct project testing and quality assurance
processes.



Research available technologies, perform cost/benefit analysis, evaluate and recommend solutions
related to the Department activities/needs; manage and execute installation upgrades and system
patches; track problems and requests for system enhancements and equipment upgrades and resolve
problems as they occur.



Analyze regulatory rules and issues to identify impact on current information technology operations.



Instruct others in the generation of and design of, and generate a variety of, routine and ad hoc
customized reports based on customer requirements.



Monitor and test website functionality to ensure optimal performance for end users; provide
recommendations for performance improvements. Design website layout and content; review and
monitor content to ensure consistency with County policies and procedures.



Complete, review, and/or approve a variety of forms, including requests for hardware and software,
and user access.



Work with department management in strategically analyzing future technology needs and making
recommendations for complex systems. Serve as a technical resource in the evaluation, selection,
acquisition and implementation of computer hardware and software solutions; help determine
requirements for new equipment installation; coordinate equipment repairs with external vendors;

locate vendors and arranges to have parts purchased/shipped as needed; arrange for vendors to perform
on-site repairs.


Prepare technical reports, correspondence and other documents; provide general administrative support
that may include maintaining records and monitoring contracts/budgets.



Represent the County and/or department on committees and task forces; attend meetings, conferences
and training sessions.
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Review upcoming changes to programs, regulations or system (All County Letters, Management
Change Requests), identify impact on system and/or County processes, provide input on necessary
revisions and assists with implementing changes.



Serve on project teams providing technical assistance as needed.



Provide after-hours technology support as assigned.



Provide technical and functional supervision of contractors/vendors.
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Definition
To supervise a group of probation officers engaged in professional probation work in a court or supervision unit involving investigation, supervision, surveillance, and rehabilitation of adult and juvenile
offenders; to review the work of probation staff, evaluate performance; to counsel and coach staff; to
train and orient new staff; to assist in the development of unit policies and procedures; provide
technical expertise and perform related supervisory duties; and to provide staff assistance to Probation
Manager.
Distinguishing Characteristics
This is the first full supervisory level class in the Deputy Probation Officer series. Positions at this
level
have responsibility for staff working in the court, intake, field and special services divisions for adults
and juveniles. Positions in this class are distinguished from the next lower level class of Senior Deputy
Probation Officer – Field by having direct and continuing supervision over probation officers, and are
distinguished
from the next higher class of Probation Manager in that the latter are charged with administrative
responsa-bilities in a major division of the Probation Department. Employees at this level are required
to be fully trained in all procedures related to assigned area of responsibility. Supervising Deputy
Probation Officers
do not normally carry a caseload, rather focusing efforts on the efficient functioning of assigned unit or
units.
Supervision Received and Exercised
Receives direction from a Probation Manager or other management staff.
Exercises direct supervision over professional, technical, and clerical probation staff.
Examples of Essential Duties - Duties may include, but are not limited to, the following:
Plan, assign, and review work of probation officers performing investigation, supervision and surveillance of adult and/or juvenile cases; coordinate work flow and assist in setting priorities; act as a
liaison with the local community, outside agencies, and the County.
Supervise and consult with probation staff in analyzing cases and formulating and modifying treatment
plans; review, interpret, and evaluate cases; review court reports and field activities to ensure
compliance with laws and Departmental guidelines.

Act as the Probation Department’s liaison with, and may provide consulting services for,
organizations, groups, and individuals concerned with providing rehabilitative services for juvenile or
adult offenders.
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Counsel with probationers and consult with interested agencies and individuals to resolve difficult
case problems.
Explain and interpret Department policies and procedures to staff members.
Participate in Department training, staff development, and community education activities.
Attend and participate in meetings to keep current on laws and policies regarding the field of
probation.
Prepare correspondence and reports.
Assist in researching and developing new probation casework techniques; may perform as a consultant
or specialist in particularly difficult areas of probation work.
Evaluate work of staff and make recommendations regarding personnel actions; train new personnel
and/or coordinate formal training programs; conduct performance evaluations; and be involved in
disciplinary proceedings when necessary.
Prepare detailed and complex reports that may be administrative, operational, or technical in nature.
May represent the Probation Department before interested groups and individuals.
Prepare monthly statistics and other special reports; compile annual budget numbers for special
programs and grants.
Develop, operate, and monitor special programs and projects undertaken by the Department.
Maintain good physical, emotional, and mental condition to satisfactorily perform functions of the
position.
May be assigned as assistant to a Probation Manager, filling in during absence, or may be assigned
to act as site supervisor of a branch office within the Department.
Perform related duties as assigned.
Minimum Qualifications
Knowledge of:


Principles of probation casework and counseling, as applied to the probation field.



Principles and theories of human behavior.



State and local laws and Departmental policies and procedures affecting probation work.



Operation, process, and terminology of the Superior and Municipal Courts.
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Principles and practices of supervision, training, and performance evaluation.

 Principles and practices of leadership, motivation, team building, and conflict resolution.
Causes, control, and treatment techniques of crime and delinquency.
Ability to:


Plan, organize, and review the work of assigned staff.



Supervise, train, and evaluate staff.

 On an intermittent basis, analyze individual behavior and family systems; identify potential problems
among clients; interpret and understand human behavior; knowledge of criminal behavior and the law;
problem solve situations by mediating disputes; remember past behavior; and explain procedures and
policies to staff.
 On an intermittent basis, sit at desk while preparing reports or interviewing; walk to supervise wards
within the institutions; stand to conduct field contacts; bend and squat to book juveniles into the facility or
perform searches; kneel to make arrests or file papers; climb during searches; manage physical
confrontations when individuals resist arrest; fine hand manipulation for handcuff, weapons and computer
use; visual, auditory, and sense of smell needed for supervision of wards and probationers; and lift very
heavy weight.
 Exercise skilled judgment in the assessment and treatment of probationers and families.
 Analyze situations accurately and objectively; adopt effective courses of action; work effectively in
stressful situations; resolve conflicts in an effective manner; obtain information through interview and
interrogation.
 Perform crisis intervention; give individual counseling and understand counseling techniques and
methods.


Perform arrest, search, and seizure activities safely and within the confines of the law.

 Synthesize complex information into a formal recommendation to the court; write clear and concise
court reports.


Be sensitive to various cultural and ethnic groups present in the community.



Use and care for small firearms and other law enforcement equipment and tools as assigned.



Act quickly and calmly in emergency situations.



Communicate effectively, both orally and in writing.

 Maintain good physical, emotional, and mental condition to satisfactorily perform the functions of the
position; meet Physical Performance Program requirements.


Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training

 Any combination of experience and training that would provide the required knowledge and abilities
is qualifying. A typical way to obtain the required knowledge and abilities would be:
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Experience:
Two years of probation officer experience in a class comparable to Deputy Probation Officer II
in Placer County and experience in at least two different areas of Probation (e.g. Juvenile Field
and Juvenile Court, Juvenile Court and Adult Court, CSOC and Adult Court, CSOC and JDF).
Training:
Equivalent to a Bachelor’s degree from an accredited college or university with major course
work in criminal justice, corrections, or a closely related field.
License or Certificate


Possession of the California State Board of Corrections Basic Probation Officer certificate.

 Must have successfully completed the Supervisory Probation Course of instruction certified by the
California State Board of Corrections within one (1) year of appointment to the classification. Must
successfully complete additional required certified instruction annually thereafter.


Must maintain a valid First Aid and CPR certificate.

 Possession of, or the ability to obtain, a valid driver’s license. Proof of adequate vehicle insurance and
medical clearance may also be required.
Special Requirements:


Must be at least 21 years of age upon appointment;

 Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of
the Government Code;


Must pass a background investigation;

 Must meet physical standards established for County Safety employees, including a psychological
examination;


Must qualify for use of a firearm when assigned to a field position.
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The Supervising Probation Officer-Institutions is under the administrative and general direction of
the Superintendent and the Assistant Superintendent. This is a first-line Supervisor class in the
Deputy Probation Officer series.

B.

The Supervising Probation Officer-Institutions is expected to be and is responsible for the facility
while on assigned shift. These responsibilities include the safety, instruction, guidance, care,
custody
and control of the population of youth detained in the facility.
C. The Supervising Probation Officer-Institutions is responsible for unit assignments, staff
supervision
and direction, and the monitoring of institutional operations in the role of a shift Supervisor.
Additionally, the duties, responsibilities and expectations of the Supervising Probation OfficerInstitutions include, but are not necessarily limited to, the following:
1. To require and assure that all Deputy Probation Officers-Institutions and Probation Assistants
are engaged in their duties and are alert at their posts.
2. To require and assure that all Deputy Probation Officers-Institutions and Probation Assistants
are functioning and in compliance with policy.
3. To plan, assign, and coordinate all events, activities, programs, and environmental quality
control assignments within the parameters of policy.
4. To ensure all environmental quality control specifications are carried out in a timely fashion,
with
a special focus on task completion and quality control.
5. To review, perfect, and approve all Special Incident Reports, detention decisions, logs, medical
consents, key control logs, room check and daily activity logs and other related documents
generated during the tour of duty prior to being relieved from shift. All Special Incident
Reports are
to be completed prior to departure from shift, and all documents reviewed shall be initialed or
signed
as required.
6. To review and ensure that all admissions and releases are lawful and permissible, necessary and
in compliance with the Welfare and Institutions Code, State Statutes, Court Minute Orders, and

facility policy.
7. To coordinate all incoming and outgoing communications from the public or other agencies.
This is necessary to maintain continuity in the flow of communications and to remain aware of
all inquiries regarding the facility.
(Probation Supervisor – Institutions – Page 2 of 2)

8. To continually review the strengths and weaknesses of shift team performance and to take
corrective action as required.
9. To evaluate employee performance of those line staff assigned in the chain of command as
provided for in the County Code, administrative policy and facility policy. To promote the
staff development of those line staff assigned to them in the chain of command.
10. To maintain complete and updated records regarding the employees under their supervision
including, but not limited to, training checklists, equipment/clothing-issued checklists,
performance evaluations, training records and policy acknowledgement forms.
11. To ensure continuity of staff supervision. If, when a shift Supervisor goes off duty, he/she
is not relieved by another duly-appointed Supervising Probation Officer, he/she shall assign a
Senior Deputy Probation Officer working the oncoming shift to function as a lead worker.
12. To ensure all admissions are afforded all constitutional and statutory rights and appropriately
classify all admissions pursuant to facility policy.
13. To serve as the first-level of remedy for the staff and minor grievance processes as provided
for in the facility policy.
14. To review all minor disciplinary actions for appropriateness, to hear evidence from all parties
concerned, to decide the evidence as to truthfulness, and to decide a course of action that is
least restrictive to correct the problem.
15. In addition to other responsibilities, the Supervising Deputy Probation Officer-Institutions may
be assigned responsibilities and duties such as Safety and Security Officer, Title 15 Compliance
Officer, Program Development and Evaluation Officer, or Operations Officer.
16. Shall conduct and document unannounced facility wide rounds to identify and deter staff sexual
abuse
and sexual harassment and ensure compliance with Prison Rape Elimination Act
(PREA) standards
and requirements.
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Definition
To perform the more difficult or unusual juvenile or adult probation casework, to be a specialist in a
particularly difficult area of probation work or act as a lead over a unit or small program, and to
provide staff assistance to assigned Supervising Deputy Probation Officer – Field or Probation
Manager.
Distinguishing Characteristics
This is the advanced journey level class in the Deputy Probation Officer – Field series for the Court
and Supervision Units. This is the highest non-supervisory class in the Probation Officer series.
Positions at this level are distinguished from other classes within the series by the level of
responsibility assumed, complexity of duties, and by the nature of the public contact made. Employees
perform the
most difficult and responsible types of duties assigned to classes within this series, including acting as
a specialist or as a lead over a unit or small program. Employees at this level are required to be fully
trained in all procedures related to assigned area of responsibility. This class is distinguished from the
Deputy Probation Officer II – Field in that this is the lead of specialist level. It is distinguished from
the Supervising Deputy Probation Officer in that the latter has full supervisory responsibility for a unit,
while
the former has lead responsibility or serves as a technical specialist.
Supervision Received and Exercised
Receives direction from a Supervising Deputy Probation Officer – Field or Probation Manager. May
exercise technical and functional supervision over clerical, technical and/or entry-level professional
staff.
Examples of Essential Duties – Duties may include, but are not limited to, the following:
In difficult and unusual cases interview adults or juveniles, their families, and interested individuals;
determine the type and extent of their needs and problems; and make recommendations upon
advisability
of probation; when probation is indicated, formulate plans of probation and make recommendations to
the court on plans for the adjustment and rehabilitation of the offender; perform field supervision
services;
and enforce court orders.

Write adult and juvenile diversion and pre-sentence investigation reports for the courts, appear in court
for sentencing on Superior Court cases.
Provide lead supervision over a unit or small program; coordinate workflow and assist in setting
priorities;
act as a liaison with the local community, outside agencies, and the County.
(Senior Probation Officer – Field - Page 2 of 4)

Plan, organize, and supervise a caseload; review court reports to ensure compliance with laws and
Departmental guidelines; review staff requests to make arrests, transport prisoners, conduct searches,
and other related activities; supervise or personally assist in the transportation of wards in and out
of the State.
Supervise and monitor defendants on the electronic monitoring program; when necessary, search
residences and vehicles; work with contractor to install electronic monitoring equipment; set up
monitoring schedule with defendants.
Act as the Probation Department’s liaison with, and may provide consulting services for,
organizations,
groups, and individuals concerned with providing rehabilitative services for juvenile or adult offenders.
Conduct juvenile traffic hearings for minors and impose appropriate penalties for violations; conduct
Juvenile Citation Hearings and supervise the Adult Work Release Program.
Assist in researching and developing new probation casework techniques and principles; may
perform as a consultant or specialist in particularly difficult areas of probation work.
May represent the Probation Department before interested groups and individuals.
Develop, operate, and monitor special programs and projects undertaken by the Department.
Review court reports to ensure compliance with laws and Departmental guidelines.
May be assigned as assistant to a Supervising Deputy Probation Officer - Field, filling in during
absence.
Perform related duties as assigned.
Minimum Qualifications
Knowledge of:


Principles of probation casework and counseling, as applied to the probation field.



Principles and theories of human behavior.



State and local laws and Departmental policies and procedures affecting probation work.



Operation, process, and terminology of the Courts.



Principles and practices of supervision, training, and performance evaluation.

Ability to:
 On an intermittent basis, analyze individual behavior and family systems; identify potential problems
among clients; interpret and understand human behavior; problem solve situations by mediating disputes;
remember past behavior; and explain procedures and policies to juveniles and adults.
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 On an intermittent basis, sit at desk while preparing reports or interviewing; stand to conduct field
contacts; bend and squat to perform searches; kneel to make arrests or file papers; climb during searches;
manage physical confrontations when individuals resist arrest; use fine hand manipulation for handcuff,
weapons, and computer use; visual, auditory, and sense of smell needed for supervision of wards and
probationers; and lift very heavy weight.
 Exercise skilled judgment in the assessment and treatment of probationers and families; effectively
manage a large, complex, and diverse caseload.
 Analyze situations accurately and objectively; adopt an effective course of action; work effectively in
stressful situations; resolve conflicts in an effective manner; obtain information through interview and
interrogation.
 Perform crisis intervention; give individual counseling and understand counseling techniques and
methods.


Perform arrest, search, and seizure activities safely and within the confines of the law.

 Synthesize complex information into a formal recommendation to the court; write clear and concise
court
reports.


Be sensitive to various cultural and ethnic groups present in the community.



Use and care for small firearms and other law enforcement equipment and tools as assigned.



Act quickly and calmly in emergency situations.



Communicate effectively, both orally and in writing.



Maintain good physical, emotional, and mental condition to satisfactorily perform the functions of the
position.



Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
 Any combination of experience and training that would provide the required knowledge and abilities
is qualifying. A typical way to obtain the required knowledge and abilities would be:
Experience:
Two years of experience in a class comparable to Deputy Probation Officer II - Field in
Placer County.

Training:
Equivalent to a Bachelor’s degree from an accredited college or university with major course
work in Criminal justice, corrections, or a closely related field.
License or Certificate


Possession of the California State Board of Corrections Basic Probation Officer certificate.
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Must successfully complete additional required certified instruction annually.



Must maintain a valid First Aid and CPR certificate.



Possession of, or the ability to obtain, a valid driver’s license. Proof of adequate vehicle insurance and
medical clearance may also be required.

Special Requirements:


Must be at least 21 years of age upon appointment;

 Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of
the
Government Code;


Must pass a background investigation;



Must meet physical standards established for County Safety employees, including a psychological
examination;



Must qualify for use of a firearm when assigned to a field position.
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A. The Senior Deputy Probation Officer-Institutions is under the administrative and general direction
of the Superintendent, the Assistant Superintendent and Supervising Probation Officer-Institutions.
This is the advanced journey level class in the Deputy Probation Officer series. Positions at this
level are distinguished from other classes within the series by the level of responsibility assumed,
complexity of duties, and by the nature of the public contact made. Senior Deputy Probation
Officer’s perform the most difficult and responsible types of duties assigned to classes within the
series including acting as specialist or as a lead worker over other staff.
B. The Senior Deputy Probation Officer-Institutions in addition to the duties of the Deputy Probation
Officer I & II-Institutions and Probation Assistant, exercises technical and functional supervision
over clerical, technical, entry level and new professional staff. Duties, responsibilities, and
expectations include, but are not necessarily limited to the following:
1. Train and orient institutional staff; plan and present in-service and on the job training; monitor
staff performance; provide direction and explain institution and department policies and
procedures.
2. Assist in the assessment and development of treatment plans for detained youth.
C. The Senior Deputy Probation Officer-Institutions is expected to be and is responsible for the
facility when so assigned in the absence of a Supervising Probation Officer-Institutions. When so
assigned in this lead capacity, the duties, responsibilities, and expectations include, but are not
necessarily limited to the following:
1. To require and assure that all Deputy Probation Officers and Probation Assistants are engaged
in
their duties and are alert at their posts.
2. To require and assure that all Deputy Probation Officers and Probation Assistants are
functioning
and in compliance with policy.
3. To plan, assign, and coordinate all events, activities, programs, and environmental quality
control assignments with the parameters of policy.
4. To ensure all environmental quality control specifications are carried out in a timely fashion,
with
a special focus on task completion and quality control.
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5. To review, perfect, and approve all Special Incident Reports, detention decisions, logs, medical
consents, key control logs, room check and daily activity logs and other related documents
generated during the tour of duty prior to being relieved from shift. All Special Incident Reports
are to be completed prior to departure from shift, and all documents reviewed shall be initialed or
signed as required.
6. To review and ensure that all admissions and releases are lawful and permissible, necessary and
in compliance with the Welfare and Institutions Code, State Statutes, Court Minute Orders, and
facility policy.
7. To coordinate all incoming and outgoing communications from the public or other agencies.
This is necessary to maintain continuity in the flow of communications and to remain aware of
all inquiries regarding the facility.
8. To continually review the strengths and weaknesses of shift team performance and to take
corrective action as required.
9. To ensure all admissions are afforded all constitutional and statutory rights and appropriately
classify all admissions pursuant to facility policy.
10. To serve as the first level of remedy for the staff and minor grievance processes as provided for
in the facility policy.
11. To review all minor disciplinary actions for appropriateness, to hear evidence from all parties
concerned, to decide the evidence as to truthfulness, and to decide a course of action that is
least restrictive to correct the problem.
12. Shall conduct and document unannounced facility wide rounds to identify and deter staff sexual
abuse and sexual harassment.

COUNTY OF
PLACER
PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

No. 3.206
SUBJECT:

Page 1 of 6
DEPUTY PROBATION OFFICER
I & II – FIELD
RESPONSIBILITIES AND DUTIES

EFFECTIVE: February 23, 2006
REVISED:
REVIEWED: March 16, 2017

INDEX

Definition
To investigate cases of juvenile delinquency or adult applicants for probation; and to supervise and
counsel juveniles and adults on probation.
Distinguishing Characteristics
Deputy Probation Officer I - Field: This is the entry level class in the Deputy Probation Officer
series. This class is distinguished from the Probation Assistant by performance of the full scope of
sworn probation duties, such as search and arrest and is distinguished from the journey level by the
performance of the more routine tasks and duties in both court and field supervision of adults or
juveniles. Employees at this level are not expected to perform with the same independence of
direction
and judgment on matters allocated to the journey level. Since this class is typically used as a training
class for Probation Department division assignment, employees may have only limited or no directly
related work experience. Employees work under immediate supervision while learning job tasks.
This class is flexibly allocated with Deputy Probation Officer II – Field.
Deputy Probation Officer II - Field: This is the full journey level class within the Deputy Probation
Officer – Field series. This class is distinguished from the Deputy Probation Officer I – Field by the
assignment of the full range of duties in both court and field supervision of adults or juveniles.
Employees at this level receive only occasional instruction or assistance as new or unusual situations
arise and are fully aware of the operating procedures and policies within the work unit. Positions in
this
class are flexibly staffed and are normally filled by advancement from the entry level after two years of
satisfactory performance.
This class is distinguished from the Senior Deputy Probation Officer - Field in that the latter is
assigned
to technically complex and difficult assignments, may serve as a lead over a small unit or program.
Supervision Received and Exercised
Deputy Probation Officer I – Field
Receives immediate to general supervision from a Supervising Deputy Probation Officer - Field or
Probation Manager; may receive technical and functional supervision from a Senior Deputy Probation
Officer – Field.
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Deputy Probation Officer II – Field
Receives general supervision from a Supervising Deputy Probation Officer - Field or Probation
Manager; may receive technical and functional supervision from a Senior Deputy Probation
Officer - Field.
Examples of Essential Duties - Duties may include, but are not limited to, the following:
Interview adults or juveniles, their families, and interested individuals; read police reports and other
psychological and medical evaluations; interview victims; make recommendations about advisability
of probation; when probation is indicated, formulate plans of probation and make recommendations to
the court on plans for the adjustment and rehabilitation of the offender.
Conduct investigations in all juvenile matters referred to the Probation Department; analyze
information
and act in accordance with State law and Departmental policy; draw affidavits for referral to the
District Attorney.
Represent the Probation Department in the various pre-adjudicatory hearings; prepare court reports
making recommendations for dispositions; make reports to the courts on probationers’ progress,
recommending modification, dismissal, or revocation where necessary.
Investigate adult referrals from the courts; conduct pre-sentence investigations and prepare written
reports and recommendations for the courts; appear in court to represent the Probation Department at
various hearings.
Act as Juvenile Intake Officer and Citation Hearing Officer; investigate and confer with the District
Attorney; make recommendations to the court regarding release or detention pending further court
actions; conduct probationary citation hearings for juveniles cited for misdemeanors with no prior
record.
Conduct risk assessment on probationers and recommend level of supervision; supervise adults and
juveniles in the field, in the office, and through review of reports; monitor the activities and treatment
programs of juvenile and adult probationers enforce court orders and conditions of probation; file
violations of probation when probation conditions are not met and execute arrests.
Maintain an intensive caseload with high-risk juveniles and engage in a therapeutic relationship with
the client.
Establish contacts and work in close association with community agencies in developing and
coordinating treatment programs for juvenile and adult probationers.
Present delinquency prevention programs to schools and community groups.
Serve as home supervision officer or diversion officer, working closely with allied agencies.
Perform related duties as assigned.
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Minimum Qualifications
Deputy Probation Officer I – Field
Knowledge of:
 Principles and theory of criminal justice and rehabilitation as applied to criminal
offenders including juveniles.


Principles and theories of human behavior.



English usage, spelling, grammar, and punctuation.



Report writing.

Ability to:
 Learn the principles and practices of modern adult and juvenile probation work.
 On an intermittent basis, analyze individual behavior and family systems; identify potential
problems among clients; interpret and understand human behavior; know the theory of criminal
behavior and the law; problem solve situations by mediating disputes; remember past behavior;
and explain procedures and policies to juveniles and adults.
 On an intermittent basis, sit at a desk while preparing reports or interviewing; walk to
supervise wards within the institutions; stand to conduct field contacts; bend and squat to book
juveniles into
the facility or perform searches; kneel to make arrests or file papers; climb during searches;
manage physical confrontations when individuals resist arrest; fine hand manipulation for
handcuff, weapons, and computer use; visual, auditory, and sense of smell needed for supervision
of wards and probationers; and lift very heavy weight.


Learn state laws, County ordinances, and Departmental policy and procedures affecting adults

and juvenile probation.


Learn modern casework techniques applicable to probation work.



Understand and deal effectively with probation applicants and probationers.



Analyze investigation materials to determine proper actions; determine truth of statements;

exercise good judgment and make sound decisions under a variety of conditions; work effectively
in stressful situations.


Perform crisis intervention; give individual counseling and understand counseling techniques

and methods.


Perform arrest, search, and seizure activities safely and within the confines of the law.



Synthesize information into a formal recommendation to the Court; write clear and concise
Court reports.



Communicate effectively, both orally and in writing.
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Maintain good physical, emotional, and mental condition to satisfactorily perform the

functions of the position.


Use and care for small firearms and other law enforcement equipment and tools as assigned.



Use other law enforcement equipment and tools as assigned.



Perform arrest, search, and seizure activity safely, and within the confines of the law.



Be sensitive to various cultural and ethnic groups present in the community.



Establish and maintain effective working relationships with those contacted in the course

of work.


Perform related duties as required.

Experience and Training


Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:
Experience:
No professional experience is required.
Training:
Equivalent to Bachelor’s degree from an accredited four-year college or university with major
course work in corrections, criminal justice, or a closely related field.

License or Certificate
 Must successfully complete the minimum required hours of instruction in the Basic Probation Officers
Core Course as certified by the California State Board of Corrections within the first year of appointment
to this classification.
 Must successfully complete the training required under Section 832 of the Penal Code (Search and
Seizure) within 90 days of employment.
 Must successfully complete the minimum number of hours of annual training as certified by the
California State Board of Corrections in any year in which the incumbent is not enrolled in basic,
supervisory, management, or administrator’s course. The annual training is designed as continuing
education to update knowledge and improve skills.


Must maintain a valid First Aid and CPR Certificate.

 Possession of, or ability to obtain, a valid driver’s license. Proof of adequate vehicle insurance and
medical clearance may also be required.
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Special Requirements:


Must be at least 21 years of age upon appointment;

 Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of
the Government Code;


Must pass a background investigation;

 Must meet physical standards established for County Safety employees, including a psychological
examination;


Must qualify for use of a firearm when assigned to a field position.

Deputy Probation Officer II – Field
In addition to the MINIMUM QUALIFICATIONS for Deputy Probation Officer I:
Knowledge of:


Principles and practices of modern adult and juvenile probation work.

 State and local laws and ordinances and Departmental policy and procedures affecting
probation work.


Causes, control, and treatment techniques of crime and delinquency.



Modern casework techniques applicable to probation work.

Ability to:
 Understand and deal effectively with probationers and applicants for probation.


Exercise good judgment in evaluating behavior of probationers.



Prepare and deliver oral presentations to the court.

 Analyze and respond to court orders; determine eligibility of individuals to special programs
offered by the Department.
 Obtain information through interview and interrogation and deal fairly and courteously with
the public.
 Analyze situations quickly and objectively and determine proper course of action; act quickly
and calmly in emergency situations.


Work independently with minimal supervision.

Experience and Training
 Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:
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Experience:
Two years of probation officer experience in a class comparable to Deputy Probation
Officer I – Field in Placer County.
Training:
Equivalent to a Bachelor’s degree from an accredited four-year college or university with
major course work in criminal justice, corrections, or a closely related field.
License or Certificate
 Training required under Section 832 of the Penal Code (Search and Seizure) must be successfully
completed within 90 days of employment.


Must maintain a valid First Aid and CPR Certificate.

 Possession of, or ability to obtain, a valid driver’s license. Proof of adequate vehicle insurance and
medical clearance may also be required.
 Must successfully complete the minimum number of hours of annual training as certified by the
California State Board of Corrections in any year in which the incumbent is not enrolled in basic,
supervisory, management, or administrators course. The annual training is designed as continuing
education to update knowledge and improve skills.
Special Requirements:


Must be at least 21 years of age upon appointment;

 Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of
the Government Code;


Must pass a background investigation;

 Must meet physical standards established for County Safety employees, including a psychological
examination;


Must qualify for use of a firearm when assigned to a field position.
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A. The Deputy Probation Officer I & II-Institutions is under the general direction of the Supervising
Probation Officer and is responsible on an assigned shift for the supervision, safety, instruction,
guidance, care, and custody of a group of juveniles and to do related work as required.
B. The Deputy Probation Officer I & II-Institutions is expected to know, and be responsible for
carrying
out the policy as stated in the facility manual during his/her shift. The duties, responsibilities,
and expectations of the Deputy Probation Officer I & II-Institutions include, but are not necessarily
limited to, the following:
1. Organize and supervise a group of delinquent and/or emotionally disturbed juveniles on a
shift in recreation, work, and study activities, including meals, personal hygiene, athletics,
and housekeeping chores; confer with supervisory personnel regarding medical, discipline
and other problems.
2. Maintain security and safety of juveniles and staff; employ prescribed security measures
while directing youths in their daily routine; handle routine disciplinary problems.
3. Make frequent security checks of assigned areas in the facility to safeguard the juveniles,
building, and equipment against disturbances, fires, and other hazards.
4. Admit and release juveniles upon proper authority; book juveniles; make detention
decisions.
5. Conduct individual and group crisis counseling to modify anti-social behavior and aid
detainees in making proper adjustments to the detention situation; counsel juveniles and
families in an attempt to create a constructive group social atmosphere.
6. Assist in the development of a treatment plan for detained youth.
7. Communicate with parents, probation officers, police, or other individuals as required.
8. Keep and maintain records; prepare reports; perform various clerical duties, such as typing
and posting of booking records.
9. Escort and transport adults and juveniles to a variety of locations, including court
appearances within the County and in other counties and states.
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10. Search minors for weapons, contraband, or narcotics.
11. Serve meals.
12. Participate in group and individual in-service training programs.
13. Perform related duties as required.
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Definition
To perform technical level field and institutional probation work; to provide ancillary services to
juveniles detained at the juvenile detention facility, to apply basic principles and techniques of
probation; to investigate routine cases of juvenile delinquency or adult applicants for probation; and
to assist to supervise and counsel juveniles and adults on probation.
Distinguishing Characteristics
This is the technical level class in the Deputy Probation Officer -Field and Institution series. When
assigned to a field position, incumbents relieve Deputy Probation Officers of routine matters, handling
bank caseloads, receiving and categorizing reports, and identifying non – compliant probationers for
follow up by Deputy Probation Officers. When assigned to the institution, incumbents may work
within
the detention facility setting in any capacity for which completion of Core training is not a
requirement. Employees at this level are not expected to have the same educational background or
perform with the same independence of direction and judgment on matters allocated to the higher
levels within the series.
This class is distinguished from Deputy Probation Officer I – Institution in that incumbents of the latter
class are the entry level in the sworn series, exercise limited peace officer powers and perform direct
supervision of juveniles, including assuming sole responsibility for an assigned unit of wards. This
class
is distinguished from the Deputy Probation Officer I - Field level by the performance of technical
probation work following well established processes and procedures rather than in learning to perform
the full scope
of probation work.
Supervision Received and Exercised
Receives immediate supervision from a Supervising Deputy Probation Officer or Probation Manager;
may receive technical and functional supervision from a Senior Deputy Probation Officer.
Examples of Essential Duties – Duties may include, but are not limited to, the following:
When assigned to the Institution:

Staff the Central Control room and monitor the activities and movement of juveniles and staff
throughout the institution; monitor radio communications.
Summon assistance in response to emergencies including altercations in units, medical emergencies,
and
other incidents; maintain communications with internal staff and external emergency responders
including
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law enforcement, fire suppression, and emergency medical responders; control access and egress in
emergency situations.
Oversee and participate in the laundry of linen, clothing, and other items; involvement in kitchenrelated activities.
Collect statistics as required.
Assist staff in making security checks of assigned areas in the facility to safeguard the juveniles,
building, and equipment against disturbances, fires, and other hazards.
Keep and maintain records; prepare reports; may perform various clerical duties, such as typing and
posting of booking records.
Participate in group and individual in-service training programs.
Perform related duties as required.
The Probation Assistant is expected to remain alert at all times in order to maintain safety in the
facility.
When assigned to field services:
Perform technical probation work; supervise low risk bank caseloads; receive and categorize reports
and identifying non – compliant probationers for follow-up by a Deputy Probation Officer; initiate
routine contact as directed by Probation Officer; send notices, compile file information.
Identify probationers who have completed terms of probation; compile files and submit to Probation
Officers for review and approval; prepare court documents to terminate probation.
Compile information for preparation of presentence and supplemental reports; may draft standard
language or terms for review.
Assist to supervise the conduct and welfare of juveniles under jurisdiction of the Probation Officer
of the Juvenile Court; interview juveniles and parents; explain the nature and conditions of release.
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Assist to supervise probationers to effect compliance with conditions of release and evaluate
adjustments to treatment programs, home, work, school, and community.
Prepare case reports relating to disposition and progress of probationers with recommendation for
continuation, modification, or termination of status.
Maintain case folders, record of contacts, and other records relating to cases.
Participate in group and individual in-service training programs.
Communicate with parents, probation officers, police, or other individuals.
Keep and maintain records; prepare reports; may perform various clerical duties, such as typing
and posting of booking records.
Perform related duties as required.
Minimum Qualifications
Knowledge of:
 Basic criminal justice structure and system.


English usage, spelling, grammar, and punctuation.



Basic office procedures.

Ability to:
 Learn to perform technical probation work.
 Learn to identify potential problems among juveniles; interpret and understand human behavior;
explain procedures and policies to juveniles; know routine safety and security measures.
 On an intermittent basis, sit while preparing reports; walk to observe wards within the institutions;
stand, bend, and squat to book juveniles into the facility or perform searches; fine hand manipulation for
computer use; visual, auditory, and sense of smell needed for supervision of incarcerated juvenile;
physically be able to restrain juvenile and adult inmates; and lift very heavy weight.
 Learn the problems involved in handling juveniles under restraint and on work projects and adults on
work release program and an understanding of their problems.
 On an intermittent basis, analyze individual behavior and social systems; identify potential problems
among clients; interpret and understand human behavior; explain procedures and policies to inmates;
problem solve situations by mediating disputes; know routine safety and security measures.
 Learn the problems involved in handling juveniles under restraint and on work projects and adults on
work release program and an understanding of their problems.


Learn Departmental computer system and operation.
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Learn to read and apply court orders.



Exercise good judgment and make sound decisions under a variety of conditions.



Inspire confidence and gain the respect of juveniles and adult program participants.



Work effectively in difficult situations.



Lift and carry heavy weight in the event of an emergency.



Act quickly and calmly in emergency situations.



Communicate clearly and concisely, both orally and in writing.



Establish and maintain effective working relationships with those contacted in the course of work.



Be sensitive to various cultural and ethnic groups present in the community.

Experience and Training
 Any combination of experience and training that would provide the required knowledge and abilities
is qualifying. A typical way to obtain the required knowledge and abilities would be:
Experience:
Three years of journey level clerical or technical experience, including at least one year in a law
enforcement setting.
OR
Training:
Equivalent to an Associate of Arts degree (60 semester units or 90 quarter units) from an
accredited college or university
License or Certificate:
 Must successfully complete Section 832 Penal Code Training (Search and Seizure) within 90 days
from date of hire.
 Must successfully complete First Aid and Cardiopulmonary Resuscitation (CPR) within one year of
date of hire.


Must maintain valid First Aid and CPR certificates.

 Possession of, or ability to obtain, a valid driver’s license. Proof of adequate vehicle insurance and
medical clearance may also be required.
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The purpose of this code of conduct is to clearly communicate to all managers, supervisors, and
staff the standards and expectations for professional behavior within the county work force.
Although the vast majority of personnel currently abide by these guidelines, it is beneficial to
formally present and reinforce these basic standards of professional work related behavior.
1.

Managers, supervisors, and staff should always set an example of appropriate and
professional behavior, both toward our clients and coworkers. At all times, appearance
and demeanor is to reflect the high standard of our department.

2.

All clients and coworkers are to be treated equally, fairly, and with respect, regardless of
sex, race, religion, or political affiliation.

3.

Loud, threatening, and/or derogator/abusive language and comments toward our clients or
about coworkers is not acceptable behavior and will not be allowed in the work
environment.

4.

“Off-color”, sexist, or other potentially offensive jokes or language will not be allowed in
the work environment. Remarks made to members of the opposite sex, which could be
interpreted as sexist or sexual in nature, will not be allowed in the work environment.
Materials which have sexual connotation to them will not be allowed on county facilities.

These are standards of conduct for all personnel. As professionals, it is our responsibility to not
only conduct ourselves in an appropriate and supportive manner toward our clients but also toward
our coworkers. It is fully expected that all levels within the organization (i.e., management,
supervisors, staff) will abide by these guidelines. Inappropriate actions towards clients or coworkers,
regardless of the staff levels involved, will not be tolerated.
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Purpose:
Probation Officers are hired for assignment in any division of the department. By standards, they
are expected to perform tasks in any division.
A.

Definitions
1.
Transfer: Assignment change from one division to another.
2.
Re-assignment: Assignment change within a division.

B.

Transfer
1.
Managers: Manager will be subject to transfer after four (4) years in a division.

C.

D.

E.

2.

Probation Officers I/II/III: Probation Officers are subject to transfer after three (3)
years in a division. Input will be requested from the current managers regarding
transfer.

3.

Vacancies: Vacancies open due to new positions, grants, or retirement are available
for request by any officer.

Re-Assignment
1.

The manager of each division may re-assign any of his/her staff based upon the
needs of the division.

2.

Time limits on transfers do not apply to division re-assignments.

Staff Requests for Transfer
1.

Beginning July 01 of given year, any probation officer wanting a transfer must
submit said request in writing to their division manager. These requests will
remain on file until the following June 30.

2.

Transfer requests are specific for the division – not assignment within said division.
However, staff should list assignment preference when submitting a request.

The appointing authority has the right to deviate from policy based on specific department
needs.
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Purpose:
To maintain a high standard of clerical support for each division within the Probation Department.
Application:


Transfer or re-assignment of clerical staff shall be made within a specific classification.
Every effort will be made to place clerical support staff within a division for a minimum of
three (3) years. However, to assure that department needs are met, clerical staff may be
moved at any time, at the discretion of the Administrative Legal Supervisor.

●

Requests to fill clerical vacancies due to the creation of a new position or departure of staff
may be submitted by any clerical staff who qualify. Requests shall be made in writing to
the Administrative Legal Supervisor. However, submission of a request by staff members to

fill
a vacant position in no way guarantees placement in vacant position.
●

The appointing authority has the right to deviate from policy based on specific
departmental needs.

COUNTY OF
PLACER

No.

4.200

Page 1 of 1

PERSONNEL ADMINISTRATION

SUBJECT: NON-COMPETITIVE
PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

PROMOTIONS
EFFECTIVE: January 1, 1999
REVISED:
February 5, 2001
REVIEWED: March 16, 2017

INDEX

Section I:
Non-competitive promotions are not automatic. It is the responsibility of the Division Manager
to recommend such promotions, in writing, to the Chief Probation Officer only after the employee
has met the requirements set out in Section 3.08.760 of the Civil Service Rules.
Section II:
An updated performance evaluation is required for a promotion to be requested. If the promotion
is denied, the Chief Probation Officer will notify the Division Manager; if granted, the Executive
Secretary will complete the required paper work and forward to the Personnel Department.
SEC. 3.08.760 – NON-COMPETITIVE PROMTION
1.

The Personnel Director may permit a permanent employee to be promoted on a noncompetitive basis if the minimum education and experience requirements in the higher
class are met, he/she has received on-the-job training as a normal part of the lower classification in preparation for the higher level class, and he/she has standard performance
ratings on file in his/her official personnel file in the Personnel department.

2.

Before any non-competitive promotion may be made, the appointment authority shall file,
with the Personnel Director, a statement that the employee meets the minimum requirements
as to performance, training, and experience for the promotional position. The Director may
also require the employee to demonstrate that he/she possesses the requirements for the
higher class.

3.

The Civil Service Commission shall determine classes of positions from which, and to
which, such promotions may be made within a class series of positions where the positions
are allocated as either, or, i.e., I, II, II, or II, III, or I, II. Non-competitive promotions shall
not be made to positions within supervisory classes.

4.

This section shall apply only to positions which have the same basic job title but different
levels within the class series of positions (probation officer, cooks, and clerical positions),
and that have the same number of positions in the same department at the proposed
promotional level as in the levels from which the promotion is made.
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Conferences/Meetings
1.

Release time for attendance at conferences and meetings held outside of the
Sacramento region will be limited to one (1) member from the Probation
Department. Additional officers may attend on their own time with their
Manager’s approval.

2.

If said conference or meeting is held on a workday, release time will be granted.

3.

If meeting or conference is held on a day off (9/80 plan), flextime will not be
granted if the conference/meeting falls on the particular employees
day off. The same principle hold true for meetings that are held on Saturday or
Sunday, flex time will not be granted to the employee who attends these
conferences/meetings on a weekend.

4.

Meetings held within the Sacramento/Oakland region during work hours, release
time will be granted provided the Manager of the employee has indicated it will not
have an impact on the workload.

5.

Requests for attendance at conferences or meetings shall be submitted to the Chief
Probation Officer ten (10) days in advance and pre-approved by the Manager.

Union Meetings for Executive/Board Members
1.

Meetings held during normal scheduled work hours – the employee will be granted
release time in accordance with the union and County MOU.

2.

Meetings which are held at night or on weekends – flex time will not be granted to
employees.

3.

Employees who are officers of the union will be granted flex/release time to
handle matters of grievances, meet and confer issues, and adequate time to
interview employees who have submitted a grievance in writing.

Travel Time
1.

Travel and transportation to conferences shall be at the employee’s expense.

2.

Flex/release time for travel to conferences shall be reasonable and consistent with
the S.O. Policy.

The appointing authority has the right to deviate from policy based upon specific department needs.
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A.

Terminations and Resignations
Section I
When employees notify a Manager of intention to terminate county employment, they will be
instructed to submit a written resignation to the Chief Probation Officer, stating the reasons for
leaving, the last day of work, and the date of termination.
Section II
The Executive Secretary will prepare a Separation Report, complete the Personnel Action Form
(PAF), attach the necessary documentation and forward this information to the Human Resources
Department.
Section III
Before the last day of work, the Division Manager will collect all department keys and fobs held by
the employee, the employee’s identification card, business cards, departmental badge, and all other
department equipment, and forward to the Administrative Services Officer. Final paycheck will
not be released until all county property has been returned.
Section IV
In case of non-voluntary termination, the same procedures will be followed, giving special
consideration to the “comments Section” on the Separation form.
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A.

Overtime
Section I
It is the policy of the Placer County Probation Department to keep overtime to a minimum.
Prior approval is necessary from the employee’s manager before overtime can be credited.
Section II
In the event an employee is requested to perform emergency work after regular duty hours,
they shall contact their immediate supervisor, division manager, other division manager,
Assistant Chief Probation Officer, or Chief Probation Officer for authorization. The
employee shall record the time out and the time back in, nature of the call, location of the
call, action taken, and persons contacted. This will be presented to the division manager
on the next regular work day. The division manager will be responsible for approving or
disapproving the overtime and forwarding it to payroll.
Section III
Overtime is defined as that period of authorized work performed in excess of eighty (80) paid
hours.

Section IV
Employees will be compensated for approved overtime by CTE or salary at the rate of one and
times their regular hourly rate.

a half

All overtime is to be reported on PPD:270 (Request for Time Earned/Taken), with the
supervisor’s approval and/or manager’s approval.
B.

Holiday Time – Institutions/General and Professional Unit
Section I
Staff engaged in shift work are subject to working holidays if extra-help are unavailable to
fill a shift. Employees desiring to take the regular holidays off are encouraged to submit a
request for time off well in advance (at least four [4] weeks) of the holiday.
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Section II
a.

Employees who have a holiday fall on their normal day off are entitled to
eight (8) hours added to their Holiday Credit Earned.

b.

Employees who work a holiday are entitled to eight (8) hours pay plus time and
one-half.
i.

Employees represented by General and Professional Unit have the
discretion of pay or CTE.

Section III
In the interest of economy, every effort will be made to fill the majority of holiday shifts
with extra-help. However, in no event will an entire shift be filled with extra-help staff.
Section IV
a.

When an employee is required to appear in court in connection with his/her
work, on his/her day off, said employee shall be entitled to overtime. The
minimum overtime to which said employee is entitled shall be three (3) hours
at time and one half.

b.

When an employee is scheduled for a court appearance on his/her days off
and the court appearance is cancelled after 6:00p.m. the day prior to the
scheduled appearance, he/she shall receive two (2) hours pay at the employee’s
overtime rate.
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Section I
Illegal and/or misuse of a controlled substance by a member of the Probation Department will
reflect adversely concerning that person and the Probation Department and will hinder the
legitimate activities of the department.
Section II
Any use of controlled substance, or marijuana, as identified in Division 10, of the California
Health and Safety Code, Sections 11006.5, etc., (except legally prescribed medications) by any
member of the Probation Department staff, on or off duty, will be viewed as conduct unbecoming
an employee in Placer County service. Such conduct will result in disciplinary actions up to and
including termination of employment.
Section III
Any reported use of controlled substance or marijuana by a member of the Probation Department
staff will be investigated and criminal prosecution pursued if applicable. Departmental action will
consist of those procedures allowed under Section 3.08.1190 et seq. of the Placer County Code.
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General Statement
Providing the best service possible to clients and community is the goal of this department. The
activities of departmental employees during working hours should reflect this priority. There is no
legal basis for denying an employee the right to earn a second income; however, there is basis for
prohibiting such activity from occurring during the hours he/she is working for this department.
Policy
A.

Any activities performed during working hours for the purpose of promoting a second
income are prohibited. Such activities include, but are not limited to, the following:
1.

Telephone communications regarding outside business interests.

2.

Solicitation of business.

3.

Financial transactions related to outside business interests.

4.

Displaying or delivering products.

B.

The use of Probation facilities (even outside normal Probation Department hours) for
conducting any of the above activities is prohibited.

C.

The soliciting of business from departmental clients is prohibited.

Manager’s Responsibility
When a manager within the department becomes aware of situations identified above, that
supervisor is expected to immediately investigate and bring the matter to the attention of the Assistant
Chief Probation Officer.
Assistant Chief Probation Officer’s Responsibility
When a matter of this nature is brought to the attention of the Assistant Chief Probation Officer, it
becomes the responsibility of that Assistant Chief to examine the circumstances and to reach a decision
as to whether a violation has occurred. Once the Assistant Chief has completed his/her inquiry and
reached a decision, the findings and a recommendation shall be forwarded to the Chief Probation
Officer.
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General Statement
Outside of their normal work schedule, a probation officer may receive information that a known
probationer or an offender under our supervision is violating a condition of release or committing a
new offense. If the probation officer believes immediate action is necessary for compelling and urgent
reasons, he/she can:
A.
B.

Notify local law enforcement and request the agency handle the matter; or
Personally intervene by putting himself/herself on duty.
If the decision is made to put himself/herself on duty, the following is required:
1.

Secure his/her supervisor’s and/or manager’s permission to intervene beforehand
unless circumstances require immediate action, in which case the officer will
inform his/her supervisor as soon as possible or the next working day, whichever is
first.

2.

Be fit for duty and capable of performing the job. (This includes, but not limited
to, being in sound mental and physical condition [including being drug and alcohol
free] and appropriately equipped to respond.)

3.

Act in accordance with all county and departmental policies and procedures.
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Section I
The Placer County Probation Department considers all complaints alleging employee misconduct
as serious. The department will make reasonable efforts to resolve such complaints at the
lowest level possible within the organization beginning with the subject employee’s immediate
supervisor. When such actions are unsuccessful in reaching a resolution, the complainant will be
offered the option of filing a formal complaint in accordance with this policy.
Pursuant to Section 832.5 and 148.6 of the California Penal Code, the following policy is adopted
to promptly, thoroughly, and fairly investigate complaints of misconduct directed at Probation
Department employees.
Procedure
A.

Any person desiring to make a complaint will be provided a copy of this policy and
Appendix D through the Executive Secretary who shall maintain a central log and file on
all complaints. In the case of an allegation of misconduct concerning a peace officer
employee, the complainant will also be provided the attachment to Appendix D,
Complaint Against Law Enforcement Advisory.

B.

NON-SWORN STAFF: Upon return of the completed form (PPD:387 – Complaint of
Misconduct), it will be forwarded to the Chief Probation Officer or, upon his/her absence,
the Assistant Chief Probation Officer. The Chief Probation Officer will then assign an
manager to investigate and return the form with his/her findings.

C.

PEACE OFFICER STAFF: In the case of an allegation of misconduct concerning a sworn
staff member, in addition to the procedure in paragraph “B” above, the complainant shall
be required to read, sign, and return the Complaint Against Law Enforcement Advisory
form.

D.

The Chief Probation Officer, or Assistant Chief Probation Officer in his/her absence, will
take what action he/she deems necessary in light of the investigation.

E.

At the request of the complainant, he/she will be advised of the disposition of the
investigation.

F.

NON-SWORN STAFF: Unfounded complaints and those where no disciplinary action is
taken or contemplated are to be kept for three (3) years in separate confidential files by the
Executive Secretary.
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MISCONDUCT

G.

PEACE OFFICER STAFF: unfounded, frivolous, or exonerated complaints and those
where no disciplinary action is take or contemplated are to be kept for five (5) years in
separate confidential files by the Executive Secretary.

H.

Complaints that are founded shall be placed in the employee’s personnel file indefinitely.
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General Statement
It is expected that during the course of business it will become necessary for the department to
conduct an investigation of one of our employees. This will usually occur subsequent to the
lodging of a citizen’s complaint of misconduct, a criminal report that involves an employee or
reports of misconduct or policy violations form within the department. These are referred to as
Internal Affairs (IA) investigations.
Functions of the Internal Affairs Process
Protection of the public: The public has the right to expect efficient, fair, and impartial law
enforcement; therefore, any misconduct by department personnel must be detected, investigated, and
properly adjudicated to assure the maintenance of these qualities.
Protection of the department: The department often is evaluated and judged by the actions of its
individual members. It is imperative that the entire organization not be subjected to public censure
because of the misconduct of one member. When the public knows that the department honestly and
fairly investigates and adjudicates all allegations against its members, it is less likely that the public will
find the need to raise a cry of indignation over alleged incidents of misconduct.
Protection of the employee: Employees must be protected against false allegations of misconduct.
Although being the subject of an investigation may be unpleasant or uncomfortable, the best protection
for an employee is a complete and thorough investigation conducted in a timely manner that clearly and
unequivocally supports the employee's honesty and integrity.
Removal of unfit personnel: Personnel who engage in serious acts of misconduct or who have
demonstrated that they are unfit for law enforcement work must be removed for the protection of the
public, the department, and fellow employees.
Correction of procedural problems: The department constantly is seeking to improve its efficiency
and its personnel. Occasionally, internal affairs investigations disclose faulty procedures that otherwise
would have gone unnoticed.
Procedure
At the direction of the Chief Probation Officer or the Assistant Chief Probation Officer in the
Chief’s absence, an IA investigation will be commenced. The investigation shall be assigned to a
management level staff person who has completed STC certified IA training. In some instances, at
the discretion of the Chief Probation Officer following consultation with other county departments
(e.g. County Counsel, Risk Management), the IA investigation may be assigned to an outside agency.
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General Statement
The Placer County Probation Department is committed to fair and impartial treatment of its
employees. This commitment is to maintain a work environment which is free of all forms of
discrimination or harassment.
Policy
The Placer County Probation Department shall abide by the Placer County Work Place
Discrimination and Harassment Policy adopted by the Board of Supervisors (Appendix F).
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POLICY:
Employees of the Placer County Probation Department are prohibited from knowingly having contact with
an offender or an offender’s family member, outside the regular scope of duties, that may be detrimental to the
image of the department or that may otherwise adversely impact an employee’s job performance or the security of
operations of the department.
For purposes of this policy, the following definitions apply:
The term “Offender” includes the following:








A person convicted (including pleas of guilty or “no contest”) of a felony who is less than three years from
the date of conviction.
Persons under criminal investigation or indictment
Current inmates or wards of a state or local institution
Persons who are on juvenile or adult probation (either formal or informal) or under Community Supervision
Persons who are on parole or PRCS Release
Former inmates or wards who are less than three years beyond the date of release
Former probationers or parolees who are less than three years beyond the date of dismissal

The term “family member” includes the following:


Legal spouse; registered domestic partner; natural parents; adoptive parents; step-parents or foster parents;
grandparents; natural, step, or foster brothers or sisters; natural, foster, and adoptive children;
grandchildren; legal stepchildren; aunts; uncles; nieces; nephews; and first cousins.

Examples of contact covered by this policy include, but are not limited to, the following:









Engaging in relationships or associations of a personal nature, other than incidental contact
Engaging in or accepting financial or business services
Exchanging in personal letters, telephone calls or other personal communication
Doing favors for or accepting favors from an offender or an offender’s family member
Cohabitation
Visiting the home of an offender or an offender’s family member, for reasons other than an official visit
Giving and/or receiving non-work telephone numbers
Sexual relations of any nature
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Private or public meetings of a personal nature
The term “visitor of an offender” means a person, other than clergy and the offender’s attorney(s), who
visit an offender while in custody and there is documentation recording the fact of that visit

PROCEDURE:
An employee knowingly having any contact with an offender or an offender’s family member, outside the regular
performance of the employee’s duties, must report that contact to his or her immediate supervisor as soon as
possible. The supervisor will advise the Division Manager who will refer the matter to the Assistant Chief
Probation Officer. Additionally, all department staff have the responsibility to notify Administration if contact
defined above is occurring between staff and members of the public.
In addition to this mandatory reporting requirement, an employee may seek express written approval for contact
that may be covered by this policy. An employee requesting such written approval must submit his or her request
in writing to the Assistant Chief Probation Officer, providing the following information:





The person with whom contact is requested by the employee
The relationship of that person to the employee
The person’s status as an offender or family member of an offender, as defined in this policy
Any additional information that will assist the ACPO in evaluating the appropriateness of the relationship
in light of the factors mentioned below.

In determining whether to approve or deny a request for contact, the ACPO will consider the following:










The nature of the relationship between the person and the employee (family member, friend, social
acquaintance, etc.)
Whether the relationship existed prior to the person being convicted of a felony, becoming subject to
criminal investigation or indictment, becoming an inmate or ward, and/or being granted probation or
parole.
Whether the relationship arose as a result of the employee’s employment with the department.
Whether the person is an offender or an offender’s family member.
Whether the person is currently an inmate, ward, probationer or parolee or is a former inmate, ward,
probationer or parolee and, if so, the time that has elapsed since that status.
If the person was convicted of a felony, the time that has elapsed since that conviction.
The existence or likelihood of a negative impact on the employee’s performance or the security,
operations or image of the department in allowing the contact.
The existence of alternatives to a denial of the contact that would accommodate the requested contact at
minimal to no cost to the department’s interests.

As a general rule, contacts involving an employee’s family member where the family member is not currently an
offender and/or has not been an offender within three years are more likely to be approved.
Approval or denial of the contact will be made in writing within 5 business days and maintained in the
employee’s department personnel file.

SUBJECT:

FRATERNIZATION

NO.

4.700

PAGE 3 OF 3

If contact is denied, the employee will be directed to have no further contact with the offender or family member
of an offender. An appeal may be made to the Chief Probation Officer in writing.
Failure to report contact, failure to abide by an order to cease contact, and/or knowingly violating the policy may
result in disciplinary action, up to and including termination of employment.
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POLICY:
Should a case be referred to an officer, either for supervision or investigation, and the offender or their family
members are known by the officer through social or personal contact, the officer shall immediately discuss the
matter with his or her Supervisor who will immediately report the potential conflict of interest to the Division
Manager. After the Manager has evaluated the factual information and determines that the relationship may
compromise the officer’s ability to impartially handle the case, it shall be reassigned. If the Manager
determines that the relationship does not compromise the officer’s ability to impartially handle the case and
the assigned officer objects to that decision, the officer may file a written request for a review by the Assistant
Chief Probation Officer.
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PURPOSE AND SCOPE
This policy provides guidelines for the personal use of social media as it relates to employees of the
Placer County Probation Department. The order identifies prohibitions on use, a code of conduct, and
the actions to be taken subsequent to inappropriate use.
I.

Definitions
Social Media: A form of electronic communication through which users create online communities to
share information, ideas, personal messages, videos and other content.
Social Network Sites: Websites and/or internet-based social networking sites that provide a venue for
people to share their activities with family, friends and colleagues or to share their interest in a
particular topic.

II. Guidelines

A. Employees are free to express themselves as private citizens on matters of public concern to the
degree their speech does not impair working relationships of this department, impede the
performance of duties, impair discipline and harmony among coworkers, or negatively affect the
public perception of the department.
B. All employees shall use computers, computer applications, computer programs, internet
resources and network/internet communications in a lawful manner both on- and off-duty.
C. Any employee who becomes aware of or has knowledge of a posting or of any website or web
page in violation of the provisions of this order shall notify his/her supervisor immediately in
accordance with Department policy.
D. Nothing in this policy is intended to prohibit or infringe upon any communication, speech or
expression protected or privileged under the law. This includes speech and expression protected
under the state or federal constitutions as well as labor or other applicable laws. 1
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III. Prohibitions
A.

A public employee's communications made pursuant to the employee's official duties is not
protected speech under the First Amendment and may form the basis for discipline if deemed
detrimental to the Department.2

B.

The use of personal devices shall not impact an employee’s work product.

C.

While on duty, while representing themselves to be an employee of the County of Placer or the
Placer County Probation Department, or where a nexus to their employment exists, employees
shall:
1. Use social media in compliance with County policies including but not limited to Chapter 3.
2.

Not engage in speech that interferes with work place morale, efficient operation or employer
goals, personality conflicts, or other matters of interpersonal or intra-institutional duties.

D.

Employees shall not divulge information in any form that reasonably could be foreseen as
endangering the safety of C o u n t y e m p l o y e e s , their families, or associates, such as
information on internal Department operations and procedures, or the home address or other
personal information of another County employee.

E.

Employees shall not divulge information gained by reason of their authority nor make any
statements, speeches, appearances, and endorsements or publish materials that could reasonably
be considered to represent the views or positions of the department without express authorization
from the Chief Probation Officer or his/her designee.

F.

Employees of the department are prohibited from posting, transmitting and/or disseminating any
photographs, video or audio recording, likenesses or images of department logos, emblems,
uniforms, badges, patches, marked vehicles, equipment, or other material that specifically
identifies the Placer County Probation Department, on any personal or social networking website
or web page, without the express written permission of the Placer County Probation Chief. The
Placer County Probation Department wishes employees to take pride in their workplace and does
not prohibit affiliation with this agency. Employees may post their employment on their personal
social media accounts, so long as such posts are in good taste.

G.

Employees wishing to use photographs, depictions, or references of the Placer County Probation
Department must receive approval from the Placer County Probation Chief.

H.

Employees are prohibited from posting, transmitting, and/or disseminating any picture or video of
official department training, activities, or work-related assignment without the express written
permission of the Placer County Probation Chief. All posts to the Placer County Probation
Department social media sites shall be approved by the Chief Probation Officer or his designee.
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IV. Legal Issues and Law Enforcement Sensitive Information
A.

Laws and regulations which shall be adhered to include, but are not limited to, Constitutional
rights, records retention and public records laws, and other federal and state statutes.

B.

Employees shall take proper care not to disclose any information that is confidential or law
enforcement-sensitive3 without written permission from the Chief Probation Officer or his/ her
designee. Such information includes, but is not limited to, names, addresses, personal
information, photographs, and any other identifiers.

C.

Employees should comply with laws regarding copyrights, trademarks, rights of publicity, libel,
defamation of character and other third-party rights.

D.

Employees may not use the Department's logos or other identifying items related to their
employment without first obtaining written permission from the Chief Probation Officer or
his/her designee.

V. Precautions
A.

Employees should use caution in all communications, particularly on a website or social
networking site accessible to anyone.

B.

Any information created, transmitted, downloaded, exchanged, or discussed on a public website
may be accessed by the Department at any time without prior notice.

C.

For safety and security reasons, employees should not post information pertaining to any other
member of the department without their permission. Officers who work or who reasonably
may be expected to work in undercover operations should not post any form of visual or personal
identification of themselves.

D.

Engaging in prohibited speech or communications noted herein may provide grounds for
undermining or impeaching an employee's testimony in criminal proceedings. Employees thus
sanctioned are subject to discipline, up to and including termination.

E.

Privacy settings on social media sites are constantly in flux, and employees should never
assume personal information posted on such sites is protected.

1 E.g. Government Code§ 3300-3313; Labor Code§ 232-232.5
2 Garcetti v. Ceballos, 547 U.S. 410 {2006)
3 Welfare & Institutions Code§ 827; Government Code§ 3300
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All attire with the Probation Department insignia shall be pre-approved by the Chief Probation Officer.
Departmentally issued clothing/equipment will be worn/used in the line of duty only. For example:
1.
2.
3.
4.
5.
6.

While on duty at the Juvenile Detention Facility.
When participating in searches, sweeps, raids, flex team operations, or planned arrests.
While covering special events such as fairs, car shows, concerts, etc.
In the course of supervising juvenile or adult work crews.
When transporting minors or prisoners.
Any time while on duty unless other attire is required, such as court appearances.

The Probation Department staff will comply with the Department Dress Standard (7.600). The
department will provide two (2) shirts for extra help staff and one (1) instructor shirt for all authorized
department trainers. Extra help officers may purchase additional department-approved attire at
personal expense.
The department will replace issued clothing when necessary due to wear or work-related damage. All
staff must turn in their department issue clothing immediately upon separation of employment from the
department.
Safety equipment issued by the department conducive to job assignment will include but not be limited
to:
Rapid Containment Baton
(when authorized)
Ballistic vest
Waist chains
Latex gloves
O.C. spray (when authorized)

Anti-bacterial soap
Flashlights
Cellular telephones
Duty belts

Handcuffs
Hand held radio
Duty bag
Firearm (when authorized)

Ballistic vests shall be worn by officers at all times while performing official duties in the field with
the following exceptions as approved by the division manager; while engaged in activities with minors
such as police and sheriff activities leagues, diversion outings and activities, and while serving minors
and families during Wrap, FRCC, FFT, and PREP Center related activities.
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Juvenile Detention Facility transportation officers trained and authorized to carry a firearm shall wear
their ballistic vest while conducting transports.
Officers will be responsible for the maintenance of their ballistic vest and for requesting replacement
every five years or as recommended by the manufacturer.
The following safety equipment will be carried by officers, authorized to do so, at all times while
performing official duties in the field; handcuffs, O.C. spray, Rapid Containment Baton, firearm, and
hand-held radio with the same exceptions listed above with division manager approval.
Loss or damage to any department equipment must be reported immediately to the appropriate
probation manager.
All equipment assigned/issued to an employee remains the property of the Probation Department and
as such shall be returned upon request. Employees are entrusted with the care and control of issued
equipment and may be held responsible for replacement costs for lost, stolen, or negligently damaged
equipment assigned or under their control. Property left in a vehicle will be secured.

COUNTY OF
PLACER

No.

4.810

Page 1 of 2
PERSONNEL ADMINISTRATION

SUBJECT:

TRAINING PROCEDURES

PROBATION DEPARTMENT
ADMINISTRATIVE MANUAL

A.

EFFECTIVE: January 1, 1999
REVISED:
March 21, 2017
REVIEWED: March 21, 2017

INDEX

Authorization and Payment
Section I

All training requests must be approved in advance by the appropriate Division Manager,
the Administration Services Officer, or the Clerical Supervisor. In all cases possible, training
will be
that which is certified by the Board of State and Community Corrections
(BSCC). All
training request must be submitted to the appropriate authority at least 30 days prior to
the
training whenever possible.
Approved training requests will be forwarded to the Professional Standards/Training Manager
for scheduling and coordination.
Section II
The legislature has mandated a program of training for corrections and probation staff.
This training is in specific training areas applicable to staff assignments.
1.

To facilitate the STC training, all assigned training in the department under this
section will be mandatory. Illness will be the only excuse for not attending
assigned training. If ill, staff is to personally notify the training provider and their
manager, who will then notify the Training Manager.

2.

The Training Manager will notify the staff involved and the appropriate manager of
the training dates. Upon notification, the manager of the division will immediately
take the necessary steps to allow the staff person to attend such training. For
instance, at the JDF, this would include arranging for someone to fill any needed
shifts.

3.

Staff attending training, when appropriate, will complete a training claim for meals,
lodging, tuition, and other expenses, and submit it to their manager the day they
return to work following training. The manager will review, approve, and sign the
claim, and forward it to the Training Manager.

4.

Staff attending STC training must credit time on the cost account sheet under OCA
as 000010.
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Upon returning to work, any staff who received a training certificate will supply a
copy to the Training Manager. This copy will be placed in the employee’s
department personnel/training file.

Section III
1.

Staff will be allowed to attend training on county time only if (A) Section I or II
is complied with.

Failure to follow the above procedures makes it impossible for the department to be
reimbursed for expenses.
B.

Overtime and Mileage
Section I
Mileage to and from training is only paid if the distances from the home to the training site
exceeds the distance from the home to the job site, and then only those miles in excess of
the regular normally driven miles would be compensatable. (Reference Section 778.217
FLSA).
Section II
Overtime is not paid for travel to and from a duty station which is temporary, as long as it
was within a reasonable distance from the home. Therefore, re-assignments to the general
Sacramento area or adjacent counties to attend training will not be paid overtime for travel
time. (Reference Section 785.35 FLSA.)
Section III
Study
FLSA regulations indicate that such study is not considered as overtime. The county can
require an employee to do what homework is necessary without their being compensated
for it. (reference Section 553.7 FLSA.)
Section IV
If training is located out of the general Sacramento or adjacent county area and requires
excessive travel time, the division manager will authorize release time prior to the training
to compensate.
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Security and Transportation
It is the responsibility of Probation Officers from the Juvenile Detention Facility (JDF) to transport
custody cases to Juvenile Court. The following security procedures apply to the transportation of any
youth in the custody of Probation Department staff.
Section I
Security Vehicles – Ratio of Staff to Youth
Security vehicles will be kept at the JDF for the purpose of transporting custody cases to Juvenile Court,
for inter-county transfers, delivery to the Department of Juvenile Facilities (DJF), or taking in-custody
youth to medical appointments.
1.

When transporting youth to any appointment, the ratio of staff to youth should be
two to one, especially if the youth is unshackled, or two staff for two or more youth.

2.

Two staff will transport to group home/STRTP placement, boot camp, Department of
Juvenile Facilities (DJF), return on warrants, or where the travel time exceeds three hours.

3.

Long distance transportation of youth shall be conducted by at least one Probation Officer
of the same gender.

4.

The Manager (or the Supervisor on duty) will be responsible for approving or disapproving
any exceptions.

Section II
Use of Restraints
The primary purpose in the use of restraints is to provide probation staff with a safe environment for
transporting and to ensure the individuals will reach their destination safely.
Effective January 1, 2018, Welfare and Institutions Code Section 210.6 was added and outlines when the
use of restraints can be used during a transport outside of the JDF. The Code Section reads as follows:
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(a) (1)

Mechanical restraints, including, but not limited to, handcuffs, chains, irons, straitjackets or
cloth or leather restraints, or other similar items, may be used on a juvenile detained in or
committed to a local secure juvenile facility, camp, ranch, or forestry camp, as established
pursuant to Sections 850 and 881, during transportation outside of the facility only upon a
determination made by the Probation Department, in consultation with the transporting agency,
that the mechanical restraints are necessary to prevent physical harm to the juvenile or another
person or due to a substantial risk of flight.

(2)

If a determination is made that mechanical restraints are necessary, the least restrictive form of
restraint shall be used consistent with the legitimate security needs of each juvenile.

(3)

A county Probation Department that chooses to use mechanical restraints other than handcuffs
on juveniles shall establish procedures for the documentation of their use, including the reasons
for the use of those mechanical restraints.

(4)

This subdivision does not apply to mechanical restraints used by medical care providers in the
course of medical care or transportation.

(b) (1) Mechanical restraints may only be used during a juvenile court proceeding if the court
determines that the individual juvenile’s behavior in custody or in court establishes a manifest
need to use mechanical restraints to prevent physical harm to the juvenile or another person or
due to a substantial risk of flight.
(2)

The burden to establish the need for mechanical restraints pursuant to paragraph (1) is on the
prosecution.

(3)

If the court determines that mechanical restraints are necessary, the least restrictive form of
restraint shall be used and the reasons for the use of mechanical restraints shall be documented
in the record.

When determining whether mechanical restraints should be used during a transport out of the JDF, PPD:
272 – Juvenile Restraint Assessment for Transport shall be completed by the transporting officer(s)
detailing the specific reasons for or against using restraints. The document will then need to be approved
by a Supervisor or Manager and the signed copy saved in the Department’s Case Management System.
1.

If it is determined that restraints are necessary, youth will be restrained with waist chains and/or
ankle shackles/leg irons. They will ride in the rear seats of the security vehicle and secured
with safety belts.

2.

If the transported youth is temporarily held in a holding cell, it is staff’s responsibility to
monitor the behavior/activities of the youth in the holding cell to prevent injury to the youth or
physical damage to the room.
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Section III
Dispatch Communications
Before leaving or returning to the JDF, staff shall use their call sign and notify Placer County Sheriff’s
Dispatch of the number of youth, destination, and mileage of the transportation vehicle. The transporting
officer(s) will also contact the JDF main control number to relay the beginning and ending mileage,
officers on the transport, youth on the transport, destination, and type of restraints being used, if any, and
for what reasons.
In the event of an escape from custody, immediately contact local dispatch advising the location of the
escape, the escapee’s name, and a description of the escapee’s clothing. If other subjects are also in
custody, they are to be taken immediately to the jail or the JDF; staff are not to abandon other youth in
custody and chase an escapee. Staff shall contact the on duty JDF Supervisor after contacting dispatch.
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POLICY:

To utilize hand-held/vehicle radios and Mobile Data Computers (MDC’s) as the methods of
creating probation contacts, status changes and administrative messages.

PURPOSE:

To establish procedures for the use of Mobile Data Computers (MDC’s) and radio
communications.

Every field contact is potentially dangerous; therefore, Dispatch must be advised of the Officer’s location.
PROCEDURE
GENERAL
1. When in the field, all Probation Officers shall carry a hand-held radio on their person. Probation
Officers assigned to field units shall utilize the MDC to fulfill their assigned mission unless exempted
by their Supervisor. If an MDC becomes inoperative, the Officer shall exchange the MDC as soon as
practical and notify their Senior/Supervisor. The inoperative MDC should be provided to IT as soon as
possible. Further, the Officer shall revert to voice communication via vehicle or hand-held radio with
dispatch until they procure another operable MDC.
2. When making contacts outside of Placer County, you must contact the local law enforcement agency in
the jurisdiction you are conducting field work and notify them of each contact. Be prepared to provide
your information to include your vehicle description and contact numbers, offenders name and address,
and any additional information requested.
3. MDC’s shall be the primary means of non-emergency communication between dispatchers and
Probation Officers. Most administrative functions should be handled by MDC’s, such as:
a. Going in service.
b. Unit status changes.
c. Creating probation contacts.
d. Clearing probation contacts.
e. Sending administrative or sensitive information through a secure and non-public means.
4. Officers shall comply with 23123.5 of the California Vehicle Code, regarding hands free and safe
driving. When two Officers occupy a vehicle, the passenger shall operate the MDC.
5. Officers are reminded that the MDC is a sensitive electronic instrument and any misuse could result in
damage. With this in mind, officers shall not change operating system settings or MDC configuration
files; or attempt any MDC equipment modifications or repairs.
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Only personnel trained in the proper use of MDC’s and identified as an authorized user will operate an
MDC.

SECURITY
1. The use of MDC’s, hand-held radios, and vehicle radios are limited to official department business. All
MDC messages will be subject to review by supervisors and a potential subpoena for court action.
2. MDC information shall be considered confidential and will not be released to the public. Officers must
also take actions to prevent the viewing of confidential data by unauthorized persons.
3. Officers shall secure the vehicle and MDC at all times to preclude unauthorized use or tampering of
equipment.
4. Unofficial and unprofessional MDC and radio transmissions may result in disciplinary actions.
5. Officers shall not request Department of Justice rap sheets be routed to their MDC’s or make any
Department of Justice rap sheet requests on the MDC. CLETS Rules and Regulations that govern to
Less Than Full Access Operators apply to all MDC use.
DISPATCHING AND BROADCASTS
1. Radio communications are governed by policies and procedures established by the FBI and California
Department of Justice (DOJ) to protect Criminal Justice Information (CJI) and Personally Identifying
Information (PII). PII is defined as an individual’s first name or first initial and last name, combined
with any one or more specific data elements. Only enough information to complete the request should
be provided over the radio (Refer to Appendix A- Placer County Sheriff Office Unencrypted Radio
Communications Policy.)
2. Information pertaining to field emergencies and safety shall be voiced via a hand-held or vehicle radio.
3. Officers should voice transmit all subject stops. Stops can be cleared by radio or MDC, if equipped.
4. All Officers shall demonstrate proficient use of the hand-held radio. (Refer to Appendix B).
USE OF MDC’s
1. All officers will be required to log on to a MDC prior to any field contacts using their issued passcode.
Using another employee’s pass code is subject to disciplinary action.
2. In the “comment” section, type your contact phone number and then list your portable radio number,
vehicle number, and any other equipment you have such as a PAS device, etc.
3. Create probation contacts, clear calls, update unit status, and give dispositions by MDC.
4. When creating an “on view” probation contact, Officers shall enter the name and date of birth of the
probationer being contacted in the comments field of the call.
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POINT-TO-POINT MESSAGES
PURPOSE:

To establish procedures for the correct use of point-to-point messages.

POLICY:

To comply with all existing laws and regulations regarding the use of computer systems when
using the point-to-point message capability of the Integrated Public Safety System. This is
includes, but not limited to County of Placer Information Technology Acceptable Use Policy.

PROCEDURE
A. GENERAL
1. The point-to-point capability may be used to send a MDC message from one terminal to any other
terminal or group of terminals within the computer system.
2. Officers shall not commit any negligent, malicious, or criminal act in their use of terminals.
3. Point-to-point messages:
a. Shall contain work-related material ONLY.
Messages containing non-work related
communications, personal communications and/or sexual, racial, degrading, harassing or
suggestive remarks are NOT acceptable and subjects the originating employee to disciplinary
action.
b. Shall NOT contain profanity, rude or derogatory information.
4. MDC’s are monitored and must conform to the guidelines set by the Federal Communications
Commission to regulate radio traffic and licensing.
5. MDC transmissions are recorded and become history in the computer log tapes and may be retrieved at
a future date. There is no reasonable right to privacy to the employee while in use.
6. MDC’s may become part of official court records when included in a computer search of specific times
needed for court cases.
B. SPECIFIC
1. Appropriate CAD commands and/or function keys should be used in lieu of the point-to-point
message. (Please refer to Appendix C).
C. AUDITING
1. A Supervisor as directed by the Unit Manager may conduct audits. Any requests for audits shall be
directed to the Unit Manager.
2. The Supervisor conducting audits shall request computer runs from the CAD Administrator specifying
the dates, and times to be audited.
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3. Audit Responsibility
a. The Auditing Supervisor shall evaluate questionable point-to-point messages and refer them to the
appropriate level for necessary action.
b. Any inappropriate use of CLETS shall be referred to the Unit Manager for review.

Appendix A: Placer County Sheriff’s Office
Field Operation No. 5-07
TITLE:

UNENCRYPTED RADIO COMMUNICATIONS

EFFECTIVE:

01/01/2021

POLICY:

Placer County Sheriff’s Office employees will comply with all laws related to protecting
personally identifying information while communicating on departmental radio frequencies.

I.

PURPOSE
Radio Communications are governed by policies and procedures established by the FBI and California DOJ to
protect Criminal Justice Information (CJI) and Personally Identifying Information (PII). These polices limit the
amounts and types of information that can be broadcast over unencrypted radio channels.

II.

PROCEDURE

A. California statute defines PII as an individual’s first name or first initial and last name, in
combination with any one or more specific data elements. See table below for combinations
which will result in the release of PII.
Data elements:
Last name AND First name
OR

+

Last name AND First initial

Driver license (DL) number
Identification (ID) card number
Social Security Number
Passport Number
Military ID Number
Other government-issued documents

The most common data elements encountered during dispatch operations include a DL number
and ID number.
B. To ensure PII and CJI are not inadvertently broadcast over the radio, the following procedures
shall be adhered to when communicating on departmental radio frequencies without
encryption:
1.
To ensure protection of PII, only enough information to complete the request should be
provided over the radio in a single, continuous transmission. Any additional information
should be relayed in a separate transmission or sent via the unit’s mobile computer.
2.

Additional information, such as address and physical descriptors, should only be provided
when requested through a separate transmission or relayed via MDC or phone.

3.

At no time will Criminal History be released over the radio.

C. Procedures for dispatchers and field units for registration and wants checks on vehicles, guns,
or property, typically are not affected. Information within these California Law Enforcement
Telecommunications System returns do not contain PII and is not CJI, by definition, if PII is
not included.

D. When querying a subject by name and DOB via radio transmission, the deputy should give Last
name, First name, DOB, and state (if outside California). When using this combination, the
deputy shall not include a DL/ID number or any listed data elements.
E. When dispatch provides the return or confirmation on a subject by name and DOB, the
dispatcher shall not include a DL/ID number in the same transmission. If a DL number is
provided to the deputy, it shall only include the last name associated.
F. When querying a subject by DL/ID number, the deputy should provide the DL number and last
name of the subject only. When using this combination, the deputy shall not include first name
and/or first initial.
G. The dispatcher providing the return on this query will only provide the last name, first name, or
first initial, to ensure the correct return and the status of the DL if requested. The dispatcher
will not provide the DL/ID number in the same transmission.
H. If a deputy or public safety is in jeopardy, only enough information should be broadcast to aid
in identifying and/or locating a potential suspect. Once the suspect is apprehended, dispatchers
and field units should be cognizant of CJI and PII broadcast imitations.

Appendix B:
A. Operation of the radio
1. The officer will demonstrate the mechanical operation of the radio including:
a. On-off
b. Changing channels
c. Volume adjustment
d. Turning the radio panel lights on-off
2. The officer will demonstrate the mechanical operation of the portable radio.
3. The officer will demonstrate the proper way to broadcast over the radio and portable:
a. Think out the broadcast before transmitting so as to be clear and concise
b. Be alert to other broadcasts so as to not cover traffic
c. Key the microphone and pause for one-second (avoid clipping initial part of
broadcast)
d. Identify by call sign before continuing with broadcast
e. Speak directly into microphone with mouth about 2-3” away
f. Speak at normal conversation level at a speed of 100-120 words per minute.
B. Radio channels
1. The officer shall describe the basic uses of the following radio channels:

a.Primary channels: DISP 1, DISP 2, DISP 3, DISP 4, DISP ENC, as well as AUB
PD, NCSO West, RKLN PD, LINC PD, and AUB JAIL.
b.
Additional channels, such as RP 1, RP TAC, SSD, and SAC PD
C. Radio codes/phonetic alphabet
1. During all phases of training, the officer will use the appropriate codes and phonetic alphabet for all
radio
broadcasts.
D. Code 4/ Code 4 “Adam/ 10-35/ 11-99

1. The officer will demonstrate the proper use of “Code 4” on calls.
2. Code 4” means no further assistance needed. A patrol unit may, however, advise “Code 4” and
request additional units for specific purposes (i.e. transportation of prisoners). “Code 4. I need
one unit for transport.”
3. “Code-4 Adam” means the stop or situation is essentially stable; however, the officer would
like
a second unit for cover.
4. The officer will be aware that he is not to respond to a scene or traffic stop where a unit has
advised “Code 4.”
5. The officer will describe the difference between 10-35 and 11-99.
a.
“10-35” (request back-up)
b.
“11-99” (the officer is facing a life and death situation – Code 3 response)
E. Broadcasting description of suspect, vehicle and direction of travel
1. Order of broadcast upon arrival at scene:
a.
Vehicle description - plate or partial plate if known
b.
Direction of travel
c.
Time element
d.
Possible destinations (when witness or officer knows where suspect lives or is likely to go)
e.
Suspect name and description
i.
Name

ii.
iii.
iv.
v.
vi.
vii.

Gender, Race, Adult or Juvenile (example: WMA- White Male Adult or HFJ- Hispanic
Female Juvenile)
Approximate age
Height, weight, stature or build
Hair color and style or length
Clothing (in order of head to toe, hat, jacket, shirt, pants, shoes)
Weapons or other items in possession and other Officer Safety relevant information.

Appendix C:
1. Examples of acceptable point-to-point messages include, but are not limited to:
a. “Am I clear Code 7”
b. “Is the 10-28/10-29 system down”
c. “Is Detective Jones working tonight?”
2. . Examples of unacceptable point-to-point messages include, but are not limited to:
a. Personal messages
b. Non-work related messages
3. The “OV” (On-view) function key of the MDC or voice communication shall be used for selfinitiated incidents. Point-to-point messages shall not be used to:
a. Initiate calls for service. Example:
(1) “10-7 County Garage for vehicle maintenance”
(2) “10-97 at 11460 A Avenue for attempt warrant service”
(3) “I’ll be out on a 415 at Galena/Quartz”
b. Make location changes, status changes or supplement calls. Examples include, but are not limited
to:
(1) “En-route SRMC” Use change unit location function key
(2) “Back unit ID on incident #2345” (use voice or add unit function key)
“Suspect is a WMA, 5’10”/170, brown/blue”
4. When creating a call for a planned arrest, Officers shall use “11-3AR” as the call type.
5. When creating a call to serve a warrant, Officers shall use “WARRANT” as the call type.
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According to Penal Code Section 830, “Any person who comes within the provisions of this chapter and who
otherwise meets all standards imposed by law on a peace officer is a peace officer, and not withstanding any
other provision of law, no person other than those designated in this chapter is a peace officer.” The badge and
identification issued by the department is the evidence of each officer’s status and authority as a peace officer.
A.

Peace Officers- Deputy Probation Officer
Probation Officers-Field: While on duty, officers are peace officers pursuant to PC Section 830.5(a),
which states that probation officer “authority extends to any place in the state while engaged in the
performance of the duties, of their respective employment and for the purpose of carrying out the
primary function of their employment.” In addition, probation officers may carry firearms as
authorized and under terms and conditions specified by the department. Further, PC Section 830.5(a)
indicates the authority of a probation officer as a peace officer “shall extend only as follows:”
1.

2.
3.
4.
5.
B.

To conditions of parole, probation, Post Release Community Supervision (PRCS), or
Mandatory Community Supervision (MCS) by any person in this state on parole, probation,
PRCS, or MCS.
To the escape of any inmate or ward from a state or local institution.
To the transportation of persons on parole, probation, PRCS, or MCS.
To violations of any penal provisions of law which are discovered while performing the usual
or authorized duties of his or her employment.
To the rendering of mutual aid to any other law enforcement agency.

Department Positions-Field
Department positions who are peace officers pursuant to PC Section 830.5(a) are listed as follows, by
title/rank:
1. Chief Probation Officer
2. Assistant Chief Probation Officer
3. Probation Manager- Field/Institutions
4. Supervising Deputy Probation Officer- Field
5. Senior Deputy Probation Officer-Field
6. Deputy Probation Officer II- Field
7. Deputy Probation Officer I- Field
When on duty, the badge and identification must be available while in the office and in each probation
officer’s possession while working in the field during each workday.
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Probation Officers-Institutions:
While on duty, specific Juvenile Detention Facility (JDF) staff are peace officers pursuant to PC
Section 830.5(b), and peace officer authority is limited to carrying out the primary functions of their
assignment, maintaining the custodial responsibilities in a juvenile detention facility. JDF staff who are
peace officers pursuant to PC Section 830.5(b) are listed as follows, by title/rank:
1. Supervising Deputy Probation Officer- Institutions
2. Senior Deputy Probation Officer-Institutions
3. Deputy Probation Officer II-Institutions
4. Deputy Probation Officer I-Institutions

STATUTORY LIMITS/TRAINING Department policies, procedures and directives given by a supervisor or
manager defines conduct and activities of officers. Officers shall never exceed the departmental or statutory
limits of their authority.
All officers shall comply with statutory training requirements, as specified in PC Section 832(b)(1), (2) and
(c), before they are allowed to exercise powers of arrest or other powers of a peace officer. The training must
have been completed within three years prior to employment or shall be completed as part of the initial
training required within the first year of employment. Department peace officers maintain the “status” of a
peace officer at all times, but peace officer “authority” only exists while on duty. When off duty, officers do
not have the authority to act as peace officers, and their authority is limited to the authority in which all
citizens are legally entitled.
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I. AUTHORITY: Chief Probation Officer, Government Code Section 7286, Penal Code Sections 13519.10,
1203.71, 835a, and 836.5(b).

The purpose of this policy is to establish guidelines for probation officers required to use reasonable force
in the course of their duties. The scope of this policy applies to all situations when the use of force by
probation officers may be required.
Probation officers and staff must have an understanding of reasonable force when overcoming resistance
while engaged in the performance of their duties. The Department recognizes and respects the value of all
human life and dignity without prejudice to anyone.
II. DEFINITIONS:
FORCE - Force is the use of physical control up to and including physical strikes if necessary,
compliance holds, strength, or any weapon, instrument, or device to overcome, control or restrain any
person or to otherwise overcome resistance.
REASONABLE FORCE – Reasonable force is the force that an objective, trained, and competent
probation officer faced with similar facts and circumstances would consider necessary and reasonable to
protect themselves and others, to overcome resistance, effect an arrest, prevent escape, gain compliance
with a lawful order or maintain custody and control of individuals.
EXCESSIVE FORCE – Excessive force is the use of more force than is objectively reasonable to
accomplish a lawful purpose.
DEADLY FORCE – “Deadly force” means any use of force that creates a substantial risk of causing
death or serious bodily injury, including, but not limited to, the discharge of a firearm” (835a (e)(1) PC).

IMMINENT THREAT – An imminent threat is considered to exist if a subject has demonstrated actions
that would lead one to reasonably believe that based on the totality of the circumstances, the subject will
continue to pose a threat if not apprehended immediately. A person is an imminent threat if the officer
reasonably believes that the person has the present intent, means, opportunity, and ability to complete the
threat regardless of whether the threatened action has been initiated. An imminent harm is not merely a
fear of future harm, no matter how great the fear and no matter how great the likelihood of the harm, but is
one that, from appearances, must be instantly confronted and addressed. See Penal Code Section 835a
(e)(2).
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TOTALITY OF THE CIRCUMSTANCES – Means all facts known to the peace officer at the time,
including the conduct of the officer and the subject leading up to the use of force. (835a (e)(3) PC)
FEASIBLE –Reasonably capable of being done or carried out under the circumstances to successfully
achieve the arrest or lawful objective without increasing risk to the officer or another person (7286 (a)(2)
Government Code)
PLANNED USE OF FORCE – There are situations where probation officers have some opportunity to
plan prior to an encounter that is reasonably expected to lead to a use of force, such as a cell extraction.
When practical and safe to do so, probation officers should use this opportunity to attempt to resolve the
situation without the need for force. A supervisor shall be notified prior to any planned encounter that is
reasonably expected to lead to a use of force.
III. POLICY:
Probation officers shall only use force that they reasonably believe is proportional to the seriousness of the
suspected offense or the reasonably perceived level of actual or threatened resistance given the facts and
circumstances perceived by the probation officer at the time of the event, to bring an incident under control
effectively. Physical force is never justifiable as a form of punishment. Officers shall carry out duties,
including the use of force in a manner that is fair and unbiased. Officers shall utilize de-escalation
techniques, crisis intervention tactics, and other alternatives to force when feasible. A probation officer
shall intervene to prevent excessive force whenever a reasonable opportunity exists. All Placer County
Probation Department employees and health care staff are responsible for reporting violations of this
policy. A finding that a probation officer used excessive force or that a probation officer failed to report
violations of this policy, will result in corrective action, which may include corrective training, discipline,
termination, and/or criminal prosecution. Officers will receive periodic training on this policy and
demonstrate their knowledge and understanding.
IV. USE OF FORCE GUIDELINES:
The following guidelines will be adhered to in implementing the Placer County Probation Department’s
Use of Force Policy:
1. Officers may only use a level of force they reasonably believe is proportional to the seriousness of the
suspected offense or the reasonably perceived level of actual or threatened resistance.
2. An officer’s use of force must be objectively reasonable. The decision by an officer to use force shall
be evaluated from the perspective of a reasonable officer in the same situation, based on the totality of
the circumstances known to or perceived by the officer at the time, rather than with the benefit of
hindsight, and the totality of the circumstances shall account for occasions when officers may be
forced to make quick judgments about using force and should not be subjected to the 20/20 vision of
hindsight.
3. A threat of death or serious bodily injury is “imminent” when, based on the totality of the
circumstances, a reasonable officer in the same situation would believe that person has the present
ability, opportunity, and apparent intent to immediately cause death or serious bodily injury to the
peace officer or another person. An imminent harm is not merely a fear of future harm, no matter how
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great the fear and no matter how great the likelihood of the harm, but one that, from appearances must
be instantly confronted and addressed.
4. When determining whether or not to apply any level of force and when evaluating whether a probation
officer or probation staff has used a reasonable level of force, a number of factors should be taken into
consideration. These factors may include, but are not limited to:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.

L.
M.
N.
O.
P.
Q.
R.
S.

Scope of intrusion (degree and extent of force);
Manner of intrusion;
Place where the force was used;
Need to perform official duties;
Justification of the use of force;
Facts and circumstances;
Severity of the crime involved;
Individual poses an immediate threat to the probation officers, probation staff or others;
Individual actively resists or flees;
The conduct of the individual being confronted (as reasonably perceived by the
probation officer or probation staff at the time);
Probation officer and individual subject factors, including, but not limited to: age, size,
relative strength, skill level, injury/exhaustion and number of probation officers and
probation staff vs. individual or individuals;
Influence of drugs/alcohol or lack of mental capacity;
Proximity of weapon(s);
Availability of other options (what resources are reasonably available to the probation
officer or probation staff under the circumstances);
Seriousness of the suspected offense or reason for contact with the individual;
Training and experience of the probation officer or probation staff;
Potential for injury to citizens, probation officers, probation staff and subjects; or
Risk of escape.
Any other exigent circumstances.

5. Officers should continuously assess, to the extent possible, a situation and consider various options as
circumstances change. If a force option proves ineffective, officers should continue to seek the most
effective and safest response that is proportional to the threat. This may involve using a force
alternative of similar level, de-escalation, or in some cases an escalation of force options, but the level
of force used should still be proportional to the threat. It is understood that perception and reactionary
times must be taken into consideration when assessing the reasonableness of the force.
6. The Probation Department recognizes that probation officers are expected to make split-second
decisions and that the amount of time available to evaluate and respond to changing circumstances
may impact his or her decision.
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7. While various degrees of force exist, each probation officers are expected to use only force reasonable
under the circumstances to accomplish a legitimate law enforcement purpose according to this policy,
state law, and federal law.
8. The Probation Department recognizes that circumstances may arise in which probation officers
reasonably believe that it would be impractical or ineffective to use any of the tools, weapons, or
methods provided by the Department. A probation officer may find it more effective or reasonable to
improvise his or her response to rapidly unfolding conditions. In such circumstances, the use of any
improvised device or method must nonetheless be reasonable and utilized only to the degree that it
reasonably appears necessary to accomplish a legitimate law enforcement purpose.
9. While the objective of every encounter is to maintain control and safety, nothing in this policy requires
a probation officer to retreat or be exposed themselves to possible physical injury before applying
reasonable force.
10. Any probation officer present and observing another officer or staff using excessive force shall safely
intercede to prevent the use of excessive force when in a position to do so. Probation officers and
probation staff shall promptly report these observations to a supervisor.
V. USE OF DEADLY FORCE - ADDITIONAL GUIDELINES:
Use of deadly force is justified only when the officer reasonably believes it is necessary in the following
circumstances:
A. To defend the officer or others from what the officer reasonably believes is an imminent threat of death
or serious bodily injury to the officer or another person.
B. To apprehend a fleeing person for any felony that threatened or resulted in death or serious bodily
injury, if the officer reasonably believes that the person will cause death or serious bodily injury to
another unless immediately apprehended.
NOTE: Imminent does not mean immediate or instantaneous. An imminent danger may exist even if the
suspect is not at that very moment pointing a weapon at someone. For example, an imminent danger may
exist if an officer believes any of the following:
1. The person has a weapon or is attempting to access one and it is reasonable to believe the person
intends to use it against the officer or another.
2. The person is capable of causing serious bodily injury or death without a weapon and it is reasonable
to believe the person intends to do so.
3. Officers must consider their surroundings and potential risk to bystanders, to the extent reasonable,
before discharging a firearm.
4.Use of the Carotid Restraint Control Hold is not permitted under this policy.
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5. Deadly force should not be used when the danger is just to the subject only (e.g., solo suicide subject)
or the officer believes the subject does not pose an imminent threat of death or serious bodily injury to
the officer or another person (PC 835a).
VI.

CONTROL HOLD TECHNIQUES:

The reasonable use of force may include control hold techniques. Control hold techniques may be effective in
controlling a physically or actively resisting individual. Probation officers may only use control hold
techniques per this use of force policy and only if they have successfully completed department-approved
training. In addition to considering all factors stated above, officers utilizing any control hold techniques shall
consider the degree to which the application of the technique may be controlled given the level of resistance.
VII.

GUIDANCE FOR FORCE DEVICES AND METHODS:

The following examples for applying various levels of force are provided to probation officers and do not
imply any escalation scale. (Reference Administrative Manual Section(s) 4.850, 4.955, 4.960, 4.970, 4.975):

Actions of Subject

Description

Possible Force Action

Cooperative

Individual offers no
resistance

-Mere professional appearance
-Non-verbal actions
-Verbal requests and commands

Passive noncompliance

Does not respond to verbal
command but also offers no
physical form of resistance

-Officer’s strength to take
physical control, including
lifting/carrying
-Pain compliance holds and
techniques to direct movement or
immobilize a subject

Active resistance

Physical evasive
movements to defeat an
officer’s attempt at control,
including bracing, tensing,
running away, or verbally
signaling an intention to
avoid or prevent being
taken into or retained in
custody

-Pain compliance holds and
techniques to control the subject
and situation.
-Use of force devices such as
RCB impact weapon, Yawara
stick, OC spray or force method
such as body strikes in selfdefense and to gain advantage
over the subject.
-Use of devices to secure
compliance and ultimately gain
control of the situation
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Assaultive

Aggressive or combative;
attempting or threatening to
assault the officer or other
person

-Pain compliance holds and
techniques to control the subject
and situation.
-Use of force devices such as
RCB impact weapon, Yawara
stick, OC spray or force method
such as body strikes in selfdefense and to gain advantage
over the subject.
-Use of devices to secure
compliance and ultimately gain
control of the situation.

Life-threatening

Any action likely to result
in serious injury or possibly
the death of an officer or
another person

-Utilizing firearms or any other
available weapon or action in
defense of self and others.

VIII. IMPROPER USE OF FORCE:
Penal Code Section 149 provides that, “Every public officer who, under the color of authority, without lawful
necessity, assaults or beats any person,” is guilty of a felony.
1. The use of improper force by any member of the Department, against any persons will not be tolerated.
2. Officers shall “report potential excessive force to a superior officer when present and observing
another officer using force that the officer believes to be beyond that which is necessary, as determined
by an objectively reasonable officer under the circumstances based upon the totality of information
actually known to the officer.”
3. Officers shall intercede when present and observing another officer using force that is clearly beyond
that which is necessary, as determined by an objective reasonable officer under the circumstances,
taking into account the possibility that other officers may have additional information regarding the
threat posed by a subject.
IX.

DISPLAYING OF FIREARMS:
Reference Arming Policy No. 4.970 Section X and XI, Unholstering/Display of the Firearm

X.

SHOOTING AT OR FROM MOVING VEHICLES:
Reference Arming Policy No. 4.970 Section XV, Discharge of the Firearm
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REPORTING USE OF FORCE:
Any use of force by a member of this Department shall be promptly documented completely and
accurately in an appropriate report or format depending on the nature of the incident. The report shall
include a complete description of how and why each force option was used, as well as a description of
known injuries the subject received or claims to have received. The Department may require the
completion of additional report forms, as specified in department policy, procedure, or law.
Supervisory notification shall be made as soon as practical following the application of force.
The complete report involving the use of force, whether an incident report, or crime report, may
include, but is not limited to the following:
A.
B.
C.
D.
E.
F.
E.
F.
G.
H.
I.

XII.

Reason for the officer’s intervention.
Suspect’s actions and statements prior to the use of force or arrest.
Type of resistance offered.
Type of force used to overcome resistance.
Other type of force options considered.
De-escalation techniques and attempts to De-Escalate used or tactical repositioning if time
allowed.
Injuries observed.
Whether or not medical treatment was requested and by whom.
Time of supervisory notification and to whom.
Witness statements.
Evidence collected if applicable including photographs.

VULNERABLE POPULATIONS GUIDELINES:
The Probation Department recognizes populations that include, but are not limited to, children, elderly
persons, and pregnant people. Also, individuals with physical, mental health, developmental, or
intellectual disabilities are more likely to experience greater use of force. Officers will need to
consider these individuals as they may not have the ability to comply or follow commands based upon
their disability. If safe and feasible, officers should use de-escalation techniques, alternative resources
(such as calling in additional trained personnel), and force-mitigation techniques to avoid the use of
unnecessary force. People affected by mental illness can be unpredictable and sometimes violent.
Officers should never compromise their safety or others’ safety when dealing with individuals who
display symptoms of a mental illness.





Request backup
Stabilize the scene
Calm the situation
Communicate
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Do not make threats
Be truthful
Communicate in short sentences
Medications
Acknowledge their feelings
Do not mock or belittle
Do not agree or disagree with their delusions
Do not threaten with arrest or in any manner

XIII. MEDICAL TREATMENT:
Probation Officers shall promptly provide if properly trained, or otherwise promptly procure medical
assistance for persons injured in a use of force incident, when reasonable and safe to do so. Probation
Officers shall obtain medical assistance for any person(s) who has sustained a visible injury, expressed
a pain complaint or has been rendered unconscious. Probation Officers shall monitor any individual
exhibiting physical distress signs after an encounter until properly medically assessed.
A.

Juvenile Detention Facility staff will utilize medical personnel on-site or contact on-call
medical staff as soon as the facility’s safety and security are established.

B.

Field Officers will utilize booking medical clearance procedures.

C.

All subjects will be kept under close observation at all times before and during the
examination and treatment.

XIV. SUPERVISOR ROLES AND RESPONBILITY:
When a supervisor is notified of a reportable use of force they should respond to the scene unless a
response is impractical or poses a danger. When able to respond to a reported use of force incident, the
supervisor is expected to:
A.
B.
C.
D.

E.

Obtain the basic facts from officers involved in the incident;
Ensure any injured parties are examined and treated;
Promptly identify individuals who may have witnessed the use of force occurrence and obtain
statements from the witnesses. Supervisors should separate witnesses if feasible to do so;
When possible, obtain a separately recorded interview with the individual upon whom force
was applied. If the interview is conducted without voluntary waiver of Miranda rights, the
following shall apply:
I.
The content of the interview should not be summarized or included in any related
criminal charges.
II.
The fact that a recorded interview was conducted should be documented in a property or
other report.
III.
The recording of the interview should be distinctly marked for retention until all
potential for civil litigation has expired.
Ensure that photographs have been taken of any areas involving visible injury or complaint of
pain, as well as overall photographs of uninjured areas. These photographs should be retained
until all potential for civil litigation has expired.
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Ensure compliance with proper agency reporting procedures and submit reporting through
Appropriate channels.
Determine if there is any indication that the individual may pursue civil litigation. If there is an
indication of potential litigation, the supervisor should provide notification of a potential claim
to appropriate agency personnel.

G.

Supervisors shall review all reports of accuracy and completeness and ensure all relevant facts of an incident
are documented and properly reported. Supervisors will evaluate and assess all use of force incidents and
promptly address any areas of concern, including notification of appropriate personnel in the chain of
command, potential policy changes, training needs, weapons or equipment issues and refer matters through the
chain of command for consideration of discipline (administrative investigation). Reference Administrative
Manual Policy Section 4.630 Internal Affairs Investigations and Arming Policy No. 4.970 Section XVIII.

XV.

DOJ REPORTABLE USE OF FORCE:
The Chief or the authorized designee shall ensure that data required by the Department of Justice
(DOJ) regarding all officer-involved shootings and incident involving use of force resulting in serious
bodily injury is collected and forwarded to the DOJ as required by Government Code §12525.2.

XVI. TRAINING STANDARDS AND REQUIREMENTS:
Subject to available resources, the Training Manager should ensure that officers receive periodic
training on de-escalation tactics, including alternatives to force.
Upon appointment as a Deputy Probation Officer I-Field/Institutions, within a twelve month period, it
is required to attend and complete the following courses:




832 PC – Arrest, Search and Seizure
Probation Officer Core Course (Field)
Juvenile Corrections Officer Core Course (Institutions)

Officers and Supervisors will receive periodic training on this policy and demonstrate their knowledge
and understanding.
Additional and on-going trainings should also include:
 Guidelines regarding vulnerable populations, including, but not limited to children, elderly
person, pregnant individuals, and individuals with physical, mental, and developmental
disabilities.
 Training courses required by and consistent with STC guidelines. This would include 40 hours
of annual training for Officers assigned to the Field, as well as Supervisors, and 24 hours of
annual training for Officers assigned to the Institution.
 Four hours of Management of Assaultive Behavior bi-annually.
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XVII. PUBLIC RECORDS REQUEST:
Requests for public records involving an Officer’s personnel records shall be processed in accordance
with Penal Code 832.7 and the Personnel Records and Records Maintenance and Release policies.

XVIII. USE OF FORCE COMPLAINTS:
Civilian complaints involving use of force incidents should be handled per Administrative Manual
Policy Section 4.600 COMPLAINTS-EMPLOYEES MISCONDUCT.
XIX. POLICY REVIEW:
Probation Department employees should review this policy on an ongoing basis. Any questions on this
policy or training should be directed to the employee’s immediate supervisor. At least annually, the
Administrative team under the direction of the Chief Probation Officer shall audit this policy. This
audit should include but is not limited to following analysis:
A.
B.
C.
D.
XX.

Identification of individual and organizational trends in the use of force.
Training needs recommendations.
Equipment needs recommendations.
Policy review recommendations.

ADDITIONAL POLICIES AND PROCEDURES:
For additional policies and procedural guidelines including post use of force procedures, reference
Administrative Policy and Procedure Manual Sections 4.900, 4.955, 4.960, 4.970, and/or JDF Policy
and Procedure Manual 10.200.
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AUTHORITY: Chief Probation Officer, Penal Code Sections 1203.71, 835a, and 836.5(b).
Purpose: Sworn staff of the Probation Department have lawful authority to use force to affect an
arrest, prevent escape, overcome resistance and establish and maintain custody of persons delivered to
him/her by a law enforcement officer. The purpose of this policy is to provide sworn staff with
guidelines for the use and specifications of impact weapons carried by authorized employees of the
Placer County Probation Department.
Policy: The Placer County Probation Department will deliver probation services in an efficient
manner using reasonable force. When managing resistance, Department personnel shall use reasonable
force to carry out their duties. The Placer County Probation Department recognizes that deployment
of impact weapons can reasonably result in a lesser level of force being used against a suspect. Impact
weapons may also be employed when other levels of force are not justified or are inappropriate
because of surroundings or situation. One of the goals of utilizing impact weapons is to exert control
over a suspect(s), with increased safety and with a lower potential for great bodily injury or death than
from conventional firearms use.
While most arrests do not require the use of force and/or impact weapons, in certain situations impact
weapons are a valuable tool for controlling assaultive or high risk individuals. Additionally, impact
weapons can be utilized in conjunction with personal body weapons. As with any use of force, the
officer’s actions must be based on legal justification. This does not preclude the officer from striking
first, as long as the officer’s actions are lawful and within policy. For further information pertaining to
the use of force, refer to the “Use of Force” Policy. Injuries may result from the use of impact
weapons and injuries may not always be immediately apparent. Anytime an officer uses an impact
weapon on a suspect, an officer will notify a supervisor, transport the suspect to a medical center for an
evaluation and treatment as soon as practical, and ensure that the Placer County Probation
Department’s Use of Force reporting guidelines are met.

II.

REQUIREMENTS AND SPECIFICATIONS:
Officers will attend an approved Placer County Probation Department Impact Weapons Training
Certification Course. After successful completion of this course and approval by the Chief Probation
Officer, the officer will be issued an impact weapon and a card documenting the officer is certified to
carry an impact weapon. Officers are authorized to carry only Department issued impact weapons
while on duty, unless there is prior and specifically expressed approval by the Chief Probation Officer
or his/her designee. Modifications to Department issued impact weapons must be approved through an
Impact Weapons Instructor. Under no circumstances is any Probation Officer to bring an impact
weapon into the secure perimeter of any Placer County Probation Department institution or any other
correctional facility. An exception may be made for training purposes and/or at the direction of the
Chief Probation Officer or his/her designee.
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TARGET AREAS:
The dynamics of a physical confrontation are constantly changing, making it difficult to use an impact
weapon in a perfectly precise manner. Probation Officers should make every attempt, however, to
strike at target areas that are effective, accessible and unlikely to cause serious injury.
A. Unintended target areas:
1. Head
2. Neck
3. Throat
4. Spine
5. Groin
6. Kidneys
7. Heart
8. Xiphoid Process
B. Other areas of the body are permissible target areas.
In order for an officer to justify intentional strikes to the head, neck, throat, spine, groin or kidneys
with an impact weapon, the officer would have to justify the use of force likely to cause or threaten
serious injury or death.
As in all matters related to the use of force and physical confrontations, no policy can cover all
conceivable situations. This policy is meant to act as a guideline only. Each use of force situation
must be judged individually. Based on the facts and circumstances known to the officer at the time of
the incident, officers must be prepared to justify their actions whenever force is used against an
individual.

IV.

ANNUAL TRAINING:
After an officer completes an approved Placer County Probation Department’s Impact Weapons
Training Certification Course, he/she will be required to complete at least four hours of Department
approved requalification training per year.

V.

STORAGE/MAINTENANCE:
When not worn, the impact weapon shall be stored in a locked file cabinet, trunk, or designated safe
weapons area and concealed from plain view of others. When the impact weapon is taken to the
officer’s residence, it should be kept in a secure and safe place where it is inaccessible to other
individuals, particularly children. Cleaning of the impact weapon shall be in accordance with the
published factory guidelines for cleaning and maintenance. The impact weapon will be worn in a
Department issued or approved baton holster. Exceptions to this guideline can be granted only by the
Chief Probation Officer.
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CONCLUSION
Placer County Probation Department personnel are aware that the use of impact weapons is considered
another tool for the department and the officer. When public safety, as well as time and circumstances
permit, officers may be able to save a life or control a violent suspect(s) through reasonable use of
impact weapons. Use of impact weapons is an attempt to safeguard public, law enforcement personnel
and, finally, the suspect(s) life and safety. These goals are essential to the mission of the Placer
County Probation Department.
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Chief Probation Officer, and Penal Code Sections 830.5 and 12401 through 12404.

Use of Chemical Restraint – Oleoresin Capsicum, O.C.:
The use of chemical agents, commonly referred to as tear gas and Oleoresin Capsicum (OC), is
permitted under the provisions of Penal Code Sections 830.5 and 12401 through 12404. Under
provision of law, the Chief Probation Officer may authorize the use of chemical agents.
The chemical agent Oleoresin Capsicum (commonly referred to as “OC”) will be authorized for use
only when the conditions outlined in this policy are applicable.
Staff Authorized to Use Oleoresin Capsicum (OC):
Only sworn officers of the Placer County Probation Department who have satisfactorily completed
training and obtained certification for use of chemical agents and has been authorized by the Chief
Probation Officer will be permitted to carry and use the department approved chemical agent while on
duty. Proof of certification shall be maintained in the officer’s departmental training file.
The Probation Department does not authorize the use of departmentally issued OC when off duty. As
with any departmentally issued weapon, it is the responsibility of the officer to ensure that OC is kept
in a secure place and out of the reach of children and other individuals. Officers assigned to
institutions are encouraged to keep OC canisters in their locker when going off duty.
Oleoresin Capsicum (OC) Description, Usage, and Effect:
OC is a highly concentrated form of pepper (or a similar synthetic substance) that affects the mucous
membranes. OC, when applied to the face, typically causes the following reactions: Swelling of the
mucous membranes, involuntary closing of the eyes, gagging, shortness of breath, and an intense
burning sensation to the exposed areas of the skin. Most persons encountering OC involuntarily bend
over at the waist or drop to their knees. These symptoms are temporary and should dissipate within 45
minutes. With treatment, the effects dissipate within 15-20 minutes.
OC product must be used in hand-held canister form. Maximum effectiveness is achieved when the
target is six to ten feet away from the canister when sprayed. OC must contact the target’s face to be
effective. Spraying the person below the face will not cause the desired effects.
Replacement and Accounting:
All OC spray devices shall be maintained in an operational and charged state by the assigned officer.
Replacements for damaged, inoperable, or empty devices are the responsibility of the officers. Probation
staff are responsible for inspecting their OC canisters and reporting any problems to their Supervisor (e.g.,
for damage, expiration and replacement.)
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Replacement of OC spray devices shall occur five years from the manufacture date (MFG), when the
canister is less than half full, or as determined by the OC instructor.
Supervisors are responsible for ensuring staff remain in compliance with this policy. The following
procedure to account for perishable safety equipment shall apply:
1. All Probation staff shall have their OC canisters, along with other perishable safety equipment,
inspected yearly during their performance review.
2. Manufacture date is located on the side of the canister.
3. Staff shall complete and submit the Annual Safety Equipment Review form (PPD: 221) to their
supervisor prior to their annual performance review.
4. Supervisors will confirm the condition of safety equipment during the performance review and
complete the review form.
5. Supervisors shall distribute completed copies of this form to the following:
a. Employee file
b. Employee
c. Lead Firearms Instructor
d. Lead OC Instructor
6. Supervisors shall follow up with the Firearms/OC Instructor to ensure expired/damaged/empty
canisters are replaced.
OC Instructor Responsibilities and Disposal Procedures:
Staff shall return expired/damaged/less than ½ full canisters to the lead OC Instructor. The lead OC
instructor shall ensure OC canisters are properly disposed of.
The lead OC Instructor shall be responsible for maintaining the Probation Department’s inventory of
OC for both assigned and stock canisters. The lead OC Instructor shall ensure the Department
maintains an adequate supply of OC canisters for replacement.
The lead OC Instructor shall maintain a record of manufacture date and expiration date for OC canister
issued to officers and will ensure that officers are issued new canisters prior to the expiration date.
Precautions Should be Taken as Follows:
Caution should be taken prior to applying OC on resisting persons engaged physically with other
officers or who are not isolated from bystanders.
Caution should be taken prior to using OC in windy conditions.
OC will be carried in an appropriate holster attached to the duty belt or vest.
Officers should recognize the limitations of non-lethal chemical agents. They should remain alert and
attentive to the surroundings at all times and continually assess all situations.
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Criteria for Use of Oleoresin Capsicum (OC):
OC is considered to be defensive weapon and will be used as such with discretion and care. OC may
be used as a neutralizing force to control and restrain persons displaying violent behavior when such
behavior presents a clear and present danger to himself/herself, other persons, or officers.
Before OC is used, consideration must be given to the gravity of the situation, the present danger of
injury to persons.
Prior to use upon a subject, if time and circumstances allow, the officer shall give a verbal warning to
the subject that they will be sprayed with pepper spray unless they comply with the officer’s demands.
However, when the behavior exhibited is of such a nature that even momentary delay would likely
result in injury to a person, OC may be used without warning.
In accordance with the department’s Use of Force policy (4.950), officers will ordinarily use empty
hands prior to the use of OC if they can do so without risking injury to themselves or to the person or if
OC is not readily available. OC may be utilized prior to a lesser level of force when it is determined
that using a lesser level of force would likely result in injury.
OC shall not be used for punishment, retaliation, or disciplinary purposes.
OC will be used only as an option in the continuum of force. Circumstances permitting, officer should
first attempt to use verbal diffusion or dialogue.
The use of OC is also authorized in deterring attacking animals. If used against an attacking animal,
the officer is to locate and notify the owner if possible. The owner of the animal shall be advised that
effects are not permanent and can be diminished by flushing with water.
Aftercare Procedures:
Once OC has been used and the person has been controlled and restrained, effort shall be made to
remove the person to a safe area, apply first aid, and decontaminate the person. First aid of OC is fresh
air and water. Field officers should carry in their vehicles a gallon jug filled with clean water.
Areas of the person’s body sprayed with OC should be flushed and washed (pat, don’t rub) with cold
water immediately. Do not use salves, creams, ointments, or soap. Using soap or any oil or creambased products will increase discomfort. If the sprayed person is a minor in custody, fresh clothing
should be issued, and any contaminated areas (floors, counter tops, mattresses, etc.) will be thoroughly
cleaned with soap and water.
Persons experiencing unusual irritation from the chemical will be transported for medical treatment.
Minors in custody should be immediately referred to CFMG. If medical personnel are not on duty,
transport by ambulance may be necessary.
Arresting officers will inform jail deputies or JDF officers if the person’s clothing is contaminated with
the chemical.
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Officers who experience discomfort or irritation as a result of the OC exposure should follow the same
decontamination procedures. If irritation persists, the officer shall report the situation to his/her
division manager as a job-related injury and seek medical attention.
Reporting Procedures:
Any use of OC by an officer shall be reported in the arrest and/or incident report and submitted to the
officer’s division manager as soon as possible, but no later than the end of the officer’s duty shift. A
full and complete description of when (date and time), how, and why OC was used is required in the
report. Details must include a description of any medical treatment given to the person sprayed, as
well as the results obtained.
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General Policy:
A.

AUTHORITY: Chief Probation Officer, Penal Code Sections 830.5,
832(a), 835(a), Government Code Sections 8617, 1029, 1030, 1031,
and Attorney General’s Opinion 89-505.
No employee of the Placer County Probation Department is permitted to carry any
firearm on his/her person, or to have any firearm in the office or job location, or in
his/her vehicle while on official business, except with the prior and specifically
expressed approval (see page 4 – III) of the Chief Probation Officer. In the absence
of the Chief Probation Officer, the Assistant Chief Probation Officers may temporarily
authorize the carrying of a firearm.

B.

All officers meeting the criteria for arming as described within this policy have the option
of choosing to be armed regardless of their assignment. Certain activities are identified as
high-risk, as are particular caseloads. Examples include but are not limited to working
alone at night, expectation of immediate arrest, making contacts in high-risk environments,
and working with violent, uncooperative probationers. As such, management retains the
right to make duty assignments based upon, but not limited to, such factors as
qualifications, experience, skills, and expertise.
The fact that an officer may be armed will not be the primary determinant of whether or
not the officer responds to a given situation or whether the officer should remain at the
scene of a potentially dangerous situation. These decisions, along with when and under
what conditions an officer should become involved in cooperative efforts with a law
enforcement agency, will be based on safety and tactical judgments exclusive of the
firearm. An officer is not expected to engage in activities that are hazardous simply
because the officer is armed with a firearm.
If an officer has prior knowledge of a serious threat from a probationer and an arrest and/or
dangerous situation is anticipated, the appropriate law enforcement agency shall be
contacted for assistance.

C.

Should a reason or situation arise which suggests the necessity for temporarily authorizing
an employee to possess a firearm in the course of duty, the Chief Probation Officer shall be
immediately notified via the chain of command.
Such requests will receive top administrative priority and when permission is granted for
an employee to be armed, the authorization will be in writing and subject to review every
90 days by the Chief Probation Officer and Assistant Chief Probation Officers.
1.

Employees will be required to countersign the document, which authorizes
possession of the firearm, to indicate their understanding and acceptance of the
authorization and the departmental arming policy.
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D.

Temporary authorization is subject to all the policies and procedures of the Placer
County Probation Department Arming Policy.

The Chief Probation Officer may revoke the authorization to carry a firearm at any time.
1.

The authority to revoke the authorization is also delegated to the following
individuals for good cause:
a.
b.
c.
d.

2.

Assistant Chief Probation Officer
Probation Manager
Departmental Firearms Instructor
Department Use of Force Training Oversight Coordinator

If a Revocation of Authorization to Carry a Firearm has been made by a
subordinate to the Chief Probation Officer, the person ordering the revocation
shall within 24 hours submit a written report to the Chief Probation Officer
indicating the circumstances which led to the revocation.
a. The firearm is to be delivered immediately to a firearms instructor.
b. A copy of the report shall be given to the officer and his/her manager within 24
hours following submission of the report.

3.

E.

II.

Written request for reinstatement of the authorization may be made to the Chief
Probation Officer clearly stating the reasons why the authorization should be
reinstated.

If a firearm has been confiscated as evidence from a probationer or other person, it shall
be tagged for identification and delivered to a department firearm instructor for storage in the
evidence locker. Upon completion of the case, the firearm may be destroyed in accordance to
department procedures or returned if appropriate.

Authority to Carry and Use Firearms While On Duty:
A.

Members of the Probation Department classified as peace officers per Section 830.5 of
the Penal Code may carry and utilize firearms while on duty if authorized by the Chief
Probation Officer and under the terms and conditions specified in this policy.

B.

Pursuant to Section 830.5(a) the authority of the probation officer shall extend only to:
1.
2.

The conditions of probation, mandatory supervision or PRCS release by any person
within the State of California on probation supervision;
The escape of any inmate or ward from a state or local institution;
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3.
4.

C.

III.

The transportation of such persons; and
Violations of any penal provisions of law which are discovered in the course of and
arise in connection with his/her employment.

Pursuant to Section 830.5(d) of the Penal Code, “persons permitted to carry firearms
pursuant to this Section, either on or off duty, shall meet the training requirements of
Section 832 and shall qualify with the firearm at least quarterly.”
1.

Probation personnel authorized to carry firearms shall read and acknowledge
understanding of department policies relating to firearms.

2.

Must be qualified and demonstrate proficiency to the Placer County Probation
Department Firearms Instructor with a firearm to be carried or used, on at least a
quarterly basis.

3.

Section 830.5 of the Penal Code requires that peace officers permitted to carry
firearms pursuant to that Section may do so only if authorized and under such
terms and conditions as specified by their employing agency.

Procedure to Request Authorization to Carry Firearms:
A.

Any officer who desires to request authorization to carry a firearm on duty shall do all the
following:
1.

The officer shall submit a request on the department “Authorization to Carry
Firearm” form to the officer’s division manager, and the form shall then be
forwarded through the chain of command to the Chief Probation Officer.
Supervisory personnel may make recommendations or comments concerning the
request.

2.

The Chief Probation Officer shall then approve, subject to completion of the
requirements of Subdivision B of this Section, or reject the request.

3.

If the officer’s request is approved, the officer shall sign an acknowledgment that
the officer has read and understands the department’s arming policy before the
officer shall be issued a firearm by the department.

4.

If the officer’s request is rejected, the officer shall be notified in writing of the
reason for the rejection. The officer shall have a period of five (5) days to request
a reconsideration of the rejection after receiving such notice. During such five-day
period, the officer may submit any material to the Chief Probation Officer that is to
be considered in connection with the reconsideration request. The Chief Probation
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Officer shall then reconsider the officer’s application and advise the officer in
writing of the decision. The decision of the Chief Probation Officer shall be final.
B.

IV.

Prior to carrying a firearm on duty, the officer shall:
1.

Have completed psychological testing and be verified psychologically fit to carry
a firearm.

2.

Have satisfactorily completed 832 PC - Arrest, Search and Seizure.

3.

Have certified that they have read and understand the department policy on
carrying a firearm.

4.

Be certified for the use of O.C. pepper spray, and intermediate force options.

5.

Be currently qualified and proficient as determined by the department instructor(s)
in the use of the department approved firearms and qualified and proficient in the
management of assaultive behavior (MAB) including weapons retention as determined
by the management of Assaultive Behavior Training Oversight Coordinator.

6.

Have satisfactorily completed a Force and Weaponry training class established and
certified by the California Board of Corrections, Standards, and Training for
Corrections (STC), or other comparable training course as approved by the Chief
Probation Officer.

7.

Have satisfactorily completed 3 consecutive range trainings, and have been deemed
proficient by the firearms instructors.

8.

Have satisfactorily completed the required Core training for their assignment.

Carrying the Firearm:
A.

When an officer carries a firearm on duty, the authorized and approved firearm must be
carried in a department-approved holster.

B.

When meeting with offenders during planned contacts, Probation officers authorized to be
armed shall have in their possession, whenever carrying a firearm, their identification card,
department-issued badge, handcuffs, all other department issued weapons, and conform to
department dress code. The badge shall be worn in close proximately to the firearm.
At any time while performing duties that do not involve planned offender contacts, Probation
officers authorized to be armed, who choose to carry a firearm, shall at a minimum have in
their possession, their identification card and department-issued badge. In addition, all other
issued weapons and safety equipment shall be readily available. The badge shall be worn in
close proximately to the firearm.
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V.

C.

The firearm will be fully loaded when it is carried or worn on duty.

D.

An officer will not be permitted to carry a firearm when boarding a commercial aircraft
unless specific written authorization is given by the Chief Probation Officer. If and when
permission is granted, the officer shall comply with all regulations as set forth by the
Federal Aviation Administration and relevant local jurisdictions.

Restrictions for Carrying Firearms:
A.

B.

Probation officers who have been authorized to carry and use a weapon must abide by the
following conditions:
1.

In accordance with the Placer County Alcohol and Drug Abuse Policy, officers are
prohibited from consuming alcoholic beverages, illegal or controlled substances,
while on duty, including the meal period, or at any time “while they are subject to
county duty.”

2.

Such officers are required to notify, through the chain of command, the Chief
Probation Officer of any medicine, prescribed or over the counter that they may be
taking that could adversely affect their ability to perform their duties.

Probation officers who have been authorized to carry a weapon on duty are restricted from
carrying firearms under the following conditions:
1.

While in a condition resulting from the use of alcohol or medication where the
employee’s motor skills, reflexes, or judgment could be adversely affected.

2.

While injured or in a physical condition causing inability to utilize a firearm
properly, i.e., broken hand, eye injury causing impairment of vision, etc.

3.

While on disciplinary or investigative suspension.

4.

While on extended leave without pay or other period of unpaid absence from the
department.

5.

When ordered by the Chief Probation Officer, Assistant Chiefs, Manager, or the
Management of Assaultive Behavior Training Oversight Coordinator or any department
Firearms Instructor not to carry a firearm.
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VI.

Authorized Firearms, Ammunition, and Holsters:
A.

Firearm
The Placer County Probation Department issues Glocks - Models 19 and 17. Officers may
request authorization to carry an “in lieu” personally owned firearm. Any firearm other than
the department issue is an “in lieu” weapon and will be subject to inspection and approval (in
writing) by the Firearms Instructor and Chief Probation Officer prior to authorization to carry.
An “in lieu” weapon may be 9mm or .40 caliber.
Officers assigned to a multi-agency task force or as directed by the Chief Probation Officer,
may be issued a department patrol rifle. Officers must complete training pursuant to PC 12020
(b) (1) before this weapon is deployed for duty.
Officers receiving authorization to carry an “in lieu” weapon shall be responsible for
providing all equipment (such as holsters) necessary for safe use. A Firearms Instructor
must first approve such equipment.

B.

Ammunition
All duty ammunition must be approved by the lead firearms instructor.
The Lead Firearms Instructor may substitute ammunition for range use only. At no time
shall reloaded ammunition be utilized. The department shall furnish duty and training
ammunition for all approved weapons.

C.

Holsters
1.

All holsters must be designed for the weapon being used and approved by a
Firearms Instructor. Officers must demonstrate proficiency on the range with a
holster before using it for duty.

2.

All holsters must have active or passive retention features to provide for weapon
security.

3.

For exposed unconcealed carrying of firearms, holsters must be attached to the belt
or have a belt retention device(s) and have at least one active retention device.

4.

For concealed carrying of firearms, holsters must be attached to the belt or have a
belt retention device(s) but are not required to have a thumb break safety strap.
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VII.

Required Firearms Training and Qualifications:
A.

B.

It shall be the responsibility of the departmental training officer to insure that the following
minimum standards of firearms training in accordance to Section 830.5(d) PC are provided
to appropriate members of the probation department.
1.

All personnel authorized by the Chief Probation Officer to carry and use firearms
on duty shall have successfully completed an approved course on firearms pursuant
to Section 832 of the Penal Code and a department training course on the
department Arming Policy.

2.

The approved firearms training and qualifications must be satisfactorily completed
prior to approval for the officer to carry the firearm on duty.

3.

The departmental Firearms Instructors shall monitor all legislative and policy changes
relating to the use of firearms by peace officers and shall provide necessary updated
training in a timely manner.

4.

The departmental Firearms Instructors shall provide for all necessary instruction on
the safe and effective use of firearms.

5.

The departmental Firearms Instructors will provide a firing range program approved
by the Chief Probation Officer for use by Probation Department personnel.

Members of the Probation Department authorized to use a firearm on duty by the Chief
Probation Officer must be certified as currently qualified to do so by the departmental
Firearms Instructor. The minimum qualifying score for each type of firearm shall be
established by the Firearms Instructor and approved by the Chief Probation Officer. Staff
shall comply with the Firearms Instructor’s policies and directions at all times.
1.

The departmental Firearms Instructor shall administer a firearms qualification
program that insures reasonable competency among all officers authorized by the
Chief Probation Officer to carry weapons.

2.

Officers shall qualify with their department-issued firearm and holster or any
approved “in lieu of” firearm and duty holster quarterly during regular working
hours. Requests for training outside of regular working hours may be approved by
the Chief/Assistant Chiefs and scheduled with the Firearms Instructor.

3.

Officers not qualified with a particular weapon are not authorized to use that
weapon while on duty.
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4.

The Lead Firearms Instructor shall prepare and submit a quarterly firearms
qualification report to the Chief Probation Officer.

5.

An officer may, with the Firearms Instructor’s approval, be authorized additional
practice to improve proficiency in the use of a firearm.

6.

An officer who is currently armed may, with the Chief’s/Assistant Chiefs’ approval,
be authorized to use the department-issued firearm for practice off duty.

7.

a.

The practice session will be at the officer’s own time, expense, and risk.

b.

Only approved quality ammunition will be used. The use of privately reloaded
ammunition is prohibited.

The Departmental Firearms Instructor has the authority to confiscate and/or take
control of the firearm of any officer who fails to achieve a qualifying score and/or
who fails to demonstrate a satisfactory level of competency in the use of the
weapon, and/or exhibits inappropriate behavior while on the range.
a.

8.

Failure to achieve a qualifying score will result in:
1.

Immediate revocation of arming approval.

2.

All department issued arming equipment to be surrendered to the
department instructor by the end of that working day.

3.

Department arming card to be surrendered to the department
Firearms Instructor by the end of the day.

4.

“Removal of Armed Authorization” form signed and submitted to
employee, Chief Probation Officer, and employee’s manager by the
end of the day.

In the event an officer is unable to participate in a scheduled qualification due to
a subpoena, illness, approved time off, etc., the officer must qualify at the next
scheduled range day. Failure to do so will result in the immediate Removal of
Armed Authorization form signed and submitted to employee, Chief Probation
Officer, and employee’s manager within 48 hours.
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VIII.

Firearms Safety and Storage
A.

B.

Officers authorized to carry firearms are charged with the responsibility to observe and
practice the following safety regulations:
1.

Every firearm handled shall be treated as a loaded firearm until the handler has
personally proved otherwise.

2.

Firearms shall not be dry-fired, cleaned, repaired, exhibited, loaded, or unloaded in
any place or any manner where an accidental discharge could cause
personal injury.

3.

Firearms shall not be carelessly handled at any time.

4.

Any unholstered firearm that is brought into a Probation Department facility shall
first be unloaded.

5.

Employees shall not handle or use any firearm with which they have not qualified,
except under the supervision of the departmental Firearms Instructor.

When not being carried or worn, the holstered firearm and ammunition shall be stored in a
designated safe and locked place that is not accessible to unauthorized persons. This may
include a locked storage box in a locked file cabinet, or desk, or a briefcase designed for
firearms.
1.

Firearms should not to be stored overnight at any time in a county vehicle or private
vehicle used on county business.

2.

When the firearm is taken to the officer’s residence, it should be kept in a secure
and safe place where it is inaccessible to other individuals, particularly children.
All department firearms will be issued with trigger locks that may be used to secure the
weapon.

3.

If an on-duty, armed officer does not wish to carry the firearm into a residence or
public building, the firearm may be stored temporarily in a locked automobile trunk.
If the vehicle does not have a lockable trunk, the weapon may be stored in a place
out of sight within the lockable portion of the vehicle. Care shall be exercised that
The officer is not observed by public passerby when placing the firearm in the trunk.

4.

Under NO circumstances may a firearm, ammunition, and/or other item which
threatens the security of a correctional facility be taken into that facility. At such
facilities, the above weapon and items must be secured in designated lock boxes or the
vehicle trunk for safekeeping and temporary storage.
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C.

IX.

Firearm Care and Maintenance
A.

B.

X.

Any accidental discharge of a firearm resulting from failure to comply with the above
regulations shall be considered an act of negligence and subject to disciplinary action up to
and including termination.

Cleaning and inspection.
1.

Cleaning is necessary to maintain the firearm in good working order and is the
responsibility of the officer to whom the firearm is assigned.

2.

The firearm may be inspected each time the officer qualifies on the range, or more
frequently if the Firearms Instructor deems it necessary.

3.

The cleaning of firearms in an office setting is prohibited, except under direct
supervision of the Firearms Instructor in an area designated by the Firearms
Instructor.

Maintenance.
1.

All repairs and servicing of departmental firearms will be performed by or under
the direction of the departmental Armorer. The only exception will be the normal
cleaning of firearms. The departmental Armorer will annually service all Glock
firearms. It is the responsibility of the employee to service their “in lieu of” weapon
annually and submit proof to the Firearms Instructor by December 1 of each year.
All new in lieu of weapons must be inspected prior to being carried on duty. Failure
to do so will result in their authorization for arming to be rescinded.

2.

Any officer whose firearm may have been damaged or any officer who has a
question regarding the safety condition or proper functioning of the firearm shall
have the firearm checked by an appropriate Armorer.

Unholstering/Display of the Firearm
Except for cleaning purposes, storage, and training, the firearm will not be removed from the
holster or otherwise displayed unless there are sufficient and compelling reasons for doing so. If
the officer determines that there is or may be a clear and present danger to life or physical injury to
the officer or another person, the firearm may be drawn in preparation of that danger. If, however,
that danger fails to materialize or is otherwise controlled, the firearm will be immediately
reholstered. To determine if a clear and present danger exists, the officer will consider and give
relative weight to the following factors:
A.

The display of a weapon or any article that can be used as a weapon by an individual in a
threatening manner which might cause physical injury to the officer or another person.
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B.

Information from a reliable source (i.e., spouse, law enforcement, employer, landlord, etc.)
that an individual is or may be armed, making threats, acting abnormally or dangerously,
or has reportedly already injured or killed another person.

C.

Auditory/visual indications at the scene of potential danger, i.e., sound of gunshot(s),
screaming/cries, sounds and/or signs of an altercation in progress.

D.

Situations where in an officer’s reasonable judgment and assessment, there is observed
behavior which places a life in danger or could result in serious injury, and the drawing of
a weapon will render the situation less dangerous.

E.

Any other indicator of danger based on training.

In addition to clear and present danger, before unholstering or otherwise displaying a firearm, the
officer should consider other factors which include but are not limited to the following:

XI.

A.

There are no available alternatives that are more reasonable.

B.

In consideration of the surrounding environment (crowds, children, hostage, etc.), the firearm
can be tactically utilized.

C.

The use of a firearm will control the situation not escalate it.

Incident Evaluation
As any incident unfolds and there is a perceived risk to safety, the responding officer(s) will attempt to
utilize de-escalation techniques as feasible. This may include maintaining a safe perimeter and
requesting additional support, providing verbal directives, asking questions and engaging in
conversation, attempting to remove distractions or disruptions from the officer(s) and threatening
person, and removing others from the risk (when feasible).

XII.

De-Escalation
In the event that circumstances dictate that the use, or display, of a firearm is no longer warranted, the
officer(s) will re-holster the weapon(s) and continue to assess the situation while considering the
factors listed above. When determined safe to do so, the officer(s) will employ other less-than-lethal
force options as dictated by the incident and presenting circumstances.

XIII.

Duty to Intercede
If an officer believes a fellow officer is utilizing force which exceeds what is believed to be necessary,
including the display of a firearm, that officer has a duty to intercede and ensure the appropriate level
of force is used, given the objectively reasonable standard. Interceding may include, but is not limited
to, providing instruction or directives to the officer, taking over contact responsibilities, and provide
instruction or directives to the person.

SUBJECT: ARMING POLICY

No.

4.970

Page 13 of 21
INDEX

XIV. Duty to Report
If an officer believes a fellow officer has utilized an application of force believed by that officer to be
excessive or what is considered beyond reasonable or necessary, that officer has a duty to report the
incident to the Supervisor of the unit. The Supervisor will investigate the report and conduct an
investigation of the incident and forward the matter to the unit Manager for review.
XV.

Discharge of the Firearm
A Deputy Probation Officer may discharge a firearm only when other reasonable alternatives are
not available and only when the officer believes that the use of deadly force is reasonable for selfdefense, the immediate defense of others, or if it appears there is a clear and present danger of life.
To use deadly force, the following three elements must all be present:
A.

Opportunity, i.e., does the other person(s) have the opportunity to do an individual harm?

B.

Ability, i.e., does the other person(s) have the ability and means to do an individual harm?

C.

Jeopardy, i.e., does the other person(s) opportunity and ability actually place the life of an
individual in danger?
Officers are prohibited from firing warning shots. Firearms will not be fired at or from a
moving vehicle unless life is in immediate danger and the discharge of a firearm is the only
possible way to reduce the danger.
In the event of a discharge of a firearm, the involved officer will notify the Chief Probation
Officer, the Assistant Chiefs or his/her manager immediately. The Assistant Chiefs or manager
will immediately notify the Chief Probation Officer.

XVI. Providing Medical Care
During any Use of Force situation, and when reasonably safe to do so, the responding officer(s) will
inform dispatch of the situation, including injuries, so medical assistance can be initiated as quickly as
possible. Probation Officers shall “promptly provide if properly trained, or otherwise promptly
procure medical assistance for persons injured in a use of force incident, when reasonable and safe to
do so.” Probation officers shall obtain Medical assistance for any person(s) who has sustained a
visible injury, expressed a pain complaint or has been rendered unconscious. Probation officers shall
monitor any individual exhibiting physical distress signs after an encounter until properly medically
assessed. Field Officers will utilize booking medical clearance procedures. All subjects will be kept
under close observation at all times before and during the examination and treatment.
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XVII. Required Reporting of Firearms Discharge and/or Unholstering, Drawing, or Displaying of
Firearm in Course of Duty
A.

The following procedure will be used to report a firearms discharge:
1.

All intentional discharges and any unintentional discharge, except on a supervised
range or training exercise, are to be reported immediately to local law enforcement
as soon as safety permits.

2.

All officer-involved shootings will be immediately investigated by Probation
Department Administration as set out in Section XIII and upon notification, the
Probation Department Administration will assemble a shooting investigation team.

3.

A written report by the officer(s) involved in the shooting is to be submitted to their
immediate supervisor or higher authority prior to the end of the working day. The
report shall contain the following information, if possible:
a.

Preliminary synopsis: A full description of the incident.

b.

Department assisting and/or responding: The names, telephone numbers,
and departments of law enforcement personnel, and other persons.

c.

Death, injury, and/or property damage: names, addresses, and telephone
numbers of any person killed or injured. Description or any property
damage and names and addresses of owner(s). The law enforcement
supervisor at the scene shall be responsible for preserving evidence and
information until relieved by a designate shooting investigator in the
jurisdiction of the incident.

d.

Supplemental Information:
1. Collect thoughts and compose yourself.
2. Provide the first responding LAW ENFORCEMENT officer (NONPROBATION) with information to develop a tactical response, and/or
control and preserve the incident scene.
3. Do not make any statements to the public, media or non-investigative
personnel.
4. Be prepared to:
a. Relinquish your firearm, ammunition, magazines or other equipment as
requested. The Chief Probation Officer has the discretion of whether or
not a subsequent weapon will be re-issued.
b. Be sequestered.
c. Be photographed.
d. Be questioned.
e. Document the incident.
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B.

The following procedure will be used to report an unholstering/display incident:
1.

As soon as safety permits, any officer involved in an unholstering incident in the
course of duty (except on a supervised range or training exercise) is to submit a verbal
report to their immediate supervisor.

2.

The unholstering of a weapon will be documented in Caseload Explorer upon the
officer’s return to the office.

3.

When deemed appropriate by the officer’s immediate supervisor, an incident report will
be written.

4.

The above verbal and written reports should include the following information, if
possible:

5.

a.

Preliminary synopsis: A brief description of the incident.

b.

Parties involved: The complete names, addresses, and telephone numbers
of all persons present during the incident, noting their status as probation
officer, probationer, and/or other persons.

c.

Departments assisting and/or responding: The names, telephone numbers,
and department of law enforcement personnel and other participating
agencies, and/or other persons.

Exemptions to this section:
a.

Permanent assignment to law enforcement agency which results in regular
tactical events.

b.

When participating in a joint law enforcement search/arrest process where it
is standard procedure for entry that all armed officer have weapons drawn.

XVIII. Supervisor’s Role in Reviewing Firearms Incidents
All use of force incidents, including the display or use of a firearm, will immediately be reported to the
Supervisor for review and evaluation. When deemed appropriate, the Supervisor will meet the
officer(s) at the location of the incident to review it on scene once the situation is determined safe to do
so.
A.

The Supervisor will obtain a synopsis of the incident, including all relevant facts, and ensure
the officer(s) complete a written report for clarity and to ensure it captures the appropriate
details.

B.

Based on the details and facts provided, the Supervisor will provide direction and/or act in a
supportive role and ensure appropriate agencies are notified, evidence maintained and
witnesses interviewed.
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C.

D.
E.
F.

The Supervisor will ensure that all involved parties are safe and free of injury. If injuries occur
during the incident, the Supervisor will ensure all injured parties are evaluated and provided
medical treatment as necessary. Photographs of injuries shall be taken and included in the
report.
The Supervisor will evaluate the application of force used and determine if it falls within
department policy.
The Supervisor will debrief the incident with appropriate staff.
The Supervisor will brief the use of force application with the unit Manager.

XIX. Investigation of Shooting
A.

There shall be a Probation Department Shooting Inquiry Board that will convene for the
purpose of reviewing the facts in each instance of a firearms discharge required to be
reported by this policy. The Department Shooting Inquiry Board shall be composed of the
following personnel:
1.
2.
3.
4.
5.

6.
B.

The Chief Probation Officer who shall act as Chairperson.
The Assistant Chief Probation Officers.
A department Firearms Instructor(s).
A Supervising Deputy Probation Officer, as designated by the Chief Probation Officer.
The officer involved in the shooting may, if he/she chooses, designate any sworn
member of the department to serve as a member. This officer shall serve as an
impartial member of the Board and will not serve as a representative of the officer
involved. The officer selected shall not be selected from persons who are involved
in the shooting or any subsequent investigation.
Any other person designated by the Chief Probation Officer.

It shall be the purpose of the Shooting Inquiry Board to review the investigation of the
shooting and to determine the facts surrounding the incident. It shall, upon the authority of
the Chairperson, interview witnesses and collect evidence. At the conclusion of its
review, the board shall record (in writing) its findings as to whether the shooting was
within policy, a copy to be retained by the Chief Probation Officer which indicates the
following:
1.
2.
3.
4.

A brief summary of the incident, as determined by the facts presented to the Board.
The Board’s opinion of whether the discharge violated any departmental
regulations.
Any minority opinion of a member, in the event that the Board’s opinion is not
unanimous.
The signature of each Board member.

If the Board finds that the shooting was not within policy, the Chief Probation Officer will
initiate disciplinary action as determined necessary.
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XX.

XV.

Officer Involved Shooting/Administrative Leave
A.

When a shot fired by a Deputy Probation Officer results in injury or death to another
person, the officer shall be immediately relieved of field duties and/or placed on
administrative leave until the investigation of the shooting is completed.

B.

In the event an officer is working with another peace officer and a shot(s) is fired by an
officer of another department which results in injury or death to another person, the Deputy
Probation Officer may be relieved of field duties.

C.

Whenever any officer is involved in the discharge of a firearm, which results in the injury
or death of another person, psychological counseling will immediately be made available.
In addition, the officer shall be required to undergo psychological testing and be verified
psychologically fit to carry a firearm prior to returning to duty. If the discharge of a
firearm does not result in death or injury, or if the involved officer did not discharge the
firearm himself or herself, counseling will be made available to the involved officer(s).

Media Inquiries
A.

Only the Chief Probation Officer, Assistant Chief Probation Officers, or their designee will
respond to media inquiries.

XVI. Relinquishment of Firearm
A.

Whenever there is an intentional or unintentional discharge of a firearm by an officer, the
officer’s firearm, upon demand, will be immediately surrendered to the appropriate law
enforcement agency, to a departmental Firearms Instructor, his/her immediate supervisor
or higher authority for the purpose of examination and/or for other investigative purposes
recognizing the chain of evidence. The department may request an inspection of the
firearm by a person of competent authority to determine its mechanical and/or functional
condition, in addition to any other physical examinations that may be necessary as part of
the investigation.

B.

Issuance of supplemental firearm.
1.

During the period of time that an officer’s firearm is being examined and/or tested,
arrangements may be made for the temporary issuance of another firearm by the
Chief Probation Officer or Assistant Chief Probation Officers provided that:
a.

The officer must qualify with the newly issued firearm.

b.

When testing of the officer’s firearm is completed, it will be returned to the
officer, and the temporarily issued firearm shall be returned to the
department.
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XVII. Stolen or Lost Firearm
A.

The officer shall immediately file a report with local law enforcement upon discovery that
a duty firearm is missing and request a copy of the report be forwarded to the Chief
Probation Officer.

B.

A stolen or lost firearm will immediately reported by the officer to the officer’s division
Manager who will in turn notify the Chief Probation Officer via the chain of command.

C.

A written report by the officer to the officer’s division manager will follow no later than
the close of the same working day. Said written report is to be submitted to the Chief
Probation Officer.

D.

The officer shall reimburse the County in the event that the firearm and related equipment
is lost through negligence.

XVIII.

Authority to Carry Concealable Firearms While Off Duty or to Exercise Peace Officer
Powers While Off Duty

Pursuant to Penal code Section 830.5, probation officers are given the status of peace officers in
the state of California; however, may only exercise the authority of peace officers “while engaged
in the performance of duties of their respective employment and for the purpose of carrying out
the primary function of their employments…(emphasis added).
Given that probation officers have the status of peace officer at all time and therefore fall within
PC § 25450, they can carry concealed weapons without permit, while off-duty. The Chief
Probation Officer cannot prohibit an off-duty Deputy Probation Officer from carrying a concealed
firearm.
A.

The Probation Department does not authorize or condone carrying firearms while off-duty.
Therefore, no departmentally issued firearm will be carried off duty. Any officer will be
considered to be acting independently from the County arising from the use of a firearm
while off duty, since probation officers do not have peace officer authority while off duty.

B.

Pursuant to Section 4.520 of the Administrative Manual: Outside of their normal work
scheduled, a probation officer may receive information that a known probationer is
violating probation by committing a new offense. If the probation officer believes
immediate action is necessary for compelling and urgent reasons, he/she can:
1.
2.

Notify local law enforcement and request the agency handle the matter, or
Personally intervene by putting himself/herself on duty.
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If the decision is made to put himself/herself on duty, the following is required:
a.

Secure his/her division manager’s or higher authority’s permission to
intervene beforehand unless circumstances require immediate action, in
which case the officer will inform his/her division manager as soon a
possible or the next working day, whichever is first.

b.

Be fit for duty and capable of performing the job. (This includes, but not
limited to, being in sound mental and physical condition [including being
drug and alcohol free] and appropriately equipped to respond.)

c.

Act in accordance with all county and departmental policies and procedures.

XIX. Traffic Stop
A.

If stopped for any reason by law enforcement, a Deputy Probation Officer who is in
possession of a firearm shall immediately place both hands on the dashboard, identify
himself/herself as a peace officer, and advise the law enforcement officer that he/she is
armed.

XX. Authority to Carry a Concealed Weapon (CCW) Upon Retirement – Effective January 20, 2004
Authority: Chief Probation Officer
Penal Code Sections 26300, 26305, 26310, 26312, 26315, 26320 and 26325.
A.

Honorably retired Probation Officers who, during the course and scope of their
employment with the Placer County Probation Department, were authorized to and did
carry firearms may apply to the Chief Probation Officer for authorization to carry a
concealed firearm subject to the following conditions:
1. The officer did not retire because of a psychological disability;
2. The officer did not retire in lieu of termination or other discipline.
Honorably retired also includes those who qualify for and have accepted a service or
disability retirement as long as they meet all of the other criteria set forth in this
procedure.

B.

Authorization to carry a concealed firearm may be denied or revoked under the
following conditions and as otherwise set forth in Penal Code Sections 25400 and
26305:
1.

2.

For a violation of any departmental policy, procedure, or state or federal law,
that if committed by an officer on active duty, would result in that officer’s
arrest, suspension, or termination.
for a showing of “good Cause.” (Defined later in this procedure)
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C.

Persons wishing to apply for authorization under this section shall do so in writing to
the Chief Probation Officer.
Upon receipt of the application and after determining the retired officers meets the
requirements in Section A above, an investigation will be conducted to determine if the
applicant has violated any departmental rules, any state or federal laws, or whether any
circumstances exist that would preclude the granting of the application. Upon
conclusion of the investigation, the Chief Probation Officer will either approved or
deny the request.

D.

If the Chief Probation Officer grants the application, the applicant will be issued an
identification card containing the following information:
1.
2.
3.
4.
5.
6.
7.
8.
9.

E.

A picture of the retiree.
The retiree’s name
Position/classification
Address
Date of birth
Date of Retirement
Name and address of the agency issuing the card
Date of expiration (five years from issuance)
The words “Approved for the Carrying of a Concealed Weapon”

If the Chief Probation Officer finds that there exists good cause to deny the application or
to revoke an existing authorization, the applicant shall be notified in writing. The applicant
may request a Hearing. The applicant’s request for a Hearing must be in writing, then be
made within 15 days, and be directed to the Chief Probation Officer. An applicant who fails to
request a hearing pursuant to this section shall forfeit the right to a hearing.
“Good Cause” is not specifically defined in Penal Code §§ 26305, 26312 and 26315, but shall
be determined at a Hearing before a three-member Hearing Board. The Hearing Board shall be
made up of a representative of the Probation Department, a person selected by the retiree, and a
member of the Civil Service Commission. Any decision made by the Hearing Board will be
binding on the Probation Department and the retiree. Decisions will be made by a majority
vote.
Retirees shall receive notice of any hearing held pursuant to this procedure. If a hearing is
held and authorization is denied or revoked, written notice of the decision shall be given to
the retiree. Any notice to the retiree shall be delivered in person or by first class mail,
postage paid by the department, with a return receipt requested. Upon receipt of the return
request or personal notification of a Hearing, the retiree shall have 15 days to respond and
provide the name of their selected Hearing representative. A retiree who fails to respond in
15 days will forfeit their right to respond and to a hearing.
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Should authorization be denied prior to a Hearing, the retired officer will have 15 days from
notification to request a Hearing. If a Hearing is not requested in 15 days, the retired
officer forfeits their right to a Hearing.
Once a retiree is notified that their authorization has been revoked, they must immediately
turn in their authorization card to the Chief Probation Officer or his/her designee.
F.

Authorization granted pursuant to this procedure is valid for five (5) years. A retiree must
re-apply for new authorization every five (5) years.

G.

Pursuant to 25450 PC honorably retired probation officers authorized to carry a concealed
weapon must qualify annually to maintain their status.
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Appendix I
REQUEST FOR AUTHORIZATION TO CARRY A FIREARM
I, ________________________________, a deputized officer of Placer County Probation Department, hereby request authorization
to
carry a firearm on duty pursuant to Section 830.5 of the California Penal Code. I certify that I have read and understand the
Department Policy on carrying a firearm and will adhere to all regulations and provisions contained therein. I plan to carry:
an “in-lieu” personal weapon,

a department issued firearm,

a _____________________________ serial number _____________________________
(MAKE AND MODEL)

(SERIAL NUMBER)

which has been approved by the Lead Firearms Instructor as indicated by the Instructor’s signature here:

Employee Signature: _______________________________

Firearms Instructor Signature: ________________________________

Print Name: ______________________________________

Print Name: ________________________________________________

Date: __________________

Date: __________________

LEAD FIREARMS INSTRUCTOR:
Demonstrated proficiency with the above-named weapon(s)

Date __________________

Last Departmental Qualification

Date __________________

Signed: __________________________________________

Date: __________________

DEPARTMENT TRAINING MANAGER:
Passed 832PC Date __________________

OC Certified Date _________________

Impact Weapons Date _________________

Passed Force & Weaponry Date __________________

Passed Management of Assaultive Behavior Date _________________

Signed: __________________________________________

Date: __________________

Signed: __________________________________________

Date: __________________

MANAGER:

ASSISTANT CHIEF:

Passed Psych Test Date __________________

Signed: __________________________________________

CHIEF PROBATION OFFICER:

Request Denied

Request Approved (Record any specific limitations)

Signed: __________________________________________
PPD:605
(Arming Index – Appendix I)
(rev.11/14/19

Date: __________________

Date: __________________

_

Appendix II

REMOVAL OF ARMED AUTHORIZATION
_______________________________________ was granted authorization to be armed while on duty on
(Name)

_____________________ based upon his/her _______________________________________________.
(Date)

(Reason)

Authorization is hereby revoked, effective ___________________ for the following reason(s):
(Date)

_____________________________________________________________________________________

____________________________________________________________________________________.

_____________________________________________________
Assistant Chief Probation Officer

________________
Date

_____________________________________________________
Supervising Probation Officer

________________
Date

Division Manager

Date

Chief Probation Officer

Date

ARMING INDEX

PPD 605A

APPENDIX III

Proof of Employment – Airlines Travel
TO:

DATE:

(Airport Leaving From)

This is to certify that

is a Peace Officer employed by the Placer County

Probation Department. This individual, who is in possession of an official Probation Officer Badge and
Identification Card, is engaged in official business which requires him/her to be armed.
Probation Officer will be a passenger on Flight #
leaving at

to

,

.

This officer is aware of the rules and regulations concerning his/her status and has familiarized himself/herself
with the FAA regulations in this matter.

If further verification of this officer’s status is required, please call:
____________________________________________________
Passenger’s Supervisor

Title

_____________________________
Area Code

Telephone Number

________________________________________ __________________________________________
Passenger’s Signature

Airline Representative

PPD:604 (Revised 7/03)
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General Statement
The Placer County Probation Department is committed to honoring those who retire from public
service as a Probation Officer or in the support of the Probation Department’s Mission. To that
purpose, the department authorizes the issuance of a retirement badge and identification card, in a
wallet case, and/or a plaque with their duty badge affixed, to officers who honorably retire from the
Placer County Probation Department. Additionally, the department authorizes the issuance of a plaque
with the departmental logo etched upon it to non-sworn staff who honorably retire from the Placer
County Probation Department.
Eligibility
Retiring officers or non-sworn staff with a minimum of 10 years of service to the Placer County
Probation Department shall be provided with a plaque at the department’s expense.
Retiring officers with a minimum of 20 years of service to the Placer County Probation Department
shall be provided with a retirement badge and identification card, in a wallet case, at the department’s
expense in addition to a plaque as described above.
Retiring staff with less than the minimum years of service may purchase these items through the
department at their own expense.
This policy shall apply to those staff who retire after the effective date of this policy as noted above.
Staff who retired previous to this effective date may purchase either of these items with the approval of
the Chief Probation Officer.
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POLICY
The Probation Department has established an Imprest account necessary to facilitate program objectives. The
Probation Department recognizes that defendants often face a litany of obstacles to achieve the type of
behavior changes that are necessary to move them out of the justice system. Even in the cases of some
defendants who have made the intrinsic decision to change the circumstances in their life to become prosocial, there are often barriers that impede their ability to accomplish this goal. This policy provides for
the proper allocation of incentives by Probation Officers to defendants using evidence based practices in
cases where a barrier to achieving success with a case plan goal has been identified and as positive
reinforcement when successful completion of a case plan goal has been demonstrated. To be clear, these
cards are not for personal use by probation staff.
The Chief Probation Officer shall be personally responsible for all cash equivalents. The Probation Chief,
Assistant Chiefs and Managers are responsible for authorizing purchase of gift cards. The cards are not for
use by Probation staff. Managers must ensure the use conforms to grant and funding sources. Managers and
Supervisors designated by the Managers will track and secure the cards.
Certificates, Cash equivalents, including bus passes, for clients must be approved by managers/supervisors
according to program guidelines. Each office must have a designated custodian who secures, tracks and
reports the expenditure.
PURPOSE
To establish protocol for authorization, tracking, securing, issuance and monitoring of gift cards, certificates
and cash equivalents.
These gift cards are issued strictly to clients (not employees) for the sole purpose of meeting program
objectives.
As these are public funds, both the nature of the requests for such funds and t h e process under which they
are awarded and documented must be beyond reproach.
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Equivalents

Notes
1.
2.
3.
4.
5.

Gift cards are the equivalent of cash and therefore should be treated as cash.
Gift cards can be in any denomination up to, but not exceeding $25.
Gift cards are to be used solely for the purpose of conducting County business.
The use of these cards for personal use is strictly prohibited.
Card/certificate/tickets a r e assigned to specific programs, i.e. Adult or Juvenile, and are not
interchangeable. The program is determined by the funding stream used to purchase the
cards/certificates.
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Cash Equivalent Process and Procedure
Official Custodian: Dept Head, Chief Probation Officer
The Official Custodian is the person ultimately responsible for the imprest funds and personally liable for any
losses that may occur.
Purchase of Gift Cards - Fiscal Division
A.

Gift cards will be purchased upon manager approval by someone other than the requesting manager,
usually fiscal staff.

B.

Gift cards will be copied (3) for each distribution so that numbers are visible. One copy will be
maintained by the purchaser to be filed with the credit card receipts; one copy will be provided to the
Independent Reviewer to file with a copy of the Gift Card log until the completed log is received; and
one copy will be provided to the Physical Custodian to maintain with the Gift card log.

C.

Any activation receipts will be maintained by the Physical Custodian until confirmation that the
corresponding gift cards are expended or destroyed.

D.

A gift card log corresponding to the office location and vendor of the card will be created. The log
will list each card number and denomination and will show the date of purchase and name of
purchaser.

E.

The cards will be hand-delivered to each Physical Custodian with the corresponding gift card log, copy
of cards and the disbursement form Attachment E. The cards and log will be maintained in a binder.

F.

The Physical Custodian will sign the disbursement form and return it via scan and / or email to the
Purchaser or Independent Reviewer.
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Equivalents Procedures

Physical Custodian - Managers
A.

Assigning Gift Card Custodian
1. When establishing a gift card imprest account, the department must authorize and assign a staff
member (Physical Custodian) to oversee, maintain, and safeguard the gift cards. This assignment will
belong to the Division Managers.
2. The Physical Custodian shall be informed in writing of his/her responsibilities. He/she will be
required to acknowledge in writing his/her understanding and acceptance of said responsibilities via
the Custodian Acknowledgement Form. (New Form - attachment F)
3. The Physical Custodian must not have any other cash handling responsibilities.

B.

Security Responsibilities
1.

The designated Physical Custodian will be issued the gift card(s) and the corresponding log in a Gift
Card binder. Managers are responsible for keeping the cards secure. The G i f t c a r d b i n d e r will be
kept in a locked cabinet. Only the M a n a g e r s a n d d e s i g n a t e d Supervisors or Fiscal staff will
possess keys to the cabinet.

2. The Manager should designate a second custodian (supervisor or manager) when the primary
custodian will be gone for an extended period of time. The binder must be reconciled prior to the
departure and immediately after the return of the primary custodian.
C.

Disbursements of Gift Cards
1.

Managers will review requests for gift card disbursement. They will ensure that the intended use
conforms to P r o b a t i o n p o l i c y , grant or contractual requirements.

2. Managers will maintain the Gift Card Tracking logs to ensure the disbursement of the card/
(Attachment A) or bus tickets ( Attachment B) is recorded fully and accurately at the time of
disbursement.
a)

O n t h e l o g or bus ticket tracking system, Managers will ensure that the card/
certificate/ticket numbers on the appropriate log sheet, is noted with the disbursement date,
Probation Officer (PO) signature and defendant name and / or PIN number. See example in
Attachment B.
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b)

When a bus pass is issued, the Physical Custodian will ensure that the following
information is recorded:
1)
2)
3)
4)
5)

c)

D.

Enter the date distributed,
Ticket number, quantity,
Name of the person receiving the pass,
The program name purpose of the pass
The Probation Officer’s name that authorized the pass.

After the imprest funds are issued, a signed receipt from the Probation Officer shall be
maintained with the gift card / bus pass log to record the issuance of each gift card / bus
pass.

Changing Gift Card Custodians
1. If / when there is a change in the gift card custodian or the gift card account is being abolished, the
Department must:

E.

a).

Perform a full reconciliation of the remaining gift cards / bus passes. These should then be
turned over to the new custodian or returned to the fiscal division.

b).

Rescind or inactivate named individual as gift card custodian, and

c).

If applicable, authorize / designate a new named individual as gift card custodian to replace the
former. Follow process above in IA.

Reconcilement by Manager
1.

The Managers will complete a weekly review of each log, corresponding cards and receipts to
ensure all cards are accounted for.

2.

Each log shall balance. Document this review at the bottom of each log.

3.

Everything should be accounted for. Any shortage should be immediately
investigated and reported to fiscal staff.

4.

Completed logs will be maintained in the binder with corresponding receipts until the quarterly
reconciliation. At that time, they will be removed and maintained within the fiscal division.
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5.

Additional gift cards / cash equivalents should not be requested until the logs for that vendor are nearly
completed, to account for all previously issued gift cards / cash equivalents.

6.

Custodians should meet with the program Supervisor on a quarterly basis to review bus pass use.

Probation Officer Responsibilities
A. Officers will authorize individual gift cards and bus tickets and inform the Physical Custodian.
B. T h e Probation Officer is responsible for entering information in Caseload Explorer (CE) fully and
accurately at the time of disbursement to include the denomination of monies and specific vendor the card
is valid at, as well as the unique identifying number of each card / ticket.
C.

Probation Officers will also generate a receipt from CE which will include the date, defendant
name and PIN, and a list of the cards given. Both the PO and the defendant shall sign the
receipt.
1).

The receipt is then scanned into the file to record proof of disbursement. The scanned receipt
should then be returned to the manager to be filed with the GC log until such time as the binder
is audited by the Independent Reviewer.

2).

In the event of a remaining balance on a card or certificate, t h e c a r d w i l l b e m a i n t a i n e d a s
b e f o r e a n d the same information as in item a above will be entered when it is checked out again.

3).

Receipts for partial purchase, and remaining balance will be scanned to the Purchaser, and the
original receipt attached to the log page.

Accountability & Monitoring – Independent Reviewer
It is the responsibility of the department having custody of an imprest account to:
1. Furnish an accounting of the account upon request by the Auditor-Controller.
2. Provide proper physical safeguards for the account. All account activity shall have proper
documentation.
3. Assign responsibility for each account to each physical custodian in writing. A second custodian
should be designated in case of absence or emergency.
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4.

Reconcile the account quarterly. Utilizing the gift card issuance log (Exhibit B), ensure that all cards
are accounted for, either distributed or remaining on hand.

5. Periodically the Independent Reviewer will count and reconcile the account on an unannounced basis.
Fiscal staff o r t h e I n d e p e n d e n t r e v i e w e r will complete the Quarterly Gift Card / Certificates &
Cash Equivalent Reconciliation" form (Attachment C) and submit it to designated Account
Technician in the Auditor-Controller's Office. The Independent Reviewer shall keep all records and
supporting documentation of the reconciliation.
Reconciliation Guideline
Beginning balance (amount authorized) less any cards used should equal amount
of cards on hand.
a.

Independent Reviewers will complete the "Quarterly Gift Card/Certificates & Cash Equivalent
Reconciliation" form (Attachment C)

b.

Independent Reviewers will submit QGC/CCER form to the designated Account Technician in
the Auditor-Controller's Office.

The Independent Reviewer of Fiscal team tracking expenditures will complete reconciliation forms for the
Auditor-Controller on a quarterly basis. Deadlines for the form are:

Quarter
1st Quarter ending September 30
2nd Quarter ending December 31
3rd Quarter ending March 31
4th Quarter ending June 30

Due
October 15th
January 15th
April 15th
July 15th

NOTES
If a program ceases to exist and there are remaining cash equivalents, Supervisors/Fiscal staff and
Manager will reassign the card to a program with consistent goals. They will note the change and date on
the Gift Card Tracking form.
If a business ceases to exist, the Managers/Fiscal staff will document, on a separate piece of paper, the
reason for the discontinuation of the card(s). The Manager will witness the Supervisors/Fiscal staff destroy
the card(s). Both people will sign and date the document. The document will be attached to the Gift Card
Tracking log.

Attachment A
Gift Card Tracking Form - SAMPLE

Attachment B
Sample Bus Ticket Tracking Log

Attachment C
Quarterly Gift Card/Certificates
& Cash Equivalents Reconciliation
V Drive//Auditor/Forms/Imprest Cash/ImpCashAffidav.xls
tab "Gift Card_Cert_Cash Equiv Form"

Attachment D
People Responsible March 2021

Mark Eger, Juvenile Manager = Juvenile Gift Cards and Bus Passes.
David Coughran, Adult Supervision Manager = East Placer Adult Team Gift Cards and Bus Passes.
Nancy Huntley, Adult Supervision Manager = West Placer Adult Team Gift Cards and Bus Passes.
Donovan Hazen, Adult Court Manager = Adult Court Team Gift Cards and Bus Passes.
David Keenan, Adult Alternative Sentencing Manager = Adult Alternative Sentencing Team Gift Cards and
Bus Passes.
Christi Fee, Program Manager = PREP Team Gift Cards and Bus Passes.

Attachment E
Distribution Log (Sample)
Date

:

Attached is the gift card log for the SPJC gift cards. Please treat them as cash and keep them locked in a
secure location.
We are required to keep a log of the cards noting the date given, Probation Officer’s signature or name and the
recipient’s name. The officer initials the receipt, and the recipient signs the receipt which is stored scanned
into CE and then stored with the log.
The cards will be inventoried every quarter.
If using gift cards for a group event, please attach a sign-in sheet of everyone attending and attach any cash
register receipt to the sign-in sheet.
This is something that the auditors watch very carefully, and we are audited every year.
Thanks!
You are being provided with:
20- Starbucks
20- In & Out
20- McDonalds
60 cards valued at $300
Received by:Date:
Return to Probation, Attn: Fiscal

Attachment F

Custodian Acknowledgement Form
Acceptance of Physical Custodian Responsibilities
Gift cards / Certificates and other Cash Equivalents should be properly safeguarded against theft or loss.
The Physical Custodian is the person designated by the department head to take responsibility for the day-to-day control
of the fund. The day-to-day responsibilities include accounting for the receipts and expenditures of the fund and
reconciling the fund at least weekly or monthly as determined by the frequency of use and request by the Official
Custodian. Specifically, it is the responsibility of the officer having custody of the cash fund to:










Safeguard the fund by ensuring that access to the fund is restricted during the day and the cash equivalents are
locked up each night or taking other measures as appropriate.
Ensure that all logs are completed in ink. That the officer requesting the funds shall legibly sign the log
acknowledging the receipt of the funds, matching the completed line with the corresponding office / vendor and
card number(s).
Complete a weekly / monthly review to ensure that the total amount of cards on hand and receipts at all times
equal the number of cards on the log. Document this reconciliation on the log with the signature and date of
review.
Disbursements from the fund should conform to the purpose and maximum dollar amounts authorized by
Probation Department Gift Card policy.
Cash losses less than $10 shall be reported via the Relief of Accountability form. Cash losses $10 or more shall
be reported to top departmental management and the District Attorney in a confidential memorandum, with
copies sent to the Risk Manager, the Sheriff and the Auditor-Controller.
When / If the physical custodian shall cease or change, the fund shall transfer back to the Fiscal Division for
reassignment. Documentation of the change shall accompany the fund.


______________________________________________________
Name and Signature

________________
Date

______________________________________________________
Name and Signature of Witness

_________________
Date
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Departmentally issued equipment (both capital and non-capital assets of the County) will be used for
employment related activity only. Division managers shall insure new equipment issued is added and any
changes to issued equipment updated within the Department database in a timely manner.
Staff will be responsible for the maintenance of their ID’s and Key FOB’s and for requesting replacement
as/when needed.
Loss or damage to any department equipment must be reported immediately to the appropriate manager.
Each Department division manager shall verify each year an updated list of controlled capital-type items
available for inspection within their operational division. This list shall be submitted in the month of June each
year, no later than June 30th, to the Administrative and Fiscal Operations Manager, or their designee.
The Administrative and Fiscal Operations Manager, or their designee, shall be responsible for verifying that
all lists of all controlled capital-type items have been submitted each year, as required. They will maintain
those lists and insure they are 1) on file and available for inspection, and 2) reliable and complete.
All equipment assigned/issued to an employee remains the property of the Probation Department and as such
shall be returned upon request. Employees are entrusted with the care and control of issued equipment and
may be held responsible for replacement costs for lost, stolen, or negligently damaged equipment assigned or
under their control. Property left in a vehicle shall be secured prior to leaving the vehicle.
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County
Departmental use of assigned vehicles makes it necessary to take all possible measures to
get maximum use from the cars at minimum cost. A valid driver’s license shall be in the
driver’s possession at all times.
1.

Plan ahead for vehicle use. Double up whenever possible to eliminate more than
one car going to a specific destination. This can be done inter-unit and intra-unit.

2.

All parked and unattended county vehicles must be locked at all times.

3.

If you encounter mechanical problems, report this to the County garage and
checkout a replacement pool car (mileage only on ticket). In case of an accident or
breakdown, accident form 58-00179 will be located inside the Safety Packet which will
be found in the glove box.

4.

Do not return a car with the gas tank less than one-half full – fill before returning to
the office or parking lot.

5.

The security van will be left at the Juvenile Detention Facility.

6.

General maintenance will be taken care of by individual users, i.e., gas, oil,
cleanliness of vehicles. If the vehicle needs to be washed, check with the division
manager for authorization.

7.

Arrangements for scheduling maintenance shall be the responsibility of the division
manager.

8.

Plan ahead and check out cars the week before you need them. Use the checkout
sheet in the division.

9.

The keys for the vehicles in the Auburn office will be left at the division manager’s
desk. Use of vehicles will be controlled by a sign-out reservation log sheet. If a
departmental vehicle is not available, the supervisor may give approval for use of
private car or direct you to checkout a pool car.

10.

Follow County policy regarding smoking in County vehicles.
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Private
Employees may use privately owned vehicles on official County business if a county
vehicle is not available. Employees using privately owned vehicles on County business
will be reimbursed. Mileage will be recorded under the “Personal Automobile Mileage
Statement.” Claims for reimbursement must be routed through the division manager, who will
initial by the employee’s signature. Claims must be submitted to the auditor within 90 calendar
days of the first charge appearing on the claim. Prior to use of the private vehicle, the
following conditions must be met:
1.

Liability insurance coverage on private vehicle conform to the requirements set
forth in the Financial Responsibility Section (16020) of the California Vehicle
Code ($15,000/$30,000 public liability and $5,000 property damage).

2.

The employee’s insurance limits and departmental authorization shall be on
record with the department and Risk Management. Necessary forms may be
obtained from the Administrative Services Officer and shall be completed before
authorization for use of private vehicle is granted. Information will be updated
and verified on January 1 of each year.

3.

The vehicle shall be a conventional four-wheel enclosed vehicle. Under no
circumstances will a two-wheel privately owned vehicle be used on County
business.

4.

The seat belt shall be properly worn by all occupants.

5.

An employee who operates a private vehicle on County business in violation
of license registration or insurance requirements will immediately lose his/her
authorization for such use.
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Travel Time
1. Travel, transportation and release time to and from conferences shall be in accordance with the
Placer County Meals, Lodging, Travel and Transportation Policy.
2. Travel by car should be limited to County vehicle use when one way travel exceeds 35 miles.
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General Statement
If individuals are driving their own vehicles during the course of the county business, they are required
to have vehicular liability insurance. Any vehicle driven during the course of county business shall be
properly registered and licensed. If individuals are driving county vehicles designed, used , or
maintained to carry more than 18 passengers including the driver, they are required by state law to
have a valid Class B driver’s license.
It is the responsibility of departmental management staff to annually verify that individuals are
properly licensed and insured. It is the responsibility of the individual to maintain proper registration,
license, and insurance coverage. Staff are required to inform management staff of any changes which
occur with their licenses if required for employment, and/or their insurance, if approved to drive
private vehicles for county business.
Policy
1.

It is the responsibility of the manager to initially verify driver’s licenses, vehicle registration,
and insurance policies for all individuals within the unit who drive during the course of their
county employment. This verification will be done by examining individual’s driver’s licenses
and copies of their insurance policies.

2.

It is the responsibility of the manager when preparing annual performance evaluations for an
employee who drives during the course of county employment to re-verify the possession of a
driver’s license and valid insurance by re-examining the documents.

3.

It is the responsibility of the manager after verifying the driver’s license and insurance to
document it on the appropriate form. The Use of Private Vehicle on Official Business
Employee Insurance form/Verification of License/Insurance form will be forwarded to the
Administrative Services Officer and then to the employee’s personnel file.

4.

If the staff member does not have a valid license or does not have adequate insurance, the
manager will so indicate on the Driver’s License/Insurance Verification form and forward
that to the Chief Probation Officer for appropriate action.
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LICENSE/VEHICLE INSURANCE

5.

It is the responsibility of each employee to:
a.

Maintain valid and active licenses and insurance policies at all times.

b.

Provide their driver’s license, proof of vehicle registration, and a copy of their
insurance policy to the manager upon request.

c.

Notify the manager of any changes which occur with their licenses,
registration, or insurance.

d.

Comply with all county regulations pertaining to vehicle usage.

COUNTY OF
PLACER
PROBATION DEPARTMENT

ADMINISTRATIVE MANUAL

No.

6.300

Page

1

of 2

SUBJECT: AUTOMATIC VEHICLE
LOCATOR (AVL)
EFFECTIVE: November 20, 2017
REVISED:
REVIEWED: November 20, 2017

INDEX

1. POLICY
The purpose of Automatic Vehicle Locator (AVL) is to assist communications personnel with dispatching
units, locating personnel in emergencies, and aiding in critical incidents. The focus of the technology is to
enhance officer safety and assist deputies, seniors, supervisors and managers in managing emergency
operations.
II. FIELD USE
The following are guidelines for use of the AVL system. The department will install, use and maintain
AVL systems in vehicles capable of AVL technology.
A. Field Personnel
a. Vehicles equipped with AVL will automatically populate the map when personnel log onto the
mobile data computer (MDC), and sign into the AVL system.
b. Probation Department personnel shall not tamper with or disable any component of an AVL
system installed in any designated Probation vehicle.
c. Probation Department personnel assigned to a vehicle outfitted with an AVL system that is not
functioning properly shall report the problem to their immediate supervisor and Information
Technology (IT) by e-mail and exchange the MDC for one with a functioning AVL system.
B. Dispatch Personnel
1. Dispatch personnel will have the ability to utilize the AVL system to locate field personnel
involved in emergencies or perceived emergency situations such as, but not limited to, emergency
button activation, fires, or lack of response to radio transmissions.
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C. Supervisory Personnel
1. The AVL system is a tool designed to help supervisors with resource allocation, officer safety, and
risk management.
2. AVL System Database Review
a. The AVL system database may be reviewed by an investigator participating in an official
agency investigation, such as a personnel complaint, claims investigation, administrative
inquiry, or criminal investigation. The Chief or Assistant Chiefs shall grant authorization for
system review outlined above. Managers may review the database as a means to evaluate
deployment coverage, crime reduction strategies, and to assess and develop training needs.
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Regulations Governing Access To and Release of Criminal Offender Record Information
Section I
Criminal Offender Record Information:
The above term refers to records and data compiled by criminal justice agencies for purposes of
identifying criminal offenders and of maintaining as to each such offender, a summary of arrests,
pretrial, proceedings, nature, and disposition of criminal charges, sentencing, incarceration,
rehabilitation, and release. Such information shall be restricted to that, which is recorded as a result of
an arrest, detention, or other initiation of criminal proceedings, or of any consequent proceedings
related thereto.
Section II
Release of Criminal Offender Record Information:
1.

Only designated personnel may release Criminal Offender Record Information. Therefore, all
requests for such information shall be directed to a designated employee. For the names of
those employees, refer to the list in Section IX of this directive.

2.

Criminal Offender Record Information may be released on a need to know basis, only to
persons or agencies authorized by court order, statute, or decisional law to receive criminal
offender record information. For a complete list of agencies, refer to guidelines for
dissemination of criminal offender record information put out by the California Department of
Justice, dated March 16,1976, and addendums. If the agency requesting information does not
appear on the list, refer the agency to the California Department of Justice, Bureau of
Identification for a response to their inquiry.

3.

This department shall maintain a record of the release of each California Department of Justice
rap sheet or information derived there from. The record shall be retained and available for
inspection for a period of not less than three (3) years from the date of release.

4.

This record shall contain the date of release, name of the requesting agency, and the name of
the person making the request, name of the receiving agency, and name of the receiving person,
information given and how the information was transmitted. (It is possible that requesting and
receiving agencies may be the same.) This data shall be recorded on the Running Account
(PPD: 257) in the individual case folder.
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5.

The requirement for recording each release need not apply to routine in-house procedures if the
location of any specific rap sheet is easily determined through our records.

6.

Record checks will be conducted on all personnel hired after July 01, 1995, who have access to
Criminal Offender Record Information.

Section III
Review of Criminal Offender Record Information:
A person may review his California Department of Justice record for the purposes of challenging or
correcting in conformity of the California Penal Code Section 11120 through 11127 by contacting the
California Department of Justice directly.
Section IV
Protection of Criminal Offender Record Information:
This agency shall take all reasonable steps to protect Criminal Offender Record Information from
unauthorized access.
Section V
Destruction of Criminal Offender Record Information:
When Criminal Offender Record Information is destroyed, destruction shall be carried out to the extent
that the identity of the subject can no longer reasonably be ascertained.
Section VI
Reproduction of Criminal Offender Record Information:
Criminal Offender Record Information shall be reproduced only within the physical facilities of the
Probation Department or under the supervision of a person designated by the department.
Section VII
Training:
Each employee of this agency who will be a person designated to release Criminal Offender
Record Information shall participate in one of the following:
1.

Attend training sessions in the proper use and control of Criminal Offender Record
Information to be approved by the California Department of Justice at central locations.
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2.

Attend training sessions in the proper use and control of Criminal Offender Record
Information, to be approved by the California Department of Justice at the authorized agency’s
location.

3.

Familiarize themselves with the training materials in the proper use and control of
Criminal Offender Record Information, to be provided by the California Department of
Justice.

4.

Every two years, all employees of the Probation Department and all employees of outside
agencies who have access to Probation offices and Probation computer systems, will complete
a DOJ mandated Security Awareness Training/Testing through the DOJ’s NEXTEST system.

Section VIII
The Administrative Legal Supervisor is designated as the Agency Terminal Coordinator (ATC), and
the Senior Systems Analyst is designated as the Security Point of Contact (SPOC).
Section IX
The below names positions are hereby appointed designated personnel for the purpose of releasing
Criminal Offender Record Information:
Chief Probation Officer
Assistant Chief Probation Officer
Superintendent
Assistant Superintendent
Probation Manager
Supervising Deputy Probation Officer
Senior Deputy Probation Officer
Deputy Probation Officer
Section X
Definitions:
1.

“Criminal Justice Agency” is a public agency or component thereof, which performs a criminal
justice activity as its principal function.

2.

“Authorized Person or Agency” means any person or agency authorized by court order, statute,
or decisional law to receive Criminal Offender Record Information.

Section XI
Penalties for release of such information shall be as follows:
1.
In accordance with Section 11142 of the California Penal Code, “Any person authorized by
law to receive a record or information obtained from a record who knowingly furnishes the

record or information to a person who is not authorized by law to receive the record or
information is guilty of a misdemeanor.”
SUBJECT: CONFIDENTIALITY
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Section 11143 of the California Penal Code, “Any person except those specifically referred
to in Section 1070 of the Evidence Code, who, knowing he/she is not authorized by law to
receive a record or information obtained from a record, knowingly buys, receives, or possesses
the record or information is guilty of a misdemeanor.”

Section XII
The authority for establishing the policy governing the release of Criminal Offender Record
Information in Placer County Probation Department, is outlined in the “Regulations Regarding the
Security of Criminal Offender Record Information in California.” Title 11, Chapter 1, California
Administrative Code. Further, authority includes Penal Code Sections 11105, 11140 through 11144,
and 11120 through 11127; these codes delineate who has access to criminal history, penalties for
misuse of rap sheets and the restrictions and requirements on a person reviewing his own records.
B.

Release of Client Information – Adult/Juvenile
Section I
It is the policy of the Probation Department to release Criminal Offender Record Information only
to law enforcement, court agencies, and other individuals as specified under the CORI regulations.
This information should be released by a probation officer only upon verification of the individual
or agency’s validity at the time of such release.
Section II
Release of information to individuals will only be done through proper identification by prior definite
knowledge, or verified identification, on the part of the probation officer releasing the information.
Only such information pertaining to the individual, or about whom the information has been
composed, may be released. If there is doubt as to the identity of an individual, it should be verified
from a driver’s license or school identification card. If you do not feel the individual requesting the
information has a right to it, such information is not to be released.
Section III
Departmental policy and CORI procedure has been, and is, that clerical staff will not release criminal
offender record information; it is the responsibility of a probation officer to do so. Therefore,
probation officers will not delegate this authority to clerical staff, but will verify requests for record
information personally.
Section IV
More explicit rules governing release of juvenile information may be found in Local Rules of the
Superior Court, 50.00 Juvenile Procedure. (See Appendix A)
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Section V
On March 3, 1997, Local Rule 50.19 was amended as follows:
“Notwithstanding the foregoing provisions information released to persons or agencies listed in
paragraphs 1, 2, 3, 4, 8, 16, and 17 shall not include identifying information or other factual or
confidential matters relating solely to any other person who is a minor and who is mentioned or named
in the information sought to be released, unless the person seeking the disclosure of the information
obtains a specific court order authorizing such release.”
The amendment to Local Rule 50.19 does not restrict the probation officer from discussing facts
related to a police report. The specific difference is related to identifying co-companions or any other
minor who is mentioned or named in the police report, which shall not be disclosed without a Court
Order. Specific information relating to the behavior of the minor cited or referred to use may be
discussed with the minor. Based on this amended change in the Local Rule, we will no longer be
providing parents with copies of police reports wherein names of any other person who is a minor is
also mentioned in said report.
Request to “review the file” by parents or minors are to be treated in the same manner as police
reports. The request should be referred to the division manager and/or the Chief Probation Officer or
Assistant Chief Probation Officer. The supervisor should review the file prior to meeting with parents
and determine information, which may not be disclosed to the parents based on the current rule.
A copy of all legal documents is served on the parent and/or minor at the time of the Court hearing.
Request for additional copies may be provided at a cost of $.50 for the first page and $.25 thereafter.
The Superior Court of Placer County Rule 50.19 is attached hereto.
C.

Confidentiality of Computer Access
Probation Department employees having access to the county computer are to retain them in a
confidential manner and are not to open a computer terminal for another’s use under any
circumstances.
Section I
Under reciprocal agreement, the Placer County Probation Department has access for inquiry purposed
to the computer programs of the Placer County Sheriff, Placer County Registrar of Voters, Placer
County Assessor, Placer County District Attorney, Courts, and Revenue Services.
Section II

The information accessible through the Probation Department computer terminals is to be viewed and
used for official business only. This includes Probation Department Case Management System
records.
SUBJECT: CONFIDENTIALITY
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The information contained on the computer is confidential information, and the abuse or misuse of
such may result in legal sanctions and/or disciplinary actions.
Section III
Any employee who feels their password has been compromised is directed to contact the Probation
Department Systems Analyst immediately. A new password will be logged for your use.
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GENERAL STATEMENT
The following policy review form shall be submitted with all annual employee evaluations.
1.

The policy review will be given to the employee by his/her supervisor or manager prior to the evaluation
interview. The employee shall read, initial, and dates each line of the form in the space provided. Return
the form to the supervisor/manager at the time of the evaluation interview.

2.

The supervisor/manager shall review the form with the employee and answer any questions or concerns
and commence appropriate action if needed. The employee will sign and date the form in the manager’s/
supervisor’s presence. The form will be attached to the evaluation after it has been signed and dated by the
manager/supervisor.

To be completed at the time of evaluations.
POLICY REVIEW BY OFFICER/EMPLOYEE
______
Initial
______
Initial

______
Date
______
Date

I currently possess a valid driver’s license.
I use my private automobile on county business and have updated my
insurance information with the department ASO or Executive Secretary
within the last 12 months.

I have read and believe that I have a working knowledge and understanding of the following:
______
Initial
______
Initial
______
Initial

______
Date
______
Date
______
Date

Placer County Probation Department policy on Use of Deadly Force
(sworn officers only)
Placer County Probation Department policy on Use of Force
(sworn officer only)
Placer County Probation Department Administrative Manual

_________
Initial
_________
Initial

_________
Date
_________
Date

Placer County Employee/Volunteer Statement

______
Initial
______
Initial
______
Initial

______
Date
______
Date
______
Date

I have read and understand my division/desk manual.

Placer County Probation Department Administrative Manual – Sec. 7.100 - CONFIDENTIALITY

Placer County policy on Workplace Discrimination, Harassment, and Retaliation
Placer County policy on Internet and Computer Use

______
Initial

______
Date

Placer County policy on Violence in the Workplace
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______
Initial
______
Initial

______
Date
______
Date
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Placer County policy on Drug Free Workplace
Placer County policy on Reasonable Accommodation Policy and Procedure

Note: These and other policies will be subjects for discussions during various meetings, in service training
and at other times. Officers/employees are encouraged to inquire of a supervisor in the event that questions
arise regarding any department/county policy. Policies may also be subject to change or interpretation based
upon circumstances or changes in the law.

________________________________
Name

_____________
Date

________________________________
Supervisor/Manager

_____________
Date

PPD:660/4/17/06
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Child Abuse Reporting Law
Per Penal Code Section 11164-11174.3, the intent and purpose of this law is to protect children from abuse
and neglect. In any investigation of suspected child abuse or neglect, all persons participating in the
investigation of the case shall consider the needs of the child victim and shall do whatever is necessary to
prevent psychological harm to the child victim.
The Penal Code defines child abuse as: “A physical injury inflicted by other than accidental means on a child
by another person.” It also includes emotional abuse, sexual abuse, neglect, or abuse in out-of home care.
Child abuse does not include a mutual affray between minors, reasonable and necessary force used by a peace
officer under specified circumstance, or spanking that is reasonable and age appropriate and does not expose
the child to risk of serious injury. (PC 11165.6 Welfare and Institutions Code (WIC) Section 300.)
Section I
Definition of circumstances, person, and agency responsibilities in the law are described in Sections 11165
through 11174 of the Penal Code.
Section II
Any probation employee in his/her professional capacity or within the scope of his/her employment who
observes or is informed of abuse-neglect circumstances involving any minor and/or child shall immediately
report the alleged abuse to a supervisor. The probation employee will be responsible for compliance with the
following procedures:
1.

Immediately, the probation employee will report by telephone the circumstances of suspected child
abuse to the law enforcement agency having jurisdiction AND to Placer County Family and Children
Services at (916) 872-6549..
Be prepared to provide the following information:
a.
The name of the employee making the report
b.
The name and age of the child/victim and siblings
c.
The present location of the child
d.
Parent information
e.
Identifying information of alleged perpetrator
f.
The nature and extent of abuse or neglect
g.
Identifying information of the person making the original report
h.
Any other information including information which led to the reporting party
suspecting child abuse.
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Within 36 hours of receiving the information on suspected child abuse and reporting it as noted above,
the probation employee shall prepare and forward a completed Suspected Child Abuse Report Form
(www.placer.ca.gov\departments\HHS\childprotectiveservice) to Family and Children Services fax at
(916) 784-6400 or email to PC_scar@placer.ca.gov . A copy of the report shall be uploaded in the
department’s case file (Caseload Explorer) for minors supervised by the Probation Department and a
copy routed to the minor’s Probation Officer, the JDF Superintendent if the minor is in custody, and
the Chief Probation Officer.

Section III
1.

Whenever employees, during the course of their duties, observe, have reasonable suspicions, or are
informed of child abuse as defined in Section 11165 of the Penal Code, the employee shall first
evaluate the degree of harm or danger to the child. Protection of the child’s safety and well-being is
the priority. In extreme cases, particularly life threatening, the employee should immediately seek
medical treatment for the child and notify the appropriate law enforcement agency and Family and
Children Services, (916) 872-6549.

2.

In cases of suspected child abuse where it is determined no imminent risk of serious physical harm is
occurring requiring immediate removal from home, the employee shall immediately report by
telephone the prescribed information to the appropriate law enforcement agency and Family and
Children Services.

3.

In all of the above situations where the suspected child abuse was first reported by telephone to law
enforcement and Family and Children Services, the employee must complete the Suspected Child
Abuse Report Form and forward it to Family and Children Services (fax: (916) 784-6400) or email to
PC_scar@placer.ca.gov within 36 hours of learning of the alleged abuse. A copy of the report shall be
uploaded to the department’s case file (Caseload Explorer) if the minor is under the supervision of the
Probation Department, or retained by the reporting employee for reports made involving any other
child.
.

Section IV
Pursuant to Penal Code Section 11166.01(b), any mandated reporter who willfully fails to report abuse or
neglect, or any person who impedes or inhibits a report of abuse or neglect, in violation of this article, where
that abuse or neglect results in death or great bodily injury, shall be punished by not more than one year in the
county jail, by a fine of not more than five thousand dollars ($5,000), or by both that fine and imprisonment.
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Work Absence
A.

Employees calling in sick or leaving work during the workday shall make every effort to contact
their immediate supervisor. Contacts need to be made in person or by phone. Voice messages and
emails are not sufficient. In the event the employee’s supervisor is not available, the employee
must contact one of the following:
Sworn Staff Field and PA’s:
1.
2.
3.
4.

Senior or Supervising Probation Officer assigned to the Division
The Probation Manager assigned to the Division
Another Probation Manager
The Assistant Chief Probation Officer

Sworn Staff JDF:
1.
2.
3.
4.

Senior or Supervising Probation Officer assigned to the JDF
The Assistant JDF Superintendent
The JDF Superintendent
The Assistant Chief Probation Officer

Non-Sworn Staff:
1.
2.
3.
4.

B.

Your direct supervisor
Administrative Supervisor or Administrative Services Officer
Another Probation Manager/Assistant JDF Superintendent
The Assistant Chief Probation Officer;/JDF Superintendent

When the employee contacts the appropriate supervisory staff, all appointments and coverage issues
need to be addressed. The supervisor or manager receiving the information shall send an email to
the employee’s direct supervisor who then contacts the appropriate front desk and follows up on any items
requiring immediate attention such as the employee’s office appointments, scheduled meetings, and
shift coverage.
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General Statement
Generally, all emergency and routine medical care of wards and other minors in the custody of
probation should be done only with the consent of the legal guardian/parent of the minor in question.
In case of extreme emergencies and life threatening situations, probation officers can authorize
immediate emergency care. This should be followed up with a request to the Court for an order
authorizing any continued care; the order should also include the doctor’s recommendations for
continued care.
The form (see Appendix E) is to be used when, after a diligent effort, you are unable to located the
parent/guardian of a minor, or the parent/guardian of the minor refuses to allow medical care of the
minor which has been deemed appropriate by a physician or dentist. The form is to be prepared in duplicate
and submitted to the Juvenile Court Judge, along with a copy of the prescription or order
to the attending physician prior to giving any on-going medical care.
In the case of a minor detained in custody, and we are unable by the time the Detention Hearing is
held to contact the parent or get permission from the parent/guardian for routine medical care, the
form should be filled out and submitted to the Judge at the time of the Detention Hearing for his/her
signature. The form should be filled out completely, stating what attempts were made to get permission
and why it is necessary for this order to be authorized.
In the case of emergency request on wards, the Judge has requested that a copy of the recommendation from
the attending physician or dentist be attached to the form when it is filed. In the case of psychotropic drugs,
which have been prescribed by a doctor, the prescription, along with the order in question, should
be forwarded to the Judge via the JV220 form for his/her approval prior to the commencing of such treatment.
All staff are reminded that these authorizations are only to be used if all attempts to get permission from
the parent/guardian have failed, or if the parent/guardian has refused to provide necessary signatures for
authorization.
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Section I
Probation staff certified in First Aid/CPR/AED shall utilize such proper First Aid/CPR/AED measures and
specific techniques that, under the circumstances, appear reasonably necessary for the care and safety of any
person contacted during the scope and course of their employment.
Scope and Course of employment includes any activity in which an employee is a representative of the
Probation Department.
An employee will remain on scene, given the scene is safe, until a more qualified rescuer arrives and they are
relieved, i.e.: Fire Department, Ambulance, EMT, Paramedic, or other professional medical personnel.
If the person needing care was in the custody of the Probation Department, i.e.: transport to/from jail,
treatment, or other services, an employee must stay with the individual until it is determined he/she can be
transported to the originally intended destination, or is going to be admitted to the hospital. The employee
must then contact their supervisor or manager for further instruction.

Section II
Immediately after such treatment is given, the employee shall:
A.

Determine the need for evaluation by qualified medical staff and act according to department
procedures.

B.

Prepare and forward an INCIDENT REPORT to their division manager and Chief Probation
Officer/Assistant Chief Probation Officer.

C.

If the victim is a minor and injury/illness is of serious nature, advise parent/guardian of the situation.

D.

Notify the Chief Probation Officer/Assistant Chief Probation Officer of any occurrence where
further medical care is necessary or when CPR/AED is administered.
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PURPOSE
To establish guidelines and regulations governing utilization of naloxone (Narcan) administration by the
Placer County Probation Department. The objective is to treat and reduce fatalities associated with opiate
overdoses.
POLICY
It is the policy of the Placer County Probation Department that all sworn officers are required to be
trained in the use of naloxone (Narcan) in accordance with Sierra-Sacramento Valley EMS standards.
TRAINING
a. Initial Training - Officers will receive initial training as required pursuant to 22 CCR § 100019(f)
that
will include: an overview of California Civil Code 1714.22 which permits law enforcement
administration of naloxone (Narcan), patient assessment (e.g., signs/symptoms of overdose), universal
precautions, rescue breathing, seeking medical attention, and the use of intra-nasal naloxone (Narcan).
b. Continuing Education - The Placer County Probation Department employees will receive refresher
training every two years.
NALOXONE USE
When deploying naloxone (Narcan):
1. Contact emergency medical personnel
2. Maintain universal precautions
3. Perform initial patient assessment
4. Determine unresponsiveness, absence of breathing and/or pulselessness
5. Update dispatch that the patient is in a potential overdose state
6. If a suspected overdose is indicated, administer naloxone.
7. Upon administering naloxone, monitor patient vital signs (respirations, pulse) until Fire/EMS personnel
are contacted and arrive on scene. If the initial dose of naloxone (Narcan) is ineffective, officers can
consider administering a second dose. Continue to monitor vital signs.
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MAINTENANCE / REPLACEMENT
a. An inspection of the naloxone (Narcan) shall be the responsibility of the personnel assigned the
equipment and should be done at the beginning of each shift.
b. Missing, damaged, or expired naloxone (Narcan) shall be immediately reported to their supervisor or
a member of The Placer County Probation Department’s First Aid staff.
c. In the event naloxone is administered, the officer should receive a replacement kit as soon as
reasonably possible.
DOCUMENTATION AND REPORTING
After each administration of naloxone in the field, the officer shall notify their supervisor as soon as possible.
Further, the officer shall complete a SSV-EMS Law Enforcement Naloxone Utilization Patient Care Report.
This one-page report will be attached to a Probation Department incident report and the officer shall report use
of Naloxone to their supervisor or manager within one business day.
The report shall be forwarded to the department Naloxone Coordinator. The department naloxone coordinator
shall report all naloxone usages to Sierra-Sacramento Valley EMS within seven business days of use.
ASSIGNMENT OF NALOXON COORDINATOR
The training Manager shall assign the department the Naloxone Coordinator responsibilities to an individual
on the CPR/First Aid Training team. The Naloxone Coordinator shall complete the training module provided
through a CPR/First Aid Certification in accordance with Title 22.
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Introduction
As required by the California Code of Regulations, Title 8, General Industry Safety Orders, §3203, effective
July 1, 1991, each employer is required to implement and maintain an effective Injury and Illness Prevention
Program, (IIPP). The program is required to be department specific and in written form. The Probation
Department’s IIPP plan as well as Emergency Action Plan provide additional in-depth information and can be
found in each of the probation building’s break rooms.
The program shall include at a minimum, the following elements:
1.
2.
3.
4.
5.
6.
7.
8.

Management Commitment and Responsibility
Employee Compliance
Health and Safety Communication
Hazard Assessment
Accident/Exposure Investigation
Hazard Correction
Training and Instruction
Recordkeeping and Documentation

Program Responsibility
The County Executive Officer is responsible for the Injury and Illness Prevention Program (IIPP) for Placer
County. The Chief Probation Officer, or his or her designee, is responsible for the oversight of the IIPP for
the Probation Department. The Chief, in conjunction with his or her safety officers (the Juvenile Detention
Facility Superintendent, the Tahoe Supervisor, the CSOC Manager, a South Placer Justice Center Manager
and the Auburn Justice Center Professional Standards Manager) and the administrative team will ensure that
the employees of the Probation Department are familiar with their responsibilities under this plan and that all
employees receive adequate and appropriate training as required by this plan.
The County of Placer is committed to the protection of our employee's health and safety, promotion of their
wellbeing, protection of our environment, and protection from accidental loss of our resources and physical
assets. In fulfilling this commitment to protect people, the environment, and property, we will provide and
maintain a safe and healthful work environment through compliance with accepted standards including those
contained within the California Code of Regulation, Title 8. We will strive to identify and eliminate
foreseeable hazards that may result in personal injuries or illnesses, property damage, fires, material releases
and security losses.
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Occupational injuries, illnesses and accidental loss are controlled through good management in combination
with active employee involvement. Maintaining a safe and healthy work environment is the direct
responsibility of all managers, supervisors and employees alike.
When safety concerns are identified, it is expected that resolution of those concerns will be a priority task at
the appropriate level of the organization empowered to solve the problem. Safety is to be given the highest
priority throughout the organization. When safety concerns are raised, a response is expected.
Compliance
All employees are not only encouraged, but also required to report safety and health hazards to their
supervisor immediately. Injuries, illnesses and accidental loss are controlled through good management
in combination with active employee involvement. Each employee is required to comply with all safety and
health policies, rules, regulations and orders applicable to his/her job duties. Employees who do not comply
with safety and health requirements are subject to disciplinary action up to and including termination.
In turn, exemplary safety performance should be recognized and rewarded. This could be in the form of a
letter of recognition to be placed in the employee's file.
Communication
All employees are required to report safety hazards or concerns to their immediate supervisor. Employees are
encouraged to report verbally or in writing to their supervisor, without fear of reprisal. Any harassment,
retaliation or discrimination for reporting a safety/health issue is unacceptable and should be immediately
reported to the County Safety Officer.
Employees may report hazards anonymously through the "Safety Hotline" at (530) 886-2610 or use one of the
Safety Hazard Report Forms available on each of the Probation building’s Safety Bulletin Board. On the
report form, the employee provides information as requested and makes two photo copies. The employee
keeps one copy and sends one copy to Risk Management, “Attention: Safety Officer”. The original form is
given (or sent anonymously) to the employee’s supervisor for response. Within five working days of receipt
of the Safety Hazard Report Form, the supervisor adds his/her response, completes the form and sends a copy
to the Department Head, a copy to Risk Management and retains a copy for his/her files. If the report was
made anonymously, the supervisor will advise all employees who may be affected and post a copy of the
response on the safety bulletin board.
Other safety information is communicated through e-mails, memorandums, verbally, at staff meetings and
through formal safety and health training programs.
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Hazard Assessment and Control
Periodic inspections and procedure correction and control provide a method of identifying existing or potential
hazards in the workplace. The Placer County Injury and Illness Prevention Program (IIPP) requires
managers/supervisors to conduct regular safety inspections of areas under their control. Any identified
hazardous condition or unsafe act requires immediate reporting.
An inspection checklist for office work environments is available at V:\Risk Management\Safety\SAFETYHEALTH INSPECTION CHECKLIST. Office safety inspections should be conducted and documented at
least quarterly or more often as necessary. After completion of the inspection, all safety inspection checklists
and corrective action documentation should be kept on file by the department for a minimum of five years.
Accident/Exposure Investigations
Accident, exposures and "near miss" investigations shall be conducted by the immediate supervisor(s) of the
employee(s) involved. "Injury and Illness Incident Report" forms are available on the V drive at V:/Risk
Management/Forms/INJURY AND ILLNESS Rept.
Employees shall report any work-related injury or illness immediately (as soon as possible once any necessary
medical treatment has been provided) to their supervisor or higher level management representative, if the
immediate supervisor is not available. Serious injuries/illnesses shall be reported to Risk Management
immediately. The supervisor will conduct the accident investigation. For each report of injury/illness, hand
deliver or mail a Workers’ Compensation Claim Form, “DWC1” to the injured worker within 24 hours of first
knowledge of the accident. Make a copy of the “DWC1” and notify Risk Management immediately.
Complete the Injury and Illness-Investigation Report and fax a preliminary copy to Risk Management (530)
886-2609. Submit the Injury and Illness-Investigation Report to the Department Head for final signature and
send a copy to Risk Management.
If a fatal or serious injury or illness occurs during normal business hours, report the incident to Risk
Management. If the serious injury or illness occurs after normal business hours, report the incident to CalOSHA (916) 263-2800 no later than 8 hours after the employer knows or with diligent inquiry would have
known of the incident.
Incidents requiring report to Cal-OSHA within 8 hours include:
a) Fatal injury to an employee
b) Serious injury or illness to employee (loss of a member of the body, serious degree of permanent
disfigurement, in-patient hospitalization in excess of 24 hours for other than observation, or death).
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Training and Instruction
Each employee in the Probation Department shall receive training in all safety and health aspects of the job
they are assigned and for any new job assignments they are delegated for which training has not been
previously provided. Managers are responsible to ensure adequate training has been provided. The department
STC Training Officer (sworn staff) or Administrative Supervisor (non-sworn staff) will maintain training
records for the managers to review.
Record Keeping
Documentation of safety activities is required under the IIPP. The Executive Secretary is responsible to
maintain records of the following:
Inspection Records & Corrective Actions
Accident Investigation Reports
Safety Hazard Reporting Forms
Safety/Health Related Memos, E-mails, etc.
Fire Drills

Links to forms that can also be found in iPlacer under CEO/Risk Management and/or V:\Risk Management:
1.

Department Procedures for Reporting Job Related Injuries and Illnesses

2.

Injury and Illness Incident Report Form

3.

Workplace Violence Incident Report Form (can be found at V:\Risk Management\Office of
Investigations/Workplace Violence Incident Report Form)

4.

Placer County Heat Illness Prevention Policy
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General Statement
The County of Placer is dedicated to providing a healthy, comfortable, and productive environment for
the public and its employees. To that end, this article contains rules about smoking on county-owned or
county-leased property.
Policy
A.

Buildings
Except in areas designated by administrative rule adopted by the Board of Supervisors, and
where one or more signs are prominently posted designating such area as a smoking area,
smoking/vaping is prohibited in any county-owned or county-leased buildings, including Court
facilities. Such prohibition includes, but is not limited to, offices, meeting rooms, lobbies, break areas,
and
restrooms.

B.

Vehicles
Smoking/vaping is prohibited in any county-owned or county-leased vehicle..

C.

Public Places
Employees dressed in department attire that includes the badge and/or “PROBATION” labeling
shall refrain from smoking/vaping in public view, reserving this practice to break periods.
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Section I
It is recognized that community involvement is a definite asset toward achieving the goals of the Placer
County Probation Department.
The Probation Department actively seeks qualified volunteers, 18 years of age or older, who are interested in
contributing to the operation of, and providing services to, the department and the young people detained in
the institution.
Section II
Any person wishing to become a volunteer for Placer County Probation Department is to contact the Assistant
Superintendent, Assistant Chief Probation Officer or a Probation Manager. An interview will be conducted
and all persons accepted as volunteers will participate in the department’s Orientation Program prior to being
assigned to a division. All volunteers will file a volunteer application with the Probation Department.
Volunteers will not work until a clearance is received, and they have received and read the volunteer
manual.
Section III
Any person or organization desiring to donate good, equipment, or money to the Probation Department is to
be referred to the Chief Probation Officer, Assistant Chief Probation Officer, or their designee. All donations
will be cleared through the Chief Probation Officer prior to acceptance and receipts or letters of appreciation
will be supplied to the person making the donation.
Section IV
Student interns from local colleges will be referred to the Assistant Chief or his/her designee to fill out a
volunteer application, be interviewed, and have a local record check completed prior to being accepted for the
program. The program will be reviewed with the student and a copy of the volunteer manual supplied to
them. The student will be set up for an orientation with each of the major divisions of the department. He/she
will be required to read sections of the W&I and Penal Codes relating to probation responsibilities. After
orientation, the student will be a allowed to select a division to work in for the remainder of the semester with
the approval of the division manager.
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Section V
Volunteers and student interns are not to be involved with arrests, searches, or any joint law enforcement
activities. They are to act as an augmentation to the work force and not left solely in charge or wards or
probationers.
Section VI
Members of the Placer County Probation Department are encouraged to become involved within their
communities through membership and participation in local service clubs, speaking engagements, working
with other departments and/or organizations. Staff contacted to fulfill speaking engagements will clear these
activities through the Assistant Chief Probation Officer or Chief Probation Officer.

COUNTY OF
PLACER

No.

7.370

1

of

1

SPECIAL OPERATIONS POLICIES

SUBJECT:
PROBATION DEPARTMENT

Page

OUTSIDE AGENCY
INVOLVEMENT WITH
PROBATION CLIENTS

ADMINISTRATIVE MANUAL

EFFECTIVE: January 1, 1999
REVISED:
November 13, 2012
REVIEWED: April 27, 2017

INDEX

Section I
In working with clients, staff may come into contact with many different people from a variety of agencies
and departments. To develop and maintain effective working relationships with the people we come in contact
with requires tact, diplomacy, and continuous effort by all members of the Probation Department.
Section II
If a probationer is a client of an outside agency prior to contact with the Probation Department, that agency
staff may continue working with the probationer in conjunction with the Probation Department staff. The
outside agency’s input will be solicited in developing case treatment plans and they will be apprised of the
finished product. Should a conflict between agency staff and probation staff develop, every effort will be
made to resolve the conflict in the best interest of the probationer.
Section III
Visitations and phone contact with minors in custody will only be allowed with the consent of the probation
officer or supervisor with the primary responsibility for the case, or the JDF shift supervisor or JDF
management in their absence. Such permission shall be documented in Caseload Explorer. Visitations will be
confined to approved areas of the facility. Agency staff will to adhere to the Prison Rape Elimination Act
(PREA) standards for training and reporting as determined by the Probation Department.
Section IV - After Care
When probation staff requests assistance of a private agency, the role of the outside agency shall be outlined in
writing, included in the case plan and on the chronological summary. Private agencies may be contacted by
probation staff as a resource for after-care services.
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Handling of Urine Samples
The following procedure shall be used in handling urine samples (all staff should use latex gloves
when handling urine):
1.

The Probation Officer shall open the collection package in view of donor, inspect for
completeness and give the collection cup to donor who shall provide specimen under direct
staff supervision (if possible).

2.

After donor provides the specimen, the probation officer will check the temperature within 4
minutes and mark the appropriate box on the Chain of Custody Form. After dating and having
the probationer initial the seal, the probation officer places the seal over the bottle.

3.

The probation officer places the bottle into the front pouch of the bio-bag (with the absorbent
pad) and the completed chain of custody form into the rear pouch of the bio-bag. Seal and
place the sample into the UPS transportation bag for pick-up.

4.

Once sample(s) are ready for transport, attach the preprinted label to the UPS bag and arrange
for pickup.

When a positive urine specimen is challenged, the probation officer will e-mail the Special Services
Manager requesting a confirmation test be performed. Include the defendant’s name, specimen number
and date taken with any special requests.
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Purpose and Scope
This policy provides for the proper collection, storage, and security of evidence and other property.
Additionally, this policy provides for the protection of the chain of evidence and those persons authorized to
remove and/or destroy evidence.
Collection
Any evidence confiscated should be photographed where it was found. Every piece of evidence should be
itemized. All evidence should be placed in department approved evidence bags. The probation officer’s name,
defendant’s name, probation file number, case number, date, a description of the item, and where the item was
found will be written on the evidence bag. Currency: All money shall be verified by two officers. Both shall
initial the currency envelope to verify the contents. Specific denominations should be noted on the envelope.
An evidence receipt (PPD: 255) must be filled out, signed by the probation officer and the defendant (or
someone present), and given to the person from whom you confiscated the items from. Money found in excess
of $100.00 may be considered for asset forfeiture. Consult with a supervisor to determine when to contact the
District Attorney’s Office to initiate asset forfeiture proceedings.
Evidence Booking Procedure
All evidence must be booked prior to the employee going off-duty unless otherwise approved by a supervisor.
An employee, who first comes into possession of any evidence, shall retain such evidence in his/her
possession until it is properly tagged and placed in the temporary locker or evidence room.
Storage
All evidence will be stored in the department’s evidence room. If a supervisor or manager is unavailable or it
is after hours, the evidence will be stored in the temporary evidence lockers. As soon as a supervisor or
manager is on duty, the evidence will be transferred to the evidence room.
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Evidence Log
The probation officer will sign the evidence log and note the date they entered the evidence room for the
purpose of tracking evidence. A brief description of the items collected will be entered on the evidence log.
The shelf number or evidence locker number, where the evidence will be stored will be noted on the log. All
evidence will be counted, weighed, and serial numbers confirmed by both the probation officer and the
supervisor. In the event a probation officer needs to remove an item of evidence from the evidence locker, the
date the item was removed shall be entered next to the original entry on the evidence log. When the evidence
is brought back to the evidence room, a new entry will be noted on the evidence log.
Probation Officer’s Responsibility
It is the responsibility of the probation officer who collects evidence to notify the evidence room supervisor
when the evidence can be destroyed or returned to the owner after the case is disposed.
Firearms and All Other Weapons
If officers are unfamiliar with a firearm they may contact a department Firearms Instructor for assistance.
Firearms shall be unloaded prior to placement in the evidence room. Firearms shall be booked separately from
ammunition. Contact probation clerical supervisor and request a run the serial numbers on the firearm to
ensure it is not stolen. (For more information refer to RELEASE OF FIREARMS policy # 7.430)
Syringes
Syringes and other biohazard material shall be placed in the red infectious waste container.
Fireworks
Legal and illegal fireworks shall be taken to the fire station located on Atwood Road in Auburn for
destruction.
Narcotics/Paraphernalia
All narcotics and paraphernalia shall be taken to Sierra Pacific Industries in Lincoln for destruction. Contact at
(916) 645-1631.
Knives/Guns
Illegal knives and guns shall be taken to the Placer County Sheriff’s Department for destruction.
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Purpose and Scope
This policy provides for the proper collection, storage, retention and destruction of offender records.
Additionally, this policy provides for identification of those persons authorized to remove and/or destroy
offender records.
For retention policies regarding employee records, refer to the Placer County Records Management
Manual/Human Resources Records Retention Schedule.
Collection
Prior to December 10, 2007, all probation case information was kept primarily in paper form. Information in
the Tiburon System was limited. Between 12/10/07 and 6/1/08, some information was scanned and some was
not. Beginning 6/1/08, all probation case information for Adults and Juveniles, is to be scanned into
defendant’s electronic file. Paper copies need only be kept for Court documents.
Juvenile Record Retention and Destruction
All Juvenile files may be destroyed five years after termination of Juvenile court jurisdiction over the minor
(WIC 826). All documents related to minors in an institution including booking sheets, school information,
interview, investigations and court reports may be destroyed five years after jurisdiction of juvenile court
termination over the minor (WIC 826).
As of 12/7/07, any Juvenile file will remain as a separate record from the adult file. Juvenile files will remain
in the AJC file room until five years after jurisdiction of juvenile court termination over the minor (WIC 826).
At that time they will be destroyed, even if an adult file exists for the minor.
Adult Record Retention and Destruction
All Adult case paper files are to be destroyed five years after the termination of probation jurisdiction (PC
1203.10). When an adult defendant is sentenced to prison (CDCR or Federal) after having been on formal
probation, the paper file will be kept for 10 years from the date of the prison sentence. If the defendant was
sentenced to prison after Probation produced a Court report, 1203c, or CTS memo, the paper file can be
destroyed 5 years after the date of sentencing.
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The file of any Adult released to Probation as a Post Release Community Supervision Offender per AB 109,
will be held for 10 years after the termination of community supervision.
Any Adult file that involved a 290 PC registration will be kept for 20 years from the completion of probation.
Procedure for File Destruction
When a file is determined to be eligible for destruction, the file will be checked by the Administrative
Supervisor or their designate. The file will be checked to ensure all necessary information is available in the
electronic file, and make any additions or notations needed prior to destroying the physical file.
Special Circumstance Record Retention and Destruction
Any record known to relate to a threatened or pending litigation whether civil, criminal, or administrative may
be destroyed on the year after the final conclusion of the litigation, unless a longer retention period applies.
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The following Release of Firearms Procedure shall be utilized when a firearm is confiscated and stored in the
Placer County Probation Department Armory.
1.

Prior to taking the weapon into evidence, the probation officer shall contact probation Adult Supervision
Clerk (916-543-7406 or PCSO dispatch (530-889-7800), requesting a record check on the weapon to
ensure it is not stolen (per Collection and Storage of Evidence Policy 7.420).

2.

The firearm, make, model, and serial number shall be listed on the Placer County Sheriff’s
Department Property Record form. The confiscated firearms checklist shall be completed and given to
the clerical support staff for entry into AFS.

3.

To release the weapon, the probation officer contacts the District Attorney assigned to the case and
obtains written permission to release the weapon.

4.

Effective January 1, 2015, the owner of the firearm must complete the LEGR (Law Enforcement Gun
Release) application and submit it to the Department of Justice. The owner will receive an approval
or denial letter. The approval letter will contain a gold seal and is valid for 30 days from the date of
issue. This letter must be presented before release of the weapon to the owner.

5.

A record check will be made on the weapon to determine ownership and background check on the gun
owner to check prohibited status, restraining orders and wants before release of the firearm. *Do not
release any firearms to prohibited persons even with a court order (33870 (a) PC).

6.

The owner signs the back of the Property Record Placer County Sheriff's Department form.
a.
Photocopy the driver’s license – attach to Property Record form.
b.
Manager signs the Property Record form.
c.
Release weapon to owner.

7.

Give all paperwork to the Executive Secretary.
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Placer Probation Department Information Systems Incident Response Plan
This document discusses the steps taken during a Placer County Probation Department Information Systems
Incident.
1. The person who discovers the incident shall immediately notify his/her supervisor. The supervisor
shall immediately notify Probation IT.
2. The Probation Department IT staff member who discovers or receives the information shall inform the
appropriate Placer County Criminal Justice System IT and/or Placer County IT staff as appropriate and
log the following information:
a. The name and contact information of the person discovering the incident.
b. Date and time of the discovery.
c. The nature of the incident.
d. The equipment or persons that were involved.
e. Location of equipment or persons involved.
f. How the incident was detected.
3. Probation IT working with the appropriate Placer County IT and/or Criminal Justice IT staff shall
determine:
a. Is the incident real or perceived?
b. Is the incident still in progress?
c. If the affected system is business critical.
d. The severity of the potential impact.
e. Name of system being targeted, along with operating system, IP address, and location.
f. IP address and any information about the origin of the attack.
g. If the incident will be quickly contained.
h. Will the response alert the attacker and is it relevant?
i. Type of incident (e.g. virus, rom, intrusion, abuse, damage).
j. Any other information the staff member deems appropriate.
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4. If the incident is deemed critical or serious:
a. The Chief Probation Officer will be notified by the chain of command. Additional notifications
may be required at the discretion of the Chief Probation Officer, the Placer County Deputy
Director of Information Technology, other Criminal Justice System Department heads or their
designees. Additional appropriate and back-up personnel and designated managers may also
need to be contacted, e.g. Agency CLETS Coordinators (ACC), Other Criminal Justice
Department IT Staff, and/or Placer County IT Staff.
b. Personnel will use forensic techniques, including reviewing system logs, looking for gaps in
logs, reviewing intrusion detection logs, and interviewing witnesses and the incident victim to
determine how the incident was caused. Only authorized personnel should be performing
interviews or examining evidence, and the authorized personnel may vary by situation.
c. Evidence Preservation – Make copies of logs, email, and other communication. Keep lists of
witnesses. Keep evidence as dictated by document retention policy to complete prosecution
and any appeal.
5. Personnel will restore the affected system(s) to the uninfected state. They may do any or more of the
following:
a. Re-install the affected system(s) from scratch and restore data from backups if necessary.
Preserve evidence before doing this.
b. Insure users change passwords.
c. Be sure the system has been hardened by turning off or uninstalling unused services.
d. Be sure the system is fully patched.
e. Be sure real time virus protection and intrusion detection is running.
f. Be sure the system is logging the correct events and to the proper level.
6. The following shall be documented by the Probation Department’s senior IT staff member working
with the Department’s CLETS Coordinator:
a. How the incident was discovered.
b. The category of the incident.
c. How the incident occurred, whether through email, firewall, etc.
d. Where the attack came from, such as IP address and other related information about the
attacker.
e. What the response plan was.
f. Whether the response was effective.
g. Upon conclusion of the incident, the responsibility for documenting and reporting information
system security issues lays with the Agency CLETS Coordinator.
7. Notify proper external agencies – Notify PCSO and other appropriate agencies to determine if
prosecution of the intruder is possible.
a. Department of Justice Command Center 916.227.3244, FBI and other local, state and/or federal
law enforcement agencies.
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8. Assess
damage and cost – assess the damage to the organization and estimate both the damage cost and the
cost of the containment efforts. Determine if there was any loss of PII or CJIS information to
determine if any notifications are required or advised. Act to provide notifications as indicated.
9. Review response and update policies – plan and take preventative steps to better prevent the intrusion
from happening again.
a. Consider whether an additional policy could have prevented the intrusion.
b. Consider whether a procedure or policy was not followed which allowed the intrusion, and then
consider what could be changed to ensure that the procedure or policy is followed in the future.
c. Was the incident response appropriate? How could it be improved?
d. Was every appropriate party informed in a timely manner?
e. Were the incident-response procedures detailed and did they cover the entire situation? How
can they be improved?
f. Have changes been made to prevent a re-infection? Have all systems been patched, systems
locked down, passwords changed, anti-virus updated, email policies set, etc.?
g. Have changes been made to prevent a new and similar infection?
h. Should any security policies be updated?
i. What lessons have been learned from this experience?
j. The results of the post information system security incident review will be formalized as a
document.

_____________________________
Chief Probation Officer

________________
Date

_____________________________
Probation IT Manager

________________
Date

_____________________________
Agency CLETS Coordinator (ACC)

________________
Date
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Occasionally the District Attorney’s Office will issue a subpoena when a probation officer is needed to appear
in Court. Upon receipt of such subpoena and within the proper time frame notice (at least five [5] working
days), the officer will make all necessary arrangements to appear immediately when summoned by the
respective County Clerk.
With regard to any court appearances outside the officer’s duty station locale, the District Attorney’s Office
will make every effort to identify a specific time frame for the officer’s appearance.
Whenever any probation staff receives a Subpoena, or request for records – it shall immediately be given to
the appropriate Probation Manager or Supervisor. If it is determined that the subpoena is pursuant to a civil
matter, it is to be routed immediately to County Counsel. If the subpoena involves a non-pending criminal
matter, it is to be routed immediately to County Counsel. If the subpoena is pursuant to a pending criminal
matter, it is to be routed immediately to the District Attorney’s Office. The District Attorney’s Office may file
a request with the Court for an ‘in camera’ hearing. If the Court determines the disclosure is appropriate, the
Probation Department shall provide a copy of the information to the District Attorney’s Office who will
provide the information to the attorney of record.
Whenever any probation staff receives a Subpoena Duces Tecum, the following procedure is in place pursuant
to Rule 40.5:
DISCOVERY OF PLACER COUNTY PROBATION DEPARTMENT FILES
Rule 40.5 is adopted in compliance with Penal Code section 1203.10 and County of Placer v. Superior Court
(Stoner) (2005) 130 Cal.App.4th 807, to define the process used to discover non-confidential contents of a
defendant’s criminal case file maintained by the Placer County Probation Department.
A. A defendant shall have the right to discover the non-confidential portions of his or her criminal
case file(s) maintained by the Placer County Probation Department under the following
circumstances:
1.

The defendant must be pending either new criminal charges or a violation of probation.

2.

The procedures in this rule apply only to the discovery of adult criminal files. The
procedure for discovery of juvenile case files will be as defined in Welfare and
Institutions Code section 827.
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The procedures in this rule apply only to the discovery of the defendant’s personal
file(s). Discovery of files of other persons shall be governed by traditional rules and
procedures.

The defendant and probation department are to observe the following procedure:
1.

The request to review a file shall be initiated by the defendant. The request may be
informal, but shall reasonably identify the information being sought.

2.

The probation department will have three days to review the file to determine whether
any of the requested information is confidential to the defendant and should not be
disclosed.

3.

The file(s) will be made available for review at the offices of the Placer County
Probation Department, unless otherwise agreed by the parties.

4.

The probation department will copy any non-confidential portions of the file(s) as
requested by the defendant. The defendant shall pay for the copies at the rate
authorized by Placer County code.

5.

If the probation department determines that any portion of a file is confidential, the
defendant shall be advised of the general nature of the information being withheld and
the basis for considering it confidential. If the defendant wishes to contest the claim of
confidentiality, the defendant must calendar a formal discovery motion with the court.
The court will conduct an in camera review of the documents at issue to determine
whether they are within the scope of the request for discovery and whether they are
confidential. The court will have the discretion to determine what documentation
should be released and whether the release should be subject to a protective order. If
either the probation department or the defendant disagrees with the court’s decision,
such party may seek appropriate appellate review.

Nothing in this rule shall be construed to limit the obligation of the Placer County Probation
Department to disclose material that is exculpatory in nature. (Brady v.Maryland (1963) 373
U.S. 83.)
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May 9, 2017
REVIEWED: May 9, 2017

INDEX

Purpose:
To receive information from county departments, probation administration, supervisory personnel, etc.
1.

All Probation Department employees will access the “Placer County Enterprise Network” using their
own Password and network accounts no less than one (1) time per week while on duty.

2.

When the Network application states, “Your network password will expire in X days. Change
password now” – you will immediately choose “Yes” and assign a new password consisting of at least
eight characters which includes at least one number and one special character. You can only use the
same password once during a twelve (12) month period. You are the only person who knows this
password; therefore, it is your responsibility to remember this identifier. For security purposes, all
passwords are to be remembered and are NOT to be written down.

3.

When leaving your workstation unattended, you must lock, log out or shut down your workstation. To
lock or log out your workstation, key Control/Alt/Delete and mouse-click either “Lock This
Computer” or “Log Off”. Alternatively, you may click the “start” or “Office” button and choosing
“log off”, “shut down” or “lock” your computer.

4.

Email attachments, such as Word documents, Excel spreadsheets, hyperlinks to unknown web sites,
and any executable files (.exe), from unknown sources are not to be clicked on or opened. Such
attachments may contain harmful viruses which can infect that workstation or the Placer County
Enterprise Network.

5.

The Department’s electronic in/out-of-office application, Out’n About, shall be maintained by each
employee with the employees’ current user information which includes all contact information (Phone,
work location, etc.). Out’n About shall be updated with the employee’s current work location and how
they may be contacted when out of the office while on duty. Employees shall update their Out’n
About status to reflect when they will return if out of the office while off duty.
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SECURE HANDLING AND
DESTROYING MEDIA

EFFECTIVE: August 29, 2017
REVISED:
February 4, 2020
REVIEWED: February 4, 2020
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Procedure
Physical media no longer in use will be destroyed. Destruction will be performed or witnessed by an
authorized Placer County Probation IT staff. Physical media includes hard disk drives, portable media drives,
backup tape and other similar devices. Physical destruction will be accomplished by crushing, drilling, and or
incinerating. When the physical destruction is not feasible physical media will be overwritten three times with
approved DOD data destruction software.
Probation IT staff receive authorization to perform these assignments by the Chief Probation Officer, Assistant
Chief Probation Officer or Administrative & Fiscal Operations Manager.
Destruction or sanitization of all media will be documented by authorized Probation IT staff prior to transfer
or disposal.
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REVISED:
May 9, 2017
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Communication equipment is provided by the department for the purpose of conducting business activities.
Communication equipment includes fax, cell phone, computers, e-mail, and Internet services. The equipment
is not personal equipment for employees to conduct activities other than those relating to business issues.
On occasion, employees may encounter some type of emergency, urgent family matter, and other situations
that will required the use of a telephone. Therefore, a personal cell phone should be your first choice to place
a personal call. An office phone may be used for those situations where no other communication device is
available. Calls other than those mentioned above are considered unauthorized.
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SPECIAL OPERATIONS POLICIES

SUBJECT: MOBILE DATA COMPUTER/
RADIO COMMUNICATIONS
EFFECTIVE: March 1, 2016
REVISED:
May 24, 2021
REVIEWED: May 24, 2021

INDEX

POLICY:

To utilize hand-held/vehicle radios and Mobile Data Computers (MDC’s) as the methods of
creating probation contacts, status changes and administrative messages.

PURPOSE:

To establish procedures for the use of Mobile Data Computers (MDC’s) and radio
communications.

Every field contact is potentially dangerous; therefore, Dispatch must be advised of the Officer’s location.
PROCEDURE
GENERAL
1. When in the field, all Probation Officers shall carry a hand-held radio on their person. Probation
Officers assigned to field units shall utilize the MDC to fulfill their assigned mission unless exempted
by their Supervisor. If an MDC becomes inoperative, the Officer shall exchange the MDC as soon as
practical and notify their Senior/Supervisor. The inoperative MDC should be provided to IT as soon as
possible. Further, the Officer shall revert to voice communication via vehicle or hand-held radio with
dispatch until they procure another operable MDC.
2. When making contacts outside of Placer County, you must contact the local law enforcement agency in
the jurisdiction you are conducting field work and notify them of each contact. Be prepared to provide
your information to include your vehicle description and contact numbers, offenders name and address,
and any additional information requested.
3. MDC’s shall be the primary means of non-emergency communication between dispatchers and
Probation Officers. Most administrative functions should be handled by MDC’s, such as:
a. Going in service.
b. Unit status changes.
c. Creating probation contacts.
d. Clearing probation contacts.
e. Sending administrative or sensitive information through a secure and non-public means.
4. Officers shall comply with 23123.5 of the California Vehicle Code, regarding hands free and safe
driving. When two Officers occupy a vehicle, the passenger shall operate the MDC.
5. Officers are reminded that the MDC is a sensitive electronic instrument and any misuse could result in
damage. With this in mind, officers shall not change operating system settings or MDC configuration
files; or attempt any MDC equipment modifications or repairs.
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6. Only personnel trained in the proper use of MDC’s and identified as an authorized user will operate an
MDC.
SECURITY
1. The use of MDC’s, hand-held radios, and vehicle radios are limited to official department business. All
MDC messages will be subject to review by supervisors and a potential subpoena for court action.
2. MDC information shall be considered confidential and will not be released to the public. Officers must
also take actions to prevent the viewing of confidential data by unauthorized persons.
3. Officers shall secure the vehicle and MDC at all times to preclude unauthorized use or tampering of
equipment.
4. Unofficial and unprofessional MDC and radio transmissions may result in disciplinary actions.
5. Officers shall not request Department of Justice rap sheets be routed to their MDC’s or make any
Department of Justice rap sheet requests on the MDC. CLETS Rules and Regulations that govern to
Less Than Full Access Operators apply to all MDC use.
DISPATCHING AND BROADCASTS
1. Radio communications are governed by policies and procedures established by the FBI and California
Department of Justice (DOJ) to protect Criminal Justice Information (CJI) and Personally Identifying
Information (PII). PII is defined as an individual’s first name or first initial and last name, combined
with any one or more specific data elements. Only enough information to complete the request should
be provided over the radio (Refer to Appendix A- Placer County Sheriff Office Unencrypted Radio
Communications Policy.)
2. Information pertaining to field emergencies and safety shall be voiced via a hand-held or vehicle radio.
3. Officers should voice transmit all subject stops. Stops can be cleared by radio or MDC, if equipped.
4. All Officers shall demonstrate proficient use of the hand-held radio. (Refer to Appendix B).
USE OF MDC’s
1. All officers will be required to log on to a MDC prior to any field contacts using their issued passcode.
Using another employee’s pass code is subject to disciplinary action.
2. In the “comment” section, type your contact phone number and then list your portable radio number,
vehicle number, and any other equipment you have such as a PAS device, etc.
3. Create probation contacts, clear calls, update unit status, and give dispositions by MDC.
4. When creating an “on view” probation contact, Officers shall enter the name and date of birth of the
probationer being contacted in the comments field of the call.
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POINT-TO-POINT MESSAGES
PURPOSE:

To establish procedures for the correct use of point-to-point messages.

POLICY:

To comply with all existing laws and regulations regarding the use of computer systems when
using the point-to-point message capability of the Integrated Public Safety System. This is
includes, but not limited to County of Placer Information Technology Acceptable Use Policy.

PROCEDURE
A. GENERAL
1. The point-to-point capability may be used to send a MDC message from one terminal to any other
terminal or group of terminals within the computer system.
2. Officers shall not commit any negligent, malicious, or criminal act in their use of terminals.
3. Point-to-point messages:
a. Shall contain work-related material ONLY. Messages containing non-work related
communications, personal communications and/or sexual, racial, degrading, harassing or
suggestive remarks are NOT acceptable and subjects the originating employee to disciplinary
action.
b. Shall NOT contain profanity, rude or derogatory information.
4. MDC’s are monitored and must conform to the guidelines set by the Federal Communications
Commission to regulate radio traffic and licensing.
5. MDC transmissions are recorded and become history in the computer log tapes and may be retrieved at
a future date. There is no reasonable right to privacy to the employee while in use.
6. MDC’s may become part of official court records when included in a computer search of specific times
needed for court cases.
B. SPECIFIC
1. Appropriate CAD commands and/or function keys should be used in lieu of the point-to-point
message. (Please refer to Appendix C).
C. AUDITING
1. A Supervisor as directed by the Unit Manager may conduct audits. Any requests for audits shall be
directed to the Unit Manager.
2. The Supervisor conducting audits shall request computer runs from the CAD Administrator specifying
the dates, and times to be audited.
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3. Audit Responsibility
a. The Auditing Supervisor shall evaluate questionable point-to-point messages and refer them to the
appropriate level for necessary action.
b. Any inappropriate use of CLETS shall be referred to the Unit Manager for review.

Appendix A: Placer County Sheriff’s Office
Field Operation No. 5-07
TITLE:

UNENCRYPTED RADIO COMMUNICATIONS

EFFECTIVE:

01/01/2021

POLICY:

Placer County Sheriff’s Office employees will comply with all laws related to protecting
personally identifying information while communicating on departmental radio frequencies.

I.

PURPOSE
Radio Communications are governed by policies and procedures established by the FBI and California DOJ to
protect Criminal Justice Information (CJI) and Personally Identifying Information (PII). These polices limit the
amounts and types of information that can be broadcast over unencrypted radio channels.

II.

PROCEDURE

A.

California statute defines PII as an individual’s first name or first initial and last name, in
combination with any one or more specific data elements. See table below for combination which
will result in the release of PII.
Data elements:
Last name AND First name
OR
Last name AND First initial

B.

+

Driver license (DL) number
Identification (ID) card number
Social Security Number
Passport Number
Military ID Number
Other government-issued documents

The most common data elements encountered during dispatch operations include a DL number
and ID number.
To ensure PII and CJI are not inadvertently broadcast over the radio, the following procedures
shall be adhered to when communicating on departmental radio frequencies without encryption:
a. To ensure protection of PII, only enough information to complete the request should be
provided over the radio in a single, continuous transmission. Any additional information
should be relayed in a separate transmission or sent via the unit’s mobile computer.
b. Additional information, such as address and physical descriptors, should only be provided
when requested through a separate transmission or relayed via MDC or phone.
c. At no time will Criminal History be released over the radio.

C. Procedures for dispatchers and field units for registration and wants checks on vehicles, guns, or
property, typically are not affected. Information within these California Law Enforcement
Telecommunications System returns do not contain PII and is not CJI, by definition, if PII is not
included.
D. When querying a subject by name and DOB via radio transmission, the deputy should give Last
name, First name, DOB, and state (if outside California). When using this combination, the deputy
shall not include a DL/ID number or any listed data elements.

E. When dispatch provides the return or confirmation on a subject by name and DOB, the dispatcher
shall not include a DL/ID number in the same transmission. If a DL number is provided to the
deputy, it shall only include the last name associated.
F. When querying a subject by DL/ID number, the deputy should provide the DL number and last
name of the subject only. When using this combination, the deputy shall not include first name
and/or first initial.
G. The dispatcher providing the return on this query will only provide the last name, first name, or
first initial, to ensure the correct return and the status of the DL if requested. The dispatcher will
not provide the DL/ID number in the same transmission.
H. If a deputy or public safety is in jeopardy, only enough information should be broadcast to aid in
identifying and/or locating a potential suspect. Once the suspect is apprehended, dispatchers and
field units should be cognizant of CJI and PII broadcast imitations.

Appendix B:
A. Operation of the radio
1.The officer will demonstrate the mechanical operation of the radio including:
a. On-off
b. Changing channels
c. Volume adjustment
d. Turning the radio panel lights on-off
2. The officer will demonstrate the mechanical operation of the portable radio.
3. The officer will demonstrate the proper way to broadcast over the radio and portable:
a. Think out the broadcast before transmitting so as to be clear and concise
b. Be alert to other broadcasts so as to not cover traffic
c. Key the microphone and pause for one-second (avoid clipping initial part of
broadcast)
d. Identify by call sign before continuing with broadcast
e. Speak directly into microphone with mouth about 2-3” away
f. Speak at normal conversation level at a speed of 100-120 words per minute.
B. Radio channels
1. The officer shall describe the basic uses of the following radio channels:
a. Primary channels: DISP 1, DISP 2, DISP 3, DISP 4, DISP ENC, as well as AUB PD,
NCSO West, RKLN PD, LINC PD, and AUB JAIL.
b. Additional channels, such as RP 1, RP TAC, SSD, and SAC PD
C. Radio codes/phonetic alphabet
1. During all phases of training, the officer will use the appropriate codes and phonetic alphabet for all
radio broadcasts.
D. Code 4/ Code 4 “Adam/ 10-35/ 11-99

1. The officer will demonstrate the proper use of “Code 4” on calls.
2. Code 4” means no further assistance needed. A patrol unit may, however, advise “Code 4” and
request additional units for specific purposes (i.e. transportation of prisoners). “Code 4. I need
one unit for transport.”
3. “Code-4 Adam” means the stop or situation is essentially stable; however, the officer would
like a second unit for cover.
4. The officer will be aware that he is not to respond to a scene or traffic stop where a unit has
advised “Code 4.”
5. The officer will describe the difference between 10-35 and 11-99.
a. “10-35” (request back-up)
b. “11-99” (the officer is facing a life and death situation – Code 3 response)
E. Broadcasting description of suspect, vehicle and direction of travel
1. Order of broadcast upon arrival at scene:
a.Vehicle description - plate or partial plate if known
b.Direction of travel
c.Time element
d.Possible destinations (when witness or officer knows where suspect lives or is likely to go)
e.Suspect name and description
i.
Name

ii.
iii.
iv.
v.
vi.
vii.

Gender, Race, Adult or Juvenile (example: WMA- White Male Adult or HFJ- Hispanic
Female Juvenile)
Approximate age
Height, weight, stature or build
Hair color and style or length
Clothing (in order of head to toe, hat, jacket, shirt, pants, shoes)
Weapons or other items in possession and other Officer Safety relevant information.

Appendix C:
1. Examples of acceptable point-to-point messages include, but are not limited to:
a. “Am I clear Code 7”
b. “Is the 10-28/10-29 system down”
c. “Is Detective Jones working tonight?”
2. Examples of unacceptable point-to-point messages include, but are not limited to:
a. Personal messages
b. Non-work related messages
3. The “OV” (On-view) function key of the MDC or voice communication shall be used for self-initiated
incidents. Point-to-point messages shall not be used to:
a. Initiate calls for service. Example:
(1)
“10-7 County Garage for vehicle maintenance”
(2)
“10-97 at 11460 A Avenue for attempt warrant service”
(3)
“I’ll be out on a 415 at Galena/Quartz”
b. Make location changes, status changes or supplement calls. Examples include, but are not
limited to:
(1)
“En-route SRMC” Use change unit location function key
(2)
“Back unit ID on incident #2345” (use voice or add unit function key)
“Suspect is a WMA, 5’10”/170, brown/blue”
4. When creating a call for a planned arrest, Officers shall use “11-3AR” as the call type
5. When creating a call to serve a warrant, Officers shall use “WARRANT” as the call type
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General Statement
The primary mission of the Placer County Probation Department is to protect the public interest and
safety. As a public protection agency, the Probation Department has a responsibility to effectively
and accurately communicate its policies, procedures, and operational goals to the general public.
Policy
It is the policy of the Placer County Probation Department that all requests for information or communication
with members of the media are to be immediately conveyed to either the Chief Probation Officer or Assistant
Chief Probation Officer. The Chief Probation Officer or the Assistant Chief Probation Officer will coordinate
all requests for information from the media and may designate a specific individual to respond to the media.
No member of the department shall respond to requests for information by representatives of the media
without prior authorization from the Chief or Assistant Chief Probation Officer to do so.
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SPECIAL EVENTS

EFFECTIVE: January 1, 1999
REVISED:
July 18, 2017
REVIEWED: July 18, 2017
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Introduction
The Probation Department may be involved in occasional events as follows:




Special Events: These will usually be community events such as fairs, car shows, concerts, or other
activities involving public attendance. Normally, a request will be made by a city Police Department
or the Sheriff’s Office for us to assist in providing support at the event.
Community Engagement: These are events such as Neighborhood Watch Meetings, Story Time,
Coffee with a Cop, National Night Out, etc.



Special Operations: This will typically be a multi-agency operation targeting a specific type of
offender i.e., drug, auto theft, etc. normally coordinated by a law enforcement agency. Our
department’s involvement is to provide assistance during operations to include monitoring the terms
and conditions of supervision.



Case Management Operations: This type of operation is organized within the department to provide
special enforcement focused on offenders meeting selected criteria, as an extension of normal caseload
management. This could be offenders living in a defined geographic area, on supervision for the same
class of crime, having the same term of probation, being on the same caseload, etc. The operation will
involve two or more probation officers and could include officers from outside agencies at our
invitation.

When a request is received from an outside agency for our assistance in a special event or operation, the
request will be documented and routed to the appropriate Division Manager utilizing the chain of command.
The request shall include the following:







Name of the agency making the request.
Name of the agency representative making the request.
Description of the event.
Dates and hours of the event.
Staffing requirements.
Whether all staff need to be armed.

Our goals while participating in special events/operations are to assist in identifying offenders who may pose a
problem and providing security assistance. Officers assigned have the opportunity to enhance a cooperative
working relationship with other law enforcement agencies and promote the Probation Department in a positive
manner in the community.
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At all times, appearance and demeanor is to reflect the high standards of our department. For instance, when
working, officers are to refrain from smoking, eating, consuming beverages, etc. in public view. These
activities should be reserved for break periods.
Selection
The Chief Probation Officer will assign a probation manager to be in charge of selecting staff for participation
and administering duty shifts for special events or special operations.
The manager will send an email to officers requesting volunteers for the event/operation. Volunteering does
not guarantee participation. If an insufficient number of staff volunteer, the manager may assign staff for
participation or decrease the number of staff participating upon consultation with the Chief Probation Officer.
Effort will be made to rotate staff participation.
Once the assignment schedule has been completed, a copy will be provided to the Chief Probation Officer via
the chain of command. There will be no rearranging or trading of shifts/schedules except by the approval of
the probation manager assigned to the event/operation.
Duties
Shift supervisors or seniors are responsible for arranging a meeting place for all participants on his/her shift
and will ensure that all participating officers are properly equipped and attired. They shall review all
paperwork and reports, arrange debriefing as necessary and report to the manager.
Eligibility
The manager will attempt to assign a minimum of one senior deputy to each shift. A probation officer II may
be assigned as an acting supervisor/lead officer if a senior deputy probation officer is not available. Any
probation officer may participate provided they have completed CORE and 832PC.
If the request for participation is for armed officers, only those officers currently proficient and in compliance
with all department required training shall be utilized for the event/operation.
Arming/Equipment
All participating armed officers shall be armed with approved duty weapons and shall comply with
Administrative Manual Sections 4.800, Departmental Issued Equipment and Clothing and 7.600, Dress
Standards.
Special events usually involve large crowds in restricted areas. Therefore, armed officers should be fully
aware of the need to take focused care in weapon retention and the risk of collateral injury if deadly force is
used in such conditions.
All probation officers shall, as a safety issue, wear their vest at all times while on duty in the field.
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General Statement
Personal appearance and dress of Probation Department employees shall project a positive and professional
image to the public and is expected to be compatible with assigned duties and responsibilities. The uniform
and dress standards for employees will consist of a general uniform, business casual attire and business
professional attire. The uniform shall be the primary dress for employees receiving the uniform allowance.
However, there may be circumstances where business casual or business professional attire would be more
appropriate such as individual assignments, meetings and court appearances. Management staff not receiving
the uniform allowance shall comply with the minimum standards set forth in the policy. The dress code shall
remain in effect unless otherwise modified by the Chief Probation Officer.

Uniform Allowance
Pursuant to the 2017 Placer County/PPEO Labor Negotiations contract, the following non-sworn Probation
Department classifications will receive an annual uniform allowance in the amount of $750, Administrative
Clerical, Administrative Legal Clerical, Accounting Clerical, Staff Services Analyst, Probation Assistant and
Information Technology support staff. Further, Deputy Probation Officers- Field and Institutions will receive
a uniform allowance in the amount of $1065 per year. Therefore, employees are responsible for purchasing
clothing, jackets and footwear that are within compliance of this policy. The department will bear the cost of
safety equipment for sworn officers. The distribution of the uniform allowance will be included in bi-weekly
compensation in accordance with procedures established by the Auditor Controller’s Office.

Authorized Clothing List
The Chief Probation Officer may authorize review of the authorized clothing list as needed. When revisions
are made, this list shall be submitted to the Chief Probation Officer for final approval. The approved list will
be provided to the department-authorized vendor, and only that clothing on the authorized list can have the
department logo/insignia or department identification applied.
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SWORN STAFF STANDARD UNIFORM AND DRESS CODE
The dress standard for sworn staff is the uniform.
1. Primary Uniform
a. Shirt- the uniform shirt shall be a short/long sleeve tactical variety polo shirt bearing the
department authorized insignia/logo. Shirts may also bear the officer’s name. The shirt color shall
be royal blue, burgundy, black, gray or white. Undershirts, if worn, shall be the same color as the
outer shirt.
b. T-Shirt- the uniform T-shirt shall be a short/long sleeve with a department authorized insignia/logo
on the chest and sleeves. Long sleeve shirts will also have “Probation” on the sleeves. The T-shirt
will be worn under the ballistic vest, in MAB training or during active/physical training.
c. Pant- the uniform pant shall be a tactical variety. Pant color shall be black, brown, gray, blue,
green or khaki.
d. Shoes/Boots- shall be of a sturdy variety, neutral in color and not open toe.
e. Hats- shall be either black baseball or beanie style with the Probation Department insignia/logo.
Hats shall only be worn when performing field operations and needed to protect from the elements.
f. Field Jacket- shall be black Galls® Heavyweight Duty Jackets with the Probation Department
insignia/logo and placard reading, “PROBATION”. Jackets may bear the officers’ name.
g. Jacket- shall be professional and appropriate in color and may bear the department insignia/logo.
2. Business Casual
a. Shirt- shall include a short/long sleeve royal blue, burgundy, black, gray or white tactical variety
polo shirt bearing the department insignia/logo, button down shirts, polo shirts or blouses.
b. Pant- shall include dress slacks or khakis style pants or dress/skirt.
c. Jacket- shall be professional and appropriate in color and style for business casual attire.
d. Shoes/Boots- shall be of a sturdy variety, professional and appropriate in color, not open toe and
be appropriate for business casual attire.
3. Business Professional
a. Shirt- shall include a button down shirt, tie or blouse.
b. Pant- shall include dress slacks, dress/skirt.
c. Jacket- shall include suit or sport coat.
d. Shoes/Boots- shall be of a sturdy variety, neutral in color, not open toe and appropriate for business
professional attire.
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NON-SWORN STAFF STANDARD UNIFORM AND DRESS CODE
The dress standard for non-sworn staff is the uniform.
1. Primary Uniform
a. Shirt- the uniform shirt shall be a short/long sleeve tactical variety polo shirt bearing the
department authorized insignia/logo. Shirts may also bear the employee’s name. The shirt color
shall be royal blue, burgundy, black, white or gray. Undershirts, if worn, shall be the same color of
the outer shirt.
b. Pant - pant color shall be black, brown, gray, blue, green or khaki.
c. Shoes/Boots- shall be of a sturdy variety, neutral in color and not open toe.
d. Jacket/Sweater- shall be professional and appropriate in color and may bear the department
insignia/logo.
2. Business Casual
a. Shirt- shall include a short/long sleeve royal blue, burgundy, black, white or gray tactical variety
polo shirt bearing the department insignia/logo or the county approved Placer logo, button down
shirts, polo shirts or blouses.
b. Pant- shall include dress slacks, khakis style pants or dress/skirt.
c. Shoes/Boots- shall be of a sturdy variety, neutral in color, not open toe and be appropriate for
business casual attire.
d. Jacket/Sweater- shall be appropriate for business casual attire.
3. Business Professional
a.
b.
c.
d.

Shirt- shall include a button down shirt, tie or blouse.
Pant- shall include dress slacks or dress/skirt.
Jacket- shall include suit or sport coat.
Shoes/Boots- shall be of a sturdy variety, neutral in color, not open toe and appropriate for business
professional attire.

“Tactical variety” as used in this section refers to shirts, pants and belts either specifically marketed as
“tactical” by the manufacture or those shirts, pants and belts traditionally sold by “tactical” clothing providers
and marketed to law enforcement, military or public safety professionals.
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CONFERENCES/PLACEMENT VISITS/PROFESSIONAL MEETINGS/TRAININGS:
Dress for conferences, placement visits, professional meetings and/or trainings shall meet this section of this
policy unless an alternative dress is called for. Any questions as to appropriate attire, please speak with your
supervisor or manager.
Minimum Standards
a. At no time is the following dress allowed: jeans, shorts, short pants, leggings, tights, yoga pants,
sweatpants, sweatshirts, hoodies (unless attending training and specifically authorized), t-shirts (unless
under your department issued vest cover), halter-tops, midriff tops, tank tops, tube tops, low-cut tops,
sheer tops, transparent tops, sleeveless shirts, hats (unless used as authorized in this policy), flip-flops,
sandals, slippers, clothing depicting tobacco, alcohol, bars/cantinas, drugs, political views, high soled
shoes, high heeled shoes (unless appearing in court), or any other dress deemed inappropriate,
unprofessional or unsafe by a Supervisor.
b. Staff accessories shall be in keeping with a business appropriate appearance. Dress, grooming,
hairstyle or makeup inconsistent with a professional law enforcement agency is not appropriate in the
workplace.
c. When assigned to a position or task in which professional attire should be worn (i.e., Court presenter,
attending a Board of Supervisors meeting, a formal meeting, etc.) every reasonable effort should be
made to conceal tattoos or other body art.
d. Staff shall not wear or display uniforms, badges, insignias or logos while off duty other than going to
and from work, attending department events, and when authorized to do so by their supervisor or
manager. Any public or social media display of an employee in uniform, any piece of the uniform or
equipment that bares a probation badge, patch logo without prior approval from a manager or designee
is prohibited.
e. Staff failing to adhere to the standards set forth in this policy will be subject to leaving the workplace
to change their appearance/dress on their own time. Continued problems of adherence to this standard
will result in disciplinary action pursuant to this policy and Placer County Code.
Limited/Medical Exemption
Any member of the management team may temporarily exempt an employee from the minimum dress
standard while performing a specific short-term task, for specific medical reasons, or for training that involves
physical participation.
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General Statement
The purpose of this Section is to set uniform, job-related and non-discriminatory policies for the selection of
employees of the Placer County Probation Department. The express purpose of this policy is to assure that
persons employed by this department will adhere to the highest standards of integrity, professionalism, and
community service.
In its mission statement, the employees of this department have entered into a compact with the citizens of this
community to provide public safety, Court, and Juvenile services which reflect the highest standards of
professional conduct and deep commitment to responsible, responsive, and impartial public service. This
policy shall establish the pre-employment selection standards for the department and all its personnel in the
conduct and administration of pre-employment background investigations.
Legal Authorization
California Government Code § 1031 states that each class of public employees declared by law to be peace
officers shall be of good moral character as determined by a thorough background investigation. Title 42,
United States Code § 2000et seq. and California Government Code § 12900 et. seq. establish laws for nondiscrimination in employment.
A.

Eligibility for background investigation.
Applicants declared qualified for employment with this department as a result of the
competitive examination process established by the Personnel Rules of Placer County shall
undergo a thorough and complete background investigation prior to appointment to or
employment with the department.

B.

Behavioral Standards for applicants for employment/Fair Employment.
The purpose of a pre-employment background investigation shall be to promptly, efficiently
and fairly identify those applicants who are unfit for public service or whose prior conduct is
contradictory to or incompatible with the law enforcement mission, the fair and impartial
administration of law or the provision of community service. No selection standard of the
department shall be in conflict with or contrary to the spirit or letter of fair employment laws of
the State of California or of the laws of the United States. The department enthusiastically
declares itself to be an equal opportunity employer.
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Felony Conviction/Disqualification.
No person who has ever been convicted of any offense declared by law to be a felony in this or
any other state shall be eligible for appointment to any sworn position with the department.

D.

Misdemeanor Conviction/Disqualification.
No person who has been convicted within the past four years of any criminal offense declared
by law to be a misdemeanor in this or any other state shall be eligible for appointment to any
sworn position with the department.
No person on probation (supervised or unsupervised) for any criminal conviction shall be
eligible for appointment to any sworn position with the department.
No person convicted of any of the following misdemeanor offenses shall be eligible for
appointment to a sworn position with the department:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Larceny/Theft
Assault or Battery
Indecent exposure
Annoying children
Perjury
Resisting arrest
Filing a false police report
Impersonation of a peace officer
Domestic Violence
Fraud

Any person whose conviction has been set aside pursuant to Penal Code § 1203.4a shall be
considered to have been convicted within the meaning of this section. Peace Officer applicants
whose conviction has been set aside pursuant to Penal Code § 1000.4 shall be considered to
have been convicted within the meaning of this section. Persons whose juvenile records have
been and remain sealed or expunged pursuant to Penal Code § 851.7 or 851.8 shall be deemed
never to have been convicted within the meaning of this section.
E.

Criminal Conduct.
Applicants for employment with this department whose prior conduct includes involvement in
criminal conduct as specified shall not be eligible for appointment to a sworn position with the
department. “Involvement in criminal conduct” specifically includes acts which may have
gone undetected, unreported and/or un-prosecuted.
1.
2.

As an adult, any act which would constitute a felony offense in this state committed
within the past seven years.
Any act which would constitute a misdemeanor offense in this state committed at any
time after application for employment with this department.
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Any act, as specified, committed at any time prior to or following application for
employment with the department, including:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.

F

NO.

Forcible Rape
Robbery
Possession of controlled substances for sale
Assault with a deadly weapon
Lewd Acts with a Child
Perjury
Homicide
Grand Larceny
Theft of Public Funds
Assault under color of authority
Any offense declared by law to constitute a “hate crime”
Embezzlement
Sexual Assault

Criminal Conduct/Lateral Applicants
Applicants for employment with the department who are presently employed by any public
criminal justice agency shall be required to sign a disclosure statement authorizing the
department to inquire about any admissions of criminal conduct which occurred or which may
have occurred during their employment with that agency. Upon written demand of the
department head of any such agency and consistent with this policy, the department shall fully
cooperate with any official investigation initiated by that applicant’s present employer
concerning any such admissions of criminal activity.

G.

Criminal Conduct/Outstanding Arrest Warrant(s).
No person who has an outstanding warrant for his/her arrest shall be eligible for appointment to
the department. Any peace officer of the department aware of the existence of such a warrant
shall immediately serve same.

H.

Gross Misconduct.
No person who, as an adult, has been previously dismissed from any employment or discharged
from the Armed Forces of the United States for proven acts of gross misconduct shall be
eligible for appointment with the department. “Gross Misconduct” shall include, but not be
limited to:
1.
2.
3.
4.
5.
6.
7.

Embezzlement
Willful disobedience of a lawful order
Sexual harassment
False statement to superior officers
Filing false official reports
Desertion
Assault under color of authority
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Battery against any co-worker or supervisor
Terrorist threats against any co-worker or supervisor

Dishonorable Discharge from Military Service.
No person who shall have been dishonorably discharged from the Armed Forces of the United
States shall be eligible for appointment to the department.

J.

Selective Service/Failure to Register.
No person legally required to register for Selective Service and who has failed to do so shall be
eligible for appointment to the department.

K.

Users of Illegal Drugs/Current.
No person who is a current user of illegal drugs shall be eligible for appointment to the
department. “Current” user of illegal drugs shall mean any person who has illegally used any
controlled substance (as defined in Schedules I through IV of the Uniform Controlled
Substances Act) within one year prior to application for employment with the department. All
applicants for initial employment with the department shall undergo a chemical test designed to
reveal the presence of illegal drugs.

L.

Users of Illegal Drugs/Prior.
Persons who have previously and unlawfully ingested any controlled substance(s) classified as
a hallucinogen or any other controlled substance (as defined in Scheduled I through IV of the
Uniform Controlled Substances Act) by means of injection shall not be eligible for appointment
to the department.
Person(s) who have within the past seven years and as an adult illegally possessed any
controlled substance (as defined in Schedules I through IV of the Uniform Controlled
Substances Act), excluding the simple possession of an ounce or less of marijuana, shall not be
eligible for appointment to the department.

M.

False Statement(s) on Application.
Any applicant for employment with the department who makes any knowing and deliberate
false statement or omission of material fact on any application documents for the department
shall be denied appointment. False statements include deliberately non-responsive answers and
knowing evasions of any type. Knowing and deliberate false statements or omissions of
material facts discovered on any application document at any time following appointment with
the department shall be immediately investigated and, where proven, shall be grounds for
dismissal and/or removal from office.

N.

Fraudulent Application Document(s).
Any applicant who knowingly offers or furnishes any altered or fraudulent documents(s) in
connection with his/her application for employment with the department shall be immediately
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disqualified from further consideration. Where such altered or fraudulent documents are
discovered subsequent to appointment with the department, such shall be immediately
investigated and, where proven, shall be grounds for dismissal and/or removal from office.
O.

Involuntary Separation from Employment.
Any applicant who, as an adult, has been dismissed from employment “for cause” two or more
times shall not be eligible for appointment to the department.

P.

Involuntary Separation from Employment/Exceptions.
The department may vitiate the prohibitions of Section O above, if, in the judgment of the
Appointing Authority, one or more of the “for cause” dismissals are found to be without merit.
Within the meaning of this section, “layoffs” shall not be considered as “dismissal for cause.”

Q.

Delinquency on Financial Obligations/Child Support.
Any applicant for employment with the department who is presently delinquent or in arrears for
any court-ordered child support payments shall be ineligible for appointment.

R.

Delinquency on Financial Obligation/Collections.
Any applicant for employment with the department who is presently in collection for any valid
credit obligation may not be eligible for appointment.

S.

Personal History Statement Form.
Qualified applicants shall be required to accurately, honestly and thoroughly complete the
department’s approved “Personal History Statement form.” Completed Personal History
Statement forms are deemed to become the property of the department and shall become part of
an employee’s background file.

T.

Pre-background Interview.
Each applicant for employment with the department shall be required to meet with a
background investigator prior to the commencement of any background investigation for the
express purpose of conducting an initial inquiry into the applicant’s apparent qualification and
conformity with this policy.

U.

Pre-employment Polygraph Examination.
Prior to appointment with the department, each applicant may be required to submit to a preemployment polygraph examination.
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Background Investigation/Conformity with P.O.S.T. Standards.
Pre-employment background investigations conducted by the department shall be in
compliance with the standards adopted by the California Commission on Peace Officer
Standards and Training. Such standards necessarily include an assessment of applicant
qualifications regarding such Job Dimensions or Job Traits which P.O.S.T. may have adopted
for the position(s) in question.

W.

Background Investigation Results/Notification.
Any applicant for appointment to the department who is denied employment based upon his/her
background investigation shall be informed of their right(s) to appeal such decision of the
department.

X.

1.

Applicants denied appointment based in part or in whole upon their credit history shall
be informed of that fact and shall have been furnished a copy of their own credit report
as well as their rights to appeal.

2.

Applicants denied appointment based upon their failure to meet department medical
and/or psychological standards shall be informed of that fact at the time that their
conditional offer of employment is withdrawn, as well as their rights to appeal.

3.

Applicants denied employment based upon their failure to meet department behavioral
standards shall be informed in writing of that fact, as well as their rights to appeal.

Background Investigation Results/Rights to Appeal.
Any applicant denied employment by the department based upon disqualification shall have a
right to appeal. Such request for appeal must:

Y.

1.

Be submitted to the department in writing within ten (10) business days of notification
of disqualification.

2.

Contain a succinct statement of facts as to why the applicant’s appointment is not barred
by this policy, by County Policy, by P.O.S.T. standards or as a matter of law.

Background Investigation Results/Appeal Hearing (Non-medical).
When a statement of facts submitted by an applicant denied employment by the department has
raised any reasonable doubt as to the appropriateness of that rejection, the department shall
promptly schedule an appeal hearing for which applicant/appellant must make him/herself
reasonably available. Such hearing shall consist of:
1.
2.

A hearing officer appointed by the Chief Probation Officer.
An opportunity for the applicant to present such relevant information or factual
documentation as may bear upon the questions of disqualification.
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A presentation by the department’s background investigator as to the reasons for
disqualification.

Background Investigation Results/Rights to Appeal (Medical).
Any applicant denied employment based upon their failure to meet County medical/
psychological standards may request in writing within ten (10) working days a review of the
disqualification pursuant to Section 3.08.1010 of the Placer County Code.

AA.

Background Investigation Rejection Appeal/Notification.
The hearing officer and/or Chief Probation Officer shall promptly notify each
applicant/appellant of his/her findings with regard to any appeal.

BB.

Background Investigations/Confidentiality.
Pre-employment background investigations are regarded as confidential documents pursuant to
Article 1, Section 1 of the California Constitution, Paragraph (c) and (f) of Government Code §
6254, Civil Code § 1798.38 and § 1798.40, Evidence Code § 1043, Penal Code § 832.7 and
Title 42 United States Code § 12112.

CC.

1.

The department shall safeguard this information pursuant to law and hereby restricts
access thereto to persons who have legal authority and a need to access such
information.

2.

No investigator or other department member privy to pre-employment background
information shall release, disseminate or disclose such information other than through
the chain of command, except as provided by this policy or in response to the lawful
order of any competent court.

3.

Nothing in this section shall be construed to mean that applicants are prohibited from
purchasing and receiving copies of eligible information and /or documents concerning
themselves pursuant to any legally sufficient request(s) under the California Public
Records Act.

Background Investigations/Sharing of information during official inquiries.
Except as previously described in Section F above, upon presentation and acceptance of a
valid, notarized authorization form which specifies the release of pre-employment background
information, the department may share information from its own pre-employment background
investigation(s) with another duly authorized representative of a governmental agency except
that information which, in its sole judgment, risks compromising any confidential source as
defined in California Civil Code §§ 1798.38 or 1798.40 or is contained in the investigation’s
Analysis and Conclusions pursuant to California Government Code § 6254(f).
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Prior to releasing any such information, the department shall first secure, in writing, an
approved agreement for non-disclosure from the authorized representative of the governmental
agency to whom the information is being released.
DD.

Duplication of official background investigation records/training purposes.
Except for approved training purposes and with the express permission of the Chief Probation
Officer, no department member shall remove, secret or retain any written or recorded
information gathered in any official background investigation. Any documents or written
information approved for use in official training programs of the department shall first have all
identifying information removed therefrom, and all such training materials remain the property
of the department and are subject to its control and recall.

EE.

Retention of Background Investigation Records.
The department shall maintain copies of its pre-employment background investigations for
such periods as are specified by law. No portion of any pre-employment background
investigation shall be destroyed except as provided by law.
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LOCAL RULES OF THE PLACER COUNTY SUPERIOR COURT
RULE 50.19

RELEASE OF INFORMATION

Under the provisions of Welfare & Institutions Code Section 827, the Court hereby establishes the following rule regarding
release of information in juvenile matters.
(a)

This rule is applicable to the following:

District Attorneys, County Counsel, Clerks of the Court, DHHD personnel, Adult, Child & Community
Emergency Services System Personnel (ACCESS), Probation Department personnel, Department of Social Services personnel,
members of the Systems Management, Advocacy and Resource Team (SMART), members of the School Attendance Review Board
(SARB), and law enforcement officials in this county.
(b)
The persons and agencies listed in the preceding paragraph may release any information in their possession
regarding minors to the following:
(1)

The minor

(2)

The minor’s attorney

(3)

The minor’s parents or guardians

(4)

The minor’s foster parents

(5)

All California District Attorney's Offices

(6)

The California Bureau of Identification and Investigation

(7)

All California law enforcement agencies (including all of the many types of peace
officers designated in Penal Code Sections 830, 830.1 – 830.4, 830.9)

(8)

All California school systems

(9)

All California probation departments

(10)

All California public welfare agencies

(11)

The California Youth Authority

(12)

The Department of Corrections

(13)

Authorized Court personnel

(14)

Any California Court under an Order from such Court

(15)

SMART personnel

(16)

ACCESS personnel

(17)

All personnel of the Placer County Children’s System of Care/Collaborative Services
Agencies

(18)

SARB members

(19)

Hospitals, schools, camps, job corps, ranches, group homes, youth service bureaus, and
multi-service youth and family programs (as described by the Welfare and Institutions

Code Sections 1900-2006), or placement agencies that requires the information for the
placement, treatment, or rehabilitation of the minor.

(c)

(20)

The persons entitled to the information under Vehicle Code Sections 20008-20012.

(21)

Any coroner

(22)

All federal investigative and enforcement agencies

(23)

Out-of-state law enforcement agencies that have a legitimate official interest in the
minor.

(24)

Notwithstanding the foregoing provisions, information released to persons or agencies
listed in paragraphs (1), (2), (3), (4), (8), (18), (19), and (20) shall not include
identifying information or other factual or confidential matters relating solely to minors
who are not the subject of the juvenile matter, but who are named in the information
sought to be released, unless the person seeking the disclosure of the information
obtains a specific Court Order authorizing such release upon a showing of good cause.

Any person or agency listed in Paragraph (a) may release any information in their possession
regarding minors to the following:
(1)

Any person, agency or business upon the written request of consent of the minor.

(2)

The victim, or his or her parents or guardian if the victim is a minor, or the victim’s
insurance carrier, the name and address of the minor offender and the parents of the
minor offender, any police or investigation reports, and any orders of restitution for the
purpose of pursuing enforcement of civil liability. Such information may not be
released until final disposition of the case. “Final Disposition” for the purpose of this
rule shall mean any of the following events:
Closing of the case by the Probation Department; placing the minor on informal
probation or any other summary disposition pursuant to the Welfare and Institutions
Code; the District Attorney declining to proceed with the matter in Juvenile Court; or
the Juvenile Court entering an order of dismissal, acquittal, or judgment under Welfare
and Institutions Code Section 725. the victim, or his or her parents or guardian, or the
victim’s insurance carrier, may at any time receive items of information that may be
released to the press under Paragraph (h), Section (1) of this rule. Additionally, under
Welfare and Institutions Code Section 742, the probation officer must inform the
alleged victim of a crime by letter of the final disposition of a case whenever 9a) the
victim requests such information either orally or in writing; (b) a petition has been filed
under Welfare and Institutions Code Section 602 as a result of the crime; and (c) a final
disposition has been made. The requesting victim must be informed by letter of the
final disposition, including findings and resultant orders within 60 days of final
disposition.

(d)

All information received by an authorized recipient listed in Paragraph (b) as a result of this
rule must be kept confidential by that recipient, and must not be further released except to one
or more of the other listed authorized recipients.

(e)

Requests to disseminate information to a person or agency not listed in Paragraph (b) will be
considered by the Juvenile Court on an individual basis upon the filing of a petition in
accordance with Welfare and Institutions Code, Section 827.

(f)

Concurrently with the release of information to an authorized recipient not listed above, the
releasing agency is required to furnish the recipient with a copy of Paragraphs (a), (b), (c), and
(d) of this rule.

(g)

Any person or agency listed in Paragraph (a) is authorized to release information to identifiable
potential victims or their parents or guardians that a minor constitutes a threat to their person or

property. They may release the name and description of the minor, his or her whereabouts, and
the nature of the treat toward the identifiable potential victim.
(h)

It is further ordered that the following policy be adopted with regard to the release of
information to the press relating to minor offenders:
(1)

Persons and agencies listed in Paragraph (a) may divulge (a) whether or not an arrest
has been made; (b) the offenses for which an arrest has been made; (c) the disposition of
the minor by the law enforcement agency; (d) the plan to file or not to file a petition and
the charges alleged in the petition; (e) the order of the Court to detain or not detain; (f)
the date and location of the hearing; (g) the identification of the Judge or Referee who
will hear the matter; and (h) the finding and disposition of the Court.

(2)

If a Juvenile Court case attracts press attention and reporters desire details on the
progress of the case, the inquiry will be referred immediately to the appropriate Court
Clerk who will immediately advise the Judge or Referee.

(3)

Subject to the consideration of any objection that may be raised by any party to a
Juvenile Court proceeding, members of the press generally may attend Juvenile Court
proceedings as having “a direct and legitimate interest” in the particular case or the
work of the Court pursuant to Welfare and Institutions Code, Section 676(a), provided
that the following conditions are observed:
(aa)

The name of the minor shall not be disclosed to the public.

(bb)

Unless otherwise specifically authorized by the Court, the personal and family
background of the minor, including but not limited to, the identify and street
address of family members, shall not be disclosed to the public.

(cc)

The press will not be entitled to attend juvenile proceedings if the provisions of
Welfare and Institutions Code, Section 676(b) apply.

(dd)

The limitations regarding disclosure of information obtained in Juvenile Court
proceedings imposed by Paragraphs (aa) and (bb) shall not apply to proceedings
generally open to the public under Welfare and Institutions Code, Section
676(a).

(4)

Persons or agencies listed in Paragraph (a) may not divulge a minor’s identify; however,
if the press is already aware of his or her identify, this information may be confirmed.

(5)

The press only will be allowed to take photographs of a juvenile going through the
Juvenile Court process as follows:
(aa)

In any cases wherein the minor is charged with violation listed in Welfare and
Institutions Code Section 676(a).

(bb)

In any other case wherein the juvenile and his or her parents have consented
thereto in writing.

(cc)

In no case shall photographs be taken while the Juvenile Court is in session
without the prior consent of the Juvenile Court Judge or Referee.

(dd)

In the case of extremely young children who have been found unattended and
are unable to identify themselves, the Chief Probation Officer or law
enforcement official may authorize the press to take photographs when the
intent of such photographs is to assist in identifying the child and locating the
parents.

(6)

Persons or agencies listed in Paragraph (a) may advise the press that a minor has
escaped from a juvenile institution. The name of the minor and any other relevant
descriptive information may be released in accordance with Welfare and Institutions
Code, Section 828(b).

(i)

The California Bureau of Identification and Investigation must not release any record of
detention that has been disclosed to it by virtue of this Order, unless the release also includes
full information on the disposition that followed detention.

(j)

This rule does not prohibit release of information by District Attorneys, Probation Department
personnel, or law enforcement agencies about crimes or the contents of arrest reports except
insofar as it discloses the minor’s identity. This rule does not apply to coroner’s reports.

APPENDIX INDEX

APPENDIX B
PLACER
COUNTY
ACCOUNTING EXPENDITURE ENTRY

PAS DOC
NUMBER

(CLAIM PAYMENT DOCUMENT)
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ZIP

ITEMIZED DESCRIPTION
TOTAL MILEAGE REIMBURSEMENT FROM ATTACHED
PERSONAL AUTOMOBILE MILEAGE STATEMENT:
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"I, the undersigned, state: That the above claim and the items as therein set out are true and correct; that no part thereof has been
heretofore paid, and that the amount therein is justly due, and that the same is presented within 100 days after the last item
thereof has
accrued." "I declare under penalty of perjury that the foregoing is true and correct.

Executed on ___________(Date), at _Auburn______________California.

SIGNATURE OF DECLARANT."
DISTRIBUTION: WHITE-AUDITOR
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INDEX
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DISTRIBUTION: WHITE-AUDITOR CAN-DEPT PINKEMPLOYEE

-

APPENDIX C

FILE NUMBER:
PLACER COUNTY PROBATION
SEARCH RECEIPT
DATE:
TIME:

ADDRESS:

ITEM

LOCATION WHERE FOUND

DESCRIPTION

NAME:

OFFICER

Officer’s Signature: ______________________________ Badge No.: ______________________________
PPD:255 (Revised 2/98)
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COMPLAINT OF MISCONDUCT
Information to be Completed
By Complaining Party:

Date: ______________________

Name: _________________________________________________

Phone: _____________________

Address: ______________________________________________________________________________
Name of Employee(s) Subject of Complaint: _________________________________________________
Case Name (if applicable): _______________________________________________________________
Date of Incident: _____________________

Time of Incident: _______________________________

Location of Incident : ___________________________________________________________________
Witness(es) to Incident: (Include name and phone number) _____________________________________
_____________________________________________________________________________________
Description of Complaint: (Attach separate sheet, if necessary) __________________________________
________________________________________________________________________________________________________
________________________________________________________________________________________________________
FOR DEPARTMENT USE ONLY
Date and Time Complaint Received: _____________________________________________________
Received By: _______________________________________________________________________
Staff Member Assigned to Investigate: ___________________________________________________
Investigative Findings:
_____

Complaint Unfounded

_____

Investigation Nonconclusive

_____

Actions Were Justified

_____

Investigation Supports Allegations

_____

Other: Explain _________________________________________________________
_____________________________________________________________________________________

Action Taken: _________________________________________________________________________________________
_____________________________________________________________________________________________________
Reviewed by:

_____Employee

_____Supervisor

_____Chief Probation Officer

Dist: White – Department; Yellow – Complaint File; Pink – Complainant Final; Goldenrod – Complainant
07/01/03)

PPD:387(Rev.

COMPLAINT AGAINST LAW ENFORCEMENT
ADVISORY
Pursuant to Section 148.6 of The California Penal Code:

Any law enforcement agency accepting an allegation of misconduct against a peace officer shall require the
complainant to read and sign the following advisory:
YOU HAVE THE RIGHT TO MAKE A COMPLAINT AGAINST A POLICE OFFICER (PEACE
OFFICER) FOR ANY IMPROPER POLICE (PEACE OFFICER) CONDUCT. CALIFORNIA LAW
REQUIRES THIS AGENCY TO HAVE A PROCEDURE TO INVESTIGATE CITIZENS'
COMPLAINTS. YOU HAVE A RIGHT TO A WRITTEN DESCRIPTION OF THIS PROCEDURE.
THIS AGENCY MAY FIND AFTER INVESTIGATION THAT THERE IS NOT ENOUGH
EVIDENCE TO WARRANT ACTION ON YOUR COMPLAINT; EVEN IF THAT IS THE CASE,
YOU HAVE THE RIGHT TO MAKE THE COMPLAINT AND HAVE IT INVESTIGATED IF YOU
BELIEVE AN OFFICER BEHAVED IMPROPERLY. CITIZEN COMPLAINTS AND ANY
REPORTS OR FINDINGS RELATING TO COMPLAINTS MUST BE RETAINED BY THIS
AGENCY FOR AT LEAST FIVE YEARS. IT IS AGAINST THE LAW TO MAKE A COMPLAINT
THAT YOU KNOW TO BE FALSE. IF YOU MAKE A COMPLAINT AGAINST AN OFFICER
KNOWING THAT IT IS FALSE, YOU CAN BE PROSECUTED ON A MISDEMEANOR CHARGE.

I have read and understood the above statement.
______________________________________________
Complainant

APPENDIX E
SUPERIOR COURT OF THE STATE OF CALIFORNIA
COUNTY OF PLACER
JUVENILE DIVISION
In the Matter of

___________________________,
a minor.
Date of Birth ________________.
___________________________________

)
)
)
)
)
)
)
)
_)

No. _____________________
APPLICATION FOR AN ORDER
AUTHORIZING MEDICAL TREATMENT
AND ORDER (Welf. & Inst. Code
§§ 369 and 739.)

I, the undersigned, declare as follows:
1.

I am a [ ] probation officer [ ] welfare social worker for

Placer County.
2.

The above minor was:
[ ]

Taken into temporary custody on _____________________.

[ ]

The subject of a petition filed in this court one ____________.

[ ]

Placed in the case and custody or under the supervision of the
of the probation officer/welfare director of Placer County
on __________________.

3.

The minor appears to be in need of :
[ ]

The medical care and treatment as set forth in the written recommendation
of the licensed practitioner attached to this application.

[ ]

A standing authorization order under Welf. & Inst. Code, §§ 369 (c)
and 739(c).

4.

I have had the following contact with the parent, guardian, or person
standing in loco parentis of the minor:
[ ]

I have made contact with ________________(name) who is the
_________________ (relationship) of the minor and such person
objects or is willing to consent to the requested authorization for the
following reasons:
[ ]

On __________ I advised such person that this application would be

submitted to the court.
[ ]

No contact has been made and it appears that there is no person capable
of consenting to the requested authorization for the following reason(s):
(Specify attempts to contact persons and why contact could not be made
or consent obtained.)

6.

It is requested that this court:
[ ]

Authorize the medical care and treatment set forth above.

[ ]

Enter a standing authorization order under the provisions of Welf. &
Inst. Code, §§ 369(c) and 739(c).

I declare under penalty of perjury that the foregoing is true and correct.
Executed at _________________, California, on ___________________.
____________________________
(Print name)
____________________________
(Agency)

ORDER
The court having read and considered the foregoing application, it is hereby
Ordered that:

[ ]

The performance of the requested medical, surgical, dental, or other

remedial care is authorized.
[ ]

The probation officer/welfare director, in accordance with Section 369(c) or

739(c), may authorize any medical, surgical, dental, or other remedial care for the minor,
by licensed practitioners, as may from time to time appear necessary.
Information concerning the care and treatment hereby authorized may be release
to any person or agency specified in Welf. & Inst. Code, Sections 369(e) and 739(e).
Dated: ______________________

______________________________
Judge/Referee of the Juvenile Court

APPENDIX F

PLACER COUNTY
POLICY AGAINST
WORKPLACE DISCRIMINATION, HARASSMENT & RETALIATION
PURPOSE
The purpose of this Policy is to establish the County of Placer’s commitment:
 to provide a work environment free from illegal discrimination, harassment, or retaliation for
reporting or participating in the complaint and investigation process described in this policy; and
 to define such discrimination, harassment, and retaliation, and to set forth the procedure for
investigating and resolving internal complaints of discrimination, harassment, or retaliation.
Because of the tremendous importance of maintaining a workplace free from any form of discrimination, harassment or
retaliation, this policy shall be reviewed by each supervisor or manager with his/ her personnel on an annual basis, at the
time of employee's performance evaluation.
All jobs with the County are important to the members of our community. It is critical that all employees treat all other
employees and members of the public with dignity and respect. Because of the unique circumstances present in many
County department jobs, it is the responsibility of each and every employee, supervisor, manager and elected official to
make all reasonable efforts to prevent inappropriate behavior from occurring in the workplace. The County is committed
to eliminating discrimination, harassment, and retaliation as defined in this policy. The County will take all reasonable
steps to prevent discrimination, harassment or retaliation, as defined in this policy. The County strongly encourages all
individuals to use the Complaint Procedure described in this policy to make good faith reports of potential violations.
This Policy applies to all terms and conditions of employment, including but not limited to hiring, placement,
promotion, disciplinary action, layoff, reinstatement, transfer, leave of absence, compensation and training.
POLICY

The County of Placer will not tolerate discrimination, harassment, or retaliation, as defined in this policy, of
an employee, job applicant, volunteer, or person providing services pursuant to a contract, by an employee,
supervisor, management employee, elected official, contractor or member of the public, on the basis of race,
religion, color, national origin, ancestry, disability, medical condition, marital status, pregnancy, sexual
orientation, sex, including gender, or age.
Employees, supervisors or managers found to be participating in any form of illegal discrimination, harassment, or
retaliation, as defined in this policy, against any other employee shall be subject to disciplinary action up to and
including termination from employment. Any official or person providing services to the County pursuant to a contract
and who is found to have violated this policy will be subject to appropriate sanctions.
RESPONSIBILITIES
Elected Officials: It is the responsibility of elected officials to know and follow this policy. All elected officials have
the responsibility of conducting themselves in a manner that fully conforms to this policy.
Management: It is the responsibility of management to enforce this policy, provide for training for all employees, and
to ensure that any violation of this policy brought to their attention is dealt with fairly, quickly, and impartially. All
managers also have the responsibility of conducting themselves in a manner that fully conforms to this policy.
Supervisors: It is the responsibility of all supervisors to enforce this policy, to annually review this policy with each of
their subordinate employees to ensure full understanding of this policy, and to regularly monitor the workplace to ensure

this policy is being followed. When a deviation from this policy is suspected or reported, supervisors are responsible for
reporting to management immediately. All supervisors also have the responsibility of conducting themselves in a
manner that fully conforms to this policy.
Employees: It is the responsibility of each and every employee to know and follow this policy. It is imperative that
every employee treats every other employee and person providing services pursuant to a contract with dignity and
respect. It is the responsibility of each employee to respond fully and truthfully to all questions posed during an
investigation into alleged conduct prohibited by this policy. It is the responsibility of each employee to maintain the
confidentiality of investigations conducted pursuant to this policy by not disclosing the substance of any investigatory
interview (including the questions asked and the answers given), except as directed by the department head, division
head, or Personnel Director.
Persons Providing Services Pursuant to Contract: It is the responsibility of each and every person providing services
pursuant to a contract with the County to know and follow this policy. It is imperative that every person providing
services pursuant to a County contract treats each and every employee, and other persons providing services pursuant to
a contract, with dignity and respect. It is the responsibility of each employee to respond fully and truthfully to all
questions posed during an investigation into alleged conduct prohibited by this policy. It is the responsibility of each
employee to maintain the confidentiality of investigations conducted pursuant to this policy by not disclosing the
substance of any investigatory interview (including the questions asked and the answers given), except as directed by the
department head, division head, or Personnel Director.

DEFINITIONS
For purposes of this policy, discrimination, harassment, or retaliation includes the following behaviors:
1.

Discrimination Prohibited - No County employee, job applicant, volunteer, or person providing services pursuant
to a contract, shall be appointed, demoted, removed or in any way favored or discriminated against because of race,
religion, color, national origin, ancestry, disability, medical condition, marital status, pregnancy, sexual orientation,
sex, including gender, or age. This prohibition also applies to discrimination based upon the perception that an
employee, job applicant, volunteer, or person providing services pursuant to a contract holds one of the protected
statuses listed here.

2.

Harassment - Depending upon the circumstances, a single act of harassment, as defined below, can violate this
policy. Whether the person intended to harass is irrelevant. In addition, harassment that is based upon the
perception that an employee, job applicant, volunteer, or person providing services pursuant to a contract holds one
of the protected statuses listed in this policy is also prohibited.
a. Verbal Harassment - Epithets, derogatory comments, slurs, propositioning, or otherwise offensive words or
comments on the basis of race, religion, color, national origin, ancestry, disability, medical condition, marital
status, pregnancy, sexual orientation, sex, including gender, or age, whether made in general, or directed to an
individual, or to group of people. Verbal harassment includes, but is not limited to, inappropriate comments on
appearance, including dress or physical features, sexual rumors, code words, and derogatory stories.
b. Physical Harassment - Impeding or blocking movement, leering, or the physical interference with normal
work, privacy or movement when directed at an individual on the basis of race, religion, color, national origin,
ancestry, disability, medical condition, marital status, pregnancy, sexual orientation, sex, including gender or age.
Physical harassment includes but is not limited to pinching, patting, grabbing, inappropriate gestures, or making
explicit or implied threats or promises for submission to physical acts.
c. Visual Forms of Harassment - Derogatory, prejudicial, stereotypical or otherwise offensive posters,
photographs, cartoons, notes, bulletins, drawings, images or pictures on the basis of race, religion, color, national
origin, ancestry, disability, medical condition, marital status, pregnancy, sexual orientation, sex, including gender,

or age. Visual harassment includes both posted material or material maintained in or on County of Placer
equipment or personal property in the workplace.
d. Sexual Harassment - Any act which is sexual in nature and is made explicitly or implicitly a term or condition
of employment, is used as the basis of an employment decision, unreasonably interferes with an individual's work
performance, or creates an intimidating, hostile or offensive work environment. Sexual harassment includes
harassment against transgendered persons because of their gender status. Sexual harassment also includes
harassment against those who posses traits or conduct themselves in ways traditionally associated with persons of
the opposite sex, if the harassment occurs because of those traits or that conduct. All persons are allowed to dress
consistently with their gender identity, provided that reasonable workplace appearance, grooming and standards of
dress are met.
3.

Retaliation - This policy prohibits adverse conduct taken against a person because that person: initiated or pursued
a complaint under this policy; filed a complaint of discrimination or harassment with any outside agency; testified
in an investigation; or provided information, or assisted in an investigation. “Adverse conduct” includes
unprofessional treatment, such as spreading rumors or other detrimental conduct taken because of an individual's
involvement in a discrimination or harassment complaint or in an investigation process related to such complaint.
The following individuals are protected from retaliation as defined in this policy: those who make good faith
reports that harassment or discrimination occurred; those who are accused of harassment or discrimination; and
those who associate with an individual who is involved in reporting harassment or discrimination; or those who
participate in the Complaint Procedure described below.
WORKPLACE RELATIONSHIPS

People who meet in the workplace sometimes become romantically involved and it is not the County’s intent in this
policy to prohibit dating. However, any such involvement between employees must be voluntary for both parties.
Dating relationships can interfere with the County's goal of having a professional work environment. The County has an
obligation to provide a workplace environment free of intimidation, harassment, or retaliation, as defined in this policy.
Co-workers, persons providing services pursuant to County contracts, and particularly subordinates, when confronted
with requests to date, may be concerned about the consequences of a refusal. Supervisors are strongly discouraged from
asking a subordinate to date. Such behavior places the County in a difficult position of trying to monitor adult
relationships in a workplace context as well as subjecting the subordinate employee to a potential hostile work
environment.
If, after being asked to date, you do not want to go out with the requesting person, it is imperative that your response to
the request be firm and definite. After this firm, definite response has been made; it is inappropriate for the requesting
party to make further attempts to initiate a dating relationship. Making repeated requests for a dating relationship after a
negative response is a violation of this policy. It is also a violation of this policy for any romantic or dating relationship
to interfere with normal work operations in any manner. Those who desire to become involved with someone in the
workplace must be aware of the following guidelines.
1. All employees and persons providing services pursuant to County contracts must conduct themselves in a
manner that is conducive to a professional work environment at all times when on County property or on
County time. Behavior such as hand holding, kissing, hugging, sexual comments and other behavior
generally associated with a dating relationship is inappropriate while on County time or in County facilities.
2. Any relationship involving employees at different levels in the chain of command, where one party has
functional supervision over another, shall be reported by the person of higher rank to his/her supervisor
immediately. Failure to report this relationship is a violation of this policy. The manager receiving this
information shall immediately inform the Personnel Department and the County Executive Officer.
Personnel shall make recommendations to the County Executive Officer to ensure that this relationship will
not detract from a professional work environment. Such recommendations may include the transfer of one
person to another unit.

COMPLAINT PROCEDURE
Confrontation
Confronting the offending person can be difficult because of the complex nature of discrimination, harassment, or
retaliation as defined in this policy. As a result, individuals are not required to confront an offending party before
initiating this complaint procedure. However, if any person feels they are the victim of any form of discrimination,
harassment, or retaliation, as defined in this policy, he/she is encouraged to inform the person(s) participating in this
behavior that he/she finds it offensive. Such one-on-one communication has been demonstrated to be an effective way
to end discriminatory, harassing, or retaliatory behaviors. If the inappropriate behaviors do not stop, the offended
employee may still initiate a complaint as described below.
Please Note: Persons may, AT ANY TIME, bring a complaint directly to any management employee, regardless
of whether that employee is in the complaining party’s chain of command, to the Personnel Department, the
County Executive Office, the Fair Employment and Housing Commission or the Equal Employment Opportunity
Commission.

Responsibility of Manager/Supervisor to Report
Any supervisor, manager or division or department head who observes or becomes aware of possible discriminatory,
harassing, or retaliatory behavior or who receives any such complaint shall notify the Personnel Director or his/her
designee immediately.1
Filing of a Complaint
Any employee, job applicant, volunteer, or person providing services pursuant to a contract, who believes he/ she is a
victim of discrimination, harassment, or retaliation, as defined in this policy, should immediately, and preferably no later
than 30 calendar days of the alleged incident, contact one of the following:

1.

Division or Department head (Note that the person need not contact any Division or
Department Head who is in his/ her chain of command).

2.
3.

The Personnel Director or his/her designee.
The County Executive Officer or his/her designee.

If the Division or Department Head or County Executive Officer is contacted, he or she will contact the Personnel
Department as soon as possible. The Personnel Department will provide a Complaint Form to the complainant. This
form should be completed, signed and returned to the Personnel Department within five (5) calendar days after issuance.
However, the Personnel Department will also process an oral complaint.
Upon receipt of the complaint, the Personnel Department will review the complaint to determine if it alleges a violation
of this policy. If so, the Personnel Department will contact the alleged violator(s) at an appropriate time to inform them
of the basis of the complaint, and to provide them an opportunity to respond. The response of the alleged violator(s)
should be in writing, addressed to the Personnel Director, and received by the Personnel Department within ten (10)
calendar days after being notified of the complaint. Concurrently, a formal investigation of the complaint may be
commenced. The Personnel Department may also direct the alleged violators to submit an interview.
If the Personnel Department determines that immediate action should be taken to separate the involved employees, or
relieve a volatile situation, the County Executive Officer or his/her designee shall be notified immediately. The County
Executive Officer or his/her designee is authorized to immediately take all appropriate actions in this circumstance,
including, but not limited to, placing employees on administrative leave.
1

If the complaint arises in the Personnel Department, the County Executive Officer shall be notified. In that case, all
further references in this policy to Personnel Director or designee shall read CEO or designee.

Investigation, Report and Findings
The Personnel Department may investigate the formal complaint by an in-house investigation; refer the complaint to the
Investigative Unit of the County Executive Office; or hire an outside consultant to investigate. Such investigation may
include interviews with the complainant, the accused harasser(s), and any other persons determined to have relevant
knowledge concerning the complaint.

Factual information gathered through the investigation will be reviewed to determine whether the alleged conduct
constitutes discrimination, harassment, or retaliation, as defined in this policy. Consideration will be given to all factual
information, credibility determinations, and the totality of the circumstances including the nature of the verbal, physical,
visual or sexual conduct and the context in which the alleged incident(s) occurred.
The results of the investigation and the determination as to whether discrimination, harassment, or retaliation, as defined
in this policy, has occurred will be reported to appropriate persons including the complainant, the alleged harasser(s),
and the Department Head within thirty (30) working days from the commencement of the investigation. The Personnel
Department may also meet with the affected parties to facilitate the return of a professional working environment to the
workplace.

Time Extension
The Personnel Director may extend the time requirements set forth in this procedure when he/she determines it is in the
best interests of fairness and justice to the parties involved.
REMEDIAL OR DISCIPLINARY ACTION
If discrimination, harassment, or retaliation, as defined in this policy, is determined to have occurred, the Personnel
Director shall recommend to the appointing authority prompt and effective remedial action against the offender.
Disciplinary action may also be taken against any manager or supervisor who condones or ignores potential violations of
this Policy or who otherwise fails to take appropriate action to enforce this policy. The Personnel Director shall also
advise the County Executive Officer of this recommendation. Any disciplinary action will be commensurate with the
severity of the offense, up to and including termination from employment. If discipline is imposed, the nature and extent
of the discipline cannot be divulged to the complainant.
Any official or contractor found to be responsible for violating this policy will be subject to appropriate sanctions.
Employees are encouraged to utilize the Employee Assistance Program (EAP) to obtain advice and counseling. The
Personnel Director can provide brochures regarding the use of the EAP.

CONFIDENTIALITY
Confidentiality will be maintained to the fullest extent possible in accordance with applicable Federal, State and local
law.
1.

The County recognizes that confidentiality is important to all parties involved in a harassment or
discrimination investigation. Complete confidentiality cannot occur, however, due to the need to fully
investigate and take effective remedial action. As a result, confidentiality will be maintained to the extent
possible.

2.

An individual who is interviewed during the course of an investigation is prohibited from discussing the
substance of the review with investigation individuals other than his/her representative, except as otherwise
directed by a supervisor or the Personnel Director. Any individual who discusses the content of an
investigatory interview will be subject to discipline.

3.

The County will not disclose a completed investigation report, except as it deems necessary to support a
disciplinary action, to take remedial action, to defend itself in adversarial proceedings, or to comply with the
law or a court order. The Personnel Director will retain investigation reports in a confidential manner for at
least five years after the date of completion.

LIMITATIONS
The use of this procedure is limited to complaints related to discrimination, or harassment in the workplace on the basis
of race, religion, color, national origin, ancestry, disability, medical condition, marital status, pregnancy, sexual
orientation, sex, including gender, or age, or retaliation, as defined in this policy. All other complaints shall be handled
through the Employee Grievance Procedure as established by Placer County personnel ordinances and the
Employer/Employee Relations Policy.
DISTRIBUTION
This policy shall be disseminated to all employees, supervisors, managers and elected officials of the County of Placer.
Any questions concerns or comments related to this policy should be directed to the Personnel Director or his/her
designee.
FAIR EMPLOYMENT AND HOUSING COMMISSION
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
COMPLAINT PROCESS
An individual may also file a complaint with the agencies listed below:
FAIR EMPLOYMENT AND HOUSING COMMISSION
1201 "I" Street, Suite 211
Sacramento, California 95814
(916) 445-9918
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
1390 Market Street, Suite 325
San Francisco, California 94102
(415) 556-0260

COUNTY OF PLACER ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING OF POLICY AGAINST
WORKPLACE DISCRIMINATION, HARASSMENT AND RETALIATION
I acknowledge receipt of a copy of the County’s Policy Against Workplace Discrimination, Harassment and Retaliation.
I have read and understand my responsibilities under the Policy, and I agree to abide by it. I understand that I will be
subject to discipline for violating this policy, or subject to other appropriate sanctions for failing to fulfill my
responsibilities as outlined in this policy.
I understand that the County strongly encourages all individuals to use the Complaint Procedure described in this policy
to make good faith reports of potential violations. I understand that I have a duty to cooperate with, and to answer
truthfully and fully in any investigation taken to enforce this policy.

Print Name

_____________________________

Signature

_____________________________

Date

_____________________________

APPENDIX INDEX

APPENDIX G

PLACER COUNTY REASONABLE ACCOMMODATION
POLICY AND PROCEDURES

I.

STATEMENT OF PURPOSE: IT IS THE POLICY OF PLACER COUNTY ("COUNTY") TO PROVIDE
REASONABLE ACCOMMODATION FOR DISABLED INDIVIDUALS WHO ARE EMPLOYEES OR APPLICANTS FOR
EMPLOYMENT. THE COUNTY WILL ABIDE BY ALL APPLICABLE FEDERAL AND STATE LAWS, REGULATIONS,
RULES, AND GUIDELINES REGARDING THE PROVISION OF REASONABLE ACCOMMODATION TO AFFORD EQUAL
EMPLOYMENT OPPORTUNITY TO DISABLED INDIVIDUALS. SUCH ACCOMMODATION WILL BE PROVIDED IN A
TIMELY AND COST-EFFECTIVE MANNER. EMPLOYMENT OPPORTUNITIES SHALL NOT BE DENIED BECAUSE OF THE
NEED TO MAKE REASONABLE ACCOMMODATION TO AN INDIVIDUAL'S DISABILITY.
THIS POLICY SHALL BE APPLICABLE TO ALL COUNTY EMPLOYMENT CLASSIFICATIONS, WHETHER CLASSIFIED OR
UNCLASSIFIED AND IS IN ADDITION TO ALLFEDERAL, STATE AND L OCAL LAWS.
II.

DEFINITIONS

As used in this part in connection with unlawful practices, unless a different meaning clearly appears from the
context, definitions shall be as set forth in California Government Code Section 12926. A copy of Section
12926 is appended to this policy as Appendix A.
III.

PROCEDURES TO REQUEST ACCOMMODATIONS
A.

Applicants for Employment.

1.
All applicants who are invited to interview or to take an employment examination at the
County will be informed, at the time of such invitation, of the County policy to provide reasonable
accommodation for applicants and employees with disabilities.
Applicants for either classified or unclassified positions may request accommodations for the
examination process orally by contacting the individual responsible for the exam at least 5 days prior to the
test. If accommodations are requested, the applicant shall document the accommodation request by filling out
a Voluntary Disability Accommodation Request Form. Copies of the completed Request Form shall be
forwarded to the Personnel Department along with a doctor's note verifying same at the time the
accommodation is requested.

2.

Interviews.
a.
Applicants may be asked questions regarding their ability to perform specific job duties.
These questions shall be prefaced with a statement regarding the County's willingness to make
a reasonable accommodation. Applicants may not be asked whether they have a disability, or
any other questions related to their health, physical condition or disabilities.
b.
After describing the functions and duties of the job, an applicant may be asked
questions about his or her ability to perform job-related functions, such as, "Do you have the
ability to perform all the duties of this job?" or, "This job requires the ability to _______. Can
you perform that function?"

c.
If an applicant indicates in the interview process that he or she has a disability or that he
or she does or may need an accommodation, follow-up questions regarding the job-related
impact of any such disability or accommodation may be asked. No questions may be asked
regarding the identity or nature of the disability.
3.

Offers of Employment.
a.
The County may make a job offer that is conditioned upon the applicant’s ability to pass
a medical or psychological examination designed to determine if the applicant can perform job
related functions or to respond to an applicant’s request for reasonable accommodations if the
following criteria are met: I) the examination is job-related and consistent with business
necessity; and 2) all entering employees in the same job classification are subject to the same
examination. An individual with a disability who is an applicant for a position will not be
denied employment solely on the basis of a disability or a need for reasonable accommodation.
b.
If an individual with a disability has been given a conditional job offer, the notice from
the Personnel Department to the selected candidate may state:
"It is the policy of the County to comply with state and federal law
regarding employees and applicants for employment with disabilities.
A physical or mental disability does not constitute an automatic bar to
employment and will be considered only as it relates to your ability to
perform the job in question."
Employment opportunities will not be denied because of the need to make reasonable
accommodation."
c.
All requests for workplace accommodations shall be made in writing using a Voluntary
Disability Accommodation Request Form that includes a portion which must be completed by a
physician verifying the medical need for accommodation.
d.

1.

An applicant may be rejected due to disability only if:

He or she is unable to perform the job functions even with a reasonable accommodation; OR
2.
He or she cannot perform essential duties in a manner that would not endanger
his or her health or safety or the health or safety of others even with reasonable
accommodation; AND
3.
The County has considered all rebuttal information that the applicant has
submitted.
B.

Employees.

1.
Employees will be asked to sign a written notice of this policy and their right to request
reasonable accommodations that they will receive as part of the employee hiring process.
2.
All requests for workplace accommodations shall be made in writing using a Voluntary
Disability Accommodation Request Form that includes a portion that must be completed by a physician
verifying the medical need for accommodation.

3.
Reasonable accommodation must be discussed as set forth below, even if not requested by the
employee, if the department notes that an employee has a disability that interferes with the employee's ability
to perform the essential job functions.
IV.

THE INTERACTIVE AND DECISION-MAKING PROCESSES
A.

The Interactive Process.

1.
After receipt of the Disability Accommodation Request Form, the County may require
additional information, such as reasonable documentation of the existence of a disability, or a fitness for duty
examination. The County may require that a County-approved physician conduct the examination. The
County will consider all rebuttal information the employee or applicant may provide.
2.
The department head, or designee shall engage in an interactive process, consulting with
the applicant/ employee, representative(s) of the employee’s/applicant’s choice, Personnel Department, Risk
Management if appropriate, the employee's supervisor, and/or anyone else with knowledge or information
regarding the request including, but not limited to, a physician retained by the County to independently
determine if accommodation is necessary.
3.
The interactive process meeting will be conducted in good faith in order to determine
effective reasonable accommodations. Depending upon the circumstances, more than one meeting may be
necessary.
B.

The Decision Making Process

1.
The following factors will be considered in determining the necessity for and reasonableness of
any request for accommodation:
a.

Is there medical verification of a protected disability?

b.

Are the job functions for which the accommodation is requested essential?

c.

Is the applicant or employee otherwise qualified to perform the essential job functions?

d.
Does the requested accommodation achieve the desired result of allowing the individual
to perform the essential job functions?
e.
Will the accommodation endanger the health or safety of the employee or other
employees?
f.

Is the cost of the accommodation reasonable?

g.
Are there other cost-effective options or accommodations which will allow the
individual to perform the essential functions of the job?
h.
If the request is for equipment, will the request for equipment principally benefit job
performance, or is it primarily something of a personal nature that an individual could be
expected to provide?

i.
If an employee has developed or acquired a disability and the employer cannot make the
present job possible with reasonable accommodation, is there alternative placement either
within the department or elsewhere within the County?
j. Does the action of providing an accommodation preclude a more appropriate action in the
area of performance management and/or disciplinary action?
2.

Examples of Reasonable Accommodation.

(a)
Reasonable accommodation may, but does not necessarily, include, nor is it limited to, such
measures as:
(1)
(2)

Accessibility. Making existing facilities used by employees readily accessible to and
usable by individuals with disabilities;
Job or Examination Process Restructuring. Job restructuring, reassignment to a vacant
position, part-time or modified work schedules, acquisition or modification of
equipment or devices, adjustment or modification of examinations, training materials or
policies, the provision of qualified readers or interpreters, and other similar actions.

(b)
"Undue hardship" means an action requiring significant difficulty or expense, when considered
in light of the following factors:
(1)

the nature and cost of the accommodation needed;

(2)

the overall financial resources of the facilities involved in the provision of the
reasonable accommodations, the number of persons employed at the facility, and the
effect on expenses and resources or the impact otherwise of these accommodations
upon the operation of the facility;

(3)

the overall financial resources of the County, its overall size with respect to the number
of employees, and the number, type, and location of its facilities;

(4)

the type of operations, including the composition, structure, and functions of the
workforce of the entity, and

(5) the geographic separateness, administrative, or fiscal relationship of the facility or facilities.
3.
If the department head, or designee agrees to an accommodation, a record of such
determination shall be submitted for approval to the Personnel Director or his/her designee prior to
implementation. Said record shall include any time restrictions placed on the accommodation. If the
department head, or designee is contemplating denial of the request or does not have appropriate funding to
grant it, the request and detailed reasons for denial shall be submitted to the Personnel Director or designee for
further consideration. If it is determined that no accommodation can be made within the department, then the
Personnel Director shall attempt to accommodate the employee within another department. If accommodation
in another department is found, then that position shall continue to be funded by the department from which
the employee was transferred until the County Executive Office determines otherwise.
4.
The employee will be informed of the decision regarding the accommodation request in writing
within sixty (60) days, which may be extended as administratively necessary for good cause.

5.
Employees may be given the opportunity to provide for their own accommodations. A
Disability Accommodation Request Form must be filed with the department head who shall consult with the
Personnel Department.
6.
In all cases, the Disability Accommodation Request Form and associated documents will be
distributed with copies to the employee, the Personnel Director or designee, a department confidential file, the
employee's official Personnel file and the County Executive Officer.
Documents containing medical
information will be kept in a separate, confidential file. Supervisors, managers, first aid and safety personnel,
and government officials who are investigating the County’s compliance with ADA/FEHA requirements may
have access to this information.
7.
Once an accommodation is made, the individual department will periodically monitor such
accommodation for a period of six months to determine if it is still the most reasonable and effective. It shall
be the employee's responsibility to comply with the terms and limitations, if any, for the accommodation.
8.
Departments shall take special care in separating performance and/or discipline issues as to
whether they are disability related or discipline related and shall consult with the Personnel Department and
County Counsel if there is any question. It is understood that misconduct and/or performance problems
unrelated to the disability shall be dealt with pursuant to the County’s disciplinary process and not by way of
further accommodation. Any changes in an accommodation shall be first cleared with the Personnel Director
and if the change will involve moving the employee then a further meeting with the County Executive Officer
shall be held.
9.
An individual is deemed qualified for a new position if he/she demonstrates that he/she has the
minimal skills, knowledge and abilities to perform the duties of the job. If the individual is placed into a new
position as a accommodation, the employee shall be placed in the salary range using applicable transfer or
demotion rules whenever practical, but allowing for use of the longevity pay as appropriate. The then existing
transfer and demotion policies shall apply unless federal or state laws supercede the County's transfer and
demotion policies.
10.
If no appropriate vacancies exist and an employee’s current position cannot be accommodated,
the Personnel Department will review the employee’s other options, which may include retirement, disability
retirement, and/or separation from County employment.
11.
An employee who needs accommodation to perform essential job functions, but rejects the
County’s offer of reasonable accommodation will not be considered a qualified individual with a disability. In
this situation, the Personnel Department will review other options, including retirement, disability retirement,
and/or separation from County employment.
V.

THE APPEAL PROCESS
A.

This process applies only to employees.

B.
If an employee is dissatisfied with the determination made by his or her department, he or she
may appeal that determination to the County Executive Officer or his or her designee by filing a notice with
the County Executive Officer within 10 working days of the determination. The appeal shall be in writing and
shall set forth the department's offered accommodation, if any, the reason the offered accommodation or
denial of accommodation is unreasonable, and any accommodation(s) the employee feels would be
reasonable. The department may respond to the appeal within 30 days of the filing of the appeal.

C.
Department heads are responsible for bringing such appeals to the Personnel Department for
processing. After reviewing the appeal and any response thereto by the department, the County Executive
Officer or designee, after consultation with County Counsel, Personnel and Risk Management, shall make one
of the following findings:
1.
2.
3.

The appeal is upheld and grant the appropriate relief
The appeal is not justified and deny the appeal;
The issue has not been adequately explored and further consideration of alternatives
should be explored by the department.

D.
Said determination shall be made within a reasonable time. If the decision would
involve separation from employment or a reduction in pay then the employee may appeal the decision to the
Civil Service Commission utilizing the disciplinary appeal process set forth at 3.08.1270 et seq. of the Placer
County Code.
VI.
FILING WITH EXTERNAL AGENCIES
All employees and applicants have the right to file with an external agency. The location and telephone
numbers of the California Department of Fair Employment and Housing (DFEH) and the Equal
Employment Opportunity Commission (EEOC) are listed in the telephone book and are available through
the Personnel Department.

APPENDIX A TO PLACER COUNTY REASONABLE ACCOMMODATION
POLICY AND PROCEDURES
DEFINITIONS REGARDING UNLAWFUL PRACTICES
(a) "Essential functions" means the fundamental job duties of the employment position the individual with
a disability holds or desires. "Essential functions" does not include the marginal functions of the position.
(1) A job function may be considered essential for any of several reasons, including, but not limited to, any
one or more of the following:
(A) The function may be essential because the reason the position exists is to perform that function.
(B) The function may be essential because of the limited number of employees available among whom the
performance of that job function can be distributed.
(C) The function may be highly specialized, so that the incumbent in the position is hired for his or her
expertise or ability to perform the particular function.
(2) Evidence of whether a particular function is essential includes, but is not limited to, the following:
(A) The employer's judgment as to which functions are essential.
(B) Written job descriptions prepared before advertising or interviewing applicants for the job.
(C) The amount of time spent on the job performing the function.
(D) The consequences of not requiring the incumbent to perform the function.
(E) The terms of a collective bargaining agreement.
(F) The work experiences of past incumbents in the job.
(G) The current work experience of incumbents in similar jobs.
(b) "Labor organization" includes any organization that exists and is constituted for the purpose, in whole
or in part, of collective bargaining or of dealing with employers concerning grievances, terms or conditions of
employment, or of other mutual aid or protection.
(c) "Medical condition" means either of the following:
(1) Any health impairment related to or associated with a diagnosis of cancer or a record or history of
cancer.
(2) Genetic characteristics. For purposes of this section, "genetic characteristics" means either of the
following:
(A) Any scientifically or medically identifiable gene or chromosome, or combination or alteration thereof,
that is known to be a cause of a disease or disorder in a person or his or her offspring, or that is determined to

be associated with a statistically increased risk of development of a disease or disorder, and that is presently
not associated with any symptoms of any disease or disorder.
(B) Inherited characteristics that may derive from the individual or family member, that are known to be a
cause of a disease or disorder in a person or his or her offspring, or that are determined to be associated with a
statistically increased risk of development of a disease or disorder, and that are presently not associated with
any symptoms of any disease or disorder.
(d) "Mental disability" includes, but is not limited to, all of the following:
(1) Having any mental or psychological disorder or condition, such as mental retardation, organic brain
syndrome, emotional or mental illness, or specific learning disabilities that limits a major life activity. For
purposes of this section:
(A) "Limits" shall be determined without regard to mitigating measures, such as medications, assistive
devices, or reasonable accommodations, unless the mitigating measure itself limits a major life activity.
(B) A mental or psychological disorder or condition limits a major life activity if it makes the achievement
of the major life activity difficult.
(C) "Major life activities" shall be broadly construed and shall include physical, mental, and social
activities and working.
(2) Any other mental or psychological disorder or condition not described in paragraph (1) that requires
special education or related services.
(3) Having a record or history of a mental or psychological disorder or condition described in paragraph
(1) or (2), which is known to the employer or other entity covered by this part.
(4) Being regarded or treated by the employer or other entity covered by this part as having, or having had,
any mental condition that makes achievement of a major life activity difficult.
(5) Being regarded or treated by the employer or other entity covered by this part as having, or having had,
a mental or psychological disorder or condition that has no present disabling effect, but that may become a
mental disability as described in paragraph (1) or (2).
"Mental disability" does not include sexual behavior disorders, compulsive gambling, kleptomania,
pyromania, or psychoactive substance use disorders resulting from the current unlawful use of controlled
substances or other drugs.
(e) "On the bases enumerated in this part" means or refers to discrimination on the basis of one or more of
the following: race, religious creed, color, national origin, ancestry, physical disability, mental disability,
medical condition, marital status, sex, age, or sexual orientation.
(f) "Physical disability" includes, but is not limited to, all of the following:
(1) Having any physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss that
does both of the following:

(A) Affects one or more of the following body systems: neurological, immunological, musculoskeletal,
special sense organs, respiratory, including speech organs, cardiovascular, reproductive, digestive,
genitourinary, hemic and lymphatic, skin, and endocrine.
(B) Limits a major life activity. For purposes of this section:
(g) "Limits" shall be determined without regard to mitigating measures such as medications, assistive
devices, prosthetics, or reasonable accommodations, unless the mitigating measure itself limits a major life
activity.
(ii) A physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss limits a major
life activity if it makes the achievement of the major life activity difficult.
(iii) "Major life activities" shall be broadly construed and includes physical, mental, and social activities
and working.
(2) Any other health impairment not described in paragraph (1) that requires special education or related
services.
(3) Having a record or history of a disease, disorder, condition, cosmetic disfigurement, anatomical loss, or
health impairment described in paragraph (1) or (2), which is known to the employer or other entity covered
by this part.
(4) Being regarded or treated by the employer or other entity covered by this part as having, or having had,
any physical condition that makes achievement of a major life activity difficult.
(5) Being regarded or treated by the employer or other entity covered by this part as having, or having had,
a disease, disorder, condition, cosmetic disfigurement, anatomical loss, or health impairment that has no
present disabling effect but may become a physical disability as described in paragraph (1) or (2).
(6) "Physical disability" does not include sexual behavior disorders, compulsive gambling, kleptomania,
pyromania, or psychoactive substance use disorders resulting from the current unlawful use of controlled
substances or other drugs.
(h) Notwithstanding subdivisions (i) and (k), if the definition of "disability" used in the Americans with
Disabilities Act of 1990 (Public Law 101-336) would result in broader protection of the civil rights of
individuals with a mental disability or physical disability, as defined in subdivision (i) or (k), or would include
any medical condition not included within those definitions, then that broader protection or coverage shall be
deemed incorporated by reference into, and shall prevail over conflicting provisions of, the definitions in
subdivisions (i) and (k).
(i) " physical disability, mental disability, medical condition " includes a perception that the person has any
of those characteristics or that the person is associated with a person who has, or is perceived to have, any of
those characteristics.
(j) "Reasonable accommodation" may include either of the following:
(1) Making existing facilities used by employees readily accessible to, and usable by, individuals with
disabilities.

(2) Job restructuring, part-time or modified work schedules, reassignment to a vacant position, acquisition
or modification of equipment or devices, adjustment or modifications of examinations, training materials or
policies, the provision of qualified readers or interpreters, and other similar accommodations for individuals
with disabilities.
(k) "Supervisor" means any individual having the authority, in the interest of the employer, to hire,
transfer, suspend, lay off, recall, promote, discharge, assign, reward, or discipline other employees, or the
responsibility to direct them, or to adjust their grievances, or effectively to recommend that action, if, in
connection with the foregoing, the exercise of that authority is not of a merely routine or clerical nature, but
requires the use of independent judgment.
(l) "Undue hardship" means an action requiring significant difficulty or expense, when considered in light
of the following factors: (1) the nature and cost of the accommodation needed, (2) the overall financial
resources of the facilities involved in the provision of the reasonable accommodations, the number of persons
employed at the facility, and the effect on expenses and resources or the impact otherwise of these
accommodations upon the operation of the facility, (3) the overall financial resources of the covered entity, the
overall size of the business of a covered entity with respect to the number of employees, and the number,
type, and location of its facilities, (4) the type of operations, including the composition, structure, and
functions of the workforce of the entity, and (5) the geographic separateness, administrative, or fiscal
relationship of the facility or facilities.
(m) "Employee" shall include both permanent and extra help employees for the purposes of this policy.

REASONABLE ACCOMMODATION REQUEST FORM

For Placer County Employees
The Americans with Disabilities Act (ADA) and the Fair Employment and Housing Act (FEHA) protect
individuals with disabilities from employment discrimination. Reasonable accommodation requests are
handled on a case-by-case basis.
Section 1. To be completed by the Employee: Please type or print clearly. Attach additional sheets if necessary.
If you need help completing this form, contact the Personnel Department at 530-889-4060.
Name: Last

First

Middle Initial

Job Classification

Department

Mailing Address (Street Name and Number)

City

State

Zip

Home Telephone

Work Telephone

1. Do you have an impairment that makes it difficult to perform one or more activities of everyday life? Please
explain what activities?

2. Does your impairment affect your ability to perform essential job functions? Please explain how.

3. What is your accommodation request? (What do you need to help you do the essential functions of your job?)

A medical examination may be required to determine if an individual has a disability covered by the ADA and FEHA, and if so,
to help identify an effective accommodation. My signature on the attached authorization indicates my permission for Placer
County to contact my medical practitioner(s) to seek additional or clarifying information and for the medical practitioner(s) to
release such information as applicable to the evaluation of my request for accommodation. The information provided by me is
true and correct to the best of my knowledge.
Employee’s Signature

Please return this form to your Departmental Personnel Representative or your Supervisor.

Date

Signature of department staff member to acknowledge receipt

Date received by Department

AUTHORIZATION FOR RELEASE OF
MEDICAL INFORMATION

I, _________, hereby authorize Dr. _______ to release the medical information described
below to _________________ [fitness for duty doctor]. This authorization is limited to the
following types of information: All records relating to Dr. _______ examination of my
medical condition. The recipients of this information may use it for the following
purposes: to assess my fitness for duty and/or whether I can be reasonably accommodated
and/or my eligibility for CalPERS disability retirement. This authorization shall expire on
[___________.]
I understand that I have the right to receive a copy of this authorization upon my request.
By placing my initials in the margin to the right of this clause, I hereby acknowledge that I
have received a copy of this authorization.
Signature:_____________________________________

Dated:_______________________________________

APPENDIX INDEX

APPENDIX H

PLACER COUNTY
VOICEMAIL, E-MAIL, INTERNET AND COMPUTER USE POLICY
1.
Placer County maintains as part of its technology platform a computer network,
voicemail and electronic mail system. These systems are provided to assist in the conduct of
business within Placer County. E-mail, voicemail and the data stored on it are and remain at all
times the property of Placer County. As such, all voicemail and e-mail messages created, sent, and
received are and remain the property of Placer County.
2.
Placer County reserves the right to retrieve and review any voicemail or e-mail
message composed, sent, or received. Please note that even when a message is deleted, it
is still possible to recreate the message; therefore, no messages are to be considered
private. Placer County, through the Information Technology Division, has access to all computer
and electronic equipment, including voicemail, electronic mail, data directories, and Internet
accounts.
3.
While e-mail, voicemail, and data files may accommodate the use of passwords for
security, the reliability of passwords for maintaining confidentiality cannot be guaranteed. You
should assume that someone, in addition to the intended or designated recipient, may read any and
all messages and files.
4.
Employees may access only the messages, files or programs, whether computerized or
not, that they have permission to use. Unauthorized review, duplication, dissemination, removal,
damage, or alteration of files, passwords, computer systems or programs, voicemail messages, or
other property of Placer County, or improper use of information obtained by unauthorized means,
may be grounds for disciplinary action, up to and including termination.
5.
Voicemail, e-mail messages and data files may not contain content that may be
considered offensive or disruptive to any employee. Offensive content would include, but would not
be limited to, sexual comments or images, racial slurs, gender-disparaging or stereotypical
comments, or any comments that would offend someone on the basis of his or her age, sexual
orientation, religious or political beliefs, national origin, race, or disability.
6.
As with other work tools, Internet, World Wide Web, and internal network access have
been provided to employees for the benefit of Placer County and service of its citizens, customers,
vendors and suppliers. Employees will be subject to discipline in cases of inappropriate personal use
of this access.
(a)

Acceptable uses of the Internet: Employees accessing the Internet, World
Wide Web and/or Placer County’s own Network are representing Placer County
when doing so. Accordingly, all such communications should be made in a
professional manner. Each employee is responsible for ensuring that they use
their Internet access privilege in an effective, ethical and lawful manner. Chat
rooms may only be used to conduct official business, or to gain technical or

analytical advice. Electronic mail outside the County network may only be used
in a professional manner.
(b)

Unacceptable uses of the Internet: Sending, posting, saving, viewing or
disseminating offensive material via email or the web is prohibited. Offensive
material includes, but is not limited to, sexual comments, jokes or images,
racial slurs, gender-disparaging comments or any comments, jokes or images
that would offend someone on the basis of his or her age, disability, gender,
race, religion, national origin, physical attributes, sexual orientation, or any
other classification protected by federal, state, or local law. Any use of the
Internet, World Wide Web, and/or Placer County’s Network to obtain or
disseminate such material is strictly prohibited by Placer County. Violators will
be subject to discipline, up to and including discharge.

7.
Each employee is responsible for the content of all text, audio, or images that they
place or send over the Internet. All messages communicated on the Internet should have the
employee’s name attached; messages may not be transmitted using someone else’s name or under
an assumed name. Employees who wish to express personal opinions on the Internet should do so
on their own time and with their own system and access.
8.
To prevent computer viruses from being transmitted through the system, employees
are not authorized to download any software onto their computer or any drive in that computer.
Employees interested in obtaining software from the Internet should contact their department head
and the IT Department.
9.
Placer County’s computers and the data stored on them are and remain at all times
the property of Placer County. As such, all messages or files created, sent, or retrieved over the
Internet or Placer County’s electronic-mail system are the property of Placer County, and should not
be considered private information. Employees have no right to privacy as to any information or file
transmitted or stored through Placer County’s computer systems, voicemails, electronic mail, or
other technical resources. Placer County reserves the right to retrieve and review any
message or file. Employees should be aware that, even when a message or file is erased or a
visit to a Web site is closed, it is still possible to recreate the message or file or locate the Web site.
Accordingly, Internet and electronic mail messages should not be considered private
communications. Furthermore, all communications including text and images may be disclosed to
law enforcement or other third parties without prior consent of the sender or the receiver.
10.
Violations of any guidelines listed above may result in disciplinary action up to and
including termination. In addition, Placer County may advise appropriate law enforcement officials
of any illegal acts. Placer County reserves the right to deviate from this policy should circumstances
warrant, in the County’s sole discretion, and may modify this policy at any time.

APPENDIX I

Policy against Workplace Violence
The County of Placer is committed to providing a safe environment for working and conducting business. The
County will not tolerate or ignore acts or threats of violence committed by or against County employees, or
members of the public, while on County of Placer property or while performing County of Placer business at
other locations.
"Violence" in this policy shall mean an act or behavior that:
 is physically assaultive;
 a reasonable person would perceive as obsessively directed, e.g. intensely focused on a grudge,
grievance, or romantic interest in another person, and reasonably likely to result in harm or fear
of harm to persons or property;
 consists of a communicated or reasonably perceived threat to harm another individual or in any
way endanger the safety of an individual;
 would be interpreted by a reasonable person as carrying potential for physical harm to the
individual;
 is a behavior, or action, that a reasonable person would perceive as menacing;
involves carrying or displaying weapons, destroying property, or throwing objects in a manner
reasonably perceived to be threatening; or consists of a communicated or reasonably perceived
threat to destroy property.
Violent actions or threats of violence on County property or facilities, or while on County business, will not be
tolerated or ignored. Any unlawful violent actions or threats committed by employees or members of the
public while on County property, or while using County facilities, will be prosecuted as appropriate. The
County intends to use reasonable legal, managerial, administrative, and disciplinary procedures to secure the
workplace from violence and to reasonably protect employees and members of the public.

Possession and Use of Dangerous or Deadly Weapons by Employees
Prohibition
In the interest of maintaining a workplace that is safe and free of violence, except as hereinafter provided,
possession or use of dangerous or deadly weapons is prohibited in County facilities, in County vehicles or in
any personal vehicle which is used for County
business.
Dangerous or Deadly Weapons Defined
A dangerous or deadly weapon is any instrument capable of producing great bodily harm, in a manner, under
circumstances, and at a time and place that manifests an intent to harm or intimidate another person or that
warrants alarm for the safety of another person. Deadly weapons are defined in California Penal Code, Part
4, Title 2, Control of Deadly Weapons, § 12000 et seq., specifically sections 12020(a)(1).

Exceptions to Dangerous Weapons Prohibitions
Employees of the County of Placer may possess a firearm on County property if:
 engaged in law enforcement activities;
 legally in possession of a firearm and said firearm is secured within an attended personal vehicle or
concealed from view within a locked unattended personal vehicle while that person is working on County
property;
 authorized to carry a concealed weapon pursuant to the California Penal Code, and has been allowed to
carry such weapon by the employee's Department Head.

Policy Goals and Objectives
The objective of this policy is to achieve the following:
 reduce the potential for violence in and around the workplace;
 encourage and foster a work environment that is characterized by respect and healthy conflict resolution;
and
 mitigate the negative consequences for employees who experience or encounter violence in their work
lives.
To achieve the goals and objectives of this policy, the County shall:
 establish procedures and methods for implementing policies and for addressing violence in the
workplace;
 provide training to managers, supervisors, and other employees;
 evaluate the physical environment for safety and consider modifications; and evaluate progress in
achieving the goals and objectives of this policy.
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