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ALL PERSONNEL 
 
AR 4252 – Reasonable Suspicion Drug and Alcohol Testing 
 
El Dorado County Office of Education will provide training for managers on how to deal with 
suspected on-the-job substance abuse by employees. The training will include the signs and 
symptoms of substance abuse, interview techniques, services available through the Employee 
Assistance program, and a review of the Superintendent’s policies on a drug free work place. 
 
An alcohol or drug test shall be conducted if a trained supervisor or official has reasonable 
suspicion that an employee has violated the Superintendent’s alcohol or drug prohibitions.  
This reasonable suspicion must be based on specific, contemporaneous, articulable 
observations concerning the employee’s appearance, behavior, speech or body odors.  The 
observations may include indications of the chronic and withdrawal effects of controlled 
substances.  
 
Alcohol tests are authorized for reasonable suspicion only if the required observations are 
made during, just before or just after the period of the workday when the employee must 
comply with alcohol prohibitions. 
 
Administrator Determination of Reasonable Suspicion 
 
Reasonable suspicion shall be determined on a case by case basis.  In determining whether 
reasonable suspicion exists care shall be taken to consider particularized facts applicable to 
the situation or incident. 
 
Reasonable suspicion does not require certainty, but neither are mere “hunches” sufficient to 
meet this standard.  COE personnel who are certified as having met the training requirements 
of the Omnibus Transportation Employee Testing Act of 1991 may implement reasonable 
suspicion testing procedures.  No other employee of the COE may order reasonable suspicion 
testing under authority of the Omnibus Act.   
 
When an employee is required to submit to a reasonable suspicion drug and/or alcohol test, a 
designated management employee will drive the employee to the test site.  If an alcohol test is 
not administered within two hours following the reasonable suspicion determination, the 
supervisor will prepare and maintain on file a record stating the reasons the alcohol test was 
not promptly administered.  If eight hours elapse, the supervisor will cease attempts to 
administer an alcohol test and will state in the record the reasons for not administering the 
test. 
 
Documentation of the observations leading to a reasonable suspicion drug test will be 
prepared by the supervisor who witnessed the employee’s conduct.   
 
Reasonable suspicion that an employee uses illegal controlled substances or abuses alcohol 
must be based upon specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body of the employee.  These may include: 
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1. Observable phenomena, such as direct observation of drug use or physical symptoms 
of being under the influence of alcohol or controlled substance. 

 
2. A pattern of abnormal conduct or erratic behavior. 
 
3. The identification of an employee as the focus of a criminal investigation into use, 

possession, or trafficking in illegal controlled substances. 
 
4. Evidence that the employee has tampered with, adulterated, or substituted a specimen. 
 
The department administrator or designee will meet with the employee immediately when a 
suspected incident of impairment due to suspected drug or alcohol use is brought to his/her 
attention to determine if a fitness for duty exam is needed. 
 
A supervisor or official who makes observations leading to a controlled substance reasonable 
suspicion test shall make a written record of his/her observations within 24 hours of the 
observed behavior or before the results of the drug test are released, whichever is earlier. 
 
Enforcement 
 
If it is determined that a fitness for duty examination is necessary, the department 
administrator or designee will transport the employee to a qualified medical facility for 
testing.  Refusal to submit to a fitness for duty examination will be considered a positive test 
result and the employee shall be immediately suspended and subject to disciplinary action, up 
to and including dismissal. 
 
An employee who is tested and found to have any alcohol concentration may not perform or 
continue to perform safety-sensitive functions including driving a county-owned motor 
vehicle until the start of the employee’s next regularly scheduled duty period, but not less than 
24 hours after the test was administered. 
 
All drug test results will be reviewed and interpreted by a medical review officer before they 
are reported to the County Office of Education. 
 
An employee who tests positive for drugs or is found to have an alcohol concentration of .04 
or greater shall be removed from duty and dismissed. 
 
Return to Duty Test   
 
Employees whose conduct involved the use of legally prescribed drugs shall not return to duty 
in a safety-sensitive function until a return-to-duty drug test produces a verified negative 
result.   
 
Maintenance of Records 
 
Employee drug and alcohol test results and records shall be maintained under strict 
confidentiality and released only in accordance with law.  Upon written request, an employee 
shall receive copies of any records pertaining to his/her use of drugs or alcohol, including any 
records pertaining to his/her drug or alcohol tests.  Records shall not be made available to the 
subsequent employer or other identified persons unless expressly requested in writing by the 
employee. 


