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WELCOME TO PCLEC 
 
1. Welcome to Placer County Law Enforcement Chaplaincy 
 
Welcome to Placer County Law Enforcement Chaplaincy, we are pleased to have you as a 
member of our outstanding team.  Placer County Law Enforcement Chaplaincy, from here 
forward referred to as “PCLEC” and/or “the Chaplaincy”, is a field service ministry to the 
members of law enforcement, their families, all first responders and the citizens of Placer 
County.   
 
As the Chaplaincy grows and changes, opportunities are created for each of us to develop 
personally and professionally, use new skills and talents, and gain satisfaction from a job well 
done.  You are important to our progress and success.  You do make a difference.  Welcome 
to Placer County’s Law Enforcement Chaplaincy. 
 
 
 
2. Our Mission Statement 
 
The Board of Directors has established the following Mission Statement for the Placer County 
Law Enforcement Chaplaincy: 
 
"To provide spiritual, emotional, and mental support to the Law Enforcement Community, their families, 
and the citizens of Placer County." 
 
Our mission is achieved through:  1) providing expertise in counseling on issues unique to law 
enforcement personnel, 2) specializing in trauma and crisis intervention, 3) conducting crisis 
counseling in the field, and 4) demonstrating excellence in delivering care and comfort to both 
law enforcement and the community. 

 
 
3. About this Handbook 
 
This handbook provides general information about our policies, procedures, and expectations.  
By becoming familiar with the contents of this handbook, you will have an idea of what PCLEC 
expects from you and what you can expect from PCLEC. 
 
While this information is designed to provide an accurate guide to the Chaplaincy’s policies, 
circumstances could arise where company policy would differ from what is described here.  
PCLEC retains the right to change, modify, suspend any or all policies, procedures and benefits, 
published or unpublished, in whole or in part, with or without notice in its sole discretion at 
any time without having to give cause or justification to any individual. 
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Section I:  INTRODUCTION 
 
A. BUSINESS ETHICS / CONFLICT OF INTEREST 
 
At PCLEC, all business must be conducted within the spirit and intent of honesty, integrity and 
the commandments of God in which we are called to conduct business.  We expect every 
employee and volunteer (“Staff Member”) to promote and protect God’s Honor and the 
Chaplaincy’s best interests by maintaining professional and personal integrity at all time. 
  
Staff Members are expected to refrain from taking part in, or exerting influence in, any 
transaction, which might influence others to act contrary to the responsibilities of their 
position, contrary to the interests of the Chaplaincy in which they represent, or contrary to the 
interests of those we are called to support.  PCLEC recognizes and respects your right to 
engage in activities outside of your role at PCLEC, which are private in nature and do not in any 
way conflict with or reflect poorly on the Chaplaincy.  We reserve the right, however, to 
determine when your activities represent a conflict with the Chaplaincy’s interest and to take 
whatever action is necessary to resolve the situation. 
 
If you or any Staff Member is involved in any situation that may be construed as a conflict of 
interest or an unethical practice, it is your responsibility to notify the Senior Chaplain or 
Deputy Senior Chaplain.  If you are unsure if a situation constitutes a conflict of interest or an 
unethical business practice, you should contact the Senior Chaplain or Deputy Senior Chaplain 
for advice. 
 
 
B. EMPLOYMENT AT-WILL  
 
Placer County Law Enforcement Chaplaincy hopes that every Staff Member will find the 
employment and/or the volunteer relationship satisfying and rewarding in all respects.  At the 
same time, it recognizes that relationships are not always mutually satisfactory.  To protect 
both parties’ rights, it should be remembered that the employment or volunteer relationship is 
terminable at will, at the option of the Staff Member or the employer.  Moreover, no one in the 
Chaplaincy, other than the Senior Chaplain, with Board approval, has the authority or legal 
ability to modify the at-will nature of the employment or volunteer service relationship.  The 
Senior Chaplain can do so only if it is done specifically in a written agreement that is signed by 
the Senior Chaplain, the President of the Board of Directors, and the Staff Member. 
 
 
C. EQUAL EMPLOYMENT OPPORTUNITY 
 
PCLEC is an equal opportunity agency.  It is our policy to fully follow Title VII and the 
provisions of the California Department of Fair Employment and Housing under California 
Government Code, Title 2, Chapter 6, Article 1, Sections 12940 et seq. entitled, “Unlawful 
Practices, Generally.” Our policy extends to all phases of ‘employment’, including recruitment, 
placement, promotion, transfer, training, educational assistance, compensation, benefits, and 
participation in all Chaplaincy sponsored programs.     
 

Ø See addendum E entitled “Non Discrimination Policy.” 
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D. EMPLOYMENT CLASSIFICATIONS 
 
Classification terms are to be used when necessary for organizational or administrative 
purposes, but they are not to be used indiscriminately to suggest that any group is more 
important than the other is.   
 
In this section, employment classifications are defined to establish a clear understanding of the 
Staff Member’s status.  These classifications do not guarantee employment or volunteer service 
for any specified period.  Employment classification is also termed employee status and must be 
stated in writing between the Employee and PCLEC.  All other Staff Members are considered 
unpaid volunteers unless otherwise stated in writing. 
  
Types of Classifications 
 
All Chaplains must meet the following minimum qualifications:  1) show a God-like compassion, 
understanding and love for his fellow man and relate easily to people, 2) maintain high spiritual 
and moral standards, 3) manifest a broad base of experience and professional maturity, 
emotional stability and personal flexibility, 4) be tactful and considerate in his/her approach to 
all people, regardless of race, creed, color, religion, national origin, sex, age, and veteran or 
disability status, 5) be willing and available to respond to any and all situations where his/her 
presence as Chaplain is indicated,  6) possess a valid and current California Driver License, and 
7) proof of vehicle insurance and medical insurance. 
 
 
Community Chaplain (Employee or Volunteer) 
 
Must have completed PCLEC-approved Chaplaincy Training; passed all background checks; 
receive formal endorsement for community chaplaincy from a properly constituted church or 
religious body attesting to the moral and ethical character of the applicant and their willingness 
to oversee that person’s life and conduct; completed the minimum hours required as a “ 
“Shadow Chaplain” with acceptable evaluations by their mentor or PCLEC designated mentor 
Chaplains; meet final approval by the Senior Chaplain after an interview process. 
 
 
Law Enforcement Chaplain (Employee or Volunteer) 
 
Must have met all the requirements of a Community Chaplain; served as a Community Chaplain 
for a minimum of one year; completed an approved LE Chaplaincy Training; have formal 
ordination or licensing by a recognized church or denomination of churches; have a minimum of 
one year experience in a leadership position (i.e. supervising others, training, counseling) within 
a recognized church or denomination of churches; be a member in good standing and endorsed 
for the Chaplaincy by a recognized religious denomination; meet final approval by the Senior 
Chaplain after an interview process. 
 
Support Staff (Employee or Volunteer) 
 
Provides support to Chaplaincy in one or more areas:  1) administration, 2) on-scene support 
(transportation, food, PCLEC communications, etc.), and/or 3) non-crisis support (monitor 
scanners, fundraisers, grant writing, etc.)   
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Section II:  GENERAL POLICIES 
 
A. AVAILABILITY AND RESPONSE TIME 
 
Placer County Law Enforcement Chaplaincy expects all Staff Members to have work habits that 
reflect a high sense of responsibility toward the Chaplaincy and this Ministry Calling to support 
and/or respond to crises.   
 
Availability 
 
PCLEC is called upon to continually provide the service of trained, critical incident Chaplains on 
a 24-hour, 7-day a week basis.  This vital Chaplaincy program is comprised of a team of: 

§ Law Enforcement Chaplains who are specially trained, licensed or ordained ministers 
§ Community Chaplains who are specially trained to work with first responders (fire, 

paramedics, etc.) and the general public 
§ Support Team who provides administrative and logistical support to the Chaplaincy.   

 
The services of the Chaplains are available based on need and desire.  They are not intended, 
nor do they wish, to replace the support of the local religious body’s clergy.  PCLEC assists the 
agencies of Placer County and the people of Placer County through a field service ministry; 
providing guidance, counseling and comfort in a time of crisis.  The Chaplain should be able to 
put people in contact with the appropriate Faith Community agency or agencies to assist them. 
 
On-Call 20-Minute (Average) Response Time   
 
In order to support fully Placer County Law Enforcement Agencies, when a crisis occurs, 
PCLEC has established an average-response time of 20-minutes.  This means that when a 
chaplain has signed up for “On-Call” coverage, they must be available and ready-to-go when the 
On-Call Supervisor calls.  It is important to understand that our 20-minute average response 
time may not be feasible for all call-out situations.  If you are called out to respond, your safety 
comes first.  While responding to the call or once on the scene, if your safety is in jeopardy you 
are to retreat to safety and immediately call the On-Call Supervisor. 
 
Available for Service   
 
Chaplains should have a “can-do” attitude whenever possible by responding quickly to calls or 
keeping the On-Call Supervisor aware of any limitations and/or changes in your availability.    
Each Chaplain is expected to volunteer based on their availability, and not the minimum 
requirements.  We realize that, at times, you may be unavailable for a part of the calendar 
month due to planned and/or unforeseeable circumstances.    If you cannot meet your monthly 
requirements, or if unforeseeable circumstances arise, you are expected to contact your 
Supervisor/Team Leader. If you cannot contact them, contact the Senior Chaplain or the 
Deputy Senior Chaplain.  To cancel existing commitments you should find a replacement to 
cover your shift and then notify the On-Call Supervisor, Dispatcher, as well as the make 
changes on the monthly calendar.  It is important that each chaplain notify PCLEC when he or 
she will be out-of-pocket (OOP), so that valuable time is not wasted calling on Chaplains who 
are unavailable or cannot take call.  As a reminder, the Chaplaincy is on call 24/7.  If you are on 
the calendar when an event requires a chaplain, you will be called first in order to help us meet 
our 20-minute response time to the Law Enforcement Agency. 
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Minimum Service  
 
In order to maintain better response times and meet the needs in Placer County, for which we 
have volunteered to serve, each Chaplain is encouraged to serve one weekday (day or night) 
and weekend call whenever available.  In order to remain active with PCLEC, each Chaplain is 
required to serve one 24-hour shift or two 12-hour shifts each calendar month and complete 
the yearly training requirements. 
 
 
B. ANNUAL COMMITMENT 
 
Every volunteer signs an annual commitment letter, effective July 1 through June 30.  (Appendix 
A) Each volunteer is expected to avoid over committing and honoring their annual commitment 
to the Chaplaincy.  If for some reason you can no longer fulfill your commitment, you are 
expected to notify your Supervisor/Team Leader and the Senior Chaplain or Deputy Senior 
Chaplain as soon as possible. 
 
It should be understood that whenever you wear the uniform of the Placer County Law 
Enforcement Chaplaincy you are clearly in the public eye.  You represent God, all Chaplains in 
general, the Placer County Law Enforcement Chaplaincy in particular, and your own person and 
integrity.  Your deeds and actions will be noticed and will influence people’s opinions.  You are 
expected to give your uniform the dignity and respect it deserves as a representative of the 
Placer County Law Enforcement Chaplaincy. 
 
 
C. STAFF MEMBER APPEARANCE 
 
At PCLEC, all Staff Members are responsible for dressing and grooming themselves in a manner 
that presents a professional image appropriate to the Chaplaincy.   
 
 
Law Enforcement Chaplains   
 
The standard uniform consists of a dark blue uniform shirt, black slacks, black belt, black socks, 
and closed-toed black shoes.   Female Chaplains may wear a knee-length black skirt instead of 
black slacks.  Black jeans are acceptable only if they are new looking, and not faded.  Shorts of 
any kind are not authorized, nor are faded black jeans. Class A or Class B uniform consisting of 
black uniform pants, black uniform shirt and badge may be worn when deemed appropriate.  
The Class ‘A’ uniform must be worn with a black necktie.  The Class ‘B uniform may be worn 
with or without a tie. 
 
Community Chaplains   
 
The standard uniform consists of a burgundy uniform shirt, black slacks, black belt, black socks, 
and closed-toed black shoes.  Female Chaplains may wear a knee-length black skirt instead of 
black slacks.  Black jeans are acceptable only if they are new looking, and not faded.  Shorts of 
any kind are not authorized, nor are faded black jeans. 
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At certain functions, such as funerals, both Chaplains are authorized to wear a two-piece suit 
with a tie and a Chaplain Pocket Badge (issued by PCLEC).  Community chaplains may also 
wear an approved long sleeved black shirt. Both are considered a dress uniform.   
 
During winter months, it is appropriate and acceptable to wear a black or white t-shirt or 
turtleneck under the uniform for warmth.  Chaplain uniform jackets will be provided, as well.  
Additional uniform shirts ordered by chaplains must be approved by PCLEC in order to assure 
continuity of color and style. 
 
A hat issued by the Chaplaincy is acceptable for wear by both Law Enforcement and 
Community Chaplains.  No extra jewelry, pins, or crosses should be worn on the uniform.  It is 
very important that the Chaplaincy have a professional appearance to both victims and officers.  
Therefore, any deviation from the above policy must receive written approval by the Senior 
Chaplain. 
 
Representation of PCLEC - In Uniform 
 
The standard uniforms are required wear for all activities under the auspices of PCLEC except 
when specifically indicated to the contrary, including training, staff meetings, call outs, ride-
alongs, official functions, Chaplaincy presentations, and community events when representing 
PCLEC.  Though there may be rare occasions when Chaplains are asked to respond despite the 
availability of a uniform, it is strongly encouraged that chaplains have uniform pants and shirts 
available in their vehicle to provide them with the ability to change into the prescribed uniform 
on short notice. 
 
Carrying firearms or other weapons are not part of the authorized uniform for Chaplains or 
Staff Members of PCLEC.  While representing the Chaplaincy, Staff Members are not permitted 
to carry firearms or other weapons unless otherwise authorized. 
 
In keeping with Homeland Security recommendation, any Chaplain or Staff Member who 
resigns from the Chaplaincy, becomes inactive for two months or takes a leave-of-absence in 
excess of three months will be required to return all uniforms/identification until they return to 
active duty.   
 
Identification Badges 
 
Each PCLEC Staff Member is issued a picture Identification Badge.  You must wear your picture 
ID to all PCLEC functions and any time you are representing the Chaplaincy.  If your badge is 
lost, report the loss to the PCLEC immediately.  (Note: your business card should never be 
used as a form of ID).  Picture IDs are not worn with Class A uniforms or with suits, if 
attending a funeral or formal ceremony.   
 
D. STAFF MEMBER SAFETY AND HEALTH 
 
PCLEC wants to provide a safe work environment for all staff members.  Your cooperation, by 
learning and practicing safe methods of performing your job, will assist us in keeping a safe and 
healthy work environment.  If you have a question, see a potentially hazardous condition, or if 
you are injured while representing PCLEC (or on the job), please notify the On-Call Supervisor 
immediately.  Always be conscious of the safety of others, as well as your own safety.   
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Remember to always practice Universal Safety Precautions.  To Ensure safety, all Law 
Enforcement Chaplains are required to wear a protective vest during ride-a-longs. 
 
Injury Illness Prevention Program 
 
Federal and state regulations require PCLEC to report all accidents, injuries and occupational 
illnesses.  If you are injured in the course of performing your job or service to the Chaplaincy, 
you must report the accident or injury, no matter how slight, to the on-call Supervisor, the 
Deputy Senior Chaplain or the Senior Chaplain within 24 hours.   
 
Smoke Free Environment 
 
Smoking is not permitted while representing PCLEC.  PCLEC staff members should not smoke 
within the confines of meeting or conference rooms, other “shared occupancy” in off-site areas, 
any public or private area where the public may be present, or while in uniform. 
 
 
E. OPEN COMMUNICATION 
 
Open communication helps build effective work relationships and keeps you informed of 
PCLEC activities, policies, standards and expectations.  Equally important is the open discussion 
of ideas, suggestions, problems and complaints.  You are encouraged to bring forth your 
recommendations, ideas, questions, concerns or any other issues, which you feel are important.  
It is generally appropriate to first bring your ideas or concerns to your Team Leader, but you 
are free to meet with any Board Member, member of the Advisory team including the Senior 
and Deputy Senior Chaplain, whom you feel can best address your issue. 
 
We realize that misunderstandings and differences of opinion sometimes develop on the job or 
on call, resulting in situations that may seem unfair or unjust.  However, by bringing any 
dissatisfaction out into the open, most problems can be improved or resolved.  We will work 
to resolve the situation in the best interests of both the Staff Member and the Chaplaincy. 
 
F. ELECTRONIC MAIL 
 
Electronic mail (e-mail) provides a powerful, easy-to-use and efficient means of communicating 
with other PCLEC staff members and agencies.   
 
As outlined in the PCLEC Confidentiality Agreement (Appendix B), every staff member has the 
duty to safeguard confidential information.  Documents prepared, sent or received via e-mail 
command the same protection as any other correspondence.   
 
In general, all PCLEC policies regarding standards of behavior, harassment, confidentiality, 
conflicts of interest, solicitation, etc., apply to the use of this communications medium.  Any 
one violating this policy will be subject to disciplinary action up to and including termination of 
employment or volunteer service. 
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G. FINANCIAL CONTROLS AND AUTHORIZATION  
 
Any financial commitments made on behalf of PCLEC must receive prior approval from the 
Senior Chaplain or duly authorized personnel.  This includes, but is not limited to: 

• All purchases 
• Any service or supply agreements 
• Any customer contract or special commitment 
• All hiring and compensation changes 

 
Contact the Senior Chaplain or Deputy Senior Chaplain to determine proper procedure.  If 
proper procedure is not followed, and/or prior approval from authorized personnel is not 
received, PCLEC is not responsible for the financial obligation. 
 
H. CONFIDENTIAL INFORMATION  
 
Confidentiality Agreement 
 
Upon employment with PCLEC, you are required to sign a Confidentiality Agreement that 
addresses your responsibilities regarding confidential and proprietary information.  If you have 
any questions about this agreement or how it may affect you, please speak with the Senior 
Chaplain or the Deputy Senior Chaplain.   
 
If you should leave Placer County Law Enforcement Chaplaincy, you are legally required to 
uphold the confidentiality of any information that you have had access to while employed or 
volunteering for PCLEC. 
 
Confidential information is anything PCLEC considers relevant to its status or operations that it 
does not want to disclose publicly or should not disclose publicly.  Examples include ideas, 
concepts, expertise, techniques, computer programs, and plans used for business operations.  
Confidential information also includes personal interaction with law enforcement and case 
information relevant to the agencies and public we serve. 
 
The release of confidential information, whether intentional or unintentional, can injure the 
Chaplaincy in many ways.  Staff Members, through call-outs, training programs, conversations 
with other chaplains, and debriefings, will be exposed to confidential information.  Confidential 
information must not be shared or released to anyone who does not have a need to know basis 
and/or is not authorized to know. 
 
Handling Confidential Materials 
 
PCLEC confidential information should never be photocopied or disclosed to any company or 
individual, including other Staff Members, without proper authorization.  When you do have 
authorization to copy confidential information, properly put away confidential materials when 
you are through working with them.  Be sure that all such materials are locked up at the end of 
each day and on weekends in secure, locked files. 
 
If you are unsure whether something is confidential, or if you have any questions regarding your 
responsibilities in dealing with confidential material, speak with a supervisor. 
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Material’s Policy 
 

PCLEC maintains a strict Material’s Policy in compliance with Homeland Security’s guidelines 
and regulations.  This helps ensure that local authorities and agencies know who is on “active” 
duty and authorized to represent the Chaplaincy.  Therefore, all materials issued by PCLEC to 
its Staff Members (paid employees and volunteers) remains the property of Placer County Law 
Enforcement Chaplaincy.  This includes such things as Training Guides, Handbooks, teaching 
materials, resource guides and books; uniforms; patches; ID badges, etc.  This also includes 
extra uniforms purchased by the Chaplain for their own personal use in fulfilling their duties as 
a PCLEC Law Enforcement or Community Chaplain. 
 
Just as law enforcement officers and fire officials cannot represent agencies they are no longer 
actively serving, Chaplains cannot wear uniforms of PCLEC when they are no longer actively 
serving the Chaplaincy.   At such time, as a Law Enforcement or Community Chaplain leaves 
PCLEC, for whatever reason, they are to immediately return all materials to the Chaplaincy.  In 
addition, if a Chaplain takes a leave-of-absence (this includes sabbaticals, or any other type of 
leave) for 3 months or longer, they shall immediately return all uniforms and materials to the 
Chaplaincy.  A Chaplain that has left PCLEC or is on a leave-of-absence is not authorized to 
attend any official function, do ride-alongs or station visits in uniform.   
 
Copyrights and Patents 
 

Inventions, formulas, techniques, processes, concepts, systems, programs, curriculums whether 
or not patent-able, or copyrightable that are made by you as a Staff Member of the Chaplaincy, 
as well as any information made available to you in the course of your employment or 
volunteer service, are the property of PCLEC.  Protecting the security and confidentiality of 
such patents, inventions and other proprietary information is also addressed in the 
Confidentiality Agreement. 
 
I. DRUG AND ALCOHOL POLICY  
 

PCLEC is committed to providing a safe, drug-free environment for its staff members, 
customers and business guests.  To this end, we will take whatever steps are necessary to 
ensure a drug-free workplace.  Please notify the Senior Chaplain, Deputy Senior Chaplain or 
the On-Call Supervisor if you become aware of any alcohol or drug-related activity, which may 
put others at risk. 
 
PCLEC prohibits reporting to work under the influence of alcohol or illegal drugs or 
substances.  The illegal use, sale manufacture, distribution or possession of drugs or alcohol at 
any time is strictly prohibited and is cause for the immediate termination of employment or 
volunteer service.  In addition, Staff Members may be removed from their position if found to 
have been driving under the influence of drugs or alcohol whether on duty or off duty.   
 
Seeking Help 
 
If you or someone in your family is experiencing problems leading to or resulting from drug or 
alcohol abuse or dependency, we encourage you to seek professional help. The National Drug 
Abuse Information and Treatment Referral Line (1-800-662-HELP) provides a free and 
confidential evaluation service that can refer you or your family members to appropriate 
agencies or hospitals in your area.  
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Section III:  CONDUCT, EXPECTATIONS AND 
STANDARDS 
 
A. STAFF MEMBER CONDUCT 
 
Staff Members (herein defined as paid staff and volunteers) are expected to follow rules of 
conduct that will protect the interests and safety of all members and the Chaplaincy.  All Staff 
Members are expected to exercise good judgment and comply with standards of conduct that 
clergy and other persons in leadership are expected to exercise.  Violations of such rules of 
conduct may lead to disciplinary action up to and/or including removal from staff.  Examples of 
conduct violations include, but are not limited to: 
 

• Gambling (on the job) or while in uniform 
• Sabotage or deliberate destruction of PCLEC property or equipment 
• The theft or attempted theft of property belonging to PCLEC, another staff member, a 

client, or someone we are called to assist 
• Misuse or removal without proper authorization of any company property 
• Insubordination 
• Threatening another Staff Member or “client” (Client is defined as any employee of Law 

Enforcement, Fire, Emergency Response, Medical Staff, and anyone from the general 
public.) 

• Fighting of any kind 
• Use of profanity or vulgarity during Chaplaincy functions, or while in uniform 
• Reporting for “work” under the influence of alcohol or legal and illegal drugs 
• Possession, distribution, sale, transfer, or use of illegal drugs 
• Smoking while in uniform or while representing the Chaplaincy 
• Falsification of any records or events 
• Possession of firearms, or any dangerous or unauthorized material while on duty, or 

while attending agency related business unless otherwise authorized 
• Spreading rumors about other Staff Members 
• Disregard for safety or health rules which could result in bodily injury to yourself or 

another Staff Member 
• Walking off an assignment, that does not pose a threat to safety, without proper 

notification or authorization from the On-Call Dispatcher, Supervisor or Incident 
Commander 

• Poor performance 
• Gossip 
• Violation of any PCLEC policy 
• Excessive unavailability  

 
It should be remembered; Chaplaincy assignments and employment may be for an unspecified 
term and is at the mutual consent of the Staff Member and PCLEC.  Consequently, the 
employment relationship can be terminated at-will, at any time, by either the staff member or 
the Chaplaincy, with or without cause or advance notice. 
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Expectations and Standards 
 
Staff Members are expected to be conscientious, reliable and honest in meeting the obligations 
and responsibilities of their role within the Chaplaincy.  We trust that you will act responsibly 
in conducting yourself while at work and elsewhere.  Nevertheless, we have clarified some of 
our basic expectations – and your basic responsibilities – in this section: 
 

• Be familiar with the values, guiding principles, goals, strategies and processes of the 
Chaplaincy so you can understand the role of your job. 

• Learn your job and perform to the best of your ability – accurately, safely and efficiently. 
• Take initiative to achieve positive results in your role with PCLEC. 
• When “On-Call”, be ready to be dispatched immediately (uniform on, materials by the 

door or in the car ready to go).  When not “On-Call”, if you are requested to respond 
to a call (and are able to respond), have uniform and materials readily available so that 
you can respond in a timely manner to the emergency. 

• OOP - Notify the office and dispatchers, in advance, when you will be Out of Pocket by 
using the Volgistics calendar to log your OOP dates.   

• Present a neat, clean and professional appearance. 
• Give feedback when you have an idea, suggestion, problem or complaint. 
• Establish and maintain effective working relationships with co-workers and agencies, 

treating each with respect at all times. 
• Take responsibility for the conduct of your family or guests at Chaplaincy-sponsored 

business or social functions. 
• Comply with all PCLEC policies, procedures, and safety and security regulations. 
• Represent the Chaplaincy in a positive, professional manner at all times. 

 
 
B. PROFESSIONAL CONDUCT AND PROHIBITION AGAINST 

HARASSMENT  
 
PCLEC is proud of its work environment and will take all necessary steps to ensure that the 
work environment remains pleasant for all who work within our organization.  It is our policy 
that Staff Members treat each other with courtesy, consideration and professionalism.   
 
No one, male or female, should have to endure insulting, degrading, threatening or exploitative 
treatment in the work place.  The Chaplaincy will not tolerate harassment of any Staff Member 
by any other Staff Member, supervisor, or client for any reason.  With this policy, the 
Chaplaincy prohibits not only unlawful harassment, but also other unprofessional and 
discourteous actions.  Accordingly, derogatory racial, ethnic, religious, age, sexual orientation, 
sexual or other inappropriate remarks, slurs or jokes, cursing or other inappropriate language 
in the workplace or while “on duty” will not be tolerated.  
 
Each Staff Member must exercise his or her own good judgment to avoid engaging in conduct 
that may be perceived by others as harassment. 
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Forms of Harassment 
 
Forms of harassment include, but are not limited to: 
 

§ Verbal - repeated sexual innuendoes, racial or sexual epithets, derogatory slurs, off-
color jokes, propositions, threats (implied or real), or insulting sounds; 

§ Visual/Non-Verbal - derogatory posters, cartoons or drawings; suggestive objects or 
pictures; graphic commentaries; leering; or obscene gestures; 

§ Physical - unwanted physical contact including touching, interference with an individual’s 
normal work movement or assault; and 

§ Other - making or threatening reprisals because of a negative response to harassment. 
 
Sexual Harassment 
 
While all forms of harassment are prohibited, we want to emphasize that sexual harassment is 
specifically prohibited.   
 
No representative of PCLEC is to insinuate, either explicitly or implicitly, that an employee’s 
agreement or refusal to submit to sexual advances will in any way affect that employee’s 
employment or volunteer service, evaluation, advancement, assigned duties, shifts, or any other 
condition of employment, volunteer service, or other career development. 
 
Other conduct constituting sexual harassment, whether committed by managers or non-
management personnel, is also prohibited.  
 
Defining Sexual Harassment 
 
When we speak of sexual harassment, we mean unwelcome sexual advances, requests or 
demands for sexual favors, and other verbal or physical conduct or visual displays of a sexual 
nature that is unwelcome, offensive, lowers morale or creates a hostile, intimidating work 
environment.  Sexual harassment does not refer to occasional compliments of a socially 
acceptable nature.   
 
Sexual harassment generally refers to situations in which one or more of the following are 
present: 
 

§ Submitting to such conduct is made either implicitly or explicitly a term or condition of 
your employment, work, or volunteer service.   

 
§ Submitting to or rejecting such conduct is used as the basis for an employment or work 

decision affecting you. 
 

§ The harassment has the purpose or effect of unreasonably interfering with your work 
performance or creating an environment that is intimidating, hostile or offensive to you. 
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Reporting Harassment 
 
If you believe you have been subjected to objectionable conduct, or if you become aware of it 
happening to someone else, it is your responsibility to immediately report that conduct to the 
Senior Chaplain, the Deputy Senior Chaplain or a member of our Board of Trustees.   
The important thing is that you talk to someone who can help; we cannot take action to 
remedy a situation if we are unaware that is occurring. Complaints of objectionable conduct 
will be investigated, and efforts will be made to ensure confidentiality of the investigation.   
 
Therefore, if you believe that you have been the subject of harassment, discrimination, 
retaliation or other prohibited conduct, bring your complaint to the Senior Chaplain or the 
Deputy Senior Chaplain or to any Board Member as soon as possible after the incident. You 
can bring your complaint to any of these individuals.  The board will be made aware of all 
complaints.  If you need assistance with your complaint, or if you prefer to make a complaint in 
person, contact the any of the individuals listed above. Please provide all known details of the 
incident or incidents, names of individuals involved and names of any witnesses. It would be 
best to communicate your complaint in writing, but this is not mandatory. 
 
PCLEC encourages all individuals to report any incidents of harassment, discrimination, 
retaliation or other prohibited conduct forbidden by this policy immediately so that complaints 
can be quickly and fairly resolved.  
You also should be aware that the Federal Equal Employment Opportunity Commission and the 
California Department of Fair Employment and Housing investigate and prosecute complaints of 
prohibited harassment, discrimination and retaliation in employment. If you think you have been 
harassed or discriminated against or that you have been retaliated against for resisting, 
complaining or participating in an investigation, you may file a complaint with the appropriate 
agency. The nearest office can be found by visiting the agency websites at www.dfeh.ca.gov and 
www.eeoc.gov.  
 
All Staff Members will be subject to discipline, up to and including termination of employment 
or service, for any act of objectionable conduct they commit or condone.  On the other hand, 
false accusations will also result in the same course of action towards anyone who made the 
false accusation. 
 
C. DISCIPLINARY ACTION 
 
It is our hope that each Staff Member succeeds in his or her efforts at PCLEC.  We do realize, 
however, there are times when a Staff Member’s performance or behavior may require 
improvement.  If efforts to change a person’s behavior through feedback, informal discussions 
and/or Performance Improvement Plans prove unsuccessful, disciplinary action may be 
appropriate.   
 
As explained elsewhere in this handbook, serving with PCLEC will continue only at the mutual 
consent of the Staff Member and PCLEC.  The employment or service relationship is therefore 
terminable at will, at any time, by either the staff member or the employer, with or without 
cause or advance notice.  Nevertheless, where PCLEC determines it to be appropriate in the 
exercise of its discretion, it may attempt to give a Staff Member a prior written or verbal 
warning and an opportunity to improve or correct a performance and/or attitude problem 
before the relationship is severed.  Should PCLEC choose disciplinary action, the types of 
disciplinary action are described in this section. 
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Verbal Warning 
 
When a Staff Member is not meeting an expected standard of performance or behavior, a 
“verbal warning” may be issued.  The primary purpose of this action is to identify the problem 
and counsel the staff member on how to improve his/her behavior.   
 
Written Warning 
 
The “written warning” generally follows when the previously discussed problem has not been 
taken care of by the Staff Member.  A written warning is often the result of a lack of response 
by the Staff Member to previous counseling, or insufficient indication that the problem has been 
corrected.  Additionally, a written warning may be the appropriate initial course of action for 
offenses of a more serious nature. 
 
The Staff Member will be asked to sign the written warning.  This signature is to confirm that 
the information contained in the document was discussed, not that the Staff Member 
necessarily agrees with the contents.  A copy of the document will be issued to the Staff 
Member and placed in the Staff Member’s personnel file. 
 
Suspension 
 
In serious disciplinary situations that call for investigation and consultation, a suspension may be 
considered.  The primary purpose of a suspension is to allow sufficient time to gather the facts 
necessary to make an informed, calm and rational decision about how to handle a disciplinary 
situation.  Additionally, suspension allows for a “cooling-off” period if necessary.  In cases 
where an employee is charged and is awaiting trial for a criminal offense, the Staff Member may 
be suspended for an indefinite period. 
 
If a Staff Member is exonerated of all charges following a suspension, the Staff Member may be 
reinstated with no record of disciplinary action.   
 
Termination 
 
If the necessary performance/behavior improvement does not occur, the Staff Member’s 
employment or volunteer service is subject to termination.  This action may be taken when it 
has been convincingly demonstrated that the previous warnings have not been successful, after 
reasonable opportunity for correction has been provided.  Termination may also be the 
appropriate first course of action for a first offense that is a serious breach of conduct. It should 
be remembered that the employment or volunteer relationship is terminable at will, at the 
option of the Staff Member or the employer.   
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Section IV:  EMPLOYMENT STATUS AND RECORDS 
 
A. EMPLOYMENT APPLICATION AND REFERENCE CHECKS   
 
Misrepresentations, falsifications or omissions may cause us to exclude a person from the 
Chaplaincy or to terminate the employment or volunteer service relationship.  The 
(Employment) Application becomes a part of the Staff Member’s personnel file. 
 
Staff Members must pass a law enforcement / governmental background check and receive 
clearance from the Chaplaincy’s internal hiring personnel before being recommended to the 
Chaplaincy as a paid Staff Member or as a volunteer Staff Member.   
 
Megan’s Law 
 
In addition to the initial background check mentioned above, an annual background check may 
be completed to ensure that each volunteer and paid employee has not been convicted or 
entered a guilty plea for any crime involving or against a minor.     
 
B. VERIFICATIONS OF EMPLOYMENT/VOLUNTEER SERVICE 
 
All requests from outside organizations for information about Staff Members should be 
addressed to the attention of the Senior Chaplain.  No one at PCLEC, other than designated 
individuals within management, is authorized to release any information about past or present 
Staff Members to anyone outside the Chaplaincy.  The Senior Chaplain and the Deputy Senior 
Chaplain are the only authorized representatives of PCLEC.  Reference requests, on past or 
present Staff Members, should include a signed authorization from the Staff Member to release 
the requested information. 
 
C. INTRODUCTORY PERIOD 
 
The evaluation period for Staff Members shall be for a minimum period of six (6) months and 
shall apply to all new as well as re-hired employees.  This is a trial period for both the Staff 
Member and PCLEC to determine suitability and interest in the work and to provide the 
opportunity for an adjustment period.  Any Staff Member may be released from employment or 
volunteer service before the end of the introductory period if found unsuitable to the needs of 
the Chaplaincy.  
 
All Supervisors and/or Mentors are required to complete verbal or written employee 
evaluations at the end of the Introductory Period.  The Introductory Period may be extended 
at the discretion of the Senior Chaplain or the Deputy Senior Chaplain in order to allow a 
marginal Staff Member to show improvement.  The Chaplaincy relationship is terminable at will 
at any time during or after the Introductory Period. 
 
Upon completion of the introductory period, the Senior Chaplain shall make a determination 
on the status of the Staff Member.  At this time, he/she shall either, 
 

• Be released from their employment or volunteer service 
• Have their introductory period extended 
• Be informed that they have passed their introductory period 
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  TIME REPORTING 
 
Depending on the Staff Member’s classification, time records are handled in accordance with 
state and/or federal regulations, or PCLEC’s reporting guidelines.  The following is a brief 
statement regarding each type of time record:   
 

§ Non-Exempt Employees (paid staff) are required to record their daily hours worked on 
a time report which is submitted monthly.   

§ Exempt Employees (paid staff) may be required to submit a monthly report, which 
documents the total number of hours worked during the reporting period.   

§ Volunteers are required to maintain their current hours by using the Volgistics web site. 
 
Chaplaincy activities, as noted on the individuals time card, records PCLEC interactions with 
law enforcement agencies, first responders, and the community at large.  Chaplaincy funding is 
based on PCLEC’s service to the community, therefore it is imperative that reports are 
completed accurately and submitted timely.   
 
Tampering, altering, or falsifying time records may result in disciplinary action, including 
termination of services to the Chaplaincy. 
 
 
D. EMPLOYEE & VOLUNTEER SEPARATION  
 
We realize the Chaplaincy relationship may be ended voluntarily (initiated by the Staff Member) 
or involuntarily (initiated by PCLEC), at any time.  In either case, it is PCLEC’s policy to ensure 
fair, equitable and confidential treatment of Staff Members separating from the Chaplaincy.   
 
If you decide to resign your position with PCLEC, we request that you give us at least two 
weeks written notice before your resignation.  You will be asked to complete an exit 
questionnaire/interview and provide any constructive comments and suggestions on improving 
working conditions at PCLEC. 
 
In the case of separation, you will be responsible for returning all PCLEC property whether the 
items were issued by PCLEC or you personally paid for them.  Items include keys, badges, 
uniform shirts/jackets and other company materials or information (training materials, resource 
guides, manuals, handbooks, etc.).   
 
E. PERSONNEL FILES 
 
For paid staff members, PCLEC keeps detailed records concerning your employment.  These 
include the application for employment and all other records that require specific information 
about your employment with PCLEC.     
 
For volunteer positions, the Chaplaincy maintains files related to your position that includes the 
Chaplaincy Application, Call-Out reports, monthly time records, evaluations and any other 
records in accordance with internal policies and procedures.   
 
Personnel files are the property of PCLEC and we restrict access to this information in 
accordance with federal and/or state regulations or internal policy.  Generally, a file is open 
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only to officials and representatives of PCLEC who have a legitimate reason to review the 
information. 
 
Updating Personal Information 
 
It is important that your records be complete, accurate and up to date, as it enables us to 
provide you with timely communications and to contact the appropriate person in case of an 
emergency.  If there is any change in your status, such as, but not limited to, name, marital 
status, number of dependents, telephone number, or address, please notify the office in writing 
(email is considered acceptable notification). 
 
Reviewing Your Personnel File 
 
If you would like to like to review your personnel file, please contact the Senior Chaplain or 
Deputy Senior Chaplain to set up an appointment.  With reasonable notice, you may review 
material in your file at PCLEC headquarters and in the presence of an appointed representative. 
F. SOLICITATION AND DISTRIBUTION 
 
To ensure efficient operation of the Chaplaincy and to prevent annoyance to you and others, it 
is necessary to control solicitations.  Therefore, no solicitations of any kind will be permitted 
on PCLEC’s premises, at any time, by persons not employed by the Chaplaincy. 
 
Staff Members may engage in solicitation as long as they do not interfere with other Staff 
Members who are working, or create an atmosphere where others are pressured or feel 
obligated to purchase or engage in the activity being solicited.  No distribution of any kind, 
including literature or other printed materials, is permitted in any work area or on PCLEC 
bulletin boards at any time.  This applies to PCLEC employees as well as persons not employed 
by the company. 
 
Chaplaincy-sponsored solicitation for charitable organizations is allowed.  Each employee may 
decide whether or not to contribute or assist in these efforts.  There will be no discrimination 
against Staff Member because of their willingness or unwillingness to participate. 
 
 
G. VISITORS 
 
Visits by family, friends and acquaintances of Staff Members are permissible provided they do 
not disrupt operations.  Any Chaplain dispatched to a call should exercise good judgment if 
they have a family member or non-PCLEC individual in their vehicle.  If you must take a visitor 
or family member to an emergency call-out situation, you must report it to the On-Call 
Supervisor at the time you are dispatched.  Approval must be given by the On-Call Supervisor 
before permitting a passenger to attend any call-out scene.   
 
 
 
 
 
 
 
 



Page | 19 
 

Appendix A 
Placer County Law Enforcement Chaplaincy 

Annual Commitment Letter 
 

Thank you for prayerfully committing to work with the Placer County Law Enforcement Chaplaincy (PCLEC) for 
the fiscal year July 2017 – July 2018.  We are pleased to have you as a member of our outstanding team. In order to 
have a positive impact on PCLEC, Law Enforcement, and the Community in which we serve, your signature below 
indicates your agreement and commitment to abide by the following: 
 
1. I will regularly pray for the Placer County Law Enforcement Chaplaincy, my fellow Chaplains, and the support 

staff.  I will regularly pray for the leadership of the Chaplaincy program, and seek God’s best for the entire 
Chaplaincy. 

2. I will maintain a personal walk with God, and refrain from such activities in my personal life that would 
damage or sully my reputation and/or that of the Placer County Law Enforcement Chaplaincy. 

3. *I agree that it is vital that my skills and training be kept sharp and up to date in order to respond effectively to 
emergency call-outs.  Therefore, I will maintain my skills by completing 18 hours of approved training yearly, 
including any three-hour mandatory training required by PCLEC.  I understand that missing two of the PCLEC 
mandatory trainings in a 12-month period or non-completion of the other required hours will result in a meeting 
with 1C1. 

4. *I will complete and submit the standard ECO to the office, and log all hours for every activity (on call hours, 
calls, etc.) on the Volgistics software, within 48 hours of my activity.  

5. I will maintain reliable communication (including a cell phone) on a 7/24 basis so that I may be contacted when 
needed and will respond to phone calls promptly whether or not I am available. 

6. *If I am an LE chaplain, I will complete (a minimum of) one 8-hour ride-a-long each month. A shift with 
officers at a DUI checkpoint can be a substitute for a ride-a-long 6 times in any year. 

7. *I will sign up each month as the primary responding (On-Call) Chaplain for the following:  
 

 On-Call Hours (Pick One) 
    One 24-hour period 
    Two 12-hour periods  

   
 
*The inability to fulfill any of these minimal requirements for any 2-month period will result in a meeting with 1C1 

to determine what course of action will assist the chaplain to fulfill their commitments. 
 
8. I will adhere to PCLEC policies regarding the uniform (approved uniform is listed in the Staff Member 

Handbook, pgs. 6-7).  When wearing the uniform, the picture ID badge must be worn at or above the waist.  The 
uniform is to be clean and neatly pressed, in keeping with the agencies in which I serve.  I will wear the uniform 
any time I am representing the Chaplaincy whether this be for an emergency call-out or any official function of 
the Placer County Law Enforcement Chaplaincy.   

9. In keeping with Homeland Security recommendations, I understand that I will be required to return all uniforms 
and ID’s if I leave the Chaplaincy, become inactive for two months, or take a leave-of-absence in excess of 
three months, until I actively return to service. 

10. I will submit to the authority of the Chaplaincy’s leadership and to all written policies and protocols. 
11. I will maintain reliable transportation covered by automobile insurance. 
12. I will possess a current valid California Driver’s License 
 
Furthermore, I fully understand that I am clearly in the public eye when I wear the uniform and identification of the 
Placer County Law Enforcement Chaplaincy.  I am representing God, all chaplains in general and the Placer County 
Law Enforcement Chaplaincy in particular.  My deeds and actions will be noticed and will influence the opinions of 
others.  I will give my position the dignity and respect it deserves and will represent the Placer County Law 
Enforcement Chaplaincy with integrity. 
 
___________________________________________________________________________________________ 
Chaplain Signature    Printed Name    Date 
 
I the undersigned act as a witness to the signature of the above-signed Chaplain.  As a spouse, friend, or significant other, I commit to regularly 
praying for, exhorting and supporting him/her in their ministry as a Chaplain.  I will avail myself to them as a friend and confidant, and be a 
source of encouragement to them. 
 
____________________________________________________________________________________________ 
Signature     Printed Name    Date 
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Appendix B 
PCLEC CONFIDENTIALITY, PROPRIETARY INFORMATION  

AND CONFLICT OF INTEREST AGREEMENT 
 
Your relationship with Placer County Law Enforcement Agency (PCLEC) may expose you to Confidential 
Information regarding PCLEC and third parties, including but not limited to members of law enforcement, 
emergency responders, physicians, hospitals, or Placer County Law Enforcement Agency contractors.  
“Confidential Information” includes, but is not limited to: 
 
a) Information relating to Placer County Law Enforcement Chaplaincy including, but not limited to, 

pending proposals; contract terms; alliance strategies; financial information; strategic initiatives; 
survey data; personnel or employee information. 

 
b) Information relating to third parties including, but not limited to, data from law enforcement, fire and 

paramedics, hospitals, city or county public agencies; research project data, patient medical 
information; financial information; software or systems information. 

 
c) Protected Health Information (as defined by the Health Insurance Portability and Accountability Act 

and regulations there under) that is provided to PCLEC in the normal course of their business and is 
protected from disclosure by a Business Associate Agreement or other agreement between PCLEC 
and the entity that is required under HIPAA to protect that information from disclosure. 

 
You agree that at all times you will protect the Confidential Information and will not directly use or disclose 
any Confidential Information except as is necessary in connection with the services you provide to Placer 
County Law Enforcement Chaplaincy.  If you obtain information as a result of your activities with PCLEC, 
you are not permitted to act on or discuss the Confidential Information until it becomes public, otherwise 
you could be subject to federal or criminal prosecution, as well as disciplinary action by PCLEC up to and 
including termination of your services with Placer County Law Enforcement Chaplaincy.  If you disclose, 
even inadvertently, information protected from disclosure by HIPAA, you could be subject to civil or 
criminal penalties as permitted by HIPAA, as well as disciplinary action by PCLEC up to and including 
termination of your services with PCLEC. 
 
All PCLEC documents, data, records, and all Confidential Information produced by, or provided to you or 
others in connection with the services you provide to PCLEC, are the property of PCLEC, or are held by 
PCLEC on behalf of its other business partners, and you will return all such property upon termination of 
your services, and will not retain any copies, notes, summaries or other records of their contents.  You 
also will not disclose any Confidential Information orally or in any other manner following the termination 
of your services. 
 
PLACER COUNTY LAW ENFORCEMENT CHAPLAINCY RIGHTS TO COPYRIGHTS AND 
INVENTIONS 
 
You agree to assign to PCLEC the rights to all ideas, articles, publications, data, programs, or other 
intellectual property, whether or not copyrightable or patentable, which were prepared by you within 
the scope of the services provided by you to PCLEC, which result from tasks assigned to you by PCLEC, 
are funded by PCLEC or result from use of the PCLEC premises. 

 
CONFLICT OF INTEREST 

 
During the term of your employment, consulting contract, or volunteer commitment with PCLEC, you shall 
inform and receive approval by PCLEC before accepting any employment or consulting relationship with 
another person or entity in any field related to PCLEC’s line of business.  Lack of objection by PCLEC 
regarding any particular outside activities does not reduce your obligations under this Agreement in any 
way.  You will not accept any gifts, compensation or other benefit from a person or organization with 
which you have business dealings on behalf of PCLEC. 
 
You acknowledge that you have carefully read the provisions of this Agreement and that you understand 
and will fully comply with such provisions. 
                                                                   
            
Signature     Printed Name    Date 
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Appendix C 
PLACER COUNTY LAW ENFORCEMENT CHAPLAINCY 

Social Networking/Media Policy 

“Let no unwholesome word proceed from your mouth, but only such a word as is good for edification 
according to the need of the moment, so that it will give grace to those who hear.”    
                               (Ephesians 4:29) 
  
 Placer County Law Enforcement Chaplaincy (PCLEC) views internet sites (e.g. web-based 
discussion or conversation pages, blogs, etc.) and other forms of social networking (e.g. Facebook, 
Twitter, etc.) as significant new forms of public communication. Placer County Law Enforcement 
Chaplaincy personnel are free to express themselves as private citizens on social media sites to the 
degree that such public speech does not otherwise violate existing policies (including this policy) and 
procedures governing employee conduct. 
 

PCLEC holds those chaplains/employees who engage in social networking to those standard 
applied to other forms of public communication, such as comments to TV, radio or news reporters. All 
employees maintain an obligation to PCLEC to ensure that any public communications, including social 
networking communications, must not negatively affect the reputation of PCLEC or bring disrepute in any 
way to PCLEC, law enforcement and/or the population it serves. 

 
A specific team of employees/chaplains will be authorized and/or assigned to speak publicly on 

behalf of PCLEC. All employees/chaplains must have prior authorization from the Senior Chaplain in 
order to serve as a PCLEC spokesperson. This policy extends to the extent that social networking 
communications may represent, or appear to represent, the official view or perspective of PCLEC on a 
given topic. 

 
Identified below are some general guidelines and examples of prohibited communications. Please 

note that this list gives examples only and is not – nor is it intended to be – an exhaustive list of prohibited 
communications. Instead, this list is designed to provide guidance in respect to responsible social 
networking and other forms of communication. 

 
General Guidelines and Examples of Prohibited Communications: 

• The PCLEC standard is to display discretion, thoughtfulness and respect for colleagues and 
those we serve: including community members, those in authority and the law enforcement 
community. 

• PCLEC chaplains and personnel will not discuss internal policies or operational issues in any 
manner that may reflect poorly on the Chaplaincy. 

• PCLEC chaplains and personnel will not engage in public criticism or disparagement of PCLEC or 
its personnel. 

• Confidential or proprietary (PCLEC or law enforcement) information or similar confidential data 
from those who have shared such with PCLEC are not to be disclosed in any public or social 
networking environment. 

• Placer County Law Enforcement Chaplaincy volunteer and/or paid staff may not: 1) divulge 
confidential information gained by reason of official access or authority; 2) make any unauthorized 
statements, speeches, appearances on behalf of PCLEC; or 3) make endorsements or publish 
material(s) that could reasonably be considered to represent the views or position of this agency 
without expressed authorization from the Senior Chaplain. 

• Placer County Law Enforcement Chaplaincy volunteers and/or paid staff shall not post any 
confidential law enforcement information seen or heard regarding events, crime scenes, criminal 
offender information, etc.  Only the originating agency is authorized to determine what can be 
considered public information and only that agency should release information to the public or on 
their social media sites before being discussed on any chaplain's private forum. 
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Placer County Law Enforcement Chaplaincy personnel should assume that opinions, speech and related 
activities on social media sites will reflect upon the Placer County Law Enforcement Chaplaincy and should 
be mindful that law enforcement personnel and members of the public reflect every family/religious value, 
political spectrum and/or personal ideology. 

Therefore, proper professional conduct is required in the personal use of social media. In particular, personnel 
are prohibited from the following: 

• Speech that ridicules, maligns, disparages, or otherwise expresses bias against any race, religion, 
gender, sexual orientation or protected class of individuals. 

• Speech involving themselves or other employees reflecting behavior that would reasonably be 
considered illegal, immoral, or unethical. 

• Any comment that would not be allowed on the air or reported in a column is to be (re) tweeted 
and/or (re) posted on any social media, Facebook, or public web page. 

Placer County Law Enforcement Chaplaincy personnel should expect that any information created, 
transmitted, downloaded, exchanged, or discussed in a public online forum may be accessed by this 
agency at any time without prior notice and may lead to discipline to the extent that public 
communication harms PCLEC. 
 

PERSONAL USE/PRECAUTIONS/PROHIBITIONS & REPORTING VIOLATIONS 

 
 When using social media, Placer County Law Enforcement Chaplaincy personnel should be 
mindful that such speech becomes part of the worldwide electronic domain. ‘Private’ or ‘Friends 
Only’ settings are not, in fact or practice, private. There is nothing that prohibits a ‘friend’ from 
copying, publicizing or forwarding a post. There can be no reasonable expectation of privacy of 
information that has been freely given to a social media ‘friend.’ Social media users rarely know the 
entire catalogue of people who may have been ‘friended.’ PCLEC chaplains and staff are advised 
to post nothing without understanding that it may be scrutinized by the general public, media, 
lawyers, and/or law enforcement/prosecution personnel, if freely shared by a ‘friend.’ Chaplains and 
staff are responsible for anything posted on their Facebook pages or other sites. 
 
 Information uploaded to Internet domains, sites or businesses may exist in some form, even when 
the original post has been deleted. Some social media sites have several hundred million photos, which 
may not be deleted from archives, even if a user has deleted such content from a public or proprietary web 
page. Consider material committing data, photos or comments to any such sites. 
 

Any chaplain or employee having knowledge or awareness of an Internet posting or of any website 
or web page in violation of the provisions of this policy should notify the Senior Chaplain or his designee 
immediately for follow-up action.  

Violations of this policy may result in discipline as outlined in our Staff Member Handbook. 
 
 
As a member of Placer County Law Enforcement Chaplaincy, I understand, agree to and will abide by this 
policy. 
 
______________________________________________________________________________ 
Signature     Printed Name    Date 
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Appendix D 
WHISTLE BLOWING POLICY 

 

If any employee reasonably believes that some policy, practice, or activity of PLACER 

COUNTY LAW ENFORCEMENT CHAPLAINCY is in violation of law, a written complaint may 
be filed by that employee with the President of the Board of Directors. 

It is the intent of Placer County Law Enforcement Chaplaincy to adhere to all laws and 

regulations that apply to the organization, and the purpose of this Policy is to support the 

organization's goal of legal compliance. The support of all employees is necessary to achieving 

compliance with various laws and regulations. An employee is protected from retaliation only if 

the employee brings the alleged unlawful activity, policy, or practice to the attention of the 

Board President and provides the Board President with a reasonable opportunity to investigate 

and correct the alleged unlawful activity. The protection described below is only available to 
employees that comply with this requirement. 

Placer County Law Enforcement Chaplaincy will not retaliate against an employee who, in 

good faith, has made a protest or raised a complaint against some practice of Placer County 

Law Enforcement Chaplaincy or of another individual or entity with whom Placer County Law 

Enforcement Chaplaincy had a business relationship, on the basis of a reasonable belief that 
the practice is in violation of law or a clear mandate of public policy. 

Placer County Law Enforcement Chaplaincy will not retaliate against an employee who 

discloses or threatens to disclose to a supervisor or a public body any activity, policy, or 

practice of Placer County Law Enforcement Chaplaincy that the employee reasonably believes 

is in violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a 

clear mandate or public policy concerning health, safety, welfare, or protection of the 
environment. 

My signature below indicates my receipt and understanding of this Policy. I also verify that I 
have been provided with an opportunity to ask questions about the Policy. 

            
Signature     Printed Name    Date 
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Appendix E 
NONDISCRIMINATION STATEMENT 

 
 
 
The Placer County Law Enforcement Chaplaincy (PCLEC) is a Christian faith based 501(c)(3) 
non-profit California Corporation consisting of employees and volunteers.  As such, the 
corporation does not discriminate on the basis of race, color, national origin, genetic information, 
sex, gender, gender identity, gender expression, age, marital status, creed, religion, sexual 
orientation, qualified veterans, or qualified individuals with disabilities in access, treatment, all 
aspects of employment, volunteer service and chaplaincy sponsored programs (Reference Title 
VII of the Civil Rights Act of 1964). 
 
The PCLEC further complies with the provisions of the California Department of Fair 
Employment and Housing under California Government Code, Title 2, Chapter 6, Article 1, 
Sections 12940 et seq. entitled, “Unlawful Practices, Generally.”  
 
The PCLEC makes a conscientious effort to increase ethnic, cultural, and gender diversity; to 
employ qualified disabled individuals; and to provide equal opportunity to all employees and 
volunteers whenever possible through nondiscriminatory reasonable accommodation. 
 
As a Christian faith based organization, the PCLEC also subscribes to the limitations allowed 
under section 702(a) of the Civil Rights Act of 1964.  Whereas, this organization requires its 
employees and volunteers to follow sincerely held universally accepted Christian beliefs, 
doctrines and practices, with the understanding that the PCLEC serves all people in a 
compassionate and non-discriminating manner regardless of their belief, or nonbelief pursuant 
to the provisions outlined in Local, State and Federal laws. 
 
 Employees, applicants and volunteers will not be subject to harassment, intimidation, threats, 
coercion, or discrimination because they have engaged or may engage in filing a complaint, 
assisting in a review, investigation, or hearing or have otherwise sought to obtain their legal 
rights related to any federal, state, or local law regarding Equal Employment Opportunity (EEO).  
Any employee, applicant, or volunteer that feels they have been a victim of any of the 
aforementioned conditions is encouraged to bring forward their concerns, at the earliest 
opportunity, to the PCLEC Executive Director/Senior Chaplain at 916.672.6984, or by making 
an appointment for a confidential meeting.  
 
Yes indeed, it is good when you obey the royal law as found in the Scriptures “Love your 
neighbor as yourself.” But if you favor some people over others, you are committing a sin. You 
are guilty of breaking the law. 

James 2:8-9  
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Appendix F 

Returned Item Checklist 
 
 
I, _________________________________have decided to leave my service as a Chaplain with 
Placer County Law Enforcement as of _________________.  I am returning the following items 
to the Chaplaincy as required by Homeland Security and PCLEC: 
 
_____ Tan Academy Shirt(s) 
 
_____ Community Chaplain Polo(s) 
 
_____ Community Chaplain Short Sleeve Shirt(s) 
 
_____ Community Chaplain Long Sleeve Shirt(s) 
 
_____ Community Chaplain Jacket 
 
_____ LE Chaplain Polo Shirt(s) 
 
_____ LE Chaplain Short Sleeve Shirt(s) 
 
_____ LE Chaplain Long Sleeve Shirt(s) 
 
_____ LE Chaplain Jacket 
 
_____ Community Chaplain Hat(s) 
 
_____ LE Chaplain Hat(s) 
 
_____ Plastic ID Badge(s) 
 
_____ LE Metal Class A Badge(s) 
 
_____ Cloth Badge(s) 
 
_____ Pocket Metal Flat Badge(s) 
 
_____ Any other form of ID identifying me as a Chaplain 
 
I hereby acknowledge that I have returned the above items and any other items belonging to the 
PCLEC. 
 
 
Name:_____________________________________________Date:_________________ 
 

 
 
 
 
 
 
 



Page | 26 
 

Appendix G 
HANDBOOK AGREEMENT 

 
After reading the PCLEC handbook, please complete, sign and turn in the following quiz to the PCLEC 
office. 
 
1. On what page is our mission statement found?  ______________ 
 
2. On page 3, our policy states, to protect both parties’ rights, it should be remembered that the 

employment or volunteer relationship is terminable ________________, at the option of the Staff 
Member or the employer.   

 
3. What are two of the three types of classifications?  _________________________ 
 
                _________________________ 
 
        
4. If you cannot meet your monthly requirements, or unforeseeable circumstances arise, you are 

expected to contact  _______________________.   
 
5. Carrying firearms or other weapons  (circle one)       are      are not    part of the authorized uniforms 

for chaplains.  . .     ( found on page _____________ ) 
 
6. Open communication helps build ___________________________  and keeps you informed of 

PCLEC activities, policies, standards and expectations.   (found on page ____________ ) 
 
7. True  or  False  (circle one):  Staff Members may be removed from their position if found to have been 

driving under the influence of drugs or alcohol whether on duty or off duty.   
 
8. PCLEC confidential information should never be ________________ or _____________ to any 

company or individual, including other Staff Members, without proper authorization.   
 
9. Give two examples of staff member conduct violations. __________________________ 
 
      ___________________________________________________________________ 
 
10. If you believe you have been subjected to objectionable conduct, or if you become aware of it 

happening to someone else, it is your responsibility to immediately report that conduct to the 
_________________, the ______________________ or a member of our Board of Trustees.  

  
11. The evaluation period for Staff Members shall be for a minimum period of _____________ and shall 

apply to all new as well as re-hired employees.   
 
12. When a Staff Member is not meeting an expected standard of performance or behavior, a 

“______________________________ ” may be issued.   
 
 
13. Megan’s Law ensures each volunteer and paid employee has not been convicted of a crime against  

____________________ .     
 
14. If you would like to like to review your personnel file, please contact _________________________ 

to set up an appointment.   
 
 
I have read and am in agreement with the policies and procedures and expectations listed within the 
handbook 

 
            
Signature     Printed Name    Date 
 


