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CHAPTER 11 

DOCUMENTATION 

1. AUTHORITY.  The California Department of Human Resources rules require that 
the observations leading to reasonable suspicion be documented, and that a copy of 
this information must be provided to the affected employee.  While the rules are not 
specific, this information should be provided to the employee within 48 hours (except 
when not reasonably possible or where other timeframes are dictated by the applicable 
Memorandum of Understanding). 

2. SUPERVISOR’S RESPONSIBILITY. 

a. Preparation.  The supervisor who made the initial determination of reasonable 
suspicion must prepare a Reasonable Suspicion Report using the CHP 202X, 
Workplace Substance Abuse Investigation/Voluntary Testing Report.  Since there is 
an expectation of a 48-hour turnaround, this document may be handwritten or 
typewritten.  Supervisors are not required to provide the employee with immediate 
documentation of the cause for reasonable suspicion.  In most instances, 48 hours 
should be sufficient time for the supervisor to prepare a thorough report of the 
circumstances and submit it to the confirming official for review.  Supervisors are 
encouraged, however, to complete the report as soon as possible so that none of 
the initial observations are forgotten. 

b. Submission.  After completing the report, the supervisor must sign the 
document and submit it to the manager who approved the substance test. 

3. COMFIRMING OFFICIAL’S RESPONSIBILITY. 

a. Review.  The manager who acted as the confirming official must review the 
reasonable suspicion report to ensure: 

(1) It contains all necessary elements outlined in Annex A through Annex C of 
this chapter. 

(2) It is an accurate representation of the circumstances (either witnessed 
personally by the confirming official or related by the supervisor) that led to the 
decision to authorize the substance test. 

b. Processing.  The confirming official must sign the document, indicating review 
of and concurrence with the determination of reasonable suspicion. 
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4. REASONABLE SUSPICION REPORT. 

a. Policy.  A Reasonable Suspicion Report shall be completed whenever a 
determination of reasonable suspicion of workplace substance abuse leads to 
substance testing.  The report documenting reasonable suspicion is very important, 
since it may become part of the official record in appeal proceedings or litigation. 
For this reason, supervisors are to ensure the reports are complete and accurate 
concerning circumstances, behavior, appearances, and times.  The Reasonable 
Suspicion Report is similar to a collision or arrest report in that it must contain all 
necessary facts to form a foundation for further administrative action.  The following 
four elements are considered essential to a complete and comprehensive report: 

(1) A detailed description of the incident and/or circumstances initiating the 
reasonable suspicion. 

(2) The fact that substance abuse could not be ruled out after considering 
other possible causes, if any. 

(3) Supporting evidence resulting from closer observation of the employee's 
appearance and demeanor.  This includes the results of any field sobriety 
tests, drug evaluations and/or medical screenings. 

(4) Names of other supervisors, employees, or witnesses who can verify or 
support the reasonable suspicion. 

NOTE:  When a criminal investigation is conducted, a Reasonable Suspicion 
Report shall be completed. 

b. General Test Results.  When received, the written test results are to be 
attached to the Reasonable Suspicion Report.  A copy of these results must also 
be provided to the employee.  Even if the test results are negative, the Reasonable 
Suspicion Report must be completed, reviewed, and a copy provided to the 
employee. 

c. Positive Results.  If the results are positive, the Reasonable Suspicion Report 
and test results will be included in the Request for Adverse Action.  Should the 
employee appeal the adverse action, the supervisor who prepared the report and 
confirming official will be called upon to testify at the hearing regarding their 
observations and actions. 

d. Negative Results.  Negative test results will be recorded on page 2 of the  
CHP 202X, Workplace Substance Abuse Investigation/Voluntary Testing Report 
and/or attached to the report.  The documentation will then be forwarded as 
confidential material to the Office of Internal Affairs (OIA), where it will be 
maintained by the Substance Testing Coordinator for a period of two years from the 
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date of the test, or until any litigation associated with the incident is adjudicated 
(whichever is longer).  Under no circumstances will the CHP 202X indicating a 
negative test result be retained in the employee’s personnel field folder. 

5. VOLUNTARY TESTING REPORT. 

a. Procedure.  Circumstances may arise when employees desire to voluntarily 
provide samples for substance testing, such as non-sensitive employees suspected 
of substance abuse volunteering to provide unsolicited samples, or employees 
involved in critical incidents.  Under these circumstances, the CHP 202X will be 
completed by a supervisor and the employee will be asked to sign the document 
prior to sample collection.  If the employee is unable or refuses to sign the 
document, the supervisor will make a notation of the circumstance(s) within the 
signature box.  Nevertheless, an employee who is unable or refuses to sign the 
CHP 202X will be permitted to provide a voluntary sample. 

b. Retention.  When a CHP 202X is completed pursuant to a voluntary sample, it 
will be retained according to the incident or circumstance giving rise to the test.  
Documentation of voluntary tests completed subsequent to a critical incident will be 
retained for a period of time consistent with retention of all other reports and 
documents associated with the incident, or until any related litigation is adjudicated 
(whichever is longer).  If the documentation is associated with an internal 
investigation, it will be retained for the life of the investigation.  In circumstances 
where no other documentation is associated with the incident giving rise to 
voluntary testing, the CHP 202X and attached narrative will be forwarded to the 
Substance Testing Coordinator at OIA, where it will be retained for two years from 
the date of testing.  Under no circumstances will the CHP 202X be retained in 
the employee’s personnel field folder. 
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ANNEX A 

SAMPLE CHP 202X – ALCOHOL ONLY/SENSITIVE EMPLOYEE 
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ANNEX B 

SAMPLE CHP 202X – DRUGS ONLY/SENSITIVE EMPLOYEE 
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ANNEX C 

SAMPLE CHP 202X – NONSENSITIVE EMPLOYEE 
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ANNEX D 

SAMPLE CHP 202X – VOLUNTARY TEST 
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