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PURPOSE 
 
The purpose of this general order is to define the procedures when an employee has 
been placed on Administrative Leave or Industrial Injury. 
 
ADMINISTRATIVE LEAVE 
 
1. In the event an employee is temporarily placed on Administrative Leave their 

work days and hours shall be changed to Monday through Friday, 8:00 a.m. to 
5:00 p.m.  In addition, the employee shall remain available and on call with a 
maximum one-hour response time during indicated hours of administrative leave.   

 
2. Administrative Leave is designed to ensure employees are available during a 

normal work week to conduct city related business.  Some examples include (but 
are not limited to) attending a required psychological/psychiatric appointment, 
court, internal affairs interviews, follow-up interviews, medical appointments, and 
critical incident stress debriefings.  Shift differential will not be paid to employees 
while working Monday through Friday, 8:00 a.m. to 5:00 p.m. regardless of their 
current shift bid.   

 
3. In some instances, when an employee is placed on Administrative Leave as a 

result of an Internal Affairs investigation, their duties as a peace officer may be 
temporarily suspended until the investigation is completed.  The employee’s 
badge, identification card, and firearm will be retained by the Department.  
Additionally, the employee will be refrained from acting in an official capacity. 

 
INDUSTRIAL INJURY 
 
4. Employees who are off work due to an industrial injury are subject to the same 

shift adjustments and requirements as Administrative Leave and are not entitled 
to overtime compensation, regardless of their assigned shift, per current case law 
(Mannetter v. County of Marin).   

 
5. If an employee is assigned to a shift which qualifies for shift differential when 

placed on 4850 leave, the employee will continue to receive the differential until 
the next rotation bid.  Note: Worker’s Compensation benefits will be provided 
based on the employee’s average weekly wage for the previous 12 month period 
per California Labor Code. 

 
 
 
 
 
      Robert F. Paoletti 
      Chief of Police 
 


