<<COMPANY NAME>>


SUBSTANCE ABUSE POLICY





TABLE OF CONTENTS








1.         PURPOSE





2.	POLICY									





3.	DEFINITION OF TERMS


	3.1	Employee


	3.2	Drug Free Workplace


	3.3	Controlled Substance


	3.4	Drugs


	3.5	On the Job


	3.6	Under the Influence


	3.7	Safety Sensitive Functions


	3.8	Supervisor Training


	3.9	Substance Abuse





4.	IDENTIFYING AND HANDLING EMPLOYEES WITH SUBSTANCE ABUSE 	PROBLEMS


	4.1 	Possession							 


4.2 	On-the-Job Use						 


4.3 	Pre-Shift or On-Call Use of Alcohol		 





5.  	SUBSTANCE TESTING GUIDELINES


5.1  	When is Testing Required?


5.1.1	Pre-placement


5.1.2	First Time Performing Safety-Sensitive Duties


5.1.3	Post Accident 


5.1.4	Reasonable Suspicion


5.1.5	Random


5.2 	Drug Testing


	5.2.1	Testing Methodology


	5.2.3	Employee Request to Retest


5.2.3 	Alcohol Testing


	5.2.4	Consequences of a Positive Test


5.3	Records





6.	REHABILITATION									 





								 











SUBSTANCE ABUSE POLICY








1.	PURPOSE





	Substance abuse in the workplace raises serious concerns regarding employee health and public safety. Because of these concerns, the federal government has passed protective laws that establish drug and alcohol testing requirements and call for employers to ensure a substance-free workplace. The <<COMPANY NAME>>, is committed to providing such a work environment. To achieve this goal, the City has established this Substance Abuse Policy.





2.	POLICY





	Employees, including directors, supervisors and administrators are expected and required to report for work in appropriate mental and physical condition.  The purpose of this policy is to enforce the <<COMPANY NAME>>’s commitment to prevent substance abuse, because it affects job performance and the safety of our employees and customers.  Accordingly, use, possession or working under the influence of any substance that can adversely affect alertness, coordination, decision making, safety or job performance will not be tolerated.  Employees must, as a condition of employment, aide by the terms of this policy.  Violations will result in corrective action up to and including discharge, and may have legal consequences.





3.	DEFINITION OF TERMS





	3.1	Employee - Any person occupying a position and who is paid a salary or wage for services rendered.  Any person who part of <<COMPANY NAME>>’s volunteer force as well.  





	3.2	Drug free workplace - Absence of 1) unauthorized controlled substances and 2) inappropriate use of drugs and/or alcohol.





	3.3	Controlled substance - All chemical substances, alcohol or drugs listed in any controlled substances acts or regulations applicable under any federal, state, or local laws.





	3.4	Drugs - All prescription and over-the-counter medications that are not controlled substances.





	3.5	On the job -  An employee is considered “on the job” whenever she/he is:


				- on company property, including lots and various company 					   	   locations, when scheduled for duty, or on call or standby;


				- driving or riding as a passenger in a company vehicle;


				- conducting company business


�



	3.6	Under the influence - An employee is considered to be “under the influence” if she/he has any measurable or detectable levels of drugs, controlled substances or alcohol in his/her system and/or his/her normal physical , mental abilities, or facilities have been affected by such substances.





	3.7	Safety Sensitive functions �-  In general, they include positions involving driving a revenue service vehicle, operation of any <<COMPANY NAME>> vehicle or equipment, operation of personal vehicle for official <<COMPANY NAME>> use, driving a vehicle that requires a Commercial Driver's License, controlling the dispatch of revenue service vehicles, or providing maintenance on revenue service vehicles. 





	3.8	Supervisor training - Supervisors and managers receive at least 60 minutes of training in the detection of drug and alcohol use and the behaviors which may indicate substance abuse by an employee.  However, all employees are expected to participate in detecting substance abuse in the workplace.  Employees who are suspected of substance abuse due to physical and/or behavioral symptoms are subject to drug or alcohol testing and possible disciplinary action.





	3.9.	Substance abuse - the use of drugs and/or misuse of alcohol in violation of the Policy.





	


4.	IDENTIFYING AND HANDLING EMPLOYEES WITH SUBSTANCE ABUSE 	PROBLEMS


	


	4.1	Possession





	Any on-duty employee possessing prohibited substances will be directed to hand over the suspected material. Whenever possible, another member of management will be present as a witness.





	Refusal on the part of an employee to comply with a directive constitutes insubordination and is grounds for disciplinary action, up to and including termination.





	Any confiscated material will be carefully preserved in an appropriate container in the presence of another witness (preferably a management representative), sealed and marked by identifying the contents e.g., green vegetable matter, white powder, clear liquid, etc.), note the date, time, and source of the material. The supervisor will sign the container label or place the container in an envelope then sign and seal the envelope. The evidence is to be stored in a place inaccessible to others (i.e., a locked desk drawer) in order to maintain the proper "chain of custody" necessary to support investigative, disciplinary, and/or legal action.





	The CEO or designee will be notified immediately whenever suspected substances are confiscated. A decision will be made as to whether the substance should be analyzed by a competent laboratory or turned over to law enforcement authorities.














4.2 	On-the-Job Use





	This Policy strictly prohibits employees from consuming  prohibited substances while at the workplace or while performing any work-related activities.  Any employee who has violated this prohibition, will be  removed from the workplace for at least 12 hours, is subject to drug/alcohol testing and possible disciplinary action.





4.3 	Pre-Shift or On-Call Use of Alcohol





	This Policy strictly prohibits employees from consuming alcohol 8 hours prior to performing any job duties.  Any employee who has violated this prohibition, will be removed from the workplace for at least 12 hours, is subject to drug/alcohol testing and possible disciplinary action.





	Alcohol consumption is prohibited for all employees while they are on-call.








5.	SUBSTANCE TESTING GUIDELINES





	<<COMPANY NAME>>'s Substance Abuse Policy applies to all applicants, volunteers and current employees.





	5.1	When is Testing Required?





	5.1.1	Pre-Placement Testing





	All applicants must pass a drug test to be eligible for employment. Each applicant must provide a signed consent form (a sample form is attached as Appendix A) with his/her signed application for employment.  The applicant must then provide a urine specimen at a site designated by <<COMPANY NAME>>.  The specimen will be sent to a laboratory designated by <<COMPANY NAME>> for testing.





	Those applicants who do not successfully pass the drug test shall be ineligible for hire. They shall be informed that they can become re-eligible for hire in six (6) months, provided they pass a subsequent drug test.


	


	All applicants seeking employment will be tested for drugs. All employees performing safety-sensitive functions will be tested for alcohol prior to the first time they perform those duties. All current employees who transfer from a non safety-sensitive position to a safety-sensitive position will be tested for drugs and alcohol prior to the first time they perform safety-sensitive functions.


�



5.1.2 	First Time Performing Safety-Sensitive Duties





		Employees must pass a breath alcohol test prior to the first time they perform safety-sensitive functions.  This applies to new employees and current employees who seek to transfer from a non safety-sensitive position to a safety-sensitive position.  Because alcohol consumption is a legal activity, FTA regulations require alcohol testing prior to the time of performance.





		Prior to testing, the employee must sign the Breath-Alcohol consent form (a sample form is attached as Appendix C). 








	5.1.3	Post Accident Testing





		When a city employee becomes involved in an accident or incident affecting person or property while performing business or work for <<COMPANY NAME>>, a management representative will determine whether or not an alcohol and/or illegal drug test is appropriate.  Typically, the following circumstances will require testing:


	


	1)	After any incident when there has been damage to <<COMPANY NAME>>’s or customer’s property, or there has been an adverse impact to the natural environment or the public;


	2)	After any accident resulting in an OSHA recordable injury, or a near-miss that could have resulted in a serious injury or death;


	3)	After any accident involving first aid only injuries when there is reasonable suspicion to do so;


	4)	After any accident involving vehicles on customer’s property; 


	5)	After any accident involving vehicles regulated by the DOT; or 


	6)	DOT testing as required by the Department of Transportation.(see attached)





Employees involved in transit and non-transit accidents, as defined in the Policy, and employees who might have contributed to the accident, are subject to testing.





	5.1.4	Reasonable Suspicion Testing





	Any employee who management reasonably suspects is under any influence in violation of the Policy shall be required to submit to a substance test.


	Finally, all employees are subject to testing when there is reasonable suspicion to believe the employee is under any influence in violation of the Policy.





	 1)	Employees who are reasonably suspected of being under the influence of alcohol or another prohibited substance will be subject to testing.


An employee who is reasonably suspected will be tested with request by a supervisor and substantiated by another supervisor or management staff.
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	3)	Reasonable suspicion must be based on observable evidence, including, but not limited to:


		a.	Observed alcohol or drug use during work hours on company 					premises.


		b.	Apparent physical state of impairment; as indicated by odor of 					alcohol, slurred speech, staggering walk, etc.


		c.	Incoherent mental state;


		d.	Marked changes in personal behavior and/or deteriorating work 					performance that is not resolved through usual corrective action.


		e.	Accidents, motor vehicle offenses, fights, assaults and flagrant 					violations of established safety, security or other operating 						procedures during work hours or otherwise representing 						<<COMPANY NAME>>.


	


	4)	When an employee is asked to submit to drug or alcohol testing she/he will be informed of the reasons for testing and will be informed that refusal constitutes insubordination and is ground for disciplinary action up to and including discharge. If  the employee is a member of a  bargaining unit and they so request, every effort will be made to have the presence of his/her union representative, if it will not cause unreasonable delay. An employee who challenges the decision to require testing should be told that s/he must submit to testing now and may file a grievance later.  If the employee refuses to take the test she/he will be relieved of duty without pay to await disciplinary proceedings.





	5)	Testing methodology will follow the same guidelines as any other cause for drug testing.





	6)	Both supervisors will write separate reports on the incident concerning the employee’s observed condition, any statements made and any actions taken by any persons involved in the incident.





	7)	Transportation:  In all circumstances of suspected drug or alcohol use, appropriate transportation will be provided for the individual.  If the employee refuses to accept transportation and attempts to drive, authorities may be notified.








		Because of the sensitive nature of substance testing, an employee is not to be tested , until approval is obtained from <<COMPANY NAME>>’s CEO  or designee.








		Employees must sign appropriate consent forms prior to testing. If the employee refuses, s/he should be informed that this will be treated as insubordination and will result in discipline, up to and including termination.


�



5.1.5 	 Random Testing





		Employees who perform safety-sensitive functions, will be subject to random substance testing. These employees will be notified by the CEO or designee that they are subject to random testing. Employees who participate in an approved rehabilitation program may also be subject to random testing.  HEALTHWORKS NORTHWEST will determine when the testing should occur and for which employees.





5.2	 Drug Testing





In drug testing situations the following steps will be taken:





Direct the employee to read and sign the Consent and Release form (a sample form is attached as Appendix C).


Transport or direct the employee to report to HEALTHWORKS NORTHWEST.





	5.2.1	Testing methodology





	Drug testing will be conducted by an appropriately certified  lab.  Testing may be conducted for drugs or their metabolites in any or all of the following:


		amphetamines		cannabinoids		alcohol


		cocaine		opiates			phencyclidine





	Initial screening of urine samples will be performed by immunoassay. All DOT regulated employee samples that are positive on initial screen will be confirmed by a NIDA-certified laboratory by gas chromatography/mass spectrometry (GC/MS). The testing facility will report all results directly to <<COMPANY NAME>>’s Medical Review Officer.  A final review of test results will be made by the designated Medical Review Officer (MRO) - a licensed physician with a knowledge of substance abuse disorders.   This review will provide an opportunity for employees to discuss positive test results.  If the MRO is unable to reach the employee directly, after using all reasonable efforts, the MRO will contact <<COMPANY NAME>>’s Authorized Company Representative to ask the employee to contact the MRO.  The physician will review any available medical records to determine if a confirmed positive test resulted from something other than prohibited use.  If the employee fails to present information affecting the result, or if the employee refuses to speak with the MRO, the MRO will verify a positive test result, in accordance with ACOEM/CFR Part 40 - MRO guidelines and report this to <<COMPANY NAME>>’s Authorized Company Representative.





	5.2.2	Employee request to retest





	The MRO will inform the employee at the time the test result is verified that s/he may request  a sample of the original specimen be provided to the original or another equally certified/accredited laboratory for retesting.  The employee must confirm the request within 72 hours of notification by the MRO.  The employee will be responsible for all costs associated with the additional test and may have provisions for payment to be deducted from their pay.





In drug testing situations, take the following steps:





Direct the employee to read and sign the Consent and Release form (a sample form is attached as Appendix B).





Notify the local collection facility that an employee will be coming to provide a urine specimen.'








5.2.3	 Alcohol Testing





In alcohol testing situations, take the following steps:





Direct the employee to read and sign the Consent and Release form (a sample form is attached as Appendix C).





Notify the designated breath-alcohol technician ("BAT") or test facility that an employee will be coming to take a breathalyzer test.





Determine from the BAT whether the employee's alcohol concentration level prevents the employee from performing safety-sensitive functions (i.e., 0.02 or greater).11





If the test indicates an alcohol concentration level of between 0.02 and 0.04, the employee must be removed from performing safety-sensitive functions, but may be permitted to return to work to perform other job duties. Coordinate this step with the City Personnel Director/Risk Manager.





If the test indicates an alcohol concentration level of 0.04 or greater, the employee will not be allowed to return to work. If the employee's alcohol concentration level is at or near the legal limit for driving (ie., 0.10), he/she will not be allowed to drive, their spouse or a taxi will be contacted to drive the employee home at the employee’s expense.





	5.2.4	Consequences of a positive test results





	1) 	Employees with positive test results will be referred for mandatory assessment as a condition of continued employment.  An employee who tests positive must be considered unqualified to work and may not be permitted to return to work until she/he agrees to participate in a treatment, continuing care and drug/alcohol rehabilitation program as recommended by an approved substance abuse evaluation counselor.





	2)	Upon successful completion of all or part of these required programs as recommended by the treatment professional and approved by the Substance Abuse Professional (SAP), an employee may be released to resume work, but must agree in writing to unannounced testing for not more than 24 months after returning to work.  A positive test under these conditions or anytime thereafter may result in immediate discharge.





	3)	The employee will be required to sign a Last Change/Return to Work agreement and successfully complete any program (including aftercare) as recommended by the treatment professional and approved by the SAP.








5.3	Records





	In all aspects of <<COMPANY NAME>>’s drug-free workplace program, individual privacy will be maintained with the strictest of confidentiality.


	1)	Test results will not be released without the written authorization of the tested individual other than to the testing laboratory, the MRO, the individual, the SAP and the authorized company representative except where required by law or subpoena to local, state or federal authorities.


	2)	Written records regarding drug testing and/or communication with the employee regarding rehabilitation will not become part of the employee’s personnel file but will be secured and stored separately.


	3)	The <<COMPANY NAME>> will not release an employee’s rehabilitation or test records to a subsequent employer unless the employee requests it in writing.  








6.	REHABILITATION





	<<COMPANY NAME>> offers rehabilitative services within the limits of its benefit programs. If it appears that an employee has a problem with substance abuse, refer him/her to the CEO of designee who can make appropriate referral to an individual or agency knowledgeable in treating substance dependency.
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Appendix A





<<COMPANY NAME>>





APPLICANT CONSENT FORM AND AUTHORIZATION FOR SPECIMEN COLLECTION, SUBSTANCE TESTING, AND RELEASE OF INFORMATION





I,	                                     as a job applicant, voluntarily consent to provide a urine specimen at                         HEALTHWORKS NORTHWEST, or any other site designated by <<COMPANY NAME>>. I understand that the urine specimen will be tested by HEALTHWORKS NORTHWEST for the presence of drugs or controlled substances prohibited by <<COMPANY NAME>>’s Substance Abuse Policy. I give my consent for the release of such test results to <<COMPANY NAME>>'s Medical Review Officer, who shall interpret such results for <<COMPANY NAME>>'s CEO and/or the CEO's designee. I further authorize <<COMPANY NAME>> and its management to use this information as necessary in considering my application for employment.  I understand that I may not be hired if I test positive for drugs or controlled substances prohibited by this policy.  Upon request, <<COMPANY NAME>> shall give me a copy of written test results it receives.




















										


��Applicant Signature								Date





 








�
Appendix B





<<COMPANY NAME>>





EMPLOYEE CONSENT FORM AND AUTHORIZATION FOR SPECIMEN COLLECTION, SUBSTANCE TESTING, AND RELEASE OF INFORMATION





I,       	                                  voluntarily consent to provide a urine specimen for substance testing at


HEALTHWORKS NORTHWEST or any other site designated by <<COMPANY NAME>>.  I understand that the urine specimen will be tested by for the presence of drugs, alcohol, and/or controlled substances prohibited by this policy.  I give my consent for the release of such test results to <<COMPANY NAME>>'s Medical Review Officer, who shall interpret such results for <<COMPANY NAME>>'s CEO and/or the CEO's designee. I further authorize <<COMPANY NAME>> and its management to use this information as necessary in considering my application for employment. I understand that I will be subject to discipline up to and including termination if I test positive for drugs, alcohol, or controlled substances in violation of this policy. Upon request, <<COMPANY NAME>> shall give me a copy of written test results it receives.




















										


��Applicant Signature								Date
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Appendix C





<<COMPANY NAME>>





EMPLOYEE CONSENT FORM AND AUTHORIZATION FOR BREATH-ALCOHOL TESTING, AND RELEASE OF INFORMATION





I, ����_____________________, voluntarily consent to submit to blood-alcohol testing by way of an evidential breath testing device (" EBT "), also known as a " breathalyzer. " I understand that the EBT will determine my breath-alcohol concentration level based on the breath sample that I-provide. I give my consent for the release of the EBT test results to <<COMPANY NAME>>'s designated representatives. I further authorize <<COMPANY NAME>> and its management to use this information as necessary for its employment decisions.  I understand that I will be subject to discipline up to and including termination if I show a blood-alcohol concentration level higher than that permitted by this policy.  Upon request, <<COMPANY NAME>> shall give me a copy of written test results it receives.


























										


��Applicant Signature								Date
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