      Drug-Free Workplace Policy

      is committed to providing a safe work environment and to promoting and protecting the health, safety and well being of our employees. This commitment is jeopardized when any      employee engages in the use, possession, sale, conveyance, distribution or manufacture of illegal drugs, intoxicants or controlled substances or abuses prescription drugs or alcohol. Substance abuse is a significant public health problem, which has a detrimental effect on the business community in terms of productivity, absenteeism, accidents, medical costs, theft and workers’ compensation costs. Therefore,       has established the following policy:

1) It is violation of company policy for any employee to use, possess, sell, convey, distribute, or manufacture illegal drugs, intoxicants (including marijuana), or controlled substances, or to attempt to do the same.

2) It is a violation of company policy to abuse or misuse alcohol anytime while you are clocked in or on company time. It is also a violation of company policy to abuse or misuse alcohol at any time while on or using company property, attending a company sponsored event, conducting business, or otherwise representing the company. Alcohol and other drug abuse off the job, that affects job performance may cause disciplinary action to be taken, up to and including termination.
3) It is a violation of company policy for anyone to use prescription drugs (including marinol a Schedule III controlled substance) illegally or marijuana which is a Schedule I controlled substance. Any employee taking prescribed or over-the-counter medications will be responsible for consulting the prescribing physician and/or pharmacist to ascertain whether the medication may interfere with safe performance of his/her job. If the use of a medication could compromise the safety of the employee, fellow employees or the public, it is the employee's responsibility to use appropriate personnel procedures (e.g., call in sick, use leave, request change of duty, notify supervisor, notify company doctor) to avoid unsafe workplace practices. However, nothing in this policy precludes the appropriate use of legally prescribed medications. The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of our drug-free workplace policy to intentionally misuse and/or abuse prescription medications.  
4) Violations of this policy are subject to disciplinary action up to and including termination of employment. 

The company values its employees and recognizes the need for a balanced approach to achieving a drug-free workplace.  Our comprehensive program includes the following components:

1) Employee Education.  (Specific EAP) and       will provide drug and alcohol awareness information to all employees. This will include the company’s policy on drug and alcohol abuse, information on the magnitude and dangers of drug and alcohol abuse, and the availability of assessment, short term problem resolution and treatment referral through (Specific EAP)
2) Supervisory Training.  Supervisors have a significant role in establishing and maintaining the company’s program. Their understanding and support are key factors in establishing a successful program. Supervisor training is not intended to train supervisors to be drug- or alcohol-abuse experts, counselors or to conduct medical evaluations. Supervisors are not required to undertake any actions beyond their normal supervisory responsibilities. 

3) Employee Assistance Program.  The company recognizes that drug and alcohol abuse can be successfully treated and is committed to helping employees who suffer form these problems, while holding them responsible for their own recovery. (Specific EAP) offers employee assistance.

4) Drug and Alcohol Testing.  The purpose of drug and alcohol testing is to prevent the hiring of individuals who illegally use drugs, deter employees from abusing drugs and/or alcohol, and provide early identification and referral to treatment, when necessary, for employees with drug- or alcohol-abuse problems.       is committed to promoting and maintaining a drug-free working environment for all of its employees and to promoting and protecting the safety, health, and well-being of its employees.

a. The company will use the model collection and drug testing standards, issued by the Department of Health and Human Services for federal government employees.

b. Alcohol testing will be conducted using breath-testing instruments and procedures approved by the U.S. Department of Transportation.

c. Refusal to provide a sample (breath, urine, or blood) for drug testing may result in disciplinary action, up to and including termination of employment. 

d. The following employee protections will be incorporated to ensure the accuracy and integrity of the testing program:

· Only a Substance Abuse and Mental Health Administration-certified drug-testing laboratory will be used.

· A strict chain-of-custody procedure, as well as a process to safeguard against adulteration will be used to ensure the integrity of each urine specimen.

· The process will ensure individual privacy during the collection process and the confidentiality of test results.

· All “positive” drug screens will be confirmed by a second test using a different chemical process, and only those samples which test positive on both the screen and the confirmation test will be considered a “positive”.

· All confirmed “positive” test results will receive a processional medical review, which includes the opportunity for employees to explain the result.

· Employees who test “positive” for the first time for drugs or alcohol will be offered the opportunity for treatment, except where independent grounds for termination of employment exist. 

e. Reason for testing:

· Pre-Employment. All persons seeking employment shall undergo post-offer, pre-employment drug testing. Applicants will be informed that, as a condition of employment, they must pass a drug-screening test. Those who test positive will be notified that they have not met the standards for employment and are allowed to request a re-test of the urine sample that can be reviewed by a medical review officer.
· Post-Accident.  Testing employees who are involved in on-the-job accidents or near accidents, or who engage in unsafe job-related activities that pose a significant danger to themselves, other employees, or the public.
· Follow-Up.  Testing employees who have violated the company’s substance abuse policy, but were given the opportunity to keep their jobs conditioned on successful rehabilitation and no further “positive” tests.
· Reasonable Suspicion.  Testing that is conducted when there is information about an employee’s appearance, conduct or behavior that would cause a reasonable person to believe that the employee has used or may be impaired by drugs and/or alcohol.
f. Payment:

· Pre-Employment – Employer will pay for the test.
· Reasonable Suspicion – Employee will pay for the test if the test is positive for drugs and/or alcohol. Employer will pay for the test if the test is negative for drugs and/or alcohol.

· Follow-up – Employee will pay for required testing.

Return-to-Work Agreements
Following a violation of the drug-free workplace policy, an employee may be offered an opportunity to participate in rehabilitation. In such cases, the employee must sign and abide by the terms set forth in a Return-to-Work Agreement as a condition of continued employment.

Assistance
      recognizes that alcohol and drug abuse and addiction are treatable illnesses. We also realize that early intervention and support improve the success of rehabilitation. To support our employees, our drug-free workplace policy: 

· Encourages employees to seek help if they are concerned that they or their family members may have a drug and/or alcohol problem.

· Encourages employees to utilize the services of qualified professionals in the community to assess the seriousness of suspected drug or alcohol problems and identify appropriate sources of help.

· Offers all employees and any individuals living in their household assistance with alcohol and drug problems through the Employee Assistance Program (EAP).

Treatment for alcoholism and/or other drug use disorders may be covered by the employee benefit plan. However, the ultimate financial responsibility for recommended treatment belongs to the employee. 

The company’s goal is to maintain a safe, productive, drug- and alcohol-free environment. We are offering a helping hand to those employees who need it, while sending a clear message that the illegal use of drugs and the abuse of alcohol are incompatible with employment at      .
I have read and understand the above policy.
Employee Signature
Date

Employee Printed Name


*Adapted from the The Drug-Free Workplace Employer’s Manual, provided by COMMUNITY ANTI-DRUG COALITIONS OF AMERICA

