
DRUG AND ALCOHOL TESTING 

POLICIES AND PROCEDURES MANUAL

Policy overview

The Town of XXX has a responsibility to all employees to provide a safe workplace, and a responsibility to the public to insure that its safety and trust in the Town of XXX is upheld. 

To that end, each the  Town of XXX employee has the responsibility to perform his/her duties in such a manner as to ensure that this service is delivered safely, efficiently and effectively. Therefore, the Town of XXX has adopted a policy that prohibits the following behaviors by employees:

· The use or possession of alcohol or any controlled substance, including the abuse of medications, while on work time or work premises, or in town vehicles. 

· The sale, distribution, or provision of alcohol or any controlled substance while on work time or work premises, or in town vehicles.

· Reporting to work or working while intoxicated or otherwise impaired.

Any violations of this policy will subject the employee to disciplinary action, up to and including dismissal.

The Town of XXX acknowledges the impact that illegal drug use and alcohol abuse may have upon the health of our employees and the safe and effective performance of their duties. The Town of XXX also recognizes that the abuse of drugs and alcohol results in increased accidents and medical claims and can lead to the destruction of an employee's health and adversely affect his or her family life. Employees who abuse drugs and alcohol are not only a danger to themselves, but to their fellow employees and the community as well. Pursuant to the authority of FMCSA Drug and Alcohol regulations 49 CFR Part 382, drug and alcohol testing will be conducted in accordance with 49 CFR Part 40, Procedures for Transportation Workplace Drug and Alcohol Testing Programs. Some provisions of this policy exceed the requirements of Part 40 and are italicized below. 

As an employee, when you refuse to take a non-Federal test or sign a non-Federal form, you have not refused to take a Federal (DOT) test. There are no consequences under DOT agency regulations for refusing to take a non-DOT test. Individuals refusing to take non-Federal tests will be denied employment or terminated according to Town policy.

The primary purpose of the Town of XXX's Drug and Alcohol Policy is to identify employees who currently abuse drugs and alcohol and remove them from the workplace. The Town of XXX will strongly encourage those employees discharged for drug and/or alcohol use to seek professional help.

The Town of XXX's policy outlines three principles as a means to achieve the goal of providing a workplace free from the effects of drug and alcohol use and/or abuse for its employees. The first principle emphasizes deterrence from the use of drugs and alcohol in or affecting the workplace. The Town will make education materials available for all employees regarding the effects of substance abuse on individuals and on the workplace. Supervisors and managers will receive specialized training in detection and enforcement.

The second principle is detection. Toward this end, the Town of XXX employs six types of testing for drug and/or alcohol in the following circumstances: pre-employment, reasonable suspicion, post-accident, random, return to duty, and follow-up. The above drug and/or alcohol tests will apply to all employees of the Town of XXX who are covered by US DOT regulations or assigned to safety-sensitive functions. Employees may not be hired or assigned to these categories unless they pass the required tests. Employees who are not assigned to safety sensitive positions will be tested in the following circumstances: pre-employment, post accident and reasonable suspicion.

The third principle is enforcement. All employees must be “fit for duty” (free from unauthorized drugs and/or alcohol). Accordingly, the failure to properly report the use of medically authorized drugs, the use, sale or possession of illegal drugs, any use of intoxicants resulting in unfitness for duty, as well as the use or possession of intoxicants on Town property, is prohibited. This policy applies to all full-time, part-time, and temporary employees of the Town of XXX and any employee refusing to participate in, cooperate with or abide by this policy will be subject to disciplinary procedures, up to and including termination.

Employees who have questions about this policy should refer to the Designated Employer Representative or Human Resources. See Exhibit A for a list of names and contact information.

Employee categories subject to testing
A. Employees covered by US DOT regulations

Employees who operate commercial motor vehicles (CMVs) and are required to possess a Commercial Driver’s License (CDL) are covered under the US Department of Transportation drug testing regulations and are subject to the requirements identified in 49 CFR Part 382 and 49 CFR Part 40. The positions covered in this category are listed in Attachment B of this policy. Hereinafter, these employees will be referred to as “DOT-covered” employees.

B. Employees in safety sensitive positions

Employees who are not required to hold a CDL but hold positions that are deemed safety sensitive are covered by this policy. The covered positions are listed in Attachment B of this policy. Hereinafter, these employees will be referred to as “safety sensitive” employees. 

Under Town policy, positions identified as safety-sensitive are defined as:

· Positions requiring the operation of vehicles, machinery, or equipment as a primary task.

· Positions requiring the handling of hazardous materials, the mishandling of which may place the employee, fellow employees, or the general public at the risk of serious injury, or the nature of which would create a security risk in the workplace.  

· Positions requiring the potential use of weapons. 

· Positions where the incumbent’s mental fitness is required to prevent immediate injury to the public or to fellow employees, or to himself/herself.  

· Positions working with youth/children and/or required to drive clients.

C. Non safety-sensitive employees

Employees who perform functions not defined as safety sensitive are also subject to the testing provisions set forth by the Town of XXX. Those employees classified as non-safety sensitive employees are as follows:

· All employees not covered in category A or B.

Requirement to submit

DOT-covered employees shall be required to submit to a post-accident drug and alcohol test required under 49CFR Part 382.303, a random drug and alcohol test required under Section 382.305, a reasonable suspicion drug and alcohol test required under Section 382.307, a return-to-duty test required under Section 382.309, or a follow-up drug and alcohol test required under Section 382.311. According to DOT regulations (382.211), the refusal to submit to a post-accident, random, reasonable suspicion, or follow up drug or alcohol test will result in the employee being removed from duty and will be treated as a positive test result. An employee who refused to submit to such testing will be subject to disciplinary action, up to and including termination.
Applicants for employment

The Town of XXX has established the goal of a 100 percent drug and alcohol free workplace. All applicants whether full or part time who apply for DOT-covered or safety sensitive positions are required to undergo drug testing prior to employment and will be subject to further drug and alcohol testing throughout their period of employment. Personnel already employed by the Town of XXX who move into DOT-covered or safety-sensitive positions must undergo drug testing prior to assuming their new duties. All applicants hired in non-safety sensitive positions are required to undergo drug testing prior to employment. 
Additionally, candidates for a DOT-covered position shall be required to submit to a pre-employment drug test required under 49CFR Part 382.301. 

The Town of XXX will not hire an applicant who tests positive or refuses to submit to a pre-employment  test.

Required hours of compliance

The Town of XXX employees are prohibited from using and ingesting illegal drugs at all times. According to US DOT regulations (Part 382 Subpart B) DOT-covered employees must not consume alcohol while on duty, four hours prior to reporting for duty, and up to eight hours following an accident or until the employee undergoes a post-accident test, whichever occurs first. For further clarification an employee is "on duty" or "subject to duty" within the meaning of this provision: 

A. On his /her regularly scheduled days.

B. From the time he/she arrives on the Town of XXX property until the time he/she completes his/her work assignments and leaves the property.

C. Upon reporting for a physical at the specified Medical Service.
D. When the employee has volunteered or has been assigned extra work on a day off, vacation, etc.
E. Prior to the start of duty, including on call duty, when told in advance that he or she is expected to be on duty or on call at some point in the future.

Prohibited behavior

The goal of the the Town of XXX is to establish a drug and alcohol-free work environment in order to guarantee the health and safety of its employees and the public. To meet that goal all employees are responsible for ensuring adherence to this policy. They also are required to refrain from using drugs and alcohol, which would not enable them to be fit for duty.

The Town has determined that an employee is fit for duty when he/she is unequivocally able to perform his/her duties, including when he/she is ready for work or working without the presence of any alcohol or the presence of any specified drugs or their metabolites as prescribed by this policy. Employees must understand that they are responsible for assuring that their job conduct is safe and appropriate.

Any employee behavior that is adversely affected by alcohol or other drugs, or the combination in any detectable manner is considered under the "influence." Influence is not limited to obvious impairment of physical or mental ability, such as slurred speech or difficulty in maintaining balance, but may also be established by a professional opinion, a legally valid test or, especially in cases involving alcohol, by a lay person's observations.
Any employee reporting for duty or working while under the influence of alcohol or other drugs, whether legal or illegal, that may adversely affect the ability of the employee to safely or effectively perform the duties of his/her position is not permitted and will be discharged. It is the employee's responsibility to notify his/her supervisor immediately upon arrival to work of any drug or alcohol use, whether legal or illegal, which may adversely affect his/her ability to perform job duties.

Use or possession of controlled substances
The Town of XXX prohibits any employee from engaging in unlawfully manufacturing, distributing, dispensing, possessing, or using controlled substances in the workplace consistent with the Drug Free Workplace Act of 1988. Drugs considered "illegal" include, but are not limited to:

A. Marijuana.

B. Cocaine.

C. Opiates (e.g., heroin, morphine, codeine)

D. Phencyclidine (PCP).
E. Amphetamines (e.g., racemic amphetamine, dextroamphetamine, and methamphetamine.)
The possession, use, transfer or sale of alcohol, illegal drugs or prescription drugs without a valid prescription on Town property by any employee is prohibited and will be grounds for termination from employment on the first offense.
DOT-covered and safety-sensitive employees are required to report their use of prescription or "over-the-counter" medication to their supervisor. The supervisor, in-turn, will provide the information to the medical service physician who will make the determination as to whether there is a possibility that the employee's performance may be affected or compromised by the use of such medication or that the safety of the employee, his/her co-workers or the public is, or could be, in jeopardy. Use of a controlled substance in accordance with the instructions of a physician will only be considered when the employee's physician has supplied a written statement to the Town of XXX advising that the substance does not reasonably affect the employee’s ability to safely perform their duties. If it is concluded that there is a possibility the employee’s performance may be affected or compromised by the use of the prescribed medication, the employee will be considered unfit for duty and the Medical Authority will advise the employee and the employee's supervisor that he/she is temporarily medically disqualified. The employee will remain temporarily disqualified until cleared to return to work by the Medical Authority.

Safety-sensitive employees who fail to report their use of prescription drugs and "over-the-counter" medication and subsequently have a positive drug or alcohol screen are subject to discipline, up to and including dismissal.

It is imperative that employees inform their physicians and/or pharmacists of their employment requirements regarding fitness for duty prior to obtaining medication.

Use or possession of alcohol
Alcohol use, for the purpose of this policy means the consumption of any beverage, mixture or preparation, including any medication that contains alcohol.
No employee shall report for duty, remain on duty or be permitted to operate a vehicle:
A. While having an alcohol concentration of 0.02 or higher;

B. Within four (4) hours after using alcohol;

C. While using alcohol;

D. While in possession of an alcoholic beverage or;

E. If he /she refuses to be tested under this policy's provisions.

Alcohol testing must be performed prior to, during or after the performance of a safety-sensitive duty. An employee may not be called in during their scheduled off time to report for an alcohol test.

A screening test producing a breath alcohol level of 0.02 or greater requires a confirmation test. Confirmation tests are completed no sooner than 15 minutes after the initial screening test, but no later than 30 minutes after the screening test. If the screening and confirmation tests are not the same, the confirmation test is deemed to be the final result. If the breath alcohol reading is 0.02 or greater, but less than 0.04 the employee shall be immediately removed from duty for a 24-hour period.

Any employee who is found to have a breath alcohol concentration of 0.02 or higher, or who refuses to be tested shall be deemed to be unqualified to remain on duty or operate a vehicle and will automatically be subject to disciplinary action, up to and including dismissal.
According to US DOT regulations (Part 382.201) a breath alcohol level of 0.04 is considered a positive alcohol test. A positive test result will result in disciplinary action up to and including dismissal.
Circumstances under which an employee will be tested
The Town of XXX, in order to promote and maintain a drug and alcohol free environment, will utilize a program of drug and/or alcohol screening which is mandatory under the following conditions:

A.
Pre-employment testing
All applicants for employment with the Town of XXX will be required to submit to a drug test as a condition of employment. All employee applicants will be screened after receiving a copy of the Notice of Pre-Employment Screening Test (Exhibit C). A urine test will screen for the presence of marijuana, cocaine, opiates, phencyclidine (PCP), amphetamines, and any other controlled substances identified as necessary. If the test is canceled, the applicant must retake and pass the test before the applicant can be hired for a safety sensitive position.

Evidence of successful completion of a rehabilitation program will be required from an applicant who has previously failed a DOT drug test.
Town of XXX employees who are transferring into a DOT-covered or safety-sensitive position will be given a drug test as part of the employment process. The same tests as outlined above will be given.

Any employee applicant refusing to take the test or testing positive for controlled substances shall be denied employment. 

B. Post-accident testing

US DOT regulations (Part 382.303) identify the circumstances under which a DOT-covered employee must submit to post-accident drug and alcohol testing. Post accident testing shall be conducted following a vehicular accident involving an employee covered under the federal testing regulations if any one of the following conditions is met:

· A fatality occurs as the result of the accident.

· If the driver was cited for a moving traffic violation and any individual involved in the accident requires medical treatment away from the scene.

· If the driver was cited for a moving traffic violation and a vehicle involved in the accident was disabled to the extent that it must be towed.

As a matter of policy, the Town of XXX will follow this guidance when determining the need for post accident testing for safety-sensitive and non safety-sensitive employees of the Town. Therefore, the Town requires employees in all positions to submit to post accident drug and alcohol testing when any of the above criteria are met.

Post-accident drug tests shall be administered as soon as possible after the accident, but in no case later than 32 hours after the accident for drug tests. If a drug test is not performed within 32 hours following the accident, attempts to perform the test should cease. The appropriate manager or supervisor shall prepare and maintain on file a record stating the reasons the drug test was not performed during the 32 hour period.

Post-accident alcohol tests should be performed within 2 hours following the accident or as soon as practicable thereafter, but in no event later than 8 hours after the accident. If an alcohol test required by this section is not performed within 2 hours following the accident, the appropriate manager or supervisor shall prepare and maintain on file a record stating the reasons the alcohol test was not promptly performed and continue attempts to obtain a specimen. If an alcohol test is not performed within eight hours following the accident, attempts to perform the test should cease and the 2-hour written report should be updated accordingly. 

No driver required to take a post accident alcohol test shall use alcohol for eight hours following the accident or until the alcohol test has been performed, whichever occurs first. The driver must remain readily available for such testing or will be deemed to have refused to submit to testing. Nothing in this policy shall be construed to require the delay of necessary medical attention for injured people following an accident, or to prohibit a driver from leaving the scene of an accident for the period necessary to obtain assistance in responding to the accident, or to obtain necessary emergency medical care.

An employee who is required to submit to post-accident controlled substances or alcohol testing will be placed on administrative leave with pay pending test results.

An employee who refuses to be tested or avoids meeting the specified time limits will be considered as having a positive test result and subject to dismissal. 

C. Reasonable suspicion testing

The Town of XXXX may require that an employee undergo drug and alcohol testing when, in the opinion of the Town Manager, the Human Resources Director, the department head and/or the supervisor of the affected employee, there is a reasonable suspicion that the employee may be under the influence of alcohol or controlled substances. The determination to test for reasonable suspicion must be based on the following:

· first hand observations seen or heard by supervisors or department heads,

· specific, clearly stated observations concerning the appearance, behavior, speech or body odor of the employee, and

· observations made just before, during or just after the performance of job duties.

A reasonable suspicion alcohol test should be done within 2 hours of the observed behaviors. If a test cannot be done within 8 hours, it should not be done. A reasonable suspicion controlled substance test should be done no later than 32 hours from the observed behavior and appearance. If a reasonable suspicion test cannot be conducted within the specified time frame, the reasons for the failure to test should be documented by the supervisor and given to the Town Manager.

An employee who is asked to submit to reasonable suspicion testing will be driven to the testing site and after submitting to testing will be relieved from duty pending receipt of the test results. 

Any employee who refuses to take either a reasonable suspicion alcohol or drug test, tests positive for drugs, or has an alcohol concentration of 0.02 or higher will be disqualified from driving and will be subject to disciplinary action up to and including termination.
D.
Random testing
Employees in DOT-covered positions will be randomly selected for unannounced drug and alcohol testing using a scientifically, statistically valid random-number generation process. According to US DOT regulations (Part 382.305), at least 50% of the total number of DOT-covered employees subject to drug testing and 10% of the total number of DOT-covered employees subject to alcohol testing must be tested each year. These percentages are updated and published annually by the US DOT.

Employees in safety sensitive positions will be randomly selected for unannounced drug testing using a scientifically, statistically valid random-number generation process. At least 25% of the total number of safety sensitive employees subject to drug testing must be tested each year.
Employee information is updated before the generation of each random list, thereby insuring that all employees have an equal chance of being tested again. There is no discretion on the part of the Town in the selection and notification of individuals for testing. An employee could be selected for testing more than once a year.

Test dates will be spread reasonably throughout the year and will not establish a predictable pattern. The process must be unannounced as well as random. Once the employee has been notified of selection for testing the employee must report immediately to the collection site.
The Town Manager or his designee will notify the selected employees on the day they are to be tested just prior to being tested. The Town of XXX contracts with a third party administrator to generate the random test list and the Designated Employer Representative coordinates the random tests.

E.
Return to duty testing

Any employee who tests positive for drugs or alcohol is subject to disciplinary action, up to and including dismissal. Any such employee who is not dismissed will be required as a condition of continued employment to undergo a drug and alcohol assessment and participate in a treatment program as recommended by the assessing agency. Before such employees are allowed to return to duty they must first be evaluated by a substance abuse professional and pass a “Return to Duty” test. The employee must have a verified negative drug test result or an alcohol test result of less than 0.02 to return to a safety-sensitive function. 
F.
Follow-Up Testing
Any employee who tested positive for alcohol or drugs and successfully completes the return to duty requirements shall be subject to unannounced follow-up testing for at least 12 but not more than 60 months. The frequency and duration of the follow-up testing will be determined by the substance abuse professional with a minimum of six tests being performed during the first 12 months after the employee has returned to duty.
Follow-up testing is separate from and in addition to the regular random testing program. Employees subject to follow-up testing must also remain in the standard random pool and must be tested whenever their names come up for random testing even if this means being tested twice in the same day, week, or month.
Dilute negative policy

If the Town of XXX is informed through the Third Party Administrator (TPA) that the Medical Review Officer (MRO) has reported a negative drug test was dilute, the employee will be directed to take another test immediately. The employee will be given the minimum possible advance notice that he or she must go to the collection site. Such recollections will not be collected under direct observation unless otherwise instructed by the MRO or there is another basis for use of direct observation. The result of the second test becomes the test result of record. If the second test also returns a result of dilute negative, the test result will be treated as a regular negative.
Behavior that constitutes a refusal to submit to a test

Any employee who refuses to submit to any drug and/or alcohol test, either by word or action, when requested to do so under the terms of this policy, will be considered the same as a confirmed positive test result. This will include an employee who (1) fails to provide adequate breath for testing without a valid medical explanation after receiving notice of the requirement for breath testing, (2) fails to provide adequate urine for controlled substances testing without a valid medical explanation after receiving notice of the requirement for urine testing, (3) engages in conduct that clearly obstructs the testing process, (4) fails to report to the collection site in the time allotted, (5) leaves the collection facility prior to test completion, (6) fails to undergo a medical examination or evaluation as directed by the MRO as part of the verification (an applicant is deemed to have refused to test on this basis only if the pre-employment test is conducted following a contingent offer of employment), (7) fails to permit the observation or monitoring of their provision of a specimen in a case of a directly observed or monitored collection, (8) fails or declines to take a second test the employer or collector has directed to be taken, (9) fails to remain at the site and provide a specimen once the test is underway, (10) fails to sign step 2 of the alcohol test form, or (11) leaves the scene of an accident without a valid reason before the proper tests have been conducted.

Employees who have difficulty providing a sample will be given ample opportunity to produce a sample. This time period should not exceed three (3) hours from the time at which the employee is unable to produce a specimen unless there are extenuating medical circumstances. 

In situations where it has been determined that an employee has tampered with their urine sample or an employee refuses or fails, after reasonable opportunity, to complete any step in the drug testing process, he/she will be treated as if having a confirmed positive test result.

Testing procedures
The Town of XXX will insure that laboratory testing of urine specimens for five type of drugs and breath alcohol testing for all employees is accomplished as required by regulation.

A. Procedures for drug testing
All urine specimens must be collected at an appropriate collection site defined as a place designated by the Town of XXX where individuals present themselves for the purpose of providing a specimen of their urine to be analyzed. The site will provide for privacy for urination, a toilet, a suitable clean writing surface, and a water source for hand washing. The collection site must either be secured when not in use, or must be visually inspected prior to specimen collection to ensure that unauthorized persons are not present and that there are no unobserved entrance points. A bluing agent must be added to the toilet water, and other sources of water should be turned off or taped to prevent use.

The Town of XXX Designated Employer Representative will insure that all collection site personnel and the collection process meet all applicable regulatory requirements established by FMCSA and DOT. Additionally collection site personnel will be provided a copy of 49 CFR Part 40 and a Collection Site Checklist.
Employees subject to testing will be provided written instructions setting forth their responsibilities.

All drug testing under the FMCSA regulations must be completed in a laboratory certified by the Department of Health and Human Services (DHHS) and the results must be reviewed by a qualified Medical Review Officer (MRO).

If an employee has a “positive” drug screening test, the test will be confirmed by the laboratory. The employee will be notified of the positive test results by the MRO. The employee has the right (through the MRO) to request that the split bottle of urine be tested at a second laboratory. The second laboratory must be certified by DHHS and may be selected by the employee. The employee has 72 hours in which to make the decision. The employee is required to pay for the second test. However, if second test of the sample yields a negative result, the expense will be reimbursed to the employee. Each verified test result will be reported in a confidential manner to the Town of XXX Designated Employer Representative.

B.
Procedures for alcohol testing
Breath alcohol testing must be collected through the use of an evidential breath testing device (EBT) that is approved by the National Highway Traffic Safety Administration (NHTSA). A Breath Alcohol Technician (BAT) must perform the test. In addition, the BAT must complete training on the fundamentals of breath analysis for alcohol content, the procedures required for obtaining a breath specimen, and interpreting and recording EBT results.

Alcohol tests should be conducted at a site that provides privacy to the individual being tested. When possible, the alcohol test will be performed at the same location used for urine collection for drug tests. When needed, however, the breath alcohol test may be performed on site.

Regardless of location, when reporting at the collection site positive identification must be provided to the BAT. The identification can be in the form of a company identification card, driver's license, or identification by an employer representative.
If the result of the screening test is an alcohol concentration of 0.02 or greater, a confirmation test must be performed not less than 15 minutes or more than 30 minutes after the completion of the screening test.

The BAT will transmit all results to the Town of XXX Designated Employer Representative in a confidential manner. If an individual must be removed from a safety-sensitive position, the BAT will notify the Town of XXX Designated Employer Representative immediately.

C.
Confidentiality
The information involving drug and alcohol test results and medical treatment or rehabilitation of an individual employee or applicant shall be treated as confidential information and maintained in a secure location with controlled access.

Information concerning an individual employee will be disclosed only to the Town of XXX Designated Employer Representative or those management personnel involved with the discipline of the employee. This confidential information will not be provided to any other party without the written consent of the employee, except pursuant to an administrative or legal procedure or process.

In certain circumstances, the following may have access to an employee’s test records without the employee’s consent: a DOT agency with regulatory authority over the employer; the National Transportation Safety Board as part of an accident investigation; any Federal, state or local safety agency with regulatory authority over the employer or employee; or the decision maker in a lawsuit, grievance, or other proceeding initiated by or on behalf of the individual.

Consequences of use of drugs and misuse of alcohol
Federal regulations require that any DOT-covered employee who refuses to submit to a test, has a verified positive drug test result, has a breath alcohol concentration of 0.04 or greater or has an alcohol concentration of 0.02 or greater but less than 0.04 must be immediately removed from his/her safety-sensitive position. It is the Town of XXX policy that any employee who refuses to submit to a test, has a verified positive drug test result, has a breath alcohol concentration of 0.04 or greater or has an alcohol concentration of 0.02 or greater but less than 0.04 be immediately removed from his/her duties.

Any employee who tests positive for drugs or alcohol is subject to disciplinary action, up to and including dismissal. Any such employee who is not dismissed will be required as a condition of continued employment to undergo a drug and alcohol assessment and participate in a treatment program as recommended by the assessing agency.

The Town of XXX respects the right of any employee to refuse assistance for a drug or alcohol problem. However, the Town maintains the right and responsibility for taking disciplinary action, up to and including dismissal, regarding inadequate job performance and for protecting the public’s safety.
In addition, all employees who test positive and have their employment terminated must also be afforded the opportunity to be evaluated by a Substance Abuse Professional who shall determine what assistance, if any, the employee needs in resolving problems associated with prohibited drug use or alcohol abuse. Such employees will be provided the names, addresses, and telephone numbers of substance abuse professionals (SAP) and counseling and treatment programs. It is the employee’s responsibility to make arrangements and pay for any such evaluation and treatment.

While the Town of XXX may offer the opportunity for an employee who tests positive under this policy to seek treatment and return to duty, it is the Town’s policy to terminate any employee who fails a subsequent drug and/or alcohol test.

Identity of contact person

The Town of XXX Designated Employer Representative will be the primary contact person to answer questions about the drug and alcohol testing program. Names and contact information for primary and secondary contact personnel are listed in Exhibit A.

Effects of alcohol
Alcohol is a socially acceptable drug that has been consumed throughout the world for centuries. It is considered a recreational beverage when consumed in moderation for enjoyment and relaxation during social gatherings. However, when consumed primarily for its physical and mood-altering effects, it is a substance of abuse. As a depressant, it slows down physical responses and progressively impairs mental functions.
When alcohol is abused changes in behavior occur. Common signs and symptoms of abuse are:

· Dulled mental processes;

· Lack of coordination;

· Odor of alcohol on breath;

· Possible constricted pupils;

· Sleepy or stuporous condition;
· Slowed reaction rate; and

· Slurred speech.
It is noted that except for the odor, these are general signs and symptoms of any depressant substance and proper determination must be made.
Alcohol when abused can cause certain health hazards. The chronic consumption of alcohol (average of three servings per day of beer (12 ounces), whiskey (1 ounce), or wine (6 ounce glass)) over time may result in the following health hazards:

· Decreased sexual functioning;

· Dependency (up to 10 percent of all people who drink alcohol become physically and/or mentally dependent on alcohol and can be termed "alcoholic";
· Fatal liver diseases;
· Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast, and malignant melanoma;
· Kidney disease;

· Pancreaitis;

· Spontaneous abortion and neonatal mortality;

· Ulcers; and

· Birth defects (up to 54 percent of all birth defects are alcohol related).

Improper use of alcohol not only causes individual health problems but is a primary contributor to many of the social issues that impact our individual and corporate way of life. Specific social issues contributed to by alcohol abuse indicate that:

· Two-thirds of all homicides are committed by people who drink prior to the crime.

· Two to three percent of the driving population is legally drunk at any one time. This rate is doubled at night and on weekends.
· Two-thirds of all Americans will be involved in an alcohol-related vehicle accident during their lifetimes.

· The rate of separation and divorce in families with alcohol dependency problems is 7 times the average.
· Forty percent of family court cases are alcohol problem related.

· Alcoholics are 15 times more likely to commit suicide than are other segments of the population.

· More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76 percent of private aircraft accidents are alcohol related.

The cost of alcohol misuse is staggering. The annual toll, which impacts each one of us, is the death of our loved ones. Because of “one drink too many”:

· 24,000 people will die on the highway due to the legally impaired driver;

· 12,000 more will die on the highway due to the effect of alcohol on the driver;

· 15,800 will die in non-highway accidents;

· 30,000 will die due to alcohol-caused liver disease;

· 10,000 will die due to alcohol-induced brain disease or suicide;

· Up to another 125,000 will die due to alcohol-related conditions or accidents. 

The bottom line is that the misuse of alcohol affects us all. It takes one hour for the average person (150 pounds) to process one serving of an alcoholic beverage from the body. Impairment in coordination and judgment can be objectively measured with as little as two drinks in the body. Before you drink too much remember the person who is legally intoxicated is 6 times more likely to have an accident than a sober person.

When you observe your co-worker abuse alcohol or display the symptoms of alcohol abuse speak up. Take action and refer him/her to the proper person so information and help can be obtained. Within the Town of XXX that individual is the Designated Employer Representative.

Training

Training of employees and supervisors is a major component of the the Town of XXX drug and alcohol testing program. Only well-trained employees will help us achieve our safety goals and maintain program integrity.
Specific requirements are:

· All DOT-covered and safety-sensitive employees must be provided a copy of this policy and sign a statement certifying that he or she has received a copy of the policy.

· Supervisors shall receive at least 60 minutes of training on alcohol misuse and 60 minutes of training on drug use. The training shall include the physical, behavioral, speech and performance indicators of probably alcohol misuse and use of controlled substances.

· Supervisors who make reasonable suspicion determinations must have training on the physical, behavioral, and performance indicators of probable drug use and alcohol misuse.
Approval by the governing board

The Town of  XXX Employee Drug/Alcohol Screening Procedures
General information
The purpose of this directive is to outline the internal procedures for drug and alcohol screening for all safety sensitive and non-safety sensitive employees.

A. Responsibilities

Pre-employment testing will be completed for all applicants prior to employment.

For post-accident, reasonable suspicion, return-to-duty and follow-up testing the Designated Employer Representative will determine who needs to be screened and when screening will occur.

For random testing, the Member Services Director of the Triangle J Council of Governments will notify the Designated Employer Representative with a list of employees selected for testing during the current quarter. The Designated Employer Representative will determine when testing will occur throughout the quarter.

B. Procedures
Employees will be notified of testing requirements by the Designated Employer Representative. Non-safety sensitive employees and/or applicants will be notified of pre-employment requirements by the hiring supervisor and/or the Human Resources Administrator.

The notification will consist of verifying that the selected individual has a current and valid picture ID, providing directions to the collection site, and issuing a chain of custody form.

For “after hours” testing, the selected individual will be given a Drug Testing Custody and Control Form and will be instructed to wait for the after hours provider listed in Item C of this section or proceed to the designated collection site.

The Designated Employer Representative will insure that the purpose of screening is indicated in item 3 of the Drug Testing Custody and Control Form.
The Designated Employer Representative will advise the selected individual that he/she must report directly to the collection site and that they will be paid for no more than one hour to complete the collection process, unless there are extenuating circumstances.
C. Other
The locations for drug/alcohol screening are:

Community Family Medicine & Obstetrics

75 Old Graham Road

Pittsboro, NC  27312

Phone: 919-542-2731

Affordable On-Sites (on-site drug screen collection and alcohol testing available 24 hours/day)

3215 Guess Road, Suite 201

Durham, NC

Office 919-620-0822/ Fax 919-471-5451

After hours (before 7am/after 6PM) 919-215-1763 or 
919-217-1666

Renee Boyette (on-site alcohol testing only)

Triangle J Council of Governments

4307 Emperor Blvd, Suite 110

Durham, NC 27703

Phone: 919-558-9403

Cell: 919-417-2597

Exhibit A - Staff Contact Information

Employees who have questions regarding the Town of XXX’s drug testing or ongoing drug-free workplace program should refer to the following:

Designated Employer Representative

Sam Misenheimer, Town Manager

Phone (919) 542-4621, ext. 22

Physical Address: 635 East Street, Pittsboro, NC 27312-0759

E-mail Address: pittsborointerimmgr@nc.rr.com

Other Contact

Alice Lloyd, HR Administrator

Phone (919) 542-4621, ext 24

Physical Address: 635 East Street, Pittsboro, NC 27312-0759

E-mail Address: aflloyd@nc.rr.com

Exhibit B - Covered Positions

DOT Covered Positions

The following positions fall under the regulations of the US Department of Transportation, 49 CFR Part 382 and 49 CFR Part 40. The following positions are considered DOT-covered and thus subject to random drug testing at the rate of 50% of covered employees per year and random alcohol testing at the rate of 10% of covered employees per year. Other positions may be added to this list of DOT-covered positions at any time due to the nature of job assignments, or deleted because the assignments of a particular position within a job title do not fit the DOT-covered criteria.

The following positions are considered DOT-covered:

· Heavy Equipment Operator

· Maintenance Worker

· Public Works Crew Leader

· Utility Service Specialist

Safety-Sensitive Positions

The following positions are considered safety sensitive and thus subject to random drug testing at the rate of 25% of covered employees per year. Other positions may be added to this list of safety sensitive positions at any time due to the nature of job assignments, or deleted because the assignments of a particular position within a job title do not fit the safety sensitive criteria.

Under Town policy, the following positions are considered safety-sensitive:

· Development Administrator

· Equipment Operator

· Police Chief

· Police Officer

· Police Sergeant

· Public Works Director

· Senior Water Treatment Plant Operator

· Treatment Plant Operator

· Treatment Plants Superintendent

Non safety-sensitive positions

Any position not identified as DOT-covered or safety-sensitive.

Exhibit C – Test Notification Forms
Please insert forms attached to this email here.
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