Small Agency Template Policy
ALCOHOL AND DRUG-FREE WORKPLACE

Policy Number:	(Policy Number)
Effective Date:	(Click here to enter a date)
Applies To:	Applies to all employees of the (Agency Name).
Sources:	Federal law – Federal Drug-Free Workplace Requirements in Omnibus Drug Bill of 1988
State law – RCW 69.50 Uniform controlled substances act
State rule – WAC 357-37-200 Drug/alcohol testing


Approved by:	___________________________
	(Name of Agency Director), AGENCY DIRECTOR


Purpose – A healthy and motivated workforce is the agency's greatest asset. Accomplishment of our mission is enhanced by safe and healthy employees. Employees have a basic right to a safe and healthy working environment. Creating and maintaining an alcohol and drug-free working environment results in greater productivity and employee well-being and provides a strong value statement about healthy living for our employees and the community. Use of alcohol and mind-altering drugs affects employee job performance by creating dangerous working conditions and by undermining client and community confidence in this agency. They interfere with the satisfactory performance of individual jobs and with worker well-being.


Policy Statement
[bookmark: _GoBack]It is the policy of the (Agency Name) to support the Federal Omnibus Drug Bill of 1988 requirements set forth in "Drug-Free Workplace Requirements for Federal Grant Recipients" and the Uniform Controlled Substances Act (RCW 69.50). All employees, regardless of employment status, shall comply with this policy and its procedures. New employees shall receive a copy of this policy and procedure. All employees who report to work must be in a condition fit to perform their duties unimpaired due to the use of alcohol or other drugs. Employees are responsible for productive work performance and for addressing chemical dependency and abuse which interfere with acceptable workplace behavior and job performance. Impairment due to the use of alcohol or other drugs will not be tolerated. The possession or consumption of alcohol or other drugs by employees at the (Agency Name) during work hours, on either the premises or in state vehicles is prohibited. Business meetings away from the worksite are considered an extension of the worksite and all policies still apply. Employees representing the (Agency Name) at official functions should exercise prudence in consuming alcohol. Employees taking physician-prescribed or over-the-counter medications must notify their supervisor or human resources if there is likelihood that such medication (or its absence) could affect job safety or performance. The manufacture, distribution, dispensing, delivery, sale, use, or possession of illegal drugs at the (Agency Name) during work hours, on the premises or on official business is prohibited. Documented evidence of illegal drug activity will be given to law enforcement agencies.
Any employee violating this policy will be subject to formal disciplinary action, up to and including dismissal, and will be offered the services of the Employee Assistance Program (EAP).
Resources and Assistance
Because we care about the health and welfare of our employees, the state of Washington provides state employees with an employee assistance program that provides assistance to employees with substance abuse and other problems. If the employee would like assistance in dealing with their own or family member’s substance abuse problem, please contact the Department of Enterprise Services (DES) Small Agency HR Services for information regarding the EAP program. The request for assistance will be kept as confidential as possible.
EAP is a resource for assisting the employee, whose performance is not satisfactory due to personal problems, including problems with alcohol or other drugs. Employees are encouraged to seek help from EAP before job problems become evident. EAP counselors will assess the problems, help the employee develop a problems resolution plan, and suggest referrals for assistance or treatment and related follow-up.
EAP counselors provide management and supervisory training and can be part of the major strategy for identifying the chemically dependent or abusing employee and motivating that employee toward productive recovery. The supervisor should not become a counselor and should not attempt to make assessments. The role of the supervisor is to focus on job performance and to make the employee aware that help is available through EAP if there are personal problems that are affecting their job performance. The identification of workplace-related use of mind-altering chemicals is made by the supervisor based on job performance criteria, productivity, attendance, behavior, work relationships, violations of agency policy, and other job performance factors. It is important to suggest EAP when the first signs of impairment are noticed rather than waiting until formal disciplinary action is being considered.
Where job performance is impaired, the employee will be encouraged to seek assessment and assistance as an alternative to formal disciplinary action. A clear choice should be presented to the employee: either seek assessment, assistance or treatment or be subject to formal disciplinary action up to and including dismissal. When an employee is required to participate in a professionally prescribed course of treatment as recommended by EAP, the employee will be responsible for providing verification of ongoing participation.
No official records of the diagnosis or treatment of chemical dependency or abuse shall be kept by any state employer except as required by federal or state law. No employee shall have their job security or promotional opportunities jeopardized as a consequence of seeking such treatment.
We encourage employees to seek treatment for substance abuse problems. Employees who seek treatment for drug or alcohol problems may be eligible for paid or unpaid time off to attend a rehabilitation program. Please contact the Department of Enterprise Services (DES) Small Agency HR Services for more information.
Please note that even if the employee may be seeking assistance, the (Agency Name) still expects the employee to meet the same standards of performance, productivity, and conduct to which all employees do, including the prohibition on alcohol or illegal drug use at work. We reserve the right to discipline or terminate employees who fail to meet those or any other work standards.
Primary roles and responsibilities for Alcohol and Drug-Free Workplace within the (Agency Name):
	Role
	Responsibilities

	Employee
	Be aware and knowledgeable of this policy. Notify immediate supervisor if any alcohol or drug-related problems arise.

	Supervisor/Manager
	Give employees a copy of this policy. Recommend EAP if appropriate.

	DES Small Agency HR
	Be available to advise employees, supervisors, and managers about policies and procedures regarding alcohol and drug issues.
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