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NOTIFICATION OF EMPLOYMENT POLICY CHANGE 
AND ACKNOWLEDGEMENT OF RECEIPT OF NEW POLICY 

Date:    [DATE] 

From:  [NAME & TITLE] 

To:    All [COMPANY NAME] Employees 

Subject:   NEW EMPLOYMENT POLICY: “DRUG FREE WORKPLACE AND SUBSTANCE ABUSE” 

We have developed a new employment policy, “Drug Free Workplace and Substance Abuse,” which is 
included in this memorandum below. Please review this policy carefully, sign this memorandum, and 
return the signed form to [HR REPRESENTATIVE].  This policy is being issued to be effecPve [DATE]. 

POLICY 

DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE 
[COMPANY NAME] strives to provide a safe environment for employees and others and to minimize the 
risk of accidents and injuries. Accordingly, each employee has a responsibility to co-workers and the 
public to deliver services in a safe and conscienPous manner. ConPnuing research and pracPcal 
experience have proven that even limited quanPPes of illegal drugs, abused prescripPon drugs or alcohol 
can impair reflexes and judgment. This impairment, even when not readily apparent, can have 
catastrophic consequences. Moreover, studies have shown that impairment by controlled substances 
may last long aXer the user believes the effects to have worn off. For these reasons, [COMPANY NAME] 
has adopted a policy that all employees must report to work and remain completely free of illegal drugs, 
abused or non-prescribed prescripPon drugs and alcohol. 

Drug Use/DistribuNon/Possession/Impairment 
To help achieve the goal of a drug-free workplace, [COMPANY NAME] strictly prohibits the use, sale, 
aZempted sale, conveyance, distribuPon, manufacture, purchase, aZempted purchase, possession, 
culPvaPon and/or transfer of illegal drugs or other unlawful intoxicants at any Pme, and in any amount 
or any manner, regardless of occasion. "Illegal drugs" means all drugs whose use or possession is 
regulated or prohibited by federal, state or local law. These include prescripPon medicaPon that is used 
in a manner inconsistent with the prescripPon or for which the individual does not have a valid 
prescripPon. Marijuana remains illegal as a maZer of federal law and therefore its use or possession 
violates this policy. [COMPANY NAME] will endeavor to accommodate individuals with disabiliPes but 
will not accommodate the use of medical marijuana at work or excuse policy violaPons related to 
medical marijuana. 

Employees are also prohibited from having any such illegal or unauthorized controlled substances in 
their system while at work. 

Included within this prohibiPon are lawful controlled substances that have been illegally or improperly 
obtained. 

Alcohol Use/DistribuNon/Possession/Impairment 
All employees are prohibited from distribuPng, dispensing, possessing or using any beverage or medicine 
containing alcohol while at work or on duty and from coming onto company premises, reporPng to work, 
or working with alcohol in their systems. Furthermore, lawful off-duty alcohol use, while generally not 
prohibited by this policy, must not interfere with an employee's job performance. 



DISCUSSION AND PROCEDURES 
PrescripNon and Over-the-Counter Drugs 
This policy does not prohibit the possession and proper use of lawfully prescribed or over-the-counter 
drugs. However, an employee taking medicaPon should consult with a health care professional or review 
dosing direcPons for informaPon about the medicaPon's effect on the employee's ability to work safely, 
and promptly disclose any work restricPons to a supervisor or [Human Resources] [or insert name/
contact details for appropriate company representaNve or department]. Employees are not required to 
reveal the name of the medicaPon or the underlying medical condiPon. 

[COMPANY NAME] reserves the right to transfer, reassign, place on leave of absence or take other 
appropriate acPon regarding any employee during the Pme the employee uses medicaPon that may 
affect their ability to perform safely. [COMPANY NAME] will comply with all requirements pertaining to 
providing reasonable accommodaPons to the extent required by applicable law. 

Marijuana remains illegal as a maZer of federal law and therefore its use or possession violates this 
policy. [COMPANY NAME] will endeavor to accommodate individuals with disabiliPes but will not 
accommodate the use of medical marijuana at work or excuse other policy violaPons related to medical 
marijuana. 

Employee Drug and Alcohol TesNng  
To ensure the accuracy and fairness of our tesPng program, all tesPngs will be conducted according to 
official guidelines where applicable and will include a screening test; a confirmaPon test; the opportunity 
for a split sample; review by a Medical Review Officer, including the opportunity for employees who test 
posiPve to explain in a confidenPal seang, a posiPve test result; and a documented chain of custody.  
Drug and alcohol tesPng may be conducted in the following circumstances: 

Reasonable suspicion - There is reasonable suspicion that an employee is under the influence of an 
illegal drug, a legal drug not prescribed to the employee, or abuse of legal drug that is prescribed to the 
employee, alcohol, or any other substance that is impairing the employee’s performance, behavior, or 
conduct. 

• TesNng for reasonable suspicion - If a supervisor or manager suspects that an individual is at 
work and under the influence of alcohol and/or drugs, such suspicion must be documented on 
an approved form, preferably by two management employees trained in such documentaPon. 
The person(s) complePng the documentaPon of reasonable suspicion must then noPfy the [Top 
Level Official] or [HR Official] to seek authorizaPon to test the employee for drugs and/or 
alcohol.  

• TransportaNon to tesNng site - Under no circumstances will the employee be allowed to drive 
himself or herself to the tesPng facility. A member of supervision/management and a union rep 
(if appropriate) must escort the employee; the supervisor/manager will arrange for the 
employee to be transported home from the tesPng facility. 

Post-Accident/Incident – Employees will be subject to drug and alcohol tesPng post-accident/incident:  

• When the employee has been involved in a motorized vehicle accident. When such an accident 
occurs, all employees involved in an accident or whose behavior could have contributed to the 
accident shall also be tested/screened for drug and/or alcohol use; or 

• Where there is a reasonable belief that the use of drugs and/or alcohol caused or was a 
contribuPng factor to the employee’s impairment and subsequent accident/incident. Where 
such reasonable belief exists, all employees involved in an accident or anyone whose behavior 
could have contributed to the accident shall also be tested/screened for drug and/or alcohol use; 
or  

• When [COMPANY NAME] conducts drug and alcohol tesPng as a part of its accident/incident 
invesPgaPon protocols to evaluate the root cause of a workplace accident/incident that harmed 
or could have harmed employees or other persons, or that could have caused damage to 
property or equipment. When the employer chooses to use drug/alcohol tesPng to invesPgate 



the accident/incident, the employer shall test all employees whose conduct could have 
contributed to the incident, not just employees who reported injuries; or  

• [COMPANY NAME] conducts such drug tesPng to comply with the requirements of a state or 
federal law or regulaPon, such as under U.S. Department of TransportaPon regulaPons 
concerning CDL or safety-sensiPve posiPons, or under state workers’ compensaPon laws. Note 
that such tesPng will be allowed even in the absence of a reasonable belief/suspicion. 

• [COMPANY NAME] also conducts post-accident/incident drug tesPng to meet a contractual 
requirement, or to meet requirements of a cerPficaPon or accreditaPon held by [COMPANY 
NAME]. Note that such tesPng will be allowed even in the absence of a reasonable belief/
suspicion. 

• Under no circumstances will the employee be allowed to drive himself or herself to the tesPng 
facility. A member of supervision/management and a union rep (if appropriate) must escort the 
employee; the supervisor/manager will arrange for the employee to be transported home from 
the tesPng facility. 

Return-to-Work or Fit-for-Duty Tes=ng – As a condiPon of conPnued employment or reinstatement aXer 
an incident of drug and/or alcohol related misconduct, on or off the job. If [COMPANY NAME] elects to 
allow an employee to return to work following a posiPve test results, it is mandatory that the employee 
must first pass a drug test and subsequently submit to a program of unannounced tesPng for a period of 
not more than 2 years from the date of return to duty. The return to work agreement will be reviewed 
and signed by the employee, and the [HR Official]. 

ConfidenNality of Test Results 
All communicaPons received by [COMPANY NAME] relevant to drug test or alcohol impairment test 
results and received through [COMPANY NAME]‘s tesPng program are confidenPal communicaPons and 
may not be used or received in evidence, obtained in discovery or disclosed in any public or private 
proceeding, except disclosure to: 

• The tested employee or prospecPve employee or any other person designated in wriPng by that 
employee or prospecPve employee. 

• Individuals designated by the employer to receive and evaluate test results or hear the 
explanaPon of the employee or prospecPve employee. 

• An arbitrator or mediator, or a court or governmental agency as authorized by state or federal 
law. 

All informaPon relaPng to drug and/or alcohol screens is to be kept strictly confidenPal. The informaPon 
will be kept in the employee’s medical file, which will be maintained separately from the employee’s 
personnel file. These medical files will be kept locked and secured and access will be limited to certain 
individuals in the organizaPon.   

Employee Drug and/or Alcohol-Related Arrests and/or ConvicNons 
As a condiPon of employment, all [COMPANY NAME] employees must abide by the terms of this policy 
statement. An employee must noPfy [Human Resources] as soon as possible within five (5) calendar days 
if he or she is arrested and/or convicted of a criminal drug or alcohol violaPon, including being arrested 
for driving while under the influence of alcohol or drugs including illegal or prescripPon medicaPons, 
whether on duty or off: 

• Must report the arrest and/or convicPon to [Human Resources] as soon as possible within five 
(5) calendar days. Failure to report such an arrest and/or may result in disciplinary acPon up to 
and including terminaPon. 

• Will not be permiZed to operate a company owned vehicle while charges are pending. They may 
be assigned to other appropriate posiPons, if available, unPl disposiPon of the charges.  

• Will be subject to tesPng for the presence of alcohol and/or drugs on request of an authorized 
representaPve of [COMPANY NAME], with or without cause or reasonable suspicion. Failure or 



refusal to consent to tesPng when requested will result in disciplinary acPon up to and including 
terminaPon. 

• A plea of no contest shall be considered a guilty plea for the purposes of this policy. An 
employee’s convicPon of or a plea of guilty to the crime of driving while under the influence of 
alcohol and/or drugs will result in immediate terminaPon regardless of whether the convicPon is 
reversed on appeal. 

Employee DUI Arrests   
Any [COMPANY NAME] employee arrested for driving while under the influence of alcohol or drugs 
including illegal or prescripPon medicaPons, whether on duty or off: 

• Must report the arrest to the supervisor, manager, or a human resources representaPve. Failure 
to report such an arrest may result in disciplinary acPon up to and including terminaPon. 

• Will not be permiZed to operate a company owned vehicle while charges are pending. Instead, 
they may be assigned to other appropriate posiPons, if available, unPl disposiPon of the charges. 

• Will be subject to tesPng for the presence of alcohol and/or drugs on request of an authorized 
representaPve of [COMPANY NAME], with or without cause or reasonable suspicion. Failure or 
refusal to consent to tesPng when requested will result in disciplinary acPon up to and including 
terminaPon. 

• A plea of no contest shall be considered a guilty plea for the purposes of this policy. An 
employee’s convicPon of or a plea of guilty to the crime of driving while under the influence of 
alcohol and/or drugs will result in immediate terminaPon regardless of whether the convicPon is 
reversed on appeal. 

Counseling and RehabilitaNon   
In accordance with the Americans With DisabiliPes Act Amendments Act of 2008, employees who 
voluntarily seek help for substance abuse (self-referral) by contacPng [COMPANY NAME] prior to a drug 
or alcohol test, will be provided an opportunity to pursue counseling and rehabilitaPon. [COMPANY 
NAME] will make available to these employees’ informaPon about counseling and rehabilitaPon services. 
An employee who is receiving counseling and/or treatment for substance abuse may use available 
vacaPon, sick leave, or, if eligible, family and medical leave. Health insurance oXen covers the costs of 
such services, but costs not covered must be paid by the employee. The employee cannot return to work 
unPl released by a treatment provider to do so, and when he or she receives a negaPve result on a 
return-to-work drug and/or alcohol test (as appropriate for that individual). In addiPon, the employee 
may be asked to submit to follow-up tesPng for a period following the return to work. 

An employee's decision to seek help voluntarily will not be used as a basis for disciplinary acPon, 
although the individual may be transferred, given work restricPons or placed on leave, as appropriate. A 
request for help is considered voluntary only if it is made before the employee is asked to submit to any 
drug or alcohol test or is discovered to have otherwise violated this policy. 

Company's Right to Search 
[COMPANY NAME] wishes to maintain a work environment that is free of illegal drugs, alcohol, firearms, 
explosives or other improper materials. To this end, [COMPANY NAME] prohibits the control, possession, 
transfer, sale or use of such materials on its premises to the extent permiZed by applicable law. We 
require the cooperaPon of all employees in administering this policy. 

Desks, lockers and other storage devices are provided for the convenience of employees but remain the 
sole property of [COMPANY NAME]. Accordingly, they, as well as any arPcles found within them, can be 
inspected by any agent or representaPve of [COMPANY NAME] at any Pme, either with or without prior 
noPce. 

In addiPon, to ensure the safety and security of employees and customers, and to protect our legiPmate 
business interests, we reserve the right to quesPon and inspect or search any employee or other 
individual entering or leaving company premises or job sites. The inspecPon or search may include any 
packages or items that the individual may be carrying, including briefcases, handbags, knapsacks, 
shopping bags, etc. 



These items are subject to inspecPon and search at any Pme, with or without prior noPce. We also may 
require employees to agree to reasonable inspecPon of their personal property and/or person while on 
the job or on [COMPANY NAME]'s premises. The individual may be requested to self-inspect their 
personal property or person by displaying the contents of any packages and/or turning out their pockets, 
etc., in the presence of a representaPve of [COMPANY NAME], typically a management employee of the 
same gender. [COMPANY NAME] will not tolerate any employee's refusal to submit to a search. 

Failure or refusal to submit to a drug and/or alcohol test/screen  
Failure or refusal to submit to a drug and/or alcohol test/screen will consPtute a voluntary resignaPon 
from employment, effecPve immediately. 

Ineligible for Re-Hire 
If an employee is discharged for violaPon of this policy, he/she will not be eligible for rehire. 

ACKNOWLEDGEMENT OF RECEIPT OF [COMPANY NAME] NEW POLICY 
Effec=ve [DATE] 

By my signature below, I acknowledge that I have received and read the above [COMPANY NAME] policy 
addiPon, “Drug Free Workplace and Substance Abuse,” which is effecPve [DATE].  I accept the terms of 
this employment policy, and I also understand that it is my responsibility to comply with this and the 
other policies contained in [COMPANY NAME]’s employment policy handbook, and any revisions made 
to it, as a condiPon of my conPnued employment with [COMPANY NAME]. 

         
Employee – Print Name 

            
Employee Signature       Date 

            
[COMPANY NAME] Representative Signature    Date 
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