Substance Abuse and Drug / Alcohol-Free Workplace Policy
 “Your Company Name” (“the Company”) is concerned about the use and possible use of alcohol and/or controlled substances (as defined under federal law) by our employees in the workplace, as well as outside the workplace in a manner that affects the work​place.  In addition, the Company wants to comply with all legal obligations imposed on it with respect to maintaining a drug-free workplace, in connection with its performance of federal contracts.  In order to address these concerns, the Company is adopting this Substance Abuse and Drug/Alcohol-Free Workplace Policy, effective ______________ ___, 2013. 


The illegal use, sale, possession, concealment, distribution, dispensing, transportation, or manufacture of a controlled substance by any of our employees would be a criminal act.  Illegal use of such drugs and abuse of alcohol may also substantially increase the possibility of an employee's creating serious problems at work, including causing an accident.  Many of our employees work with sensitive computer hardware and software.  Specifically, these individuals have ac​cess to the Company's and our clients’ com​puters and to the irreplaceable informa​tion stored in them that is used to carry on our and their respective day-to-day oper​a​tions.  In addition, they may have access to confidential information that relates to the Company and to our clients.  Many of our employees also drive their own or Company ve​hi​cles on public roads in connection with Company business.  All of these important aspects of our work may be seriously affected by any employee who has taken or is otherwise involved with illegal drugs, or who uses, is under the influence of, or is impaired by alcohol while at work.

Policy:  Because of this, the Company wants to employ only people who are completely drug-free, who are not otherwise involved with illegal drugs, and who are not using, under the influence of, or impaired by alcohol while at work.  To this end, “Your Company Name” expressly prohibits the following conduct by any of our em​ployees:
· the use, sale, possession, concealment, dis​tri​bu​tion, dispensing, transportation, or manufac​ture of any controlled substance at any time, either in or outside of the workplace (except that drugs pre​scrib​ed by a licensed physician may be taken in the prescribed or authorized dosage, so long as the do​sage is consistent with the safe performance of the employee's duties and the employee's work perform​ance is not affected);

· the use, sale, possession, concealment, distri​bu​tion, dispensing or transportation of any al​co​holic beverage in the workplace at any time;

· the use or possession of any alcoholic beverage out​side of the workplace, while on any break from work during the work day; 

· the use of any alcoholic beverage outside of the work​place at any time, if the employee shows any phys​ical signs of such use while at work; and

· the use of any alcoholic beverage while the employee is assigned on call.

It is permissible for employees to consume alcohol, in appropriate amounts only, at designated Company-sponsored functions, such as a Company picnic or holiday party.

For purposes of this Policy, the workplace includes the Company’s own facilities, any work site at which the Company is engaged in providing services, the parking lots ad​ja​​cent to and/or surrounding Company or clients’ facilities on which employees' and Com​pany vehicles are park​​ed, any personal vehicle in which the employ​ee may be driv​ing or riding in connection with his/her work, and any Com​pany vehicle.

It is a condition of each employee’s employment with the Company that he/she:

· abide by all of the terms of this Policy; and
· notify the Company of any criminal drug statute conviction for a violation occurring in the workplace, no later than five days after such conviction.
Any employee who fails to satisfy either of these conditions or who engages in any of the prohib​ited conduct described in this Policy will be terminated, except as otherwise required by law.

Establishment of a Drug/Alcohol-Free Awareness Program:  By this Substance Abuse and Drug/Alcohol-Free Workplace Policy, the Company is establishing a drug/alcohol-free awareness program to inform employees about:

· the dangers of substance abuse;

· the Company’s policy of maintaining a drug/alcohol-free workplace;

· the availability, as provided in the Company’s Substance Abuse Testing Program for Applicants and Employ​ees, discussed immediately below, of assistance for a substance abuse problem; and

· the imposition of termination, except as otherwise required by law, for violations of this Policy.

Substance Abuse Testing Program for Applicants and Employ​ees:  In conjunction with this Substance Abuse and Drug/Alcohol-Free Workplace Policy, “Your Company Name” is adopting the accompanying Substance Abuse Testing Program for Applicants and Em​ploy​ees, effective ____________ ___, 2013.

Supplement to the Employee Handbook: This Policy and the accompanying Substance Abuse Testing Program for Applicants and Em​ploy​ees supplement the “Drugs/Alcohol” provisions of the Company’s Employee Handbook.  If there are any conflicts between this Policy or the Program and the “Drugs/ Alcohol” provisions, the terms of this Policy or of the Program will prevail.


-2-


