DRUG AND ALCOHOL TESTING DOCUMENTS

Remember, it is most important to implement a drug testing policy and publish it to staff.  Reference to it must be noted in each employee’s employment agreement.

EXAMPLE - Drugs and Alcohol Policy (include in House Rules)

Drugs and Alcohol

We are responsible, under the Health and Safety in Employment Act 1992, to ensure your and your co-workers’ safety at work.  In accordance with this obligation: 

· You must not report for work under the influence of alcohol or drugs, unless the drugs are prescribed by a doctor.  If prescribed drugs may affect your performance you must report that to your manager.

· No alcohol or non-prescription drugs may be brought onto the premises.

· We may, on reasonable suspicion, search employees' personal property and vehicles while these are on employer premises, for drugs and alcohol.  Refusal to allow such searches constitutes serious misconduct.

· If we believe there are reasonable grounds to suspect an employee is under the influence of alcohol or drugs we may require employees to submit to (non-intrusive) testing for prohibited or illegal substances, non-prescription drugs, stimulants and alcohol.  

· We may require employees working in safety sensitive areas to submit to random (non-intrusive) testing for prohibited or illegal substances, non-prescription drugs, stimulants and alcohol.  

· Testing will be carried out by a registered medical professional appointed by us.  You have the right to have your own testing carried out as well, provided it is by a registered medical professional and proper procedures are observed regarding the tests and samples.

· If a test result is positive we will discuss it with you and take into account any explanation you may have before deciding what action is needed.

Refusal to submit to drug and alcohol testing constitutes serious misconduct and may result in termination of your employment.
CLAUSE FOR EMPLOYMENT AGREEMENT

HEALTH AND SAFETY AND DRUG AND ALCOHOL TESTING

You accept our Health and Safety policies and procedures, particularly with regard to drugs and alcohol.  You hereby agree to undergo drug and alcohol testing by a medical practitioner in the circumstances set out in our Health and Safety policies.  You hereby authorise us and the medical staff concerned, to conduct such tests and indemnify us and the medical staff against any claims of any nature arising from the testing.    

DECLARATION FOR EMPLOYMENT APPLICATION FORM

1. TRUTHFULNESS.  I warrant that the information provided in this application is complete, true and correct.  I understand that if any false or misleading information is given, or any material fact suppressed, I may not be accepted, or if I am employed, I may be summarily dismissed.  

2. AUTHORITY TO RELEASE PERSONAL INFORMATION.  I irrevocably authorise you or your agent to contact all my previous and current employers, including any employers that I have not nominated on this application, except as indicated otherwise above.  Information so gained is supplied in confidence as evaluative material and will not be disclosed to me.  

3. If I am successful with this application, I also authorise you to provide details of my employment with you, including reason for leaving, to any third party.  

4. INDEMNITY.  I hereby irrevocably INDEMNIFY all parties acting in terms of this authority against any claims of any nature.

5.
CONSENT TO DRUG TESTING.  I agree to undergo a pre-employment drug test and/or medical examination by a doctor nominated by YOU. 

NOTICE OF DISCIPLINARY MEETING FOR SERIOUS MISCONDUCT – concerning drugs or alcohol – drug and alcohol policy in place
Dear 

This is a notice of a disciplinary meeting concerning your conduct as an employee.

We have received the result of the tests you undertook at ….. (time) on …..(date).  The results indicate you were under the influence of ………. at the time of the test.  A copy of the test results is attached.

The allegation of being under the influence of ……… is of a serious nature and, if true, it could affect your continued employment with the company.

In the circumstances, I wish to discuss the allegation with you at a disciplinary meeting which I propose to hold in my office on……… at ……  Unless I hear from you within………….. hours, I will assume that the time suits you.

The purpose of the meeting is to hear your explanation of events, before I decide whether the explanation is acceptable, and if not, what disciplinary action is required to prevent it from happening again. 

You are entitled to have a representative (for instance a co-worker, friend, lawyer or union representative) present at this meeting.

Yours sincerely

NOTICE OF DISCIPLINARY MEETING FOR SERIOUS MISCONDUCT – concerning drugs or alcohol – no drug and alcohol policy in place
Dear 

This is a notice of a disciplinary meeting concerning your conduct as an employee.

It has been brought to my attention that you were under the influence of drugs or alcohol in breach of your employment agreement and the company’s disciplinary code, drug and alcohol policy and obligations under the Health and Safety in Employment Act …include only those elements that you have actually in place. Specifically, on (date) at (time) you …..specify incident(s) that led to the conclusion.
The allegation is of a serious nature and, if true, it could affect your continued employment with the company.

In the circumstances, I wish to discuss the allegation with you at a disciplinary meeting which I propose to hold in my office on……… at ……  Unless I hear from you within………….. hours, I will assume that the time suits you.

The purpose of the meeting is to hear your explanation of events, before I decide whether the explanation is acceptable, and if not, what disciplinary action is required to prevent it from happening again. 

You are entitled to have a representative (for instance a co-worker, friend, lawyer or union representative) present at this meeting.

Yours sincerely

