


























































































































































































































































































































































































































Observations of Employee’s Behavior

Inability to respond to questions or to respond correctly
Complaints of racing or irregular heartbeat

Marked irritability

Aggressiveness (attempts at physical contact)
Inappropriate laughter, crying, etc.

Sleeping on the job

Fainting or repeated loss of consciousness

Improper job performance and or violation of work rules
Other behavioral manifestations

00N A W~

Observations of General Job Performance

Excessive unauthorized absences in last 12 months
Excessive authorized absences in last 12 months
Excessive use of sick leave in last 12 months
Frequent Monday/Friday absence or other pattern
Frequent unexplained disappearance

Excessive “extension” of breaks or lunch
Frequent leaving work early

¢. Ig. ores established procedures

WO G W

An employee, who is believed to be impaired, will be sent home, to a testing facility, or to a
medical facility by taxi or other safe transportation alternative. If necessary, in the
employer’s discretion, the employee will be accompanied by a supervisor or other
employee. Under no circumstance will an impaired employee be allowed to drive.

Drug testing based articulable symptoms of impairment shall include the testing for
marijuana for all County employees.

C.  Random Testing

Employees may be subject to random testing as dictated by their collective bargaining
agreement.

Employees may be subject to random testing related to the use of cannabis:

1. when the County is required to take action pursuant to a state or federal statute,
regulation, ordinance, or other state or federal government mandate; or

2. when the County is required to take action to prevent the loss of a federal
contract or federal funding; or

3. in furtherance of preventing violation of federal law by the County
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D. Post-accident

Putnam County strictly prohibits the use of alcohol, controlled substances, marijuana, and
illegally used drugs while operating a county motor vehicle or operating a motor vehicle
while on County business. Employees are subject to testing in the event there is an accident.
Testing includes urinalysis as well as breath testing and includes testing for marijuana upon
the observation of articulable symptoms of impairment. The alcohol test should be
performed within 2 hours of the accident. If not tested within 2 hours, the driver may be
tested for alcohol up to 8 hours following the accident. The drug test will be performed
within 32 hours of the accident. Employees who refuse or test positive shall be in violation
of this policy and subject to discipline.

Under no circumstances will the employee be allowed to drive himself or herself to the
testing facility. A member of management must transport the employee or arrange for a cab
to transport the employee home.

E. Consequences of post-employment drug testing

Employees who violate this policy by refusing or testing positive shall have a mandatory
evaluation by a substance abuse professional (SAP). The SAP will then make a treatment
recommendation. If the SAP determines the treatmert was successful, the SAP will send a
report of compliance to your employer. Your e aploy-r (or a future employer) can then
order a return-to-duty test, which must be negative.

If the SAP determines that you didn’t cooperate with the treatment plan, or that you didn’t
participate appropriately, the SAP will send a report of non-compliance to your employer,
and you will have to continue with the program. If you return to work, you will be subject
to follow-up testing.

Employees who test positive or refuse a second time shall be subject to disciplinary action
up to and including termination.

Employees should refer to their collective bargaining agreements for further information.

F. Collection and testing procedures

Drug testing is done by means of urine collection and analysis. The specimen will be
collected by trained personnel in accordance with the federal drug testing regulations. The
specimen is divided into 2 separate containers (the primary sample and the split sample)
and sealed in a tamper-evident container and shipped to a SAMHSA-certified lab for
testing. Laboratory test results are reported to the medical review officer (MRO). Before
reporting a positive test to the employer, the MRO will attempt to contact the employee to
discuss the results. If the MRO in unable to contact the employee directly, the MRO will
contact the employer’s Drug Program Administrator who will contact the employee. In the
event the employee indicated there is a medical reason for the test result, The MRO may
speak with the prescribing doctor. If no legitimate explanation for the positive test is found,
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the MRO will report the test as positive. If there is a valid explanation showing the presence
of a medication which the employee has used in accordance with a valid prescription, the
test will be considered a negative test. In the event of a positive drug test, the employee has
the right to request that the split sample be sent to a different certified lab for testing. This
request must be made within 72 hours of the time the employee was informed of the results
by the MRO. The cost of the split performed will be performed at the employee’s expense.

G. Tips to avoid diluted test results

Consuming large amounts of water/liquids can cause drug test results to be diluted. This
can cause unclear results and could result in the retesting of employees. A dilute negative
test will not automatically be considered a negative test. This is because the large water
quantities in the urine sample can obscure results.

To avoid retesting or possible disciplinary action, employees and applicants can follow the
below tips when they are taking known or scheduled drug tests:

¢ Don’t drink excessive water (more than one full glass of water) or any liquids at lcast
two hours before sample collection, and reduce intake for six-eight hours before test

e Avoid caffeinated beverages such ¢ coff e, tea, soda, or energy drinks, and other
diuretics (including supplements)

IV. COMMERCIAL DRIVER’S LICENSE HOLDERS

Under 49 CFR Part 40, the Federal Highway Administration of the United States Department of
Transportation requires certain drivers to undergo specific drug and alcohol testing. The drivers
who must be tested under these guidelines are those required to hold a Commercial Drivers

License (CDL).

This includes any driver who drives a motor vehicle-
e With a gross combination weight rating of 26,001 or more pounds inclusive of a towed
unit with a gross vehicle weight of more than 10,000 pounds;
e With a gross vehicle weight rating of 26,001 or more pounds:
= Designed to transport 16 or more passengers; or
= Of any size that is used to transport hazardous material which require the
vehicle to be placarded under the hazardous: materials regulations.

These CDL guidelines shall apply to all Putnam County employees holding a CDL for the
purposes of employment. This shall be in addition to all guidelines previously described in this
policy. Where a discrepancy exists, CDL drivers are to follow the guidelines specific to those
operating with a CDL. All CDL drivers must conform with federal regulations regarding the use
of alcohol, drugs, and controlled substances. If a substance has become legal under New York
State law but remains illegal under federal law, such as marijuana, CDL drivers are not permitted

to use that substance.
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A. Special Definitions

Safety-Sensitive Function — means any of the following:

L.

All time spent waiting to be dispatched at the County’s transportation office,
facility, or other property, unless the driver has been relieved from duty by the
employer.

All time spent inspecting, servicing or conditioning equipment.
All time spent at the driving controls of a commercial motor vehicle.

All time, other than driving time, spent on or in a commercial motor vehicle
(except for time spent resting in the sleeper berth).

All time loading or unloading a commercial motor vehicle, supervising, or
assisting in the loading or unloading, attending a vehicle being loaded or
unloaded, remaining in readiness to operate the vehicle or in giving or reveiving
receipts for shipments loaded or unloaded.

All time spent perf- rming the driver requirements associated with an ac~iden*
pent p g q

All time repairing, obtaining assistance or remaining in attendance upon a
disabled vehicle.

B. Prohibited Conduct

A driver shall not;

Use any substance deemed illegal under federal law, even if that substance is
legal under New York Law, such as marijuana.

Report for duty within four hours of consuming alcohol.
Use alcohol while on duty, including meal breaks.

Be on duty or operate a commercial motor vehicle while the driver possesses
alcohol, unless the alcohol is manifested and transported as part of a shipment.

Use alcohol for eight hours following an accident, or until he/she undergoes a
post-accident alcohol test, whichever occurs first.

Use controlled substances, except when pursuant to the instructions of a

physician who has advised the driver that such use will not adversely affect the
driver’s ability to safely operate a commercial motor vehicle.
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7. Report for duty, remain on duty or perform a safety-sensitive function, if the
driver tests positive for controlled substance.

C. Testing

The federal motor carrier safety regulations are very specific regarding when a driver must
submit for a drug and an alcohol test as well as what substances must be tested for. This
testing may be above and beyond that testing of non CDL driving employees. Additionally,
these regulations follow federal law and not state law for the purposes of defining
controlled substances. Pre-employment and follow up testing may be conducted at any
point prior to the first safety-sensitive function.

Reasonable suspicion testing should occur immediately in the case of suspected drug use
and as soon as possible in the case of suspected alcohol use. The supervisor who observed
the underlying behavior shall not perform the breath test.

All other tests may occur during working hours either immediately before or after the
performance of a safety sensitive function.

The following tests are in addition to or broaden the scope of the employment testing
described above ir Section III.

1. Random Testing

Throughout the year, drivers are subject to unannounced testing on a random basis.
The number of covered employees randomly selected for testing during the calendar
year shall be equal to a minimum annual percentage rate of 50 % of the total number
of covered employees subject to drug testing, and an annual percentage rate for
random alcohol testing shall be 10 % of covered employees Since drivers are chosen
at random throughout the year, each individual driver may not be tested or may be
tested once, twice or more in a given year.

2. Follow-Up Testing

[f a driver who violates this policy is allowed to return to duty, a test will be conducted
prior to the performance of a safety-sensitive function. In addition, the driver will be
subject to unannounced follow-up testing. The frequency of such tests will be
prescribed by a substance abuse professional and will consist of a minimum of 6 tests
in the first 12 months following the driver’s return to duty.

3. Post-Accident
The employer will test for alcohol and drugs as soon as possible after an accident, if
the driver receives a citation under State or local law for a moving traffic violation

arising from the accident or if there is a fatality. The alcohol test should be performed
within 2 hours of the accident. If not tested within 2 hours, the driver may be tested for
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alcohol up to 8 hours following the accident. The drug test will be performed within
32 hours of the accident.

4.  Return-to-duty testing

This is required after a violation of drug and alcohol rules. A test must be taken and
come back negative before an employee can return to duty following SAP
recommended treatment. These employees may also be subject to unannounced testing
at least 6 times in the first 12 months. These tests must be conducted under direct

observation.

D. Testing Procedures

Drug testing is done by means of urine collection and analysis. The specimen will be
collected by trained personnel in accordance with DOT regulations. The specimen is
divided into 2 separate containers (a split sample) and sealed in a tamper-evident container
and shipped to a NIDA-certified lab for testing. Laboratory test results are reported to the
medical review cfficer (MRO). Each specimen receives a screening test and, if that test is
positive, a confirmation test. '

Refore -eporting a positive test to the employer, the MRO -vill at' 2mpt to contact the driver
.1 discuss the results. If the MRO in unable to contact the wriver uirectly, the MRO will
contact the employer’s Drug Program Administrator who will contact the driver. In the
event the driver indicates there is a medical reason for the test result, The MRO may speak
with the prescribing doctor. If no legitimate explanation for the positive test is found, the
MRO will report the test as positive. If there is a valid explanation for the positive test other
than illegal drug use, the MRO will report the test as a negative. A test showing the
presence of a medication which the employee has used in accordance with a valid
prescription will be considered a negative test, unless the employee drove in violation of the
physician’s orders prohibiting driving. Medical Marijuana prescriptions under New York
State’s CARE act shall NOT remedy a positive test for marijuana. Any driver covered by
this section shall be considered in violation of the Putnam County drug and alcohol policy
if tested positive for marijuana despite possession of a medical marijuana prescription.

In the event of a positive drug test, the employee has the right to request that the split
sample be sent to a different certified lab for testing. The costs for the split sample tests
shall be shared equally between the County and the employee. This request must be made
within 72 hours of the time the driver was informed of the results by the MRO.

Certified breath alcohol technicians will perform these tests using evidential breath testing
devices. If the shows a result less than 0.02, the test is considered negative. If the alcohol
concentration is 0.02 or greater, a confirmation test must be conducted. The confirmation
test will be performed fifteen minutes after the initial test and the results of this test
determine what actions will be taken.

E. Testing refusal
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Refusal to take a test goes beyond simply not providing a breath or urine sample. It may be
determined that an employee has refused a drug or alcohol test when they:

1.

P8

10.

1.

12.

13

14.

fail to appear at, or take too long to appear at, the drug or alcohol testing site.
fail to provide a breath or urine specimen for collection.
leave the drug or alcohol collection site before the testing process is complete.

do not permit direct observation of the collection of the specimen when it has
been ordered.

provide an insufficient amount of urine or breath without a valid medical reason
as determined by the MRO.

do not take a second test as ordered by the employer and permitted by the DOT.

do not go to or does not permit to occur, a medical examination by the MRO as
directed.

fail to cooperate with any part of the urine or broath collection process.

fail, during an observed collection, to follow the instructions to raise/lower
clothing and turn around in order to allow the observer to check for a prosthetic
device.

possess or wear a prosthetic or other device that could be used to interfere with
the collection process.

they admit, during the collection process, that they have tampered with their
specimen.

adulterate or substitute their specimen and it is confirmed by the lab and the
MRO determines there is no medical reason for the result.

they admit, during a medical review, that they have tampered with their
specimen.

fail to sign the certification statement at step 2 of the alcohol testing form.

F.  Consequences of testing

Drivers who are known to have engaged in prohibited behavior with regard to alcohol
misuse or use of controlled substances are subject to disciplinary action and penalties
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pursuant to County policy and collective bargaining agreements, as well as other sanctions
provided for in state and/or federal law.

In addition to any consequences previously outlined in this policy, employees face the
following:

1. Employees who test positive/dilute positive or refusal to test are required to be
evaluated by a substance abuse professional (SAP) and complete any
requirements for rehabilitation as set by the County and the SAP.

2. Employees subject to SAP procedures must complete the return to duty process
prior to performing safety-sensitive duties.

3. When a test refusal event is reported to the employers designated contact person,
the employee must immediately be removed from safety-sensitive duties.

4. When a verified positive/dilute positive test result initial report is received by
Putnam County, the employee shall immediately be removed from performing
safety sensitive functions.

5. When a test result is ve-ified 'n an initial report as adulterated or substituted, it
shall be considered a p- sitive test. In the event this occurs, the employee shall
immediately be removed from performing safety sensitive functions.

6. When a test result is returned as dilute negative, employees will be subject to a
second test. Based upon MRO directive, this test may be required to be
performed under direct observation. All other retests shall be conducted
unobserved.

7.  When an alcohol test result is 0.04 or higher, the employee shall immediately be
removed from performing safety sensitive functions.

8. When an alcohol test result is between 0.02 and 0.039, the employee shall be
temporarily be removed from performing safety sensitive functions.

9. A driver who, after providing an adequate breath specimen, has a confirmatory
test which registers between 0.02 and 0.04, at a minimum, must be suspended
without pay until his/her next regularly scheduled duty period, but for no less
than 24 hours and may be subject to additional disciplinary action by the County,
up to and including discharge.

10. A driver who tests positive for drugs, or after providing an adequate breath
specimen, has a confirmatory test which registers 0.04 or greater will, at a
minimum, be suspended without pay until his/her next regularly scheduled duty
period, but for no less than 24 hours, and will be subject to additional
disciplinary action by the County, up to and including discharge. In order to be
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eligible to return to duty after a positive drug test or an alcohol level of 0.04 or
higher, a driver must complete the course of rehabilitation prescribed by the
substance abuse professional and undergo a return-to-duty test with a negative
result. After returning to work, the driver must continue in an after-care program
and be subject to follow-up testing, in accordance with the recommendation of
the SAP and consistent with the regulations.

G. Return To Duty Process

1.

The employee in violation of the DOT regulations for drug or alcohol testing is
removed immediately from safety sensitive duty.

The employer is required to provide a list of DOT qualified Substance Abuse
Professionals (SAPs). A SAP list may be provided by a dedicated service agent.

The SAP performs a face to face clinical evaluation of the employee and makes
recommendations for treatment and/or education, providing documentation to the
Designated Employee Representative (DER).

The employee complies with the treatment(s) and/or education recommended by
the SAP. The SAP "hen r ynducts a follow-up evaluation and determines the
employee's eligibil.icy to .eturn to safety sensitive duty providing documentation
to the DER.

Once the DER receives the SAP's documentation indicating the employee is
eligible to return to safety sensitive duty, the employee must test negative on a
Drug/Alcohol Screening before returning to duty at the employer's discretion.

The employee is subject to unannounced follow-up testing and a period of 1 to 5
years according to a plan determined by the SAP and provided to the DER.

The SAP then recommends follow-up testing, aftercare treatment, and/or support
group participation.

V. CONFIDENTIALITY

Information and records relating to positive test results, drug and alcohol dependencies, and
legitimate medical explanations provided to the MRO will be confidential to the extent required
by law and maintained in secure files. Such records and information may be disclosed among
department heads and supervisors on a need-to-know basis, and when relevant to a grievance,
charge, claim or other legal proceeding initiated by or on behalf of an employee or applicant.

VL INSPECTIONS

Putnam County reserves the right to inspect all portions of its premises for drugs, alcohol or
other contraband; affected employees may have union representation involved in this process.
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All employees, contract employees and visitors may be asked to cooperate in inspections of their
persons, work areas and property that might conceal a drug, alcohol or other contraband.
Employees who possess such contraband or refuse to cooperate in such inspections are subject to
appropriate discipline, up to and including termination.

VI. EFFECTS OF ALCOHOL AND DRUGS ON HEALTH, WORK, AND PERSONAL
LIFE

Impaired employees endanger themselves, fellow workers, and other innocent citizens. Employees
with drugs or alcohol in their systems are less productive and more likely to injure themselves or
other persons in an accident. Alcohol and drug abusing employees increase the costs related to lost
productivity, absenteeism, accidents, theft, and treatment programs. Also, medical costs are higher
and are passed on to the employer in the form of higher insurance rates. Alcohol and drug abuse
costs both the employer and the employee. Alcohol remains the number one abused drug in this
country. Alcohol consumption causes many changes in behavior and even low doses can impair
the judgement and coordination required for driving. Moderate to high doses cause marked
impairments in higher mental functions, severely altering a person's ability to learn and remember
inforrnation. If combined with other depressant drugs, much lower doses of alcohol will produce
the effects just described. Long-term consumption of large quantities of alcohol can lead to
permanent damage to the brain and the liver.

Alcc. ol and substance w.ouse is a complex problem-calling for sp-.cialized supervisiun and care:
Don't cover-up for a person who you think has a substance problem. Don't make excuses for
them or do their work for them. The problem is not going to go away. Don't enable the person to
continue the alcohol or drug abuse.

Some of the most noticeable signs of drug abuse are drowsiness, respiratory depression,
constricted pupils, nausea, slurred speech, excitement, loss of appetite, poor perception of time and
distance, relaxed inhibitions, disoriented behavior, watery eyes, runny nose, chills and sweats,
convulsions, apathy, depression, and the use of drug paraphernalia. Some of the signs and
symptoms of alcohol misuse are the odor of alcohol, slurred speech, staggering, tremors, vomiting,
cramps, delirium, loss of appetite, using arms for balance, leaning against walls and doorways,
swaying while maintaining balance, and confusion.

VHL GETTING HELP

Substance or alcohol abuse is an illness, not a character flaw. If you think you might have a
problem, get help before it is too late. Leave the treatment and counseling of persons with an
abuse problem to the professionals. The DOT in the regulations require that the person with a
problem be evaluated by a professional.

Employees Assistance Program (EAP)
Monday-through-Friday: 914 995-6070

SAMHSA'’s National Helpline
1-800-662-HELP (4357)
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The Substance Abuse and Mental Health Services Administration (SAMHSA) National Helpline
is a free, confidential, 24/7, 365-day-a-year treatment referral and information service
(English/Spanish) for individuals and families facing mental health disorders and substance
addictions. They can refer you to therapists, counselors, treatment programs, and support groups

in your area.

Drinking Drivers Program
Monday through Friday: 845 808 1641 EXT. 46018

Partners in Safety
845-341-0515
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Reasonable Cause/Reasonable Suspicion Testing Form

Employee’s Name: ID/SSN:

Department: Job Title:

Location of Incident/Observation: Date:

Time: Other Witness(es):

Trained Supervisor Name: Signature:

Concurring Supervisor Name: Signature:
Observations

Check all that apply, include descriptions of any changes in behavior and list any unusual behavior not

included below

Observations of Employee’s Physical Condition

o Slurred Speech

o Confusion/disorientation
a Odor of alcohol

a Odor of marijuana

0 Unsteady gait/unbalanced
a Glassy eyes

o Inability to focus eyes

o Physical injury to self or others
o Tremors/bodily shaking

o Poor coordination

o Rapid/continuous eye
movement

o0 Runny nose

o Very large or Small pupils

o Slow/inappropriate reactions
o Drowsiness

o Inattentiveness

Descriptive Notes:

Observations of Employee’s Behavior

0 Inability to respond to
questions

o Complaint of racing heart
0 Marked irritability

O Aggressiveness
o Inappropriate laughing, cry etc
o Sleeping on the job

o Fainting/loss of consciousness
o Improper job performance
aViolation of work rules

Descriptive Notes:

Observations of General Job Performance

o0 Excessive unauthorized
absences in last 12 months

a Excessive authorized absences
in last 12 months

o Excessive use of sick leave,
last 12 months

o Frequent Monday/Friday
absence or pattern absence
o Frequent unexplained
disappearance

o Excessive “extension” of
breaks or lunch

o Frequent leaving work early
o Ignores established procedures

Descriptive Notes:

For use by Personnel Department

Date recv’d in personnel

Date test ordered:

Date of test:

TEST RESULTS:

Date results recv’d:

Date results sent to department:

Name:

Signature:
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