 [COMPANY]

FIT FOR WORK POLICY

Purpose of the policy
[COMPANY] is committed to providing a safe and healthy workplace for all employees, visitors and contractors working on [COMPANY] property or with [COMPANY] machinery or transport equipment. To this end, [COMPANY] is committed to a drug and alcohol free workplace.

[COMPANY] recognises the concerns of employees, clients and the general community with regard to the impact of drugs, alcohol and other substance abuse. [COMPANY] is therefore committed to ensure that the abuse of drugs or alcohol does not affect the health, safety and environment of employees at [COMPANY].

Employee responsibilities

1. The possession, sale or distribution of illegal drugs on workplace premises is strictly prohibited and will lead to summary dismissal.

2. Employees must not consume alcohol on workplace premises unless they are attending a function after the close of business that has been approved by the [INSERT TITLE]. Any such function must be attended by at least one member of senior management. 

3. Employees must not come to work if their capacity to drive a vehicle or perform their work is affected by alcohol or drugs.

4. Any employee who is using over-the-counter drugs or prescription medication that may affect their capacity to perform their duties safely (e.g. driving a vehicle, operating machinery, using dangerous chemicals) must notify their manager or supervisor, prior to the commencement of work. 

5. All employees are expected to support and comply with the [COMPANY] Fit for Work Policy and undergo drug and alcohol testing when required. Employees should note that a refusal to take a drug or alcohol test will be deemed a positive test result.

What will [COMPANY] do if it suspects that an employee is affected by drugs or alcohol? 

6. Any employee attending for work who is affected by alcohol or drugs will not be permitted to commence or continue work. [COMPANY] will arrange transport home (at the employee’s expense) to ensure the employee’s safety.

7. An employee who is using over-the-counter drugs or prescription medication must, upon request, provide the appropriate usage leaflet as well as satisfactory evidence that they take the relevant drugs or medication pursuant to medical advice. The employee may provide a certificate from their medical practitioner that they are fit to work.

An assessment will be made of the information on the usage leaflet (and any medical certificate provided) in relation to employee’s specific duties. The employee’s manager will decide whether the employee can operate safely or whether they should be stood down from work. Should the latter be required, [COMPANY] will arrange transport for the employee (at the employee’s expense) to ensure they arrive home safely. The employee may be required to take personal leave until they are fit to return to work.

8. Employees experiencing problems with alcohol or drugs may seek help from an Employee Assistance Program. [COMPANY] will provide you with details of Employee Assistance Programs that are available to assist with drug and alcohol problems. (INSERT WHETHER YOU WILL COVER ANY OF THE COSTS OF THE COUNSELLING SESSIONS) 

9. As part of [COMPANY] Fit for Work Policy, employees will be required to undertake random drug and alcohol testing, involving saliva testing with an electronic drug detection device and an Australian Standard breath analysis device. 

10. Employees may also be required to take a drug and alcohol test if: 

· there has been an event causing death or injury to a person or damage to property (critical incident), or

· there has been a breach of workplace safety policies or regulations, or

· an employee’s supervisor or manager believes on reasonable grounds that the employee is affected by drugs or alcohol at work.

Testing procedures will be carried out in private in the workplace, and all participating employees will be made aware of the results immediately. 

What will [COMPANY] do if it finds that you breached this policy? 

11. If an employee returns an positive test for drugs or alcohol, and it is the first positive test result, the employee will receive a first and final written warning.  Any subsequent positive test results (including a refusal to take a test) shall lead to the termination of employment. Note: Refusal to take a drug or alcohol test will be deemed a positive test result.

12. If an employee is tested for drugs or alcohol following a critical incident, and a positive result is returned, the employee may be summarily dismissed.


13. The information collected, being personal information, will be used to manage health and safety obligations. The information is strictly confidential, will be stored securely and not disclosed to unauthorised persons as required by the Privacy Act 1998 (Cth).

INDEPENDENT DRUG TESTING PROCESS

Testing Procedure

· All Oral Fluid Testing (Saliva) is performed in accordance with Australian Standards AS4760:2006

· All testing is conducted by an authorised, accredited technician using a mouth (saliva) swab with a drug detection device.
· All employees tested are selected by a random selection system, controlled by the authorised accredited organisation.

· Each random selection is by way of employee payroll number or employee name with no input from [COMPANY]. In some circumstances, as directed by management, all employee's will be subject to testing.

· All testing is conducted in a neutral location within the workplace.

· Each testing is conducted in private, individually, and without the presence of management. However the employee may select a witness, if they desire.

· The actual testing mouth swab used on the employee is called a primary sample.

· All testing results remain confidential between the employee, [COMPANY] and the authorised accredited organisation.

· Each employee is asked a series of six questions prior to their individual testing:

1. Have you taken anything orally in the previous 10 minutes?

2. Have you consumed any alcohol in the previous 8 hours?

3. Have you taken any illicit (illegal) drugs in the previous 24 hours?

4. Are you currently under the effect of any illicit drugs?

5. Are you taking any medication prescribed by your doctor?

6. Are you currently on any over the counter non-prescribed medication?

· Should an employee answer “yes” to any of these questions then further information will be sought, such as the type of drug, time taken, quantity consumed and whether it is a prescribed medication.

· Should an employee refuse to take this test, [COMPANY] will be unable to confirm their capacity to work safely. Should the employee decide to take the test after this is explained and it is a negative test, they will resume normal duties after the testing procedure. If the employee continues to refuse, it will be deemed a positive test result.
· The [COMPANY] Fit for Work Policy will apply to all test results.
POST TESTING PROCEDURES

DRUG TESTING PROCESS
Negative result

· In the event of a “negative” result, the employee and relevant [COMPANY] manager will be immediately advised of the result. The employee then returns to their workplace.

· No opinions of [COMPANY] staff members are considered by the authorised accredited organisation.

· Each result is documented by the authorised, accredited technician and a copy will be made available to the employee and/or [COMPANY], upon request.

· The sample taken is immediately disposed of by the authorised, accredited technician in the presence of the employee.

Unconfirmed Positive result

· In the event of an “unconfirmed positive” result, the employee and [COMPANY] are immediately advised of the result. No opinions or comments are offered or considered by the authorised, accredited technician.

· The result is recorded on the authorised accredited organisation documentation. The employee is invited to sign the documentation. Such documentation shall include time and date of the testing, the employee’s details, the testing record number and the result.

· The employee is able to offer any comment on the “unconfirmed positive” test result, should they choose to do so. Any discussion on the “unconfirmed positive” result is strictly between the employee and the authorised, accredited technician.

· In the event of an “unconfirmed positive” result, a “chain of custody” process will immediately take place after a second saliva sample has been taken and split into A and B Samples. This is consistent with the requirements under Australian Standard (on-site oral fluid testing).

· The “chain of custody” process ensures the samples remain intact at all times.

· The samples are then prepared, in the presence of the employee for analysis at a NATA accredited laboratory

· The vials are sealed with a “chain of custody” seal.

· The authorised, accredited technician will forward the vials to a NATA accredited laboratory for confirmation.

· The NATA accredited laboratory will supply a certificate of their independent testing result which will be supplied to [COMPANY].  

· The authorised, accredited technician will not participate in any negotiations or discussions relating to employment or workplace warning with the employee or [COMPANY].
· All costs associated with testing conducted by the authorised accredited organisation and confirmations by a NATA accredited laboratory shall be paid by [COMPANY].
ALCOHOL TESTING PROCESS
All alcohol testing is conducted using a breath detection device complaint to Australian Standards AS3547-1997.
Negative result

· In the event of a “negative” result the employee and relevant [COMPANY] manager will be immediately advised of the result.
· No opinions of [COMPANY] staff members are considered by the authorised accredited organisation.

· Each result is documented by the authorised, accredited technician and a copy will be made available to the employee and/or [COMPANY], upon request.

· The sample taken is immediately disposed of by the authorised, accredited technician in the presence of the employee.

Unconfirmed Positive result

· In the event of an “unconfirmed positive” result, the employee and [COMPANY] are immediately advised of the result. No opinions or comments are offered or considered by the authorised, accredited technician.

· The result is recorded on the authorised accredited organisation documentation. The employee is invited to sign the documentation. Such documentation shall include time and date of the testing, the employee’s details, the testing record number and the result.

· The employee is able to offer any comment on the “unconfirmed positive” test result, should they choose to do so. Any discussion on the “unconfirmed positive” result is strictly between the employee and the authorised, accredited technician.

· In the event of an “unconfirmed positive” result a “chain of custody” process will immediately take place after a saliva sample has been taken.

· The “chain of custody” process ensures the sample remains intact at all times.

· The sample is then prepared, in the presence of the employee for analysis at an NATA accredited laboratory

· The vial is sealed with a “chain of custody” seal.

· The authorised, accredited technician will forward the vial to a NATA accredited laboratory for confirmation.

· The NATA accredited laboratory will supply a certificate of their independent testing result which will be supplied to [COMPANY].  

· The authorised, accredited technician will not participate in any negotiations or discussions relating to employment or workplace warning with the employee or [COMPANY].
· All costs associated with testing conducted by the authorised accredited organisation and confirmations by a NATA accredited laboratory shall be paid by [COMPANY].
TYPES OF TESTING
Random testing is performed using a random selection process conducted by the authorised, accredited technician.

Critical Incident testing  will occur when there has been an event that causes death or injury to a person, or damage to property owned by [COMPANY].

Cause testing occurs when there are reasonable grounds to suspect that a person is affected by drugs or alcohol.

DEFINITIONS

Illegal drugs

Use of drugs such as heroin, methamphetamine, amphetamine, cocaine and cannabis are illegal and are prohibited at [COMPANY] workplace. They can significantly impair an individual’s work performance and substantially increase the probability of a workplace accident.
Prescription medicines

Prescription medicines can only be obtained with written prescription from a doctor. These medicines are provided to treat medical conditions. Sometimes these medicines affect an individual’s capacity to perform duties. It is important for an individual to ask your doctor about possible side effects and where appropriate, provide a copy of the drug usage leaflet to your manager.

Over-the-counter drugs

Some drugs can be purchased over-the-counter from a pharmacy. They include drugs such as pseudoephedrine and codeine. These medications may affect your capacity to perform your duties. It is mandatory that an employee ascertains the effect of these drugs and notify your manager prior to the commencement of duties if you are likely to be affected in the performance of your duties.

FIT FOR WORK POLICY ACKNOWLEDGEMENT

I have received and read a copy of the [COMPANY] Fit for Work Policy:

Name:_________________________________

Signed:________________________________

Date: _________________________________
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