Series 4000: District Employment
4200	Employee Conduct and Ethics
4210-F	Drug and Alcohol Free Workplace Form
	Reasonable Suspicion Checklist

	Completed by a supervisor if employee is suspected of being under the influence or impaired while at work or on school property.[footnoteRef:1] [1:  Review any applicable collective bargaining agreement for additional requirements. ] 


	
	
	

	Employee Name
	
	Job Title

	
	
	
	
	

	Date of Incident
	
	Time of Incident
	
	Location

	Witnesses:
	

	How did Supervisor receive notice of employee’s appearance or actions?

	

	

	

	

	Supervisor’s Observations (check all that apply)

	☐ Constricted Pupils
	☐ Bloodshot Eyes

	☐ Dilated Pupils
	☐ Dizziness

	☐ Scratching
	☐ Lack of Muscular Coordination

	☐ Watering Eyes
	☐ Unconsciousness

	☐ Involuntary Movements
	☐ Inability to Express Coherent Thoughts

	☐ Nasal Secretion/Sniffles
	☐ Irritability

	☐ Excessively Active
	☐ Argumentative

	☐ Nausea or Vomiting
	☐ Difficulty Concentrating

	☐ Flushed Skin or Complexion
	☐ Slurred or Incoherent Speech

	☐ Sweating
	☐ Bizarre, Strange Behavior

	☐ Twitching
	☐ Needle (track) Marks

	☐ Hostile or Violent
	☐ Possession of Drug Paraphernalia

	☐ Drowsiness/Lethargic
	☐ Odor of Alcohol or Other Substance

	☐ Forgetful
	☐ Use of Profanity

	☐ Unexplained Crying
	☐ Unsteady Gait/Stumbling

	☐ Yelling or Loud Voice
	☐ Unkempt/Disheveled Appearance

	☐ Unprofessional behavior
	

	☐ Possession of a Substance that Appears to be Drugs or Alcohol

	☐ Other Observations:
	

	Did Supervisor ask others to observe employee? Who?
	

	

	

	Reasonable Suspicion

	Yes
	No
	

	☐
	☐
	Does the employee appear impaired or under the influence based on the employee’s appearance or actions?

	☐
	☐
	Does the employee’s appearance or actions appear to be the result of drug or alcohol use?

	☐
	☐
	Do you have reasonable suspicion[footnoteRef:2] that the employee is impaired or under the influence at work or on school property? [2:  “Reasonable suspicion” means specific, contemporaneous, and articulable observations concerning an employee’s behavior, speech, appearance, or odor that suggests the employee is under the influence of an illicit substance. “Illicit substance” means any consumable alcohol; illegal drugs, including but not limited to those substances defined as “controlled substances” pursuant to federal or state law; marihuana; anabolic steroids, human growth hormones or other performance-enhancing drugs; and substances purported to be illegal, abusive, or performance-enhancing (i.e., “look-alike” drugs). This definition also includes any other substance used by an employee as an intoxicant.] 


	If the answer to any of the above is “yes,” call Human Resources Administrator.

	
	
	

	Supervisor Signature
	
	Date
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	Drug/Alcohol Testing Checklist

	Where there is reasonable suspicion of drug or alcohol use, the supervisor/Human Resources Administrator should:

	☐
	Review collective bargaining agreement (if employee is in a bargaining unit) or individual employment contract.

	☐
	Review Policy 4210.

	☐
	Review information regarding drug/alcohol testing facilities and agreements between the District and testing facility to perform employment related testing.

	☐
	Meet with employee and bargaining representative, if requested.

	☐
	Explain that Policy 4210 permits drug/alcohol testing based on reasonable suspicion.

	☐
	State that if the employee refuses to take the test, the employee may be subject to discipline, up to and including discharge, based on the supervisor’s observations.

	☐
	Explain observations and factual basis for drug/alcohol testing.

	☐
	Optional: Contact testing facility to provide advance notice that employee will be transported to facility for drug/alcohol test.

	Does employee consent to testing?
	☐	Yes	☐	No

	Obtain consent in writing, if possible. Employee should not be permitted to transport himself or herself to or from testing facility.

	Employee transported to testing facility by:
	

	Facility Name:
	

	Date and Time Departed:
	

	Provide information on what tests were conducted at the testing facility:

	☐	Alcohol

	☐	Drugs (specify):
	

	Attach any information provided by testing facility on testing lab work.

	Estimated wait time for testing results:
	

	Attach testing results.




	Employee Consent for Drug/Alcohol Testing

	I,
	
	 am an employee at

	
	 in the position of
	
	.

	I met with
	
	 and was directed to submit to a

	drug/alcohol test to determine if I am in violation of Policy 4210 - Drug and Alcohol Free 

	Workplace. I acknowledge that if I refuse to submit to a drug/alcohol test, I may be subject 

	to discipline, up to and including discharge.

	By signing this document, I consent to submit to the drug/alcohol test.

	If applicable:

	☐	I consent to the District releasing the results of the drug/alcohol test to an applicable bargaining representative.

	
	
	

	Employee’s Name
	
	Date

	
	
	

	Supervisor/Human Resources Administrator
	
	Date

	
	
	

	Witness
	
	Date

	Retain this document in employee’s confidential personnel file.
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	Post Alcohol/Drug Test Considerations

	☐
	Consult legal counsel (including when searching employee’s personal property).

	☐
	Provide employee with information on applicable Employee Assistance Programs.

	☐
	Consider placing employee on paid administrative leave pending an investigation.

	☐
	Review Policy(ies), administrative guidelines, and handbook provisions.

	☐
	If employee is in a safety sensitive position, consult state and federal laws.

	☐
	Review employee’s employment contract and/or collective bargaining agreement.

	☐
	Give employee copy of testing results.

	☐
	If employee consents, provide copy of testing results to the bargaining representative.

	☐
	Conduct investigation of employee conduct, including:

	
	☐
	Secure and review relevant video surveillance.

	
	☐
	Search school facilities for evidence of drug/alcohol possession or use on school property.

	
	☐
	Interview witnesses and obtain written statements.

	
	☐
	Review employee’s personnel file for previous misconduct.

	
	☐
	Schedule interview with employee and bargaining representation (if applicable).
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