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1. POLICY

1.01  The Government of Prince Edward Island, as the Employer, is committed
to providing all Employees with a safe, healthy, and productive work
environment.

1.02 AllEmployees are expected to report to perform their assigned duties
safely and acceptably without any limitations due to the inappropriate use
or after-effects of use of alcohol, drugs, or medications (whether
prescribed, non-prescribed or over the counter), including cannabis, as
reporting to work while impaired or not Fit for Work can pose a serious
health and safety risk to Employees, the public and other persons in the
workplace.

1.03 The Employer has adopted this Drug, Alcohol, and Medication Policy (the
“Policy”) because it recognizes that reporting for work while not Fit for
Work is not acceptable or appropriate. This Policy communicates the
Employer’s expectations and guidelines surrounding the use, misuse, and
abuse of drugs, alcohol or medications. This Policy also communicates
the Employer’s expectations and guidelines surrounding the use of
medications that may cause impairmentand have the potential to pose a
health and safety risk to personsin the workplace.

2. APPLICATION

2.01  This Policy appliesto any employee who performs work in any Civil
Service workplace. Where applicable, the policy also appliesto
volunteers, students, interns, contractors, fee for service individuals and
clients. The Policy appliesto any of the aforementioned persons while
they are:

(@) engaged in work for the Employer whether on Employer property,
at an Employer’s workplace, or any other location where the
Employee may be assigned to perform work for the Employer; and

(b) operating any vehicle, motorized equipmentor machineryin the
course of their employment or in the course of providing services
for the Employer.

2.02  This Policy may apply to an Employee during their personal time and/or
while off duty; if they are on the Employer’s premises; operating an
Employer’s vehicle, motorized equipment, or machinery; or otherwise
engaging the legitimate interests of the Employer.
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2.03

Because of the greater risk involved in working in a Safety-Sensitive
Position, the Employer reserves the right to subject Employeesin Safety-
Sensitive Positions to testing for drugs, alcohol and medication as outlined
in this Policy.

3. PURPOSE AND SCOPE

3.01

3.02

3.03

3.04

3.05

3.06

The Purpose of this Policy is to:

a) Promote, establish and maintain a physically and psychologically
healthy, safe and productive work environment;

b) Ensurethatall Employeesreport to work in a condition thatis Fit for
work and in which they are able to carry out their duties without
being a health and safety risk to themselves or to others; and

c) Encourage Employeesto seek assistance to address any known or
suspected drug, alcohol or medication abuse or dependency
issues, or substance use disorder.

This Policy is established by the Employer to set out expectations and
clear guidelines for appropriate behaviourin accordance with this Policy
and to provide the consequences for non-compliance.

Employees who have a known or emerging drug, alcohol or medication
abuse or dependency issue or substance use disorder are encouraged to
access assistance through the Employee Assistance Program (EAP), a
primary care provider, or appropriate community services before their job
performance is affected or violations of this Policy occur.

Employees who suspector recognize a substance use disorder or
emerging problem in others shall seek advice from their manager or
supervisor before workplace or personal safety is compromised or a
violation of this Policy occurs.

Employees should report unsafe acts and illegal activities to their
manager.

This Policy also prohibits Employees from possessing drugs or alcohol in
the Workplace, and prohibits Employees from unlawfully selling or
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dispensing drugs, alcohol and/or medication in the Workplace.

3.07 Violation of this Policy may be grounds for disciplinary action, up to and
including, dismissal from employment.

4. DEFINITIONS

401 The following terms, where used in this Policy, shall have the meaning as
assigned to them below:

“‘Alcohol” refers to beer, wine, distilled spirits, and other intoxicating
beverages.

“Drug” or “Drugs” means a chemical substance that affects the processes
of the mind or body, whether stimulating or depressing, and that can be
habituating or addictive. For further clarity, where used in this Policy, drug
refers to a substance used recreationally for its effects on the central
nervous system or for non-medicinal purposes, and includes substances
obtained lawfully or unlawfully, including cannabis and illicitdrugs.

lllicit Drugs

Any drug or substance that is notlegally obtained by the employee
and whose use, sale, possession, purchase or transfer is restricted
or prohibited by Canadian law. These may include butare not
limited to: street drugs such as cocaine, heroin, hallucinogens,
stimulants, and prescription drugs that have not been legally
prescribed to the employee or are obtained through drug diversion.

Drug Diversion

The term includes any unaccountable loss, theft, use for
unintended purposes, or tampering of a drug. For purposes of this
policy, drug diversion is a medical and legal conceptinvolving the
transfer of any legally prescribed drug from the individual forwhom
it was prescribed to another person for any llicituse, including any
deviation that removes a prescription drug from its intended path
from the manufacturer to the intended patient.

“‘Employee” means all full time, part time, temporary, casual, and
seasonal employees of the Civil Service (and any others as defined in the
Civil Service Act).

‘Employer” means the Government of Prince Edward Island (as defined
in the Civil Service Act).
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“Fit for Work” or “Fitness for Work” Means an employee is able to
perform the duties of their job with competence and in a safe and
acceptable manner as compared to reasonable and/or established
performance standards, and withoutany impairmentor incapacity due to
the use or after-effects of alcohol, drugs or medications. Fitness for Work
shall be determined solely by the Employer, and Medical documentation
may be required to validate an employee’s Fitness for Work.

“Impaired” or “Impairment”, when used in this Policy, includes being
adversely affected or intoxicated by drugs, alcohol or medication.

‘Incident” means any event, circumstance, condition or accidentthat
caused or had the potential to cause injury to an Employee or any other
person; or damage affecting the Employer’s reputation, its property, the
public, and/or the environment. An Incidentcan include any near miss
situation where there was a potential for injury or damage.

“‘Medication” or “Medications” means a chemical substance used for
medical purposesto treat a disease, illness orinjury. For the purpose of
this Policy, medication includes both prescription and non-prescription
medicines, including over the counter medications, that are lawfully, or
unlawfully obtained and used for their intended purpose.

For greater clarity, this Policy applies to both the proper use of Medication
for its intended purpose, and the misuse of Medication (e.g. using
medication other than as prescribed or combining medication and alcohol
againstdirection).

“Safety-Sensitive Position” means a position where an Employee’s
impairment or incapacity, due to drug, alcohol or medication use, during
the performance of theirwork has the potential to cause an Incidentand/or
couldresultin significantrisk to the health, safety or security of an
Employee, a member of the public, the environment, or damage to
equipment or property. Whether a position is a Safety-Sensitive Position
depends on the nature of the duties assigned to that position, the
particulars of the workplace, and the position’s directinvolvementin any
high-risk activities or operations.

Examples of “Safety-Sensitive Positions” with the Employer include, but
are notlimited to, those positions that:

- provide direct clientand/or clinical care and support
- are requiredto operate or handle firearms/ammunition
- are required to operate motorized equipment, machinery and/ora
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motor vehicle in relation to their employment, or as a regular
function of their position

- work in close proximity to motor vehicles or heavy equipment
and/or construction sites

- work with vulnerable or violentclients

- are assigned the duty of medical or emergency first responder

- are required to evaluate security and/or risk for client or public
safety

This definition also applies to all Employees who are required to rotate
through or regularly relieve in Safety-Sensitive Positions, and to
Supervisors and Managers who directly supervise Employees in Safety-
Sensitive Positions or who may perform the same duties or exercise the
same responsibilities as Employees in Safety-Sensitive Positions.

Not all positions with the Employer are Safety-Sensitive Positions.

“Substance use disorder” means a condition in which the recurrentuse
of one or more substances, including drugs, alcohol and medication,
causes clinically and/or functionally significantimpairment. For greater
clarity, when used in this Policy, substance use disorder means a drug,
alcohol, and/or medication addiction, dependency or abuse problem.

“Workplace” or “Worksite” means all property owned and occupied by
the Employer, and every location where the Employer maintains an office
or facilities or otherwise assigns Employees to perform regular duties of
their position, including in-transit between one or more workplaces.
Workplace may also include, butis not limited to; business travel, training
sessions, conferences, work related gatherings, and the employee or
client's home (if deemed a worksite).

5. ROLES & RESPONSIBILITIES

5.01

Fitness for Work.

Fitness for work is a requirementof all Employees (including directors,
managers and supervisors) during the performance of their duties for the
Employer, and during the time they are at work and/or in the workplace.
Fitness for work is also a requirementat times when Employees are on
scheduled stand-by or on-call.
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Employees are prohibited from reporting to work while impaired or
incapacitated by drugs, alcohol or medication.

5.02 Employee Responsibilities. All Employees are responsible for:

(@)

(b)

(©

(d)

(€)

(f)

(9)

(h)

()

0)

Reading, understanding and complying with the standards and
responsibilities outlined in this Policy;

Reporting to work and any workplace, Fit for Work, and remaining
Fit for Work at all times while at work and/or in the workplace;

Performing their job in a safe and appropriate mannerand taking
responsibility to ensure their own safety and the safety of the
public, clients and others in the workplace;

Being compliantwith this Policy when on scheduled stand-by and if
called into work outside of the regularly scheduled work hours;

Refusing unscheduled shifts if impaired or incapacitated by drugs,
alcohol or medication;

Refraining from the use and possession of drugs or alcohol, and
the distribution of drugs, alcohol or medication during their work
shiftand/or in the Workplace. Thisincludes, refraining fromthe use
of, or consumption of, alcohol or drugs during scheduled shift
breaks;

Using medications (prescription and non-prescription) responsibly,
being aware of any known side effects of the medications, and
notifying their manager or supervisor before starting work of any
known unsafe side effects that could negatively impact safety or
performance;

Taking action, as appropriate, when they observe or suspect
someone in the workplace has violated the Policy;

In the interest of safety, immediately notifying a supervisor or
manager if they know or suspect another Employee, or other
person in the workplace, is not Fit for Work or poses a safety risk
for others in the workplace as a resultof being impaired or
incapacitated by drugs, alcohol or medication;

Reporting theirinvolvementin any Incidentas soon as possible,
and participating fully in any subsequentinvestigation into the
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(k)

()

incident;

Cooperating with supervisors, managers and directors in the
implementation of this Policy; and

Cooperating and participating fully with the Employer in relation to
any investigation under this Policy.

5.03 Management Responsibilities. In addition to the responsibilities as an

Employee, all directors, managers and supervisors are also responsible

for:

a)

b)

c)

d)

f)

9)

h)

Becoming fully informed of the provisions of this Policy, administering
this Policy, and ensuring their staff (and where applicable volunteers,
students, interns contractors & clients) are informed of the provisions
of this Policy and whether or not their position has been deemed
Safety-Sensitive;

Participating in training related to this Policy as may be required by
the Employer from time to time;

Being knowledgeable aboutand being able to recognize the signs and
symptoms of impairment and potential drug, alcohol or medication
abuse problems, substance use disorders, or inappropriate use, in
accordance with this Policy;

Offering guidance to any Employee who has questions in relation to
this Policy;

Responding to and providing appropriate supports to any Employee
who discloses a known, emerging or suspected substance use
disorder in accordance with this Policy;

Where an Employee discloses potentially unsafe side effects of
medication, assisting with any reasonable and necessary
modifications to the Employee’s job or duties;

Advising Human Resources if an Employee discloses a known or
suspected substance use disorder;

Responding to any reported or suspected violations of this Policy in a
timely manner;
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5.04

5.05

5.06

)

)

k)

Immediately contacting Human Resources if an Employee is
suspected of being not Fit for Work while in the Workplace or at the
time of or following an Incident;

Where reasonable grounds exist, removing the Employee from the
immediate worksite to a safe and private place and/or contacting the
local policing authority as soon as possible;

Consulting with Human Resources in the investigation of any alleged
violation of this Policy;

Maintaining appropriate documentation of files with regard to any
instances of actual or suspected violations of this Policy and actions
and interactions with Employees with regard to matters covered by
this Policy; and

m) Making appropriate referrals (EAP) for employees who are identified

with a substance or dependency issue, and supporting employees
with their recommended treatment plan.

Safety-Sensitive Positions. In addition to the responsibilities setoutin 5.2

and 5.3 (as applicable), all Employees working in safety-sensitive
positions are also required to inform their manager or supervisor as soon
as reasonably practical and, unless notreasonably possible, in advance of
using medications, whenever they are taking any prescription or non-
prescription medications that have the potential to cause impairment
and/or pose a safety risk.

Loss of License/lImpaired Driving. All Employees who are regularly or

periodically required to operate any motor vehicle, heavy equipment,
motorized equipment, or machinery on behalf of the Employer, whether
owned by the Employee or Employer, must:

immediately report to their manager or supervisor any suspension
or revocation of their driver’s license; and

inform their manager or supervisor if they have been charged with
an impaired driving offence.

Employer Social Functions. The Employer recognizes that alcohol may be

served in certain business settings or at certain Employer social events. In
these circumstances, the responsible use of alcohol is permitted
(reference Part IX, Conduct of Employees, Section 31 (c) (d) of the Civil
Service Act, Regulations). At any function or event organized by the
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Employer at which alcohol will be served or consumed, it is the
responsibility of the individual(s) organizing the event to ensure that all
applicable permits and approvals have been obtained with respect to
serving and consuming alcohol and that Employee safety is maintained.

6. PROCEDURES

Voluntary Disclosure

6.01

6.02

6.03

6.04

6.05

Employees who voluntarily disclose, to their immediate supervisor, a
known or emerging substance use disorder, or any inappropriate drug,
alcohol, and/or medication use which may lead to an Employee being
impaired and/or not Fit for Work, prior to any Incident, will not be subject to
disciplinary action in relation to such disclosure.

The Employer recognizes and acknowledges its duty to accommodate
Employees with disabilities to the point of undue hardship. Where an
Employee voluntarily discloses a disability, prior to any Incident, the
Employer will make reasonable and practical efforts to accommodate the
Employee upto the point of undue hardship.

Employees who suspectthey have a substance use disorder, or an
emerging substance use disorder, are encouraged to seek advice and
treatment promptly, and are required to advise the Employer before job
safety and/or job performance are affected, or any Incidents or violations
of this Policy occur.

The Employer will make reasonable and practical efforts to assist an
Employee who voluntarily discloses a known or emerging substance use
disorder to seek appropriate treatment, access the Employee Assistance
Program, and/or access the appropriate leave as provided for underthe
applicable collective agreement.

In accordance with sections 5.2(g) and 5.4, Employees who are directed
by a physician to use a medication (prescription or non-prescription), or
have self-prescribed medication (non-prescription or over the counter),
that may cause impairment or adversely affect their job performance are
required to disclose this information to the Employer, which will then be
considered by the Employer in view of the Employee’s duties and the
safety and health of the workplace.
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Reasonable Cause

6.06

6.07

Reasonable cause or reasonable suspicion thatan Employee is not Fit

for Work due to impairment or incapacity from the use of or after-effects of
the use of alcohol, drugs or medications may be based on a number of
observations or indications; including but not limited to:

unexplained changesin behaviour;

observed dizziness or drowsiness;

confusion or disturbances in attention or concentration;

slurred speech;

observed impairment of motor skills;

difficulty keeping eyes open or eyes tracking movements;

marked reduction in reaction time in responding to questions,
performing mental calculations or responding to stimuli; or

an odour indicative of recent drug or alcohol use (e.g., cannabis or
alcohol).

A breathalyser or other substance abuse test (e.g., blood, urine and saliva
tests) is not required in order for the Employer to determine that an
Employee is not Fit for Work.

To assist in determining whether there are reasonable grounds, the
manager or supervisor will complete the applicable form, Reasonable
Cause Checklist — Safety Sensitive Positions or Reasonable Cause
Checklist— Non-Safety Sensitive Positions.

In all situations, whetheran Incidenthas occurred or not, where a
manager or supervisor believes there are reasonable grounds to believe
an Employee is not Fit for Work, the manager or supervisor shall:

Consult with their Human Resource Manager and if possible, seek
another manager or supervisor's opinion to confirm that there are
grounds to believe that the Employee is notfit for work;

Remove the Employee from the immediate worksite to a safe and
private place and refer the Employee for medical attention, if there
appears to be an immediate medical concern;

Consult privately with the Employee to inquire into the observed
behaviours or conduct that gave rise to the belief that the Employee
was not Fit for Work, and provide the Employee with a full opportunity
to explain, including the opportunity to respond to whether they are
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impaired or incapacitated from the use of any alcohol, drugs, or
medications;

- Where applicable advise the Employee of their right to union
representation;

- Make a determination as to whether the Employee’s explanation is
reasonable in the circumstances, and/or whether the Employer
continues to believe the Employee is impaired or incapacitated from
the use of any alcohol, drugs, or medications and therefore not Fit for
Work;

- Take appropriate action to address the situation based on the
determination made in accordance with section (e) above; and

- Document observations and actions taken as soon as possible (i.e. at
the time of observation or directly following) on an Incident Report form
(Appendix A) and submit it to their Human Resource Manager.

6.08 If after speaking with the Employee, the Employer continues to believe the
Employee is not Fit for Work, the Employer may:

- Refer the Employee for medical attention if there appears to be an
iImmediate medical concern;

- If the Employee occupies a safety-sensitive position, consult with
Human Resources;

- Arrange for the Employee’s transportation home and advise the
Employee that the police will be notified if the Employee refuses the
arranged transportation and attempts to drive a vehicle; and/or

- Place the Employee on administrative leave with pay, or temporarily
reassign the Employee to other duties, pending completion of an
investigation.

6.09 Once the immediate situation is attended to and any safety concerns
addressed, the Employer will commence an investigation into the situation
in order to determine whether this Policy was violated and/or whether
disciplinary action is warranted, or some other course of action is
appropriate.
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Post-Incident Testing — Employees in Safety-Sensitive Positions

6.10

Following an Incident, alcohol and/or drug testing may be required of any
Employee involved in the Incidentwho occupies a safety-sensitive position
as part of a full investigation into the circumstances that led to the
Incident.

To assist in determining whether post-incident testing is required, the
manager or supervisor will complete the form, Reasonable Cause
Checklist— Safety Sensitive Positions

Return to Work

6.11

6.12

6.13

The Employer will make reasonable and practical efforts to support an
Employee in safely returning to work following any absence from the
workplace due to alcohol, drug or medication use.

The Employer may require health assessments or testing to confirm that
an Employee is able to safely return to work, and to identify any
limitations/restrictions that may require temporary modification of their
duties or accommodation under Human Rights legislation, or as part of a
comprehensive monitoring program which makes such testing or
assessment a condition of continued employmentwhere the Employee:

- hasundergone treatmentfor a known oremerging substance use
disorder; or

- hasviolated this Policy.

Any decision to conduct testing as part of an Employee’s return to work in
a Safety-Sensitive Position, will be determined on a case by case basis.
The decision will take into account the Employee’s privacy rights and the
Employer’s obligation to ensure a safe and healthy work environment.

Confidentiality

6.14

Any test results or other health assessment information disclosed to the
Employer shall be treated as strictly confidential, except where limited
disclosure is necessary for related health and safety concerns (e.g.
potential risks to self, others, the Employer and if the matter proceeds to
discipline or arbitration.
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7.

Policy Violations & Consequences

7.01

7.02

7.03

7.04

In keeping with the Employer's commitment to a safe and healthy work
environment, any Employee who violates this Policy may be subject to
disciplinary action, as appropriate, up to and including termination of their
employment.

The following is a non-exhaustive list of policy violations that may be
subject to disciplinary action:

- Attending work in a condition thatis not Fit for Work;

- Consuming alcohol ordrugs during work hours;

- BeingnotFit for Work while on standby or on-call;

- Failingtoreport an Incidentin a timely manner, or at all;

- Failing to report the suspension or revocation of one’s driver's license
or charge of an impaired driving offence,;

- Attempting to delay testing, or refusing to submit to testing for
impairment;

- Failing to meet safety and performance standards as a result of
impairment from alcohol, drugs or medications; and

- Possessing drugs or alcohol in the Workplace, or unlawfully selling or
dispensing drugs, alcohol and/or medication in the Workplace.

Notwithstanding the above, where an Employee is involved in an Incident
and it is determined that they were not Fit for Work at the time of the
Incident and failed to notify the Employer that they are not Fit for Work
prior to the Incident, an Employee may be terminated, unless termination
would be unjustin all of the circumstances.

Contractors who violate this Policy may be prevented from working on
Employer property or from performing any work for the Employer.

All employees must confirm that they have read, understand and agree to
abide by this policy by completing the form, Policy Receipt
Acknowledgement form for Occupational Health & Safety — Policy 9.08 -
Drug, Alcohol and Medication Policy.
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8. References

Related Documents

Appendices

Appendix A - Accident/Incident Report Form
Appendix B - Cannabis and Your Workplace — Frequently Asked Questions
Appendix C — Reasonable Cause Checklist— Safety Sensitive Positions
Appendix D — Reasonable Cause Checklist— Non Safety-Sensitive Positions
Appendix E — Policy Receipt Acknowledgment Form

9. Resources

9.01 The Employer strongly encourages employees to seek assistance to
address any known or suspected drug or alcohol dependency issues.
Employees are encouraged to access assistance through the Employee
Assistance Program (“‘EAP”), their personal physician, or appropriate
community services.




fg’ﬁ% £ Accident/Incident Report

CANADA
Department Division
Location Name of person making this report
Supervisor Date/Time of accident/incident
Location of the accident/incident Date/Time reported to employer
Name of person injured Occupation
Was medical treatment received? O ves O No Will there be time lost from work? Oyes [No
Part of the body injured Nature of injury (i.e. sprain)
Was this a recurrence? O ves O No Were WCB forms filed? O ves OnNo

Describe clearly how the accident/incident occurred.

Describe clearly accident/incident causes.
Conditions (human; physical; mechanical; environmental etc.):

Other factors (weather; training etc.):

Employee Signature Date

To Be Completed by Supervisor

What action has or will be taken to prevent a recurrence?

Additional notes:

Supervisor Signature Date




WORKPLACE

FREQUENTLY ASKED QUESTIONS

With the announcement that Canadians will be able to legally use
cannabis beginning October 17, 2018, the following Frequently Asked
Questions may assist employees in determining what this means for
their workplace.

DOES THE LEGALIZATION OF CANNABIS MEAN THAT WORKERS CAN SMOKE (OR
OTHERWISE CONSUME IT) AT WORK?

No, once non-medical cannabis is legal in Canada, people in PEI will be allowed to
consume, smoke or otherwise use it in private homes or yards. Its use is not
permitted in any Provincial Civil Service workplace. Employees cannot consume
recreational cannabis at the workplace.




CAN AN EMPLOYER HAVE RULES OR PENALTIES AGAINST HAVING CANNABIS AT
WORK OR DURING WORKHOURS?

Yes. Just as an employer can have rules against employees having alcohol or non-
prescription drugs at the workplace, the employer can also prohibit the
possession of non-medical cannabis on employer property, in employer vehicles,
or at employer’s client premises while on work time. Once legalized, the
penalties for breaking these rules will be the same for cannabis as for any of the
other drugs or alcohol that are similarly prohibited.

WHATIF AN EMPLOYEE HAS MEDICALAUTHORIZATION FOR CANNABIS?

Medical-use cannabis is regulated federally through the Access to Cannabis for
Medical Purposes Regulations. Accordingly, the federal and provincial
recreational cannabis legislation will not apply to medical use cannabis.

Cannabis will be addressed in the same manner as prescribed medications that
may impair a person’s thinking, reaction times, or otherwise degrade their ability
to work safely: if an employee indicates that they have medical authorization for
cannabis, the employer needs to (and has a right to) engage in a conversation
with the employee and get answers from the employee’s health care provider
regarding:

e the purpose of the medication (is it related to a health issue that would be
considered a disability? If so, this triggers a duty on the employer to explore
accommodations)

e the timing of dosages (the prescription might only be intended for pre-
bedtime dosing and therefore not impact work time) and

e the impact of medication on a person’s ability to function safely, effectively
and efficiently

The law does not require employers to tolerate/accept any kind of drug use that
puts the lives of others at risk. However, in accordance with the Human Rights
Act and Collective Agreement, the Provincial Civil Service recognizes and
acknowledges its Duty To Accommodate employees with a disability to the point
of undue hardship. When an employee voluntarily



discloses a disability prior to an incident, the employer will make reasonable and
practical efforts to accommodate the employee up to the point of undue
hardship. An incident may include an event, circumstance, condition or accident
that caused or had the potential to cause injury to and/or significant risk to the
health, safety or security of an employee, customer, or other person; or damage
affecting the Employer’s reputation, property, the public and/or the environment.

CAN EMPLOYEES COME TO WORK WHILE THEY ARE IMPAIRED BY CANNABIS (OR
CAN THEY SMOKE IT/INGEST OFF-SITE WHILE ON THEIR LUNCH BREAK?)

No. Employers have the right to require employees to come to work mentally and
physically capable of performing their work safely, efficiently, and to the standard
of quality required of the Employer’s workforce. Coming to work under the
influence of cannabis can be dealt with in the same manner as employees coming
to work under the influence of alcohol or any other mind-altering drug. All
employees are expected to report to perform their assigned duties safely and

acceptably without any limitation due to the inappropriate use or after-effects of

use of alcohol, drugs or medications (whether prescribed, non-prescribed or over
the counter), including cannabis, as reporting to work while impaired or not “Fit

for Work” can pose a serious health and safety risk to employees, the public and
other persons in the workplace.

lil All employees are expected to take whatever
| steps are necessary to ensure that they report
‘\ to work in a state where they are Fit and Safe

for Work, and that they maintain that status
throughout their work shift.

For additional information regarding responsible use,

health risks and laws regarding cannabis, visit the Provincial Government’s new public awareness
campaign “Just the Facts” www.justthefactspei.ca




REASONABLE CAUSE CHECKLIST — SAFETY-SENSITIVE POSITIONS

This form must be completed PRIOR to an Employeein a

Safety-Sensitive Position being tested

Reasonable Cause Checklist

Employee’s Name/Employee:

Department: Division: Location:

Date of Incident/Concern:

Description of Incident/Concern:

Type of Incident

[ ] Post Incident

[] Reasonable Cause

Post-Incident Testing:

A Manager/Supervisor of an Employee in a Safety-Sensitive Position may request the Employee to
submit to a drug and alcohol testif they have beeninvolved in an incident or near miss.

Reasonable Cause Testing:

In any situation when an Employee in a Safety-Sensitive Position appears, oris reported to appear, not
fit for Work, a Manager/Supervisor of that Employee mustinvestigate the situation. If they conclude
there are reasonable grounds to believe the Employee is not fit for Work, the Employee will be
requested to submitto an Alcohol and Drug Test.

The attached checklist will help determine whetheralcoholand drugtesting is recommended. Place
check marks against the phrases that best describe the Employee’s behavior. Include as much

information as you can that may assist in clarifying the situation, as well as any witnessesto the
behavioryou are describing. This checklist must be completed in collaboration with another Manageror

Supervisor




Date (s)

Explanation

1. General Appearance
L] Sleepy
[ ] Tremors

[] signs of intoxication (smell of alcohol or

cannabis, slurred speech, confusion, inarticulate

speech, uncoordinated, observed use of a
substance)

[] other(Specify)

2. Workplace Behaviour

] Interrupts others at work

[] Inflexible about procedures

] Argumentative

[ ] Inappropriate emotional outbursts
[ ] Physically threatening

[ ] Alcohol or drug consumption observed

3. Temperamentat Work

[_] withdrawn much more than usual
[] Easily upset by everyday events
[] Agitatedand on edge

[] Excessively worried or fearful

[ ] Extreme variations of mood

4. Job Performance
] Forgetsinstructions

[] Forgetsnormalprocedures




Works abnormally slowly
Erratic productivity
Missed deadlines
Poorjudgment

Fails to wearsafety equipment

I I R I R N O N A O

Other(please specify)

5. Relationship with co-workers
[] Abnormalreaction to criticism
L] Imagines criticism where there is none

[ ] complaintreceived from co-worker

6. Absenteeism

Excessive absence

Unlikely excuses forabsence
Excuse forabsence proven false
Absencesfollow a pattern

Frequently late returning from breaks

N I R R N O R O O

Excessive absence from workstation

7. Further observations or comments

8. Witness/OtherEmployees Involved




Signatures

Names of managers /Supervisors who have completed this checklist:

Do Reasonable Grounds for Testing exist? [ Yes
If no, explainin Section No. 7 above.

Supervisor/Manager:
(Print Name and Position)
Signature:

] No

Do Reasonable Grounds for testing exist? [ves
If no, explainin Section No. 7 above.

Supervisor/Manager:
(Print Name and Position)

Signature:

[INo




REASONABLE CAUSE CHECKLIST — NON SAFETY - SENSITIVE POSITIONS

Employee Name:

Date of Incident/Concern:

Description of Incident/Concern:

Location of Incident:

OBSERVATIONS (PLEASE CHECK ALL THAT APPLY AND INCLUDE ANY CHANGES IN BEHAVIOUR)

L | Nervous? L | Insulting? L | Sleepy?
L] Exaggerated [ | confused? ] combative?
Behaviour politen.ess? -
] Excited? [ | Quarrelsome? ] Fatigued?
| Uncooperative? | Poor memory? | Overly talkative?
L] paranoid? [ IMood Swings? L] Highly Excited?
Description/Notes/Other (please describe)?
[ ] sweating? [] Slow reactions? L] crying?
Unusual Actions | Blood shot eyes? L[ Dilated Pupils? L[ Fighting?

L] Quick moving?

|:| Tremors?

Description/Notes/Other (please describe)?

L] Slurred? L] Slow? [ | confused?
Speech L] Thick? ] Rambling? L] Pressured?
Description/Notes/Other (please describe)?
[ ] Falling? ] Staggering or [ ] Unsure?
unsteady gait?
Balance ] Needs support? ] stumbling? L] Normal?

Description/Notes/Other (please describe)?




Odor

|:| Smell of Alcohol?

| Body Odor?

[_] smell of Cannabis?

[ ] Excessive
Mouthwash/Cologne

Description/Notes/Other (please describe)?

Witness / Other
Employees Involved:

SupervisorActions:

Consequence:

Planned Follow-up:

Supervisor's Name and
Signature:

Concurring Supervisor’s
Name and Signature

Date:

Adapted from the Canadian Centre for Occupational Health and Safety’s
“Workplace Strategies: Risk for Inpairment from Cannabis”




Policy Receipt Acknowledgment for Occupational Health & Safety
Policy 9.08 - Drug, Alcoholand Medication Policy

PLEASE READ THE DRUG, ALCOHOLAND MEDICATIONPOLICY
CAREFULLYTO ENSURE THAT YOUUNDERSTAND THE POLICY

BEFORE SIGNING THIS DOCUMENT.

I hereby confirmthat | have reviewed
the content, requirements, and expectations ofthe Drug, Alcoholand
Medication Policy foremployees of the Provincial Civil Service.

| understand thatif | have questions, at any time, regarding the Drug,
Alcoholand Medication Policy, | will consultwith my immediate Supervisor,
Manager or my department Human Resources representative.

| am in a Safety Sensitive Position:Y _ N

Employee Signature:

Employee Printed Name:

Department:

Date:

Signed before (hame
Supervisor/Manager):

Signed before (signature
Supervisor/Manager):

Please send original to Departmental Human Resource Manager for personnel file.



