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[] Show Only Selected [Checked policies) Drug and Alcohol Policy

[#] -~ Compary Equipment and Vehicles SUBSTANCE ABUSE POLICY
Maon-Commercial Fleet Palicy
- Campany Praperty All personnel employed aor leased to SAMPLE Company Inc. shall
- Emplayes ‘work Product submit to all alcohol and controlled substances tests administered in
Campany-5 pansored Social Events accordance with 49 CFR, Part 382, All employees are required to be
Conduct Standards & Discipline in compliance during all periods of all warking days. Questions
Diating In The Workplace concerning  testing regulations, policies, procedures, educational
- Fragrances in the Warkplace materials and campany policy(s) should be directed to the Director of
- Diress Palicy Human Resources.
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CIRCUMSTANCES UNDER WHICH AN EMPLOYEE WILL BE TESTED FOR ALCOHOL AND OR
CONTROLLED SUBSTANCES
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1. PRE-EMPLOYMENT TESTING. Prior to performing safety-sensitive functions an applicant/employee
shall undergo a pre-employment controlled substances test and negative results shall be received by the
employer before the employee performs any safety-sensitive functions,

Steps:

We clicked just prior to the first letter of Pre-Employment Testing.

We then pressed the Backspace key to eliminate the period and the number.

We then “typed” the number 1 and a period and a space to create what you see here.

The next paragraph still retained the [automatic] number format so it became number 1. (See Arrows at left.)
We then repeated this process for the second paragraph and the third paragraph became 1 as you can see.
We would have to repeat the same process to manually renumber the remaining paragraphs.

NOTE:
You will see that unlike the auto-number formatting, the text now aligns with the number. This is unavoidable.

‘ 2. PHYSICALS. Employees reguired to periodically update employment physicals will be subject to drug
and alcohol testing.

‘1. POST-ACCIDENT TESTING. Any employee involved in an accident in which there is a fatality shall
submit to alcohol and controlled substances testing. Any employee who receives a citation for a
maving traffic violation arising from an accident and with either event of (1) the accident resulted in
bodily injury regquiring immediate medical treatment away from the accident andfor (2) one or maore
vehicles received disabling damages in the accident requiring vehicle(s) to be transported or towed
from the scene shall cause the employee to be tested for alcohol and controlled substances.

2. RANDOM TESTING. Every employee shall submit to randorm alcohal and contralled substances
testing when selected. A sufficient number of employees shall be randomly selected by a scientifically
valid rethod during a calendar year for alcohol and controlled substances testing to meet the
minimum Federal requirerents for testing. Each time the selection process is conducted each
employee shall have an equal chance of being selected for testing. Upon notification of being selected
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