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OVERVIEW

A. Statement of Purpose

The Village of Orland Park (the *“Village”) is dedicated to providing safe,
dependable, and efficient services to the general public while ensuring safe
working conditions for its employees. The Village’s employees are its most
valuable resource. As such, it is our goal to provide a work environment free
from the presence of alcohol and drugs.

The purpose of this policy is to:

1. Ensure that employees are not impaired in their ability to perform
assigned duties in a safe, productive, and healthy manner;

2. Create a workplace environment free from the adverse effects of
drug abuse and alcohol misuse;

3. Prohibit the unlawful manufacture, distribution, dispensing,
possession or use of controlled substances; and

4. Encourage employees to seek professional assistance at any time
for personal problems, including alcohol or drug dependency,
which may adversely affect their ability to perform their assigned
duties.

In documents titled “Village of Orland Park Drug and Alcohol Policy and Testing
Program for Safety Sensitive Employees covered under the Federal Transit
Administration” (“FTA Policy”), and “Village of Orland Park Drug and Alcohol
Policy and Testing Program for Safety Sensitive Employees covered under the
Federal Motor Carrier Safety Administration” (“FMCSA Policy”), the Village set
forth drug and alcohol policy and testing programs developed to comply with the
requirements of federal laws and regulations promulgated by the Federal Transit
Administration (“FTA”), the Federal Motor Carrier Safety Administration
(“FMCSA”), and the Department of Transportation (“DOT”). As required by the
FTA, the FMCSA, and the DOT, the FTA and FMCSA Policies are limited in
their application to only those employees of the Village engaged in the
performance of safety-sensitive functions as defined under the applicable federal
administration. This document sets forth the drug and alcohol policy and testing
program mandated by the Village, but not required by the FTA, the FMCSA, or
the DOT for employees of the Village.

In adopting this policy and program, the Village does not otherwise waive its right
to enforce already established rules, policies, programs, or the terms and
provisions of any applicable collective bargaining agreement governing drug and
alcohol use or possession that are consistent with this policy. Moreover, this



document is intended to be read consistent with and subject to any applicable law,
regulation, or applicable collective bargaining agreement presently in effect or
which in the future may take effect. If any section or provision of this document
should be held invalid by operation of law, none of the remainder shall be
affected.

Neither this policy nor any of its terms are intended to create a contract of
employment, or to alter any existing at-will employment relationship in any way.
Subject to any applicable collective bargaining agreement, the Village retains the
sole right to change, amend, or modify any term or provision of this policy
without notice. This policy is effective January 1, 2020 and supersedes all prior
policies and statements relating to drug and alcohol prohibitions and testing.

B. Employee and Management Responsibilities

All employees of the Village covered by this policy are required to refrain from
using drugs and alcohol contrary to the specific prohibitions identified herein.
The Village's Human Resource Director (or a designated representative) will
monitor the Village’s drug and alcohol testing policy and program to ensure
compliance with and answer any questions concerning the information presented
in this policy. The Human Resource Director may be contacted at 708-403-6166.

Employees are responsible for ensuring adherence to this policy. Employees also
are obligated to notify a supervisor immediately if they believe that another
employee: is under the influence of alcohol; is under the influence of a lawful,
unlawful or unlawfully used controlled substance; or has violated any other
provision of this Policy. Managers and supervisors will be held accountable for
both the application of the policy and the consistency of its enforcement. To that
end, the Village prohibits the discriminatory application, implementation, or
enforcement of any provision of this policy on the basis of race, color, age, sex,
religion, national origin and ancestry, sexual orientation, veteran status, disability,
or any other basis that is protected by federal, state, or local laws.

PERSONS SUBJECT TO TESTING

The following persons will be subject to drug and alcohol testing pursuant to the
terms of this policy and must participate in this program as a condition of
employment:

e All non-DOT regulated full time, part time, seasonal, and temporary
employees of the Village.

e Applicants for non-DOT regulated positions of employment with the
Village.



POLICY COMMUNICATION AND TRAINING

A. Employees

All employees subject to testing under this policy will be provided with:
1. A copy of the policy; and
2. Informational material concerning:

- The effects of alcohol and controlled substances use on an
individual’s health, work, and personal life; and

- Signs and symptoms of an alcohol or a controlled
substances problem.

B. Supervisory Employees

All supervisory employees shall receive training on alcohol misuse and controlled
substances use. The training will be used by supervisory personnel to determine
whether reasonable suspicion exists to require an employee to undergo drug
and/or alcohol testing. The training shall include: the physical, behavioral,
speech, and performance indicators of probable alcohol misuse and use of
controlled substances; and available methods of intervening when an alcohol or a
controlled substances problem is suspected.

EMPLOYEE ASSISTANCE

A. Employee Assistance Program

In order to promote a drug and alcohol-free environment, the Village will work to
assist eligible employees with problems due to the use of drugs or misuse of
alcohol. Accordingly, the Village encourages the use of its Employee Assistance
Program ("EAP™). The EAP is offered in part so that an employee who
recognizes that he/she has a drug use or alcohol misuse problem may have the
opportunity to receive treatment and rehabilitation. Although employees are
encouraged to receive help for drug and alcohol problems, participation in the
Village's EAP will not excuse an employee's failure to comply with rules and
regulations of the Village. Nor will it preclude discipline for rule or policy
violations. Additional information regarding the EAP is available in the Human
Resources Department. Any questions regarding the Village's EAP should be
referred to the Human Resources department.



B. Employee Admission of Alcohol/Drug Use

The Village has established a voluntary self-identification program that allows
employees to admit to alcohol misuse or controlled substances use without being
subject to disciplinary action.

All employees are eligible to participate in this program. Self-identification must
be made to the employee’s supervisor, Department Director, or the Village’s
Human Resources Director. Once an employee has made a voluntary admission
of alcohol or drug misuse or illegal drug use, the employee will be offered
assistance in finding an appropriate evaluation and/or treatment program. The
employee then will be provided sufficient opportunity to seek evaluation,
education, or treatment to establish control over the employee’s drug or alcohol
problems.

In accordance with this program, an employee:
- May not self-identify in order to avoid testing under this policy.
- Will be removed from service until:

- The Village is satisfied that the employee has been evaluated by a
substance abuse counselor;

- The substance abuse counselor has provided a written release stating
that the employee has successfully completed or is in the process of
completing recommended education and/or treatment requirements
and authorizing the Village to return the employee to work; and

- The employee has undergone a return-to-duty alcohol test with a
result indicating an alcohol concentration of less than 0.02; and/or
the employee has undergone a return-to-duty drug test with a
verified negative test result.

The Village will take no adverse action against an employee making a voluntary
admission of alcohol misuse or drug use within the parameters of the program.
Any questions regarding the voluntary self-identification program should be referred
to the Human Resource Director (or a designated representative).

PROHIBITED CONDUCT

A. Alcohol

1. Alcohol Concentration




All persons covered by this policy are prohibited from reporting to duty or
remaining on duty while having an alcohol concentration of 0.04 or
greater. No Village supervisory person having actual knowledge that a
covered employee has consumed alcohol during the work day or within
four hours of beginning the work day, shall permit the employee to work
or continue to work.

2. Alcohol Concentration of 0.02 or Greater but Less Than 0.04

No employee who is found to have an alcohol concentration of 0.02 or
greater but less than 0.04 shall perform or continue to perform any job
related duties. Nor shall a Village supervisory person permit the employee
to perform or continue to perform any job related duties until: the start of
the employee's next scheduled work day; and the employee’s alcohol
concentration measures less than 0.02 as determined by a return-to-duty
alcohol test administered the next scheduled work day.

3. On Duty Prohibitions

The use, distribution, dispensing, or possession of alcohol by any Village
employee at any time while on Village property or on duty is prohibited.
No employee shall knowingly permit an employee to work who is under
the influence of alcohol.

4, Pre-Duty Use

All persons covered by this policy are advised against the use of alcohol
within four (4) hours prior to reporting for work.

5. Use Following an Accident

Any person required to take a post-accident alcohol test under this policy
is prohibited from using alcohol until he/she undergoes a post-accident
test. Such a test shall be conducted no later than eight (8) hours after the
accident occurs.

Drugs

The unlawful use, manufacture, distribution, dispensing, or possession of
any illegal drugs or associated paraphernalia by any Village employee at
any time is prohibited. The use, manufacture, distribution, dispensing, or
possession of a controlled substance, including cannabis or marijuana, by
any Village employee at any time while on Village property or on duty is
prohibited. The use of cannabis while “on-call” or in any manner that
would cause impairment while on duty, and use or possession in the
workplace any time during the work day, including meal and break



periods, is prohibited. No employee shall knowingly permit an employee
to work who is under the influence of a lawful, unlawful or unlawfully
used controlled substance.

Marijuana and cannabis are controlled substances and illegal “drugs” as
defined by federal law. As a recipient of federal funds, the Village is
required to enforce a drug-free workplace policy consistent with federal law.
Further, some employees are subject to the federal Gun Control Act which
prohibits drug users from possessing firearms or ammunition, with drugs to
be as defined by federal law. Therefore, employees covered by this policy
and assigned to a department that receives federal funds shall continue to be
prohibited from possessing or using marijuana or cannabis in any form, on or
off duty, even though Illinois law may permit certain individuals to possess
and use marijuana and cannabis.

Village-mandated drug testing will be performed to detect for the presence of
the following five (5) substances: marijuana; cocaine; opiates;
phencyclidine; and amphetamines. Cut-off levels to be used to determine
whether specimens are negative for these five (5) drugs are provided in 49
CFR Part 40.87.

Pre-employment testing for positions that are not subject to the federal
requirements will be performed to detect for the presence of the following
four (4) substances; cocaine; opiates; phencyclidine; and amphetamines.
Cut-off levels to be used to determine whether specimens are negative for
these four (4) drugs are provided in 49 CFR Part 40.87.

Prescribed Medication: An employee taking over-the counter or prescribed
medication must be aware of any effect the medication may have on the
performance of their duties. The employee must inform his/her physician of
his/her job duties in order to make certain that the drug does not affect or
interfere with the employee’s safe and effective performance of his/her job
duties. An employee must promptly report to Human Resources the use of
any medication which has or may have any adverse effect on his or her
ability to safely and effectively perform his or her essential job duties.

C. Conduct that Constitutes a Refusal to Test

The following conduct will be regarded by the Village as a refusal to submit to a
drug and/or alcohol test:

e Failure to appear for any test (except a pre-employment test) within a
reasonable time as determined by the Village, after being directed to
do so by the Village.



Failure to remain at the testing site until the testing process is
complete; provided that an employee who leaves the testing site before
the testing process commences for a pre-employment test is not
deemed to have refused to test.

Failure to provide a specimen; provided that an employee who does
not provide a specimen because he/she has left the testing site before
the testing process commences for a pre-employment test is not
deemed to have refused to test.

Failure to provide a sufficient amount of urine, breath, or saliva and it
has been determined, through a required medical evaluation, that there
was no adequate medical explanation for the failure.

Failure to permit a directly observed or monitored collection when
required.

Failure or declining to take a second test the Village or collector has
directed the employee to take.

Failure to undergo a medical examination or evaluation as required. In
the case of a pre-employment drug test, the employee is deemed to
have refused to test on this basis only if the pre-employment test is
conducted following a contingent offer of employment.

Failure to sign the certification at Step 2 of the Alcohol Testing Form.

Failure to cooperate with any part of the testing process.

An adulterated or substituted test result verified by a Medical Review
Officer (“MRQO”).



VI.

TESTING CIRCUMSTANCES

Subject to any applicable collective bargaining agreement, employees are required
to submit to drug and/or alcohol testing under the following circumstances.

A. Pre-Employment Testing

No applicant for employment will be hired into a position of employment at the
Village unless the applicant submits to and passes a pre-employment drug test
subsequent to an offer of employment. Additionally, any employee who has not
performed work for the Village for six (6) or more consecutive calendar months
shall be required to take a pre-employment drug test with a verified negative
result. If a pre-employment drug test is cancelled, the applicant shall be required
to submit to and pass another test.

B. Reasonable Suspicion Testing

The Village has the sole discretion to decide when and under what circumstances
an employee is fit to work. Testing on the basis of reasonable suspicion may
include, but is not limited to: 1) observation of an employee acting or appearing
in a manner which suggests drug or alcohol use, such as, behavior appearance,
judgment, coordination, job performance and/or other conduct including, but not
limited to, slurred speech, glassy eyes, unsteady walk, disorientation, significant
or repeated lapses of concentration, emotional outbursts, substantial mood
changes, the smell of alcohol on an employee’s breath, etc.; 2) instances where
the Village observes or receives credible information that the employee is using or
has symptoms of drugs and/or alcohol use; and/or 3) other facts which support a
reasonable belief that the employee is using or has symptoms of drugs and /or
alcohol use in violation of this policy.

All employees covered by this policy shall submit to drug and alcohol tests when
the Village has reasonable suspicion. Such requests will be based on specific,
contemporaneous, articulable observations concerning the appearance, behavior,
speech, or body odors of the covered employee. Any manager or supervisor who
observes such characteristics or behavior must immediately notify Human
Resources, make the required observations and complete a Condition of
Employee Report.

Once the determination that reasonable suspicion exists, under no circumstances
will an employee be allowed back to work until he or she has a negative drug
and/or alcohol test.

The Village shall require the employee to be escorted by a supervisory employee
directly to and from the collection site for drug and/or alcohol testing.
Subsequent to the testing, the employee will need to make arrangements to be
taken home.



VII.

VIII.

Reasonable suspicion alcohol tests will be performed within two (2) hours but no
later than eight (8) hours following the observation. If an alcohol test is not
administered within two (2) hours following the observation, the Village will
prepare and maintain a record stating the reason(s) the test was not so
administered. If an alcohol test still is not administered within eight (8) hours
following the observation, all attempts to administer the test will cease and the
written record stating the reason(s) the test was not administered will be updated.

In all cases where an employee is required to submit to a “reasonable suspicion”
drug and alcohol test, the employee shall be removed from and not returned to
service until the test results have been reported and confirmed as negative. Any
employee for whom a determination of reasonable suspicion has been made shall
be afforded a reasonable opportunity to contest that determination.

C. Return-to-Duty Testing

Any employee permitted to return to work following a violation of this policy or
in connection with a voluntary admission of alcohol misuse or drug use will be
required to be evaluated by a substance abuse counselor, submit to any
recommended treatment and/or education program, obtain a release to return to
work from the substance abuse counselor, and complete a return-to-duty test with
a negative test result. If a drug and/or alcohol test is cancelled, the employee will
be subject to and required to pass another drug and/or alcohol test.

D. Follow-Up Testing

An employee who has returned to work following a violation of this policy or in
connection with a voluntary admission of alcohol misuse or drug use may be
subject to follow-up drug and alcohol testing at times and frequencies determined
by the substance abuse counselor.

TESTING AND REPORTING PROCEDURES

The Village’s testing program and reporting procedures will conform to the
standards established by the DOT in 49 CFR Part 40 as amended, Procedures for
Transportation Workplace Drug and Alcohol Testing Programs.

CONSEQUENCES FOR VIOLATING ALCOHOL AND DRUG
PROHIBITIONS

A. Applicants for Employment

An applicant for employment covered under this policy who has a verified
positive drug test result or refuses to submit to a test will be disqualified from
consideration for employment with the Village.



A. Employees

Whenever the results of any test administered under this policy are positive, the
employee shall be removed from service immediately for further disposition
consistent with the provisions of this policy.

Any covered employee who violates any provision of this policy will be subject to
discipline up to and including discharge (subject to the terms of any applicable
collective bargaining agreement.) Any employee who is determined to be in
violation of this policy or to be impaired by alcohol, cannabis or any other
substance, while at work or on duty, will be afforded a reasonable opportunity to
contest the finding that he or she was impaired or under the influence or otherwise
in violation of this policy.

Employees offered the opportunity to return to work following a violation of the
drug and/or alcohol testing policy will be required to be evaluated by a substance
abuse counselor. Continued employment and/or reinstatement will be conditional
based on: cooperation with the counselor; successful participation in any
prescribed counseling, treatment or aftercare, which may include follow-up drug
and/or alcohol tests and other appropriate conditions; the Village’s receipt of a
release to return to work from the substance abuse counselor; and completion of a
return to duty test with a negative test result.

CONFIDENTIALITY AND RECORDKEEPING

Confidentiality will be maintained throughout the drug and alcohol testing
process. The Village will maintain records in a manner so that the disclosure of
information to unauthorized persons does not occur. Additionally, the Village,
the specimen collection site, testing laboratory, and MRO will be held to strict
confidentiality requirements.

A covered employee is entitled, upon written request, to obtain copies of any
records pertaining to the employee’s use of prohibited drugs or alcohol, including
any records pertaining to his/her drug or alcohol tests. The Village shall promptly
provide the records requested by the employee. Access to an employee’s records
shall not be contingent upon payment for records.
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Appendix A. Definitions
Alcohol Concentration (or content)

The alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of
breath as indicated by an evidential breath test.

Drugs

“Drugs” or “controlled substances” shall include, but not be limited to any controlled
substance defined in the Illinois Controlled Substances Act (720 ILCS 570/100 et seq.);
or the Cannabis Control Act (720 ILCS 550/1 et seq.); or, any controlled substance listed
in Schedules I through V of 21 U.S.C. 812 for which the person tested does not submit a
valid pre-dated prescription. Thus, the term “drugs” includes both abused prescription
medications and illegal drugs of abuse; and any look-alike substance, designer drugs or
any substance, such as glue, which may not be listed in the Controlled Substances Act but
which may have adverse effects on perception, judgment, alertness, memory, or
coordination.

Disabling damage

Damage which precludes departure of a motor vehicle from the scene of the accident in
its usual manner in daylight after simple repairs.

1) Inclusions. Damage to motor vehicles that could have been driven, but
would have been further damaged if so driven.

@) Exclusions.

@ Damage which can be remedied temporarily at the scene of the
accident without special tools or parts.

(b) Tire disablement without other damage even if no spare tire is
available.

(©) Headlight or taillight damage.

(d) Damage to turn signals, horn, or windshield wipers which make
them inoperative.

Safety-Sensitive Function

1) For positions covered under the Federal Motor Carrier Safety
Administration (FMCSA) regulations, a safety sensitive function applies
to employees who hold a commercial driver’s license (“CDL”) and
operate a commercial motor vehicle for the Village and means all time
from the time a driver begins to work or is required to be in readiness to



work until the time he/she is relieved from work and all responsibility for
performing work. Safety-sensitive functions shall include:

(@)

(b)

(©)
(d)

(€)

()

All time at an employer or shipper plant, terminal, facility, or other
property, or on any public property, waiting to be dispatched,
unless the driver has been relieved from duty by the employer;

All time inspecting equipment as required by 49 CFR Parts 392.7
and 392.8 or otherwise inspecting, servicing, or conditioning any
commercial motor vehicle at any time;

All time spent at the driving controls of a commercial motor
vehicle in operation;

All time, other than driving time, in or upon any commercial motor
vehicle except time spent resting in a sleeper berth (a berth
conforming to the requirements of 49 CFR Part 393.76);

All time loading or unloading a 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 receiving receipts for shipments loaded or unloaded; and
All time repairing, obtaining assistance, or remaining in attendance
upon a disabled vehicle.

(@) For positions covered under the Federal Transit Administration (FTA)
regulations, a "safety-sensitive function" means any of the following

duties:

(@)
(b)

(©)
(d)

(€)

Operating a revenue service vehicle (including when not in
revenue service).

Operating a nonrevenue service vehicle when required to be
operated by a holder of a commercial driver's license.

Controlling dispatch or movement of a revenue service vehicle.
Maintaining (including repair, overhaul, and rebuilding) a revenue
service vehicle or equipment used in revenue service.

Carrying a firearm for security purposes.

Substance Abuse Counselor

An individual licensed or certified to provide counseling for alcohol or drug abuse. Other
titles include, but are not limited to, substance abuse professional, employee assistance
professional, and drug and alcohol abuse evaluation expert.



Name of Observed Employee:

Job Title:

Appendix B. Condition of Employee Report

Observation Date/Day of Week:
Time Relieved of Duty:

Location Relieved of Duty:

APPEARANCE:

Glassy Eyes

Blank Stare
Bloodshot eyes
Flushed face
Alcohol smell
Marijuana smell
Altered appearance

MOOD:

Mood changes
Isolating
Nervousness
Belligerent
Aggressive
Unusually quiet
Unusually talkative

/
BEHAVIOR:

Yes  No___ Slurred speech Yes  No_
Yes  No__ Confused speech Yes  No_
Yes  No___ Staggering Yes  No__
Yes _ No___ Poor coordination Yes  No__
Yes  No___ Tremors/shakes Yes  No_
Yes  No__ Confused Yes  No__
Yes  No___ Disoriented Yes  No_

Drowsiness Yes  No_

Sleeping Yes  No_

Hearing things Yes_ No__
Yes  No___ Seeingthings Yes  No_
Yes  No___ Blackouts Yes  No__
Yes  No__
Yes  No__ OTHER:
Yes No
Yes No
Yes No

Did employee provide reason(s) for his/her physical conditions? If so, provide reason(s):

Was employee directed to take a breath and urinalysis test?
Did employee refuse to undergo the breath and urinalysis test?

Was employee informed of the consequences for refusing the test?

Name of supervisor:
Signature of supervisor:
Name of additional supervisor:

Signature of additional supervisor:

Yes No
Yes No
Yes No

Date:

Date:

Note: Observation by a second supervisor is recommend but not required.
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