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User Guide:  Drug-Free Workplace Policy

1.0
Purpose
This Policy communicates the PCB Piezotronics, Inc. policy related to establishing and maintaining a Drug Free Workplace.

2.0
Scope
This Policy applies to PCB Piezotronics employees within the United States.
3.0
Definitions
“Controlled substance” means a controlled substance in Schedules I through V of Section 202 of the Controlled Substances Act (21 U.S.C. 812), as amended, and as further defined in the regulation at (21 CFR 1308.11 - 1308.15), as amended.
“Conviction” means a finding of guilt or imposition of sentence, or both, by any judicial body charged with the responsibility to determine violations of the United States Federal or State criminal drug statutes
4.0
Policy
PCB Piezotronics is committed to protecting the safety, health and well-being of all employees and individuals in our workplace. We recognize that alcohol abuse and drug abuse and misuse pose a significant threat to our goals. We have established a drug free workplace program that balances our respect for individuals with the need to maintain a drug free environment. The unlawful manufacture, distribution, dispensation, use, possession, sale, purchase or transfer of a Controlled Substance, or the abuse or misuse of legal drugs or alcohol on PCB Piezotronics (“PCB”) or customer premises is prohibited.  If off-duty use of drugs or alcohol adversely affects an employee's attendance or performance, those problems will be addressed as performance issues. Any violation of this policy is grounds for disciplinary action, up to and including termination of employment and referral to appropriate law enforcement authorities.  This policy does not prohibit consumption of alcoholic beverages at Management approved company functions, provided that in all cases proper judgment is used. This policy is in addition to, and not in lieu of, the Substance Abuse Policy contained in the PCB Employee Handbook.
Nothing in this policy is meant to prohibit the appropriate use of over-the-counter medication or other medication that can legally be prescribed under both federal and state law, to the extent that it does not impair an employee's job performance or safety or the safety of others. Employees who take over-the-counter medication or other medication that can legally be prescribed under both federal and state law to treat a disability should inform their supervisors if they believe the medication will impair their job performance, safety or the safety of others or if they believe they need a reasonable accommodation before reporting to work while under the influence of that medication.

5.0
Process
The following process outlines the PCB Drug Free Workplace Program and steps the company may take to address compliance issues related to this policy with PCB employees.
5.1 This policy notifies employees that the unlawful manufacture, distribution, dispensation, use, possession, sale, purchase or transfer of a Controlled Substance, or the abuse or misuse of legal drugs or alcohol on MTS or customer premises is prohibited. The actions which may be taken by PCB against employees for violations are detailed below.
5.2 PCB has established its ongoing PCB Drug Free Awareness Program in support of this policy and  to inform employees about:
a. The dangers of drug or alcohol abuse in the workplace;
b. The PCB policy of maintaining a drug free workplace;
c. Resources which may be available for counseling, rehabilitation, and employee assistance programs; and
d. The penalties that may be imposed upon employees for alcohol or drug abuse violations occurring in the workplace.
5.3 As a contractor to the United States Government, PCB is required to provide its employees with the notification and information contained in this policy if it is awarded a contract subject to the Drug Free Workplace Act.  PCB provides this notice and information to all new employees and to all employees who may work on a United States Government contract subject to the Drug Free Workplace Act.
5.4 As a condition of continued employment on a United States Government contract subject to the Drug Free Workplace Act, PCB employees will --

a. Abide by the terms of this policy; and
b. Notify PCB in writing of the employee’s Conviction under a criminal drug statute for a violation occurring in the workplace no later than 5 days after such Conviction.
PCB will notify the contracting officer in writing within 10 days after receiving notice from an employee or otherwise receiving actual notice of such Conviction.  The notice shall include the position title of the employee and the grant or contract identification number.

5.5 Policy Violations - PCB reserves the right to take immediate disciplinary action against any employee who violates the PCB Drug Free Workplace Policy, up to and including suspension without pay and termination.   If PCB chooses to take progressive disciplinary action, the employee may be required to enter rehabilitation. An employee required to enter rehabilitation who fails to successfully complete it and/or repeatedly violates the policy may be terminated from employment. Nothing in this policy prohibits the employee from being disciplined or discharged for other violations and/or performance problems.
	04/03/2017
	
	PE1029

	
	                                    PAGE 1 of 3
	       REV. NR

	
	
	


CS001 User’s Guide Template Rev. NR 10/30/08


