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POLICY:  As part of Le’Chris’ promise of safeguarding the health of its employees, 

providing a safe work environment and ensuring persons served the highest quality 

of services; Le’Chris is committed to providing a substance abuse free work place 

for its employees.  This policy applies to all employees of Le’Chris, without 

exception, including full-time, part-time, and contract employees.  Failure to follow 

the below policies can lead to immediate termination of employment.   

DEFINITIONS:  

Premises:  The term “premises” as used in this policy includes all property, 

parking lots, driveways, facilities, buildings, structures, automobiles and other 

vehicles owned, leased or used by Le’Chris or the assigned consumer.  Offices and 

service centers, both temporary and permanent for which Le’Chris has responsibility 

are included. 

Unauthorized Substances:  Any substance which is or has the effect on the 

human body or being a narcotic, depressant, stimulant, hallucinogen or 

cannabinoid, their precursors, derivatives or analogues 

Authorized Substances:  Substances having a physiological, psychological or 

biochemical effect which are lawfully prescribed or which are available without a 

prescription, which are lawfully obtained by an employee and which the employee 

possesses and uses in the appropriate manner, in the dosages and for the purposes 

for which the substances were prescribed or manufactured. 

Accident:  Any event involving an employee resulting in injury to any person or 

property to which an employee contributed or was involved as a direct or indirect 

cause 

Incident:  An event, which has all of the attributes of an accident, except that no 

harm was caused to person 

Reasonable Suspicion: This may be based on, but not limited to, persistent 

tardiness, excessive absenteeism and erratic behavior such as noticeable 

imbalance, incoherence, disorientation, gross insubordination or inappropriate 

behavior 

Alcohol:  The intoxicating agent in any beverage, ethyl alcohol or other low 

molecular weight alcohols including methyl and isopropyl alcohol 
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Alcohol Use:  The consumption of any beverage, mixture or preparation, including 

any medication containing alcohol 

Substance abuse is further defined as the following: 

 Overuse of alcohol so that it impairs functioning of Le’Chris duties 
 The use, possession, sale, or manufacture of illegal drugs 

 The overuse of a prescribed, controlled medication  
 The use of a non-prescribed, controlled medication  

No employee is allowed to consume, possess, sell or purchase any alcoholic 

beverage or illegal drug on any property owned by or leased on behalf of Le’Chris.  

Over-the-counter products and legal drugs which have been prescribed for an 

employee and which are being used in the manner prescribed will be allowed, 

however, these shall be maintained on the person and not left unattended nor 

shared with anyone else (other staff and/or clients).   

Employees shall always take caution when taking over the counter medications 

and/or prescribed medications that can affect their level of functioning.  These may 

include, but not limited to Ambien, Benadryl, flu medications, etc.    

Le’Chris will not tolerate employees who report for work while impaired by use of 

alcoholic beverages or drugs.   Employees should also not possess any alcohol or 

drugs on Le’Chris property.  No alcohol or drugs shall be purchased and/or 

consumed in the presence of a client.  

All employees shall report evidence of alcohol or drug abuse by another employee 

to a supervisor.  In cases where the use of alcohol or drugs poses an imminent 

threat to the safety of our consumers, an employee must report the violation 

immediately.  Failure to do so could result in disciplinary action for the non-

reporting employee.   

Le’Chris reserves the right to order drug screens at random and as follows:  

Post Offer: Employees who have been offered employment with Le’Chris, Inc. 

must, as a condition of employment consent to having alcohol drug screening test 

and pass the same 

Reasonable Suspicion: Employees will be tested based on reasonable suspicion 

that an employee has reported to work under the influence, or is or has been under 

the influence while on the job or has violated this policy 
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Work related Accident and/or Incident:  Employees will be required to submit a 

“post-accident” or “post-incident” drug and/or alcohol test within twelve (12) hours 

of the accident/incident.  In case an accident and/or incident occurs after hours 

followed by a weekend or a holiday, it is at the discretion of the Regional Director to 

advise staff to either go to an outside laboratory to get this accomplished or wait 

until the office re-opens.  

Return to Work:  Employees returning to work after a leave, layoff or absence of 

thirty (30) days or more may be required to submit to a drug and/or alcohol test 

prior to returning. 

PROCEDURES:  

A consent form shall be signed by each employee prior to the collection of the 

specimen to be submitted for substance abuse testing (For new hires, the consent 

for drug testing is part of the employment application). Refusal to sign such 

consent or provide a specimen will be treated the same as a “positive” result on a 

test and shall be grounds for termination.  An employee who feels they are unable 

to provide a specimen will be provided with up to eight hours or until the time 

offices closes, whichever is first to occur, to provide the specimen, during which 

time they must remain on site.  If after the specified time the employee still cannot 

provide a specimen and it is determined that there is no medical reason for this, 

that employee will be treated as if he or she tested positive and that conduct shall 

be grounds for termination. 

Any employee subject to drug testing will be allowed to provide a urine specimen in 

the privacy of a stall or a secured area that allows for individual privacy.   

 

Dissemination of drug test results will only be made to those within Le’Chris with a 

“need to know.”   

 

Designated Le’Chris sites will have selected staff that will be responsible for 

conducting the drug screenings.   For new hires, the drug screening should take 

place on the first day of hire and scheduled by the hiring Director with the 

Administrator of the Test).  The below lists the steps to be followed:    

 Upon arrival the staff must empty their belongings (i.e. pockets, purse, keys, 

etc.) to ensure there is no contamination.   

 Current medications should be recorded on a prescription log directly from the 

prescription bottle.  (refer to form: Prescription Log)  
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 Administrator of the Test must wear gloves for the entire procedure.  

 Prior to beginning the urine test, Administrator of Test should instruct the staff 

as follows:   

1. “You must fill the cup up to this line” (line drawn on the bottle).  

2. “After you have put the sample in the cup, do not flush the toilet or 

wash your hands or screw the cap on.”  

3. “Leave the cup on the counter in the bathroom and step outside to 

notify me you are ready.”  

4. “I will then watch you recap the sample cup in the bathroom.” 

5. “After the cap is replaced, you may then wash your hands and flush 

the toilet.” 

 Once the reading appears, the Administrator will record the test results.   

Positive Results: In the event of a positive result on an internal screening, the 

staff will be sent to a local urine testing facility for further testing.  This is to ensure 

the results are accurate and that any medications causing a false positive are 

affirmed.  Results should be forwarded to Regional Director for review.   Should 

that test return with positive results, Regional Director of Operations, HR 

representative, the CEO/CFO and the office Director will complete an investigation 

and proceed with further action(s) as deemed necessary.  Outcomes of these tests 

and any subsequent investigations/inquiries could affect further employment with 

Le’Chris.   

Le’Chris will gladly refer employees to substance abuse recovery programs if 

requested but reserves the right to remove the employee from direct care status in 

this circumstance.  At the discretion of management, an employee with a known or 

suspected alcohol or drug problem may be allowed to continue employment with 

the following stipulations: 

 Random drug and alcohol screens for a period of two (2) years 
 Participation in an alcohol or drug treatment program.  Employee will provide 

Le’Chris with a signed release of information allowing Le’Chris to verify 
employee’s compliance with the treatment program. 

Pending the results of the drug and alcohol screen, Le’Chris reserves the right to 

suspend an employee suspected of drug or alcohol abuse.  Termination may follow 

a positive screen. 

Materials requests:  In case of additional test kits are needed, a requisition form 

is to be filled out and forwarded to Corporate Office for processing.   Regarding 
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gloves, each office is responsible for maintaining enough gloves to ensure they are 

readily available for use with every test.   This should be done through routine 

office supply requests.   


