
1. Know your Drug-Free Workplace Program Plan

2. Be Aware of Legally Sensitive Areas and Consult with Labor Relations Staff as  
 Needed
3. Recognize Potential Employee Problems 

Observation is key to early detection of emerging patterns of performance, attendance, and behavior 
problems. Do not wait for performance or attendance to deteriorate to the point that the employee has 
little chance of remediating the situation. The following are general signs that the employee may be 
experiencing personal issues that could affect job performance:

•	 Change in work attendance or performance
•	 Alteration of personal appearance
•	 Mood swings or attitude changes
•	 Withdrawal from responsibility or contacts with 

associates
•	 Unusual behavior patterns, including sleeping on the 

job or inability to concentrate
•	 Defensive attitude concerning any problems

4. Document and Consult
When you observe problem attendance, performance, 
or behavior, document each occurrence.  Be specific 
about instances in which performance, attendance, or 
behavior failed to meet workplace standards and about what you expect.  When discussing these with 
the employee you will be more effective if you have a log of specific examples.  

5. Act Constructively
•	 Consult	and/or	Seek	Coaching

If you need help preparing to talk to an employee, consult with your supervisor, Drug Program Coor-
dinator, EAP staff, and/or Labor Relations staff as appropriate.   

•	 Conduct	Employee	Meeting

Present the employee with documented evidence of performance, attendance, or behavior problems/
deficits. Include a union representative, if applicable. Be sure to:  

 – Identify the employee’s strengths
 – Describe the specific job performance problem (or problems) identified in your documentation and 

provide the employee with her or his own copy
 – Discuss and describe performance expectations
 – Keep your discussions focused on job performance/attendance/behavior
 – Identify supervisory support to help the employee improve performance/attendance/behavior
 – Set a time period in which you expect the employee to improve job performance/attendance/behavior
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 – Refer employee to the EAP 
 – Identify a time frame for another meeting with the employee to review progress

Remember that your job is to supervise – not to diagnose.  Refer employees to the EAP where special-
ized professionals are prepared to assess them, develop treatment plans, and --ensure that they receive 
appropriate care.

6. Be Prepared to Initiate a Reasonable Suspicion Drug Test
The following are signs and symptoms often associated with opioid misuse that may be observable in 
the workplace:

•	 Drowsiness, nodding off, or falling asleep 
•	 Euphoria or elation
•	 Confusion
•	 Changing or shifting moods
•	 Constricted pupils
•	 Social isolation

People withdrawing from opioids misuse may exhibit the following:

•	 Nausea or vomiting
•	 Sweating
•	 Fatigue
•	 Anxiety

Your Drug-Free Workplace Plan outlines a specific process for establishing ‘reasonable suspicion’ that 
an employee may be using drugs illegally and ordering a drug test.  Be familiar with these process, and 
with those responsible for helping you and for making the determination that reasonable suspicion of 
illegal drug use exists.  

7. Be Prepared to Respond to a Verified Positive Random Drug Test Result
If you are notified that the Medical Review Officer has returned a verified positive random drug test 
result for someone you supervise, you may need to:

•	 Make or assist in making the required EAP referral
•	 Review and assemble your documentation of any relevant interactions with the employee

Each case is unique and will be handled in light of the specific circumstances.  However, your Drug-
Free Workplace Policy outlines the range of consequences for a verified positive drug test result.

8. Be Prepared to Respond to a Possible Opioid-Related Emergency 
Unless people with opioid use disorders receive treatment, they often seek these drugs from the illegal 
market when their doctors no longer prescribe them.  Illegal manufacturers of these drugs have in-
creasingly added compounds such as fentanyl and carfentanil to their product.  These compounds are 
enormously potent and greatly increase the risk of fatal overdose.  

When in doubt, treat employees exhibiting behaviors such as those noted above as potential medical 
emergencies.  Call 911. 
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