[bookmark: _GoBack]Guidelines For Dealing With Impaired Employees
If you suspect an employee is impaired by drugs, alcohol, or medication, use the following guidelines to assist you:
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1. Identify Issues Of Appearance
· Sleepy
· Tremors
· Disheveled clothing
· Lack of cleanliness
2. Identify Physical Issues
· Distinctive alcohol smell
· Difficulty walking
· Slurred speech
· Glazed stare
· Needle marks
· Red eyes
3. Identify Performance Issues
· Erratic attendance
· Quality of work
· Quantity of work
· Missed deadlines
4. Identify Safety Issues
· Safety sensitive position?
· Will observed conduct affect employees ability to safely perform his/her tasks?
· Can you intervene and remove the employee from the safety-sensitive task?
· Will the risk continue if you do not intervene?
5. Identify Client/Customer Issues
· Will this employee negatively impact clients and customers?
6. Corroborate
· Have one or more supervisors corroborate observation, if possible
7. Identify Any Direct Observations
· Direct observation of use
· Direct observation of possession of alcohol or a banned substance
· Take appropriate action
8. Document
· Focus on the specific, objective facts (i.e., I observed slurred speech, erratic behavior, tremors and difficulty walking.)
· Avoid conclusions, accusations, or judgments, e.g. “alcoholic” and “drug addict.”
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