	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES
	
DATE ISSUED:
September 1, 1997

	Administrative Order 97-02

	
EXPIRES:
Until Rescinded

	TO:                ALL EMPLOYEES


SUBJECT:      DEPARTMENT OF GENERAL SERVICES
                    POLICY ON SUBSTANCE ABUSE
	
REFERENCES:

Title 2, California Code of Regulations,
Section 599.960 (b)


	
	SUPERSEDES:





All Department of General Services (DGS) personnel are responsible for adhering to the provisions of Title 2, California Code of Regulations (CCR), Section 599.960 (b), which states that no state employee who is on duty or on standby for duty shall either (1) use, possess, or be under the influence of illegal or unauthorized drugs or other mind-altering substances, or (2) use or be under the influence of alcohol to any extent that would impede the employee’s ability to perform his or her duties safely and effectively.  Violation of this policy may result in adverse action up to and including dismissal from state service.  All DGS managers and supervisors shall take appropriate action promptly upon learning about a violation of this policy.

The DGS is addressing drug and alcohol-related incidents using the following methods:

1.   Employees assigned to positions designated as sensitive by the DPA are subject to drug and/or                alcohol testing when a supervisor believes there is reasonable suspicion that the employee has violated the provisions of Title 2, CCR, Section 599.960 (b).  “Reasonable suspicion” is defined in Title 2 CCR Section 599.962, and involves a “good faith belief based on specific articulable facts or evidence that an employee has violated” the policies stated in the just-discussed Section 599.960 (b).

2.   Employees assigned to positions that require possession of a Commercial Driver License may additionally be subject to other substance tests required by laws and regulations pertaining to such positions.

3.   When an adverse action less than dismissal is taken against an employee for substance abuse, the department will assist the employee in getting help by making a formal management referral to the Employee Assistance Program (EAP).

Any employee concerned about his or her use of alcohol or drugs is encouraged to call the Departmental EAP before an adverse action becomes necessary.  EAP staff are available Monday through Friday and can be reached at (916) 445-3962 or (916) 445-3798 between the hours of 6:30 a.m. and 5:00 p.m.  EAP provides confidential professional assessment and referral services.
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