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	Drug Free Workplace Policy & Program
Owner/ Department: QRM



	Purpose
	SMSA is committed to protecting the health, safety and wellbeing of all employees and individuals in the workplace. SMSA recognizes that alcohol use and drug abuse pose a significant threat to staff health, job performance, safety and security of our operations which also affects the image and reputation of SMSA. This Drug-Free Workplace Policy and Program reflects SMSA’s intent to maintain a drug-free workplace in order to promote the safety of all employees, customers, and the general public and to comply with applicable legal obligations.

	Persons Affected
	All SMSA employees and contractors. This includes permanent, temporary and outsourced personnel.

	Definitions
	1. “Drug abuse”: Use of legal/illegal substances that leads to addiction and affects one’s brain and behavior to the point where he/she can't control his/her actions. Drug abuse may lead to social, physical, emotional, and job-related problems.
2. “Illegal drugs & controlled substance”: refers to those defined as illegal under local laws that includes but are not limited to all form of narcotics - opioids, cannabinoids, sedatives and hypnotics, cocaine, captagon, other stimulants, hallucinogens and alcohol (where prohibited by law). This document does not consider tobacco or caffeine use as drug abuse.

3. “Employee”: means a person employed by SMSA for wages or salary. For clarity, this term includes support staff, management and professional staff and extends to Independent Contractors.
4. “Use of Prescription Medicine”: Prescription medication is a drug or medicine obtained pursuant to a written and signed prescription from a licensed doctor. Employees may engage in the appropriate use of medicine as legally prescribed.

	Policy
	General
SMSA prohibits its employees from engaging in the use, possession, solicitation for, or sale of narcotics or other illegal drugs, alcohol, or prescription medication on or outside SMSA premises. All SMSA employees are accountable for maintaining a drug and alcohol-free workplace by adhering to the following:

· No employee shall report to work under the influence of illegal drugs, alcohol, or controlled substances. No employee shall report to work under the influence of prescription drugs which adversely affect their alertness, reaction, response, judgment, decision-making, or safety.
· No employee shall operate, use, or drive any equipment, machinery, or vehicle of SMSA while under the influence of prescription drugs which adversely affect their alertness, reaction, response, judgment, decision-making, or safety. Such employee must immediately notify his/her supervisor that he/she is not in an appropriate mental or physical condition to operate, use, or drive SMSA equipment or his/her personal vehicle while on duty.
· During work hours, including rest and lunch breaks, or while on the SMSA premises, or while operating the SMSA’s vehicle, machinery or equipment, no employee shall use, sell, manufacture, possess, or transfer illegal drugs or alcoholic beverages.
· The required transportation or possession of alcohol or controlled substances as a result of performing approved and authorized project duties is not considered a violation of this policy. Provided the required legal paperwork is in place prior to transportation. 

· Any employee engaging in the off-duty manufacture, sale, transfer, use, or possession of illegal drugs or controlled substances is subject to disciplinary action as per DVD.
· For all of the above, country specific legal regulations would apply.
Reporting
SMSA encourages employee participation in facilitating the maintenance of a drug-free workplace. If an employee suspects a violation of this policy, he or she should immediately report this to his or her Manager/ Supervisor or QRM. SMSA assures no conduct reprisals, punishment, or retaliatory action will be taken against an employee who registers a concern in good faith as documented under SMSA’s Guaranteed Fair Treatment Policies.
Any drug use related reports received against an employee will be treated as per investigation policy documented under (Doc# 2624). All detected drug related cases would be referred to legal to report the employee/involved parties to local authorities.

SMSA’s Initiatives towards a Drug Free Workplace
SMSA Employees Assistance Program
SMSA will assist and support employees who voluntarily seek help for drug or alcohol addiction before becoming subject to disciplinary action or termination under this or other policies. 
Such employees will be allowed to use accrued paid time off, placed on leaves of absence, referred to approved treatment providers and otherwise accommodated as required by law. Such employees are required to document that they are successfully following prescribed treatment and to take and pass follow-up tests if they hold jobs that are safety-sensitive or require driving. Such employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol.

If no support or assistance is asked and once a drug test has been initiated under this policy the employee will have forfeited the opportunity to be granted a leave of absence for treatment, and will face possible disciplinary and legal action.

Drug-Free Workplace Awareness Training
SMSA undertakes to increase the awareness and education of its employees on the adverse effects of dangerous drugs through continuous advocacy, education and training programs. All employees are required to undergo an orientation/education program. The program shall include the following topics:

· Adverse effects of abuse and/or misuse of dangerous drugs on the person, workplace, family and the community;

· Preventive measures against drug abuse; and
· Program consistent with ICAO  (Applicable to KSA only- For other countries this may change to have relevant country specific requirements)
· Steps to take when intervention is needed, as well as available services for treatment and rehabilitation.  
Healthy Lifestyle

To encourage all employees to lead a healthy lifestyle while at work and at home, SMSA undertakes to conduct the following activities as often as possible:
· Providing smoke-free work areas/facilities and designated smoking areas

· Regular Health checks (where required) 

· Providing regular environment health & safety awareness trainings

· Providing Health & Safety visual aids in the form of safety posters

· Sports, recreational and fun-game activities etc.
Required Testing
Pre- employment testing: Where applicable and legally required, applicants being considered for hire/placement must pass a drug test before beginning work or receiving an offer of employment. Refusal to submit to testing will result in disqualification of further employment consideration. (e.g., Staff working in customs and gateway operational facilities etc.)

Reasonable suspicion: Employees are subject to testing based on, but not limited to, observations of apparent workplace use, possession by staff or members of management. Specific behavior on suspicion to be observed are such as:

· Odors (smell of alcohol or body odor).
· Movements (unsteady, restless, dizzy).
· Eyes (dilated, constricted or watery eyes, or involuntary eye movements).
· Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts).

· Emotions (argumentative, agitated, irritable, drowsy).

· Inactions (sleeping, unconscious, no reaction to questions).

When reasonable suspicion testing is warranted, both management and HR will meet with the employee to explain the observations and the requirement to undergo a drug and/or alcohol test within two hours where possible. Refusal by an employee will be treated as a positive drug test result and will result in immediate termination of employment. (Under no circumstances will the employee be allowed to drive himself or herself to the testing facility)

Random Tests: Where and when required by law.

Cost of rehabilitation and testing must be shouldered by the employee.
Confidentiality

Information and records relating to drug related help asked by employees, positive test results, drug and alcohol dependencies, and legitimate medical reports will be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. Such records and information may be disclosed among managers and supervisors on a need-to-know basis and may also be disclosed when requested by local police, drug enforcement agencies etc. or when relevant to a grievance, charge, claim or other legal proceeding initiated by or on behalf of an employee or applicant. 
Inspections

QRM reserves the right to inspect all of its premises for drugs, alcohol or other contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate disciplinary and legal action up to and including termination. 

	Exceptions
	Any exceptions to this policy must be approved by the managing director.


Page 1 of 2 
Uncontrolled copy if printed
Document No. 2609

[image: image1.png]