Procedures for Drug Free Work Place under Florida’s Workers Compensation Law
Procedure and/or Process:
1. Directors or their designees who generate internal or external advertisements for positions within CDS must include the initials “D.F.W.P.”  (Drug Free Work Place).  Such advertisements must be routed through the Human Resources Manager (in writing, on a Purchase Order Requisition Form) for processing and posting.  Please specify on the Purchase Order Requisition Form whether the ad is for internal and/or external posting.

2. No position or position classification is exempt from the Drug Free Work Place requirements, i.e. temporary, part-time, and full-time.

3. Rules pertaining to testing of applicants are not applicable to staff transfers initiated by management.

4. Positions, which are reclassified, are exempt from rules governing Testing of Applicants as outlined in the Drug Free Work Place policy under Florida’s Workers Compensation Law.  

5. Requests for transfer initiated by an employee, and approved by management, are subject to the rules outlined under Testing of Applicants in the Drug Free Work Place policy under Florida’s Workers Compensation Law.  In circumstances where an employee moves from either part-time or full-time to temporary status, no testing is required.

6. All promotions are subject to the rules governing Testing of Applicants as outlined in the Drug Free Work Place policy under Florida’s Workers Compensation Law.  Employees who have been tested within the prior 30 days are not subject to retesting upon a promotion.  A change in an employees contracted work hours is neither to be construed as a promotion or demotion.

7. Final candidates will receive a copy of the Drug Free Work Place Program Acknowledgement Form during the new hire orientation process.

8. After Directors have reference-checked the applicant and want to offer a job to the applicant, a Pre-employment Drug Testing Acknowledgement Form must be signed by the applicant, and routed to the Human Resources Manager.

9. The Director then directs the applicant to either 1) LabCorp, 1131 N.W. 64th Terrace Ste A, Gainesville, Florida 352-331-5341 or 2) LabCorp, 6100 Saint Johns Ave Ste C, Palatka, Florida 386-328-7619, or 3) LabCorp 265 S.W. Malone Street Suite 105 Lake City Fl. 32055, 386-755-5373, whichever is appropriate, where the applicant will submit to urinalysis at their location pursuant to their procedures, by the end of the next working day, or within a time frame negotiated with the Director/Supervisor.

10. If it is desirable that the applicant begins work prior to the results of the urinalysis being available, then a Urinalysis Screen Acknowledgement form should be signed by the applicant.

11. The Human Resources Manager must be informed when an applicant has been sent for testing.

12. The Human Resources Manager is the designated recipient of all test results.  Upon receipt she/he will direct the results to the appropriate Director/Supervisor.  In the absence of the Human Resources Manager, the Chief Operations Officer will fulfill this function.

13. The Human Resources Manager will retain the written confirmation in a confidential location, which is secured separately from the personnel files.

14. A positive confirmed urinalysis test will result in the immediate withdrawal of an offer for employment, or termination.

15. Applicants or employees wishing to challenge the test results may submit information in writing after receiving notice of a positive confirmed test result, and should direct this information to the attention of the Chief Operations Officer.

16. Applicants or employees receiving positive test results are eligible for rehire after 6 months.
17. Employees must notify management, as a condition of employment, in writing within five calendar days, if they are convicted of violating a criminal drug statue.

18. Appropriate personnel action must be taken, within 30 calendar days, against any employee convicted of violating a criminal drug statue up to and including termination, or require the employee to participate satisfactorily in a federal, State, Local, or law enforcement approved drug abuse assistance or rehabilitation program.

19. Federal agencies must be notified in writing, within 10 calendar days. If an employee engaged in the performance of an award is convicted of violating a criminal drug statue (See 45 C.F.R., pt. 82, ss. 205 & 225).
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