Signs and Symptoms of Abuse
Purpose:
The intent of the following policy is to assist supervisors in 
identifying indicators of possible substance abuse issues among employees in the work place.

Policy:
CDS is committed to a Drug Free work place and prohibits any and all illegal drug use, regardless of whether this illegal drug use occurs on or off CDS property or during nonworking hours. Employees are prohibited from reporting to work under the influence of alcohol and from consuming alcohol during working time, which includes any rest or meal breaks. At no time may employees possess alcohol or illegal drugs on CDS property or in CDS vehicles.

With regard to illegal drug use, an employee is required to notify his or her supervisor if the employee is taking any medication, which, in the performance of the employee’s job, could be posing a direct threat to the health or safety of the employee or others. Refer to the CDS Drug Free Work Place policies and procedures for additional information.

Procedure and/or Process:

When applicable use the Substance Abuse Investigation Report Form to assist with the documentation process.  Review the work record and work history of your employees frequently.  If your records and observations point toward the possibility of drug abuse, seek the help of your supervisor.  No single behavior is indicative of drug abuse nor does drug abuse have to be the only reason these behavioral signs are exhibited.

Use normal performance monitoring and corrective action procedures when dealing with these indicators.  Start with a performance issue when confronting the employee and allow them an opportunity to explain and improve.  Your concern is with the performance issue.  Document each confrontation.
Present the facts to the employee and offer an opportunity to explain.  If the explanation is not satisfactory or the meeting is a follow up to a previous discussion, request that employee go to the collection site for a urine drug screen as described in CDS policies.  NEVER let a person you suspect is using drugs drive.

How to Document

· Provide objective, factual and consistent information.

· Record dates and times of incidents, accidents, and near misses.

· Be specific in recording your observations:

· What happened

· Who was involved

· Where it occurred

· When it happened

· Names of witnesses

· Record observation frequently; don’t rely on memory.

What to Document

· Attendance problems

· Unsatisfactory, declining performance (both quality and quantity)

· Emotional instability

· Uncharacteristic interpersonal relationships with co-workers

· Accidents, near misses, equipment breakage

· Fatigue or sleeping on the job

· Uncharacteristic changes in personal appearance

· Frequent trips to storage rooms, closets, restrooms

· Work refusal, decline in accepting tasks willingly

· Specific evidence of use

The following general indicators can be used in evaluating the possibility of drug abuse.  Drug abusers often develop survival skills for avoiding detection, which can make recognition difficult for the supervisor.

· Absenteeism:  Excessive use of sick leave, uncorrectable tardiness.  Drug abusers are absent more often than non-abusers at a rate of two to three times more.  Examine attendance records regularly.

· Staff Turnover:  Check work records prior to hiring.  Drug abusers will quit or ask for transfers as a means of avoiding detection.

· Lower Productivity:  Drug abusers are about two-thirds as productive as their co-workers.  Look for changes from normal productivity to lower productivity.

· Equipment Failures:  Drug abusers lose interest in their jobs, equipment maintenance is one area where you can check records, evaluate upkeep and determine lack of performance relative to their responsibility.  If maintenance is not their responsibility look for use of the broken equipment as a means to avoid work.

· Poor Work Quality:  Mental and physical ability and concentration deteriorate with drug use.  Look for poor workmanship, increases or excessive rework, evidence of material waste.

· Poor Morale:  Wide mood swings are characteristic of drug abusers, as well as anxiety, depression and anger.  Look for a change in attitude toward the job, an “I don’t care attitude.”

· Accidents/Near Misses:  Similar to poor work quality, the mental and physical ability of the drug user deteriorates and concentration is often lost causing near misses or accidents.  Drug abusers are 3.6 times more likely to cause an accident than non-abusers.

· Inappropriate Clothing:  The wearing of inappropriate clothing such as long sleeves in the summer or sunglasses indoors or at night can be used to conceal physical signs.

· Theft:  Investigate reported losses or thefts of equipment, supplies, personal items.  Drugs are expensive and drug abusers need money.  Loyalty to co-workers or employers decreases as dependency on their drug increases.

· The following physical and mental signs may indicate drug abuse:

· Slow reactions


· Poor memory

· Poor coordination

· Loss of concentration

· Fatigue

· Depression

· Slowed decision making

· Anxiety

· Snap judgment

· Difficulty prioritizing

· Confusion

· Emphasis on unimportant issues

· If an employee has had uncorrectable performance problems the following behavioral signs may also be observable and help point toward drug abuse:

· Abrupt change in work, attendance, quality, output, or attitude about work

· Increased irritability, arguing, disrupting work area

· Refusing responsibility, avoiding extra work assignments

· Forgetfulness, indecision, erratic judgment

· Unusual borrowing from friends

· Dissociation with old “straight” co-workers

· Decline in personal appearance or hygiene

· Sleeping on the job

· Excitability, jitters, hand tremors

· Difficulty staying on task

· Increased questions about routine work procedures

· Physical symptoms are usually not as observable until the abuser reaches a level of compulsive use.  The following may be observed:

· Bloodshot or watery eyes

· Changes in speech – slurred, stuttering, loss for words

· Poor coordination – difficulty walking

· Runny nose or sores around the nostrils

· Slowed reactions

· Increased heart rate, irregular rate

· Blood spots on shirt sleeves

· Hand tremors

· Odor of marijuana smoke on clothing or alcohol on breath

· On-the-job use
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