415 - Drug Free Workplace and Reasonable Suspicion
Administrative Procedures

1. Identifying Reasonable Suspicion
Determinations must be based on "specific and articulable observations".

a. Observation Criteria: Administrators should look for changes in appearance, behavior, speech,
or odors.

b. Documentation: Observations must be documented in writing immediately.

c. The "Two-Person'" Rule: When practicable, two trained administrators should make the
determination. If only one is available, they must consult with the Executive Director or a
designated Administrative Team member.

d. Exclusions: Suspicion cannot be based solely on rumors, anonymous tips, or past history.

2. Immediate Safety Response
If reasonable suspicion is established, the following steps must be taken:
a. Removal from Duty: The employee must be immediately removed from student contact.
b. Supervision: Administrative coverage must be arranged to ensure students are not left
unsupervised.
¢. Administrative Leave: The employee may be placed on paid administrative leave while
awaiting test results.

3. Testing Protocols

a. Authorization: Only the Executive Director or their designee can authorize a drug/alcohol test.
Supervisory staff are prohibited from ordering tests independently.

b. Types of Testing: Employees may be tested for various reasons, including pre-employment,
post-accident, or random testing for safety-sensitive roles.

c. Collection: All testing must be performed by law enforcement, certified agents, or laboratories
using strict chain-of-custody procedures.

d. Refusal: Refusing to submit to an authorized test is a policy violation and may lead to
termination.

4. Searches and Inspections
a. Scope: GWA reserves the right to search school property and employee workspaces (e.g., desks,
lockers).
b. Requirement: A search may only be conducted when there is reasonable suspicion of a policy
violation.

5. Medication and Tobacco Compliance
a. Prescription/OTC Drugs: Employees must notify administration confidentially if a medication
may impair their performance. They should not report to work if they cannot safely perform
essential functions.
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415 - Drug Free Workplace and Reasonable Suspicion Administrative Procedure (cont.)

b. Tobacco-Free Policy: Use of tobacco, nicotine, or electronic cigarettes/vaping is strictly
prohibited for everyone (employees, contractors, visitors) on all school property and at all
school-sponsored events.

6. Confidentiality and Training
a. File Management: Test results must be kept in a separate secure file, not the general personnel
file.
b. Access: Access is restricted to the Executive Director and designated personnel on a "need-to-
know" basis.
¢. Mandatory Training: Any administrator authorized to determine reasonable suspicion must
receive training on signs of impairment and documentation standards.
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415 - Drug Free Workplace and Reasonable Suspicion Administrative Procedure (cont.)

This Reasonable Suspicion Observation Checklist is designed to meet the documentation requirements of
Policy 415, ensuring that any determination is based on specific, contemporaneous, and articulable
observations.

Reasonable Suspicion Observation Form

Employee Name: Date/Time of Observation:

Location: Observing Administrator(s):

1. Physical Indicators
Check all that apply based on contemporaneous observation:
o Odors: Smell of alcohol on breath or clothes; smell of marijuana.
o Eyes: Bloodshot; watery; dilated or constricted pupils; drooping eyelids.
o Speech: Slurred; incoherent; unusually fast or slow; repetitive.
o Balance: Swaying; stumbling; needing to lean on objects for support.
o Appearance: Disheveled clothing; unusual sweating; tremors/shaking.

2. Behavioral Indicators
Check all that apply based on specific actions:
o Movement: Fumbling; jerky movements; slow reaction time.
o Demeanor: Aggressive; unusually irritable; lethargic; paranoid; euphoric.
o Safety: Actions that endangered student safety or job performance.
o Performance: Inability to perform essential job functions or follow instructions.

3. Administrative Determination
e Narrative Description: Provide specific details for any boxes checked above (e.g., "Employee
was observed stumbling in the hallway at 9:00 AM and smelled of alcohol").

e Exclusion Check: Confirm this determination is NOT based solely on rumor, anonymous
reports, or past conduct.

e Second Administrator: If a second trained administrator is unavailable, document the
consultation with the Executive Director or Administrative Team.
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415 - Drug Free Workplace and Reasonable Suspicion Administrative Procedure (cont.)

Immediate Action Protocol

1. Remove from Contact: The employee must be immediately removed from student supervision.

2. Arrange Coverage: Ensure administrative coverage is in place for students.

3. Authorization: Contact the Executive Director or designee to authorize drug/alcohol testing.

4. Transport: Arrange for safe transport to a certified collection agent or laboratory; do not allow the

employee to drive.

5. Status: Notify the employee they are being placed on paid administrative leave pending results.

6. Secure Records: File this form in a secure location separate from the personnel file.
Administrator 1 Signature: Date:
Administrator 2 Signature: Date:
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