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General Steps to Follow For Reasonable Suspicion 

What is the reason for suspicion of employee being under the influence of drugs or alcohol?
· Direct observation of drug use or alcohol usage
· Signs of behavior of being under the influence:  for example but not limited to : Erratic behavior, slurred speak, difficulty speaking, glassy or bloodshot eyes, inability to walk, odor of alcohol or other substance; drowsiness; dilated pupils, glazed appearance
· Deterioration in the AE’s work performance

· Information that an AE caused an accident at work

· Actual drug/alcohol possession or paraphernalia at work 
What to do:
· Keep employee and all others safe in the work place

· Have a second person observe and document the employee’s behavior in order to confirm the reasonable suspicion
REMEMBER  :   Employee may display behaviors but may be experiencing a medical condition vs an influence of drugs or alcohol
· Remove the employee  from the work area  to preferably an office space for privacy

· Do Not place yourself in physical harm 

· Two people should be present when speaking with the employee about the matter, the added objectivity is in everyone’s best interest

· Do not allow the employee to eat, drink, go to the bathroom, locker, etc.

· Remember NOT to accuse the employee of being under the influence as they may not be

· Document the factual information as to what is/was observed

· QPS offices must contact Compliance Department (Ada Aguila after business hours) to discuss your findings/observations and determine if necessary to take the employee to the clinic for drug and/or alcohol testing   
· Do not allow the employee to drive or leave the building behind the wheel of a vehicle: contact a taxi service if necessary
· If the AE should leave the premises and get into their car, the police should be contacted and notified that someone who may be under the influence has left the property
