Guidelines for Employees Who Become Incapacitated While on Duty (September 2007)
The following procedures may be used to assist an employee who appears to be incapacitated while on duty and to ensure a safer workplace. Included are situations where employees may be ill, over-medicated, intoxicated or otherwise unable to perform their assigned duties, either at the time they enter on duty or during the course of their assigned tour. The term “impaired” is defined as not completely in control of physical coordination and/or mental faculties, or behavior which is unusual, abnormal, aberrant or bizarre. The supervisor should not attempt to diagnose the condition, merely document observed behavior. The following is offered to assist you:

Life-threatening situations: Call 911 immediately.
Non life-threatening situations:
· If the employee appears to be impaired, discuss the unusual behavior with the employee and the reasons for it, preferably in a quiet, private setting—not the workroom floor. It is advisable that a second person be present during this discussion. Document the details of the interaction and the employee’s physical appearance. (Note: Acting “impaired” does not automatically imply the use of drugs or alcohol.) 

· If you are aware that the employee has a specific medical condition, such as diabetes, that may affect his/her ability to think normally, contact the medical personnel designated to respond to medical situations for your facility. This may be an on-site health unit or first responder team. They will determine if EMS is necessary and/or provide further medical guidance. If you are unsure who the designated medical personnel are, contact your District Occupational Health Nurse Administrator (OHNA) for information and assistance at 717-257-2240. 

· A family member or the person listed as an emergency contact for the employee should be contacted to provide safe transport of the employee either to a medical facility of their choice or to the employee’s home. 

· If no family member is available, the employee’s immediate supervisor should arrange for transportation. The employee should not be allowed, encouraged, ordered or directed to drive a vehicle. 

· If the employee refuses all efforts at transportation and attempts to drive his/her own vehicle while appearing to be incapacitated, inform the employee that local law enforcement will be notified. Do not permit the employee to jeopardize his own safety or the safety of others on the road. You also do not want to place yourself and the Postal Service in a position of potential liability. In the event the employee becomes belligerent, postal police, local security or local law enforcement should be contacted immediately. 

· Employees who appear to be impaired or under the influence of alcohol or drugs may be taken to a postal physician or contract doctor to determine their fitness for duty. During business hours, contact Human Resources Manager at 717-257-2253, Labor Relations at (717) 257- 2284 or the Occupational Health Nurse Administrator at 717-257-2240 to obtain concurrence for an immediate fitness for duty if warranted. After business hours, employee may be taken to a local emergency room for an evaluation of fitness to return to work. The supervisor should provide the physician with all information regarding the employee’s job duties, work environment and functional requirements of the job. It is imperative that the supervisor describe in detail to the physician what behaviors were witnessed such as slurred speech, glassy eyes, lack of coordination when walking, etc. This will allow the physician to make an informed medical opinion. 

IMPORTANT – You do not request a drug or alcohol test when taking an employee for a fitness for duty. You describe and document the behavior that you witnessed: slurred speech, unsteady gait, lack of concentration, etc. Avoid using terms such as “smells of alcohol”, “known to abuse drugs/alcohol”, “needs drug/alcohol screening”, or any comments relating to drugs or alcohol when documenting employee’s behavior or actions. The PHYSICIAN determines the course of action, whether to test for drugs/alcohol or to perform a physical examination alone. It is the physician’s responsibility to determine if any additional testing is appropriate.
· Contact your Labor Relations Representative or call District Labor Relations at 717-257-2263 or 717-257-2284 for guidance on your options after the immediate situation is handled. 

Employees Covered by the Department of Transportation Rules and Regulations
The only employees that may be sent directly for drug and/or alcohol testing are employees who hold a commercial driver’s license (CDL) and are subject to testing under the Department of Transportation (DOT) Rules and Regulations. The regulations establish specific criteria which supervisors must apply in determining whether or not to order a reasonable suspicion test. The supervisor bases his or her decision upon specific training received relative to symptoms of alcohol and drug misuse. This usually applies to MVS and VMF employees only.

If the supervisor does not have a reasonable suspicion that drug or alcohol is involved in the employee’s incapacitation then the steps outlined above for all other employees should be implemented.

It is critical to recognize that these guidelines are offered to assist you and must not be substituted for sound decision-making based on each case’s unique circumstances. The suggestions are not all inclusive and questions should be directed to Labor Relations, Human Resources Manager or OHNA when necessary. No employee rights are created when these guidelines are not followed. Supervisors and managers should use discretion when implementing these guidelines so as not to seriously affect the security of the Postal facility or the movement of mail.
