THE TOWNSHIP OF WOODBRIDGE
ALCOHOL AND DRUG-FREE WORKPLACE POLICY
Revised February 4, 2021
PURPOSE:
The Township of Woodbridge (hereinafter referred to as the Township), subscribes to the
belief that the abuse of alcohol and/or drugs by Township employees is incompatible with
the Township's obligation to seek to provide a safe and productive work environment and its
responsibility to the public to ensure their safety and trust in the Township. The Township
further believes that healthy, drug-free employees are a greater asset to the Township, to
society and to themselves. Accordingly, the Township hereby establishes the following
policies and procedures for all employees. Employees who hold a Commercial Driver’s License
(“CDL”) who perform safety-sensitive functions as defined under Department of Transportation
(“DOT”) regulations, or who can be called upon to perform safety-sensitive functions are also subject
to a separate policy that complies with Department of Transportation regulations for Commercial
Drivers, in addition to this policy. Sworn and non-sworn employees of the Woodbridge Police
Department are subject to a separate policy concerning employee drug screening that complies with
the Attorney General’s Law Enforcement Drug Testing Policy.

TOWNSHIP POLICY:
It is the responsibility of employees to maintain personal health so they are physically and
mentally capable of performing in the workplace. The abuse of drugs or alcohol is an unsafe
and counterproductive practice which will not be tolerated at The Township of
Woodbridge. NOTE: In this policy, the terms "abuse and substance abuse" will be used to
mean the use or abuse of or dependency on illegal drugs, alcohol, or drugs that can be
prescribed but are used in a manner inconsistent with the prescription.
Any Township employee reporting for work and found to be under the influence of alcohol
or drugs or using drugs or alcohol while at work, in the possession of, manufacture of,
selling, offering for sale, trading, or providing illegal drugs or alcohol will be subject to
disciplinary action up to and including termination. This policy is in effect for all employees
while on Township property, to include the parking lots, or while engaged in Township
business. (Township sponsored activities which may include the responsible service of
alcoholic beverages are not included in this provision provided abuse does not occur).
In an effort to insure that the Township of Woodbridge is an "Alcohol and Drug Free
Workplace", a drug testing program will be in effect for all employees. This program will
provide for pre-employment, post-accident, reasonable suspicion, return to duty, and
follow-up testing. The Township has retained an agent to manage and administer the
testing program.

Any employee reporting for work impaired is unable to properly perform required duties
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and will not be allowed to work. If possible, the supervisor will first seek another trained
supervisor's opinion of the employee's status. The supervisor will subsequently consult
privately with the employee about the observation. If, in the opinion of the supervisor, the
employee is considered impaired, the employee will be required to be tested for alcohol
and illicit substances, depending on the supervisory determination of the observed
impairment. (Under no circumstances should an impaired employee be allowed to drive).
Prescription drugs prescribed by the employee's physician may be taken during working
hours. However, the employee is responsible for knowing the side effects of the
prescription drugs, and knowing if such side effects may adversely affect the employee’s
safe and effective work performance. The employee is required to notify the supervisor if
the use of properly prescribed prescription drugs may adversely affect the employee's work
performance. Moreover, such prescription drugs must be used only as prescribed. The
abuse of prescription drugs will not be tolerated.
PRE-EMPLOYMENT TESTING:
All prospective employees applying for a position will be required to undergo a preemployment test for the presence of alcohol and illicit drugs. Receipt by the Township of a
negative test result is required prior to engaging in any safety sensitive function or an offer
of employment. A positive test result will disqualify an applicant from further consideration
at that time. Failure to obtain a Township physician-verified negative test result will render
the prospective employee ineligible for hire.
Failure to keep an appointment with the agent, which was previously agreed to by both the
prospective employee and the agent, will be viewed as an attempt to elude the testing or
alter its results. No further consideration for employment will be given the prospective
employee at that time.
REASONABLE SUSPICION TESTING:
All employees are subject to a fitness for duty evaluation, to include urine and breath testing,
when there is reasonable suspicion to believe that the employee is in violation of this policy.
A reasonable suspicion referral for testing will be made on the basis of documented, objective
facts and circumstances which are consistent with the long and short term effects of
substance abuse.
Examples of reasonable suspicion include, but are not limited to, the following:
•
•
•

Physical signs and symptoms consistent with substance or alcohol abuse.
Information received from credible sources regarding the use and/or abuse of
controlled substances, alcohol, or drugs.
Evidence of the manufacture, distribution, dispensing, possession, or use of
controlled substances, alcohol, or drugs.

Reasonable suspicion testing determinations will be made by a supervisor or Township official
who is trained to detect the signs and symptoms of drug and alcohol use and who can
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reasonably conclude that an employee may be adversely affected or impaired in his/her work
performance due to substance abuse. If another trained supervisor or Township official is
immediately available, he/she will verify that there is reasonable suspicion before the
employee is transported to the agent’s facility. Upon a decision to initiate a test, the Union
will be notified, which notification shall not interfere with the testing process in any way.
NOTE: Employees are cautioned that various over-the-counter and prescribed medications
can adversely affect ability to operate vehicles and other equipment. It is the employee's
responsibility to report to work each day fit for his or her duties.
Employees who are deemed to require a fitness for duty evaluation based on reasonable
suspicion will be sent to a health facility of the Township's choice. The attending physician
will make every attempt to determine the cause of the observed behavior including
authorization of an alcohol or drug test. Employees will be placed on paid medical leave
chargeable to their sick leave until the results of the examination are received by the
Township. Receipt of a negative drug or alcohol test result and, where applicable, a doctor's
statement that the employee is fit for duty is required prior to continued employment.
Employees who are returned to duty by this means will be reinstated without prejudice and
without loss of sick leave. If the reasonable suspicion drug test results in a negative dilute,
then the employee must retake the drug test within 24 hours of notification. If the employee
does not retake the test within 24 hours of notification, the drug test will be considered a
refusal to test and a positive test. If the second drug test results in a negative dilute, then the
drug test will be considered a positive test.
Employees who are medically determined to be temporarily unfit to perform their duties, but
who test negatively for alcohol or drugs, will be returned to duty when they obtain the
original examining doctor's written statement that they are fit for duty. Where applicable, if
such employee has tested negatively for alcohol or drugs, but the Township has independent
concerns about his/her ability to safely and effectively perform his/her job functions, and
he/she has not been determined to be fit for duty, he/she will be placed on a paid leave of
absence, pending the results of the fitness for duty examination by the Township’s physician.
If the fitness duty examination needs to be rescheduled due to the employee, then any further leave
of absence will be unpaid and the employee can use his/her accrued time.
POST ACCIDENT TESTING:

Any employee involved in an accident on the job, will be required to submit to a post-accident
alcohol and drug test if:
1.
2.
3.
4.

5.

The driver involved in the accident received a citation for a moving violation;
There is a fatality as a result of the accident;
There is bodily injury to any person who, as a result of the injury, immediately
received medical treatment away from the scene of the accident;
One or more motor vehicles incurred disabling damage as a result of the
accident, requiring the motor vehicle to be transported away from the scene
by a tow truck or other motor vehicle; or
Circumstances could reasonably suggest that the employee contributed to
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such accident.
When a post-accident test is indicated the Township will make every effort to have said test
performed within two hours of notification of the accident, or if circumstances warrant
additional time, documentation will be made to ensure proper steps have been taken to
complete the testing process. Employees must remain drug and alcohol-free prior to the
administration of the test.
Receipt by the Township of a negative alcohol and drug test result is required prior to return
to duty. If the drug test results in a negative dilute, then the employee must retake the drug
test within 24 hours of notification. If the employee does not retake the test within 24 hours
of notification, the drug test will be considered a refusal to test and a positive test. If the
second drug test results in a negative dilute, then the drug test will be considered a positive
test. A positive test result may disqualify an employee from further employment or
reinstatement at the time or any time in the future.
RETURN TO DUTY TESTING:
EMPLOYEES WHO TEST POSITIVE:
Any employee who tests positive for alcohol or illicit substances, and who is not terminated,
will not be permitted to return to work until they have met the following:
1.
2.
3.

The employee must be evaluated by an Employee Assistance Professional
(“EAP”).
The employee must comply and complete all recommendations made by the
EAP and be able to document same.
The employee must submit to a return-to-duty test and a proof of a negative
test result must be received by the Township.

When the employee is cleared to return to work, he/she will be required to pass an alcohol
and drug test. Upon receipt of a negative finding, if an employee is allowed to return to work
he/she will be subject to follow-up testing as recommended by the EAP and this policy. If the
drug test results in a negative dilute, then the employee must retake the drug test within 24
hours of notification. If the employee does not retake the test within 24 hours of notification,
the drug test will be considered a refusal to test and a positive test. If the second drug test
results in a negative dilute, then the drug test will be considered a positive test. The cost of
the follow-up testing will be equally split between the Township and the employee.
FOLLOW-UP TESTING:
Any employee returning to work with the Township after being disqualified for a positive
alcohol or drug test or returning to work after a leave of absence for voluntary substance
abuse treatment will be subject to random drug and alcohol screening performed by the
Township for a period of a minimum of twelve (12) months following the employee's return
to work, in accordance with the EAP’s recommendation. Thereafter, the employee may be
subject, at the EAP’s discretion, to follow-up testing for up to thirty-six months following the
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employee's return to work. At the expiration of the thirty-six-month period, the employee
shall be subject to drug and alcohol testing in accordance with the general provisions of this
policy. An employee who tests positive on a follow-up random drug/alcohol test shall be
subjected to immediate termination. If a follow-up random drug test results in a negative
dilute, then the employee must retake the drug test within 24 hours of notification. If the
employee does not retake the test within 24 hours of notification, the drug test will be
considered a refusal to test and a positive test. If the second drug test results in a negative
dilute, then the drug test will be considered a positive test.
DISCIPLINARY ACTION:
Notwithstanding the above, the Township reserves the right to take disciplinary action
against an employee for a positive drug or alcohol test. An employee who tests positive on a
random drug/alcohol test may be subject to disciplinary action, but will not be terminated for testing
positive on the first random drug/alcohol test. A first offense under a random drug/alcohol test shall
result in a minimum of a thirty (30) day suspension. A first offense shall remain on an employee’s
record for a ten (10) year period. An employee shall be subjected to immediate termination for a
second offense during the ten (10) year period. Employees who test positive to other types of drug
and alcohol screening conducted in accordance with this policy may be subject to disciplinary action
up to and including termination.

TESTING PROCEDURES:
Instructions for employees regarding the collection of the urine specimen are attached as
Appendix A. The employee must give his consent to be tested. Collection will be done at a
collection site designated by the agent/Township. A proper chain of custody shall be
maintained. Return to duty and follow-up testing will be conducted under direct observation.
DRUG TESTING:
The drug testing process will look for the presence of the following substances:
Amphetamines, Methaqualone, Barbiturates, Benzodiazepines, Cocaine, Marijuana
(Cannabinoid), Methadone, Opiates (Codeine/Morphine/Hydromorphone/Hydrocodone),
Oxycodone/Oxymorphone, Phencyclidine, and Propoxyphene.
Drug testing is by urinalysis using split samples. Split sample testing requires the specimen be
divided into two separate bottles during the collection process. These two bottles are
designated as (1) the primary specimen which shall contain no less than 30 ml. of urine, and
(2) the "split" specimen which shall contain no less than 15 ml. of urine. Upon arrival at the
laboratory the primary specimen will be opened and tested. In the first screening test,
immunoassay techniques are used to screen urine specimens for classes of drugs. In the
second or confirmation test, any positive results found in the first screening will be confirmed
using the tandem technique of gas chromatography/mass spectrometry (GC/MS) which
positively identifies and quantifies the presence of drugs. No test result will be reported by
the laboratory to the Medical Review Officer (“MRO”) as a non-negative drug test result
unless both the initial screening test and the confirmation test are positive.
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The laboratory shall report the test results and accompanying documentation to the MRO
who shall evaluate the chain of custody, urine custody form, and test results. If a test is
reported non-negative by the laboratory, the MRO will interview the employee to make an
independent evaluation of whether the test should be reported as negative or positive. In the
event the MRO's determination is to verify the positive laboratory result, the MRO will report
the results of a drug test only to the Township's designated agent. If the drug test results in a
negative dilute, then the employee must retake the drug test within 24 hours of notification.
If the employee does not retake the test within 24 hours of notification, the drug test will be
considered a refusal to test and a positive test. If the second drug test results in a negative
dilute, then the drug test will be considered a positive test.
Should an interview with the employee be necessary, the MRO will make two attempts on
consecutive business days to call the employee. Should the MRO fail to make contact, he/she
shall contact the Township's designated representative to request that the employee contact
the MRO.
The Township's designated representative shall inform the employee of the MRO's request
in a confidential manner. Failure to respond within 24 hours of being informed by the
Township’s representative will be noted by the MRO when positive test results are reported.
If the MRO and the Township's designated representative are unable to contact the
employee, the employee will be placed on unpaid medical leave pending dismissal. It is the
employee's responsibility to provide a phone number at which he/she can be contacted on
the chain of custody form.
For employees subject to DOT drug testing, where testing is appropriate under DOT
regulations and under this policy, the DOT specimen shall be collected first, prior to collection
of the specimen to be tested under this policy.
ALCOHOL TESTING:
Alcohol testing must be done using an evidential breath testing device (EBT) approved by the
National Highway Traffic Safety Administration (NHTSA). This testing can only be performed
by a Breath Alcohol Technician (BAT) that is certified in the equipment being used.
Two breath tests are required to determine if a person has a prohibited alcohol
concentration. A screening test is conducted first. Any result less than 0.02 alcohol
concentration is considered a "negative" test and no further testing is required. If the initial
screening shows an alcohol concentration of 0.02 or greater, a second or confirmation test is
required. The confirmation test must be taken 15 minutes after the initial screening. During
that 15 minute period the employee being tested is to remain with the Breath Alcohol
Technician and must refrain from eating, drinking, smoking, or belching. After the 15 minute
waiting period a second breath test will be performed. The results of the second test stand
and become the official test result.
If the confirmation test result shows an alcohol concentration of 0.02 or less, the official test
result is negative and no action is required. If the result of the confirmation test is 0.02 or
greater the employee is subject to further action by the Township as follows:
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1.

2.

If the tested employee's alcohol concentration is between 0.02 and 0.039, the
employee will be transported home or must otherwise arrange for
transportation and will be released from work for the remainder of the shift,
and may be referred to an EAP.
If the tested employee's alcohol concentration is 0.04 or higher, he/she must
immediately be transported home or must otherwise arrange for
transportation and will be released from work until he/she (a) has been
evaluated by an EAP; (b) has complied with any recommended treatment; and
(c) has taken and passed a return-to-duty alcohol test (result must be less than
0.02). The employee is then subject to unannounced follow-up testing as
recommended by the EAP. (See Follow-up Testing in this policy).

Applicants and employees are expected to report for alcohol and drug testing as required by
this policy and in accordance with Township testing procedures. Employees are to report to
work with no alcohol or illegal drugs in their bodies. Any refusal to submit to alcohol breath
testing or urinalysis drug testing as directed by supervisory personnel will be considered a
refusal-to-test and may subject the employee to disciplinary action up to and including
termination.
CONFIDENTIALITY OF TEST RESULTS:
The results of any drug test will be reported and recorded in a confidential manner to the
extent practicable and consistent with law. A copy of the individual's test results will be
available upon request.
QUALITY ASSURANCE OF TESTING PROGRAM:
Any employee who receives a positive test result will have the right to ask the Township's
MRO, during the time of the confirmation interview, to re-test the split sample at a SAMHSA
certified laboratory of the MRO’s choice.
SUBSTANCE ABUSE RELATED BEHAVIOR:
Any employee engaging in the manufacture, distribution, dispensing, possession or use of
any prohibited substances on Township premises, in Township vehicles, or while on
Township business is subject to disciplinary action, up to and including termination. Any
manufacture, distribution, dispensing, possession, or use of any prohibited substances by any
employee in any manner which affects the employee's job performance, or which may cause
the public or a government or corporate body to lose confidence in the Township's ability to
perform its responsibilities is strictly prohibited, will not be tolerated, and may result in
disciplinary action up to and including termination. Law enforcement officials could be
notified, as appropriate, where criminal activity is suspected. Any employee convicted of
violating a criminal drug statute must notify the designated Township representative or
Department Head within five days of such conviction.
Any employee who refuses to comply with a request for drug or alcohol testing shall be
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considered as having produced a positive test result and may be subject to disciplinary action,
up to and including termination. Any employee who provides false information in connection
with a test, or who attempts to falsify test results through tampering, contamination,
adulteration, or substitution, shall face disciplinary action up to and including termination. In
the event that the laboratory detects any substance which has been added to the sample to
interfere with the normal testing process this will be considered a "refusal to test" and the
same sanctions will apply.
The Township reserves the rights to inspect, investigate, and search for controlled substances
at any time, without prior notice, on or in any and all Township premises and vehicles. The
Township agrees not to search personal items contained in an employee's locker or to search
the employee. All coolers are subject to inspection. If personal items need to be searched,
the Township reserves the right to call the police. Refusal to cooperate with any inspection,
investigation, or search that is authorized by a Township representative shall result in
disciplinary action up to and including termination.
EMPLOYEES VOLUNTARILY SEEKING HELP:
The Township strongly encourages an employee with a drug/alcohol abuse problem to
voluntarily step forward to tell the Township.
The Township will assist in referring the employee to appropriate assistance programs.
Employees entering volunteer programs shall be eligible to use accrued time. Employees
who have exhausted all accrued time can utilize an unpaid leave of absence for a reasonable
period of treatment as provided by Township policy. Employees returning from volunteer
programs must meet with an EAP counselor and abide by their recommendations to include
return-to-duty and follow-up testing procedures and requirements under this policy.
It is crucial to note that the accommodations in this section apply only when an employee
voluntarily comes forward. If a substance abuse problem is disclosed to the Township only
after there has been (1) a positive drug or alcohol test, (2) a violation of a Township rule or
standard, (3) a violation of law, or (4) a violation of this policy, the same conditions outlined
in the return-to-duty section of this policy apply. If an employee fails to remain drug free after
the first voluntary rehabilitation, he/she could be discharged.
TRAINING:
Supervisory employees will receive training on identifying those individuals who might be
impaired by the use of drugs or alcohol.
EMPLOYEE ACKNOWLEDGEMENT:
Each employee shall be given a copy of this policy. He/she must acknowledge receipt and
understanding of the policy as a condition of employment. This acknowledgment is attached
as Appendix D. Please sign and make sure to return this form to Human Resources.
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APPENDIX A
DONOR'S CHECKLIST FOR DRUG TESTING
Please take a few minutes to read the following information, which describes your role in
the collection process.
•

Present required photo identification to the collector. If you do not have a photo
ID, an employer representative will be asked to identify you.

•

You may ask the collector to show his/her identification.

•

Remove any unnecessary outer garments, e.g., coat, jacket. All personal
belongings (e.g., purse, brief-case) must remain with outer garments. You may
ask for a receipt.

•

When instructed by collector, wash and dry your hands.

•

You will be provided a sealed specimen bottle or collection container, or the
collector may unwrap it in your presence. You will be allowed to select your
specimen kit from a box full of like, sealed specimen kits.

•

You may provide the specimen in the privacy of a stall or otherwise partitioned
areas that allows for individual privacy.

•

After providing the specimen to the collector, he/she will divide the sample into
two separate bottles.

•

You should initial the security tape on the specimen bottles to certify that it is
your specimen. These sealed bottles will then be placed in a security bag or
security box. These will be sealed with security tape in your presence.

•

You should observe the entire collection procedure.

•

You should complete the information on the custody and control form.

•

You should NOT list medications/prescriptions on any other copy of the form
except the copy which you are given for your records.

The results of the laboratory analysis will be forwarded to our MRO. If the laboratory
results are negative, the MRO will notify the employer. If the laboratory results are
positive, the MRO will contact you at the phone number you provided to give you the
opportunity to discuss the test results.
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APPENDIX B
INFORMATION REGARDING THE ADMINISTRATION OF THE TOWNSHIP’S ALCOHOL AND
DRUG POLICY
The Township has retained Prevention Specialists, Inc. as its agent to manage and administer
the testing program.
The Designated Employer Representative is Marianne Horta, or such other person as
designated by the Township.
The laboratories utilized for testing under this policy include but are not limited to Lab Corp.
and Medtox.
Comprehensive Assistance & Referral for Employees (EAP): 908-497-3954.
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APPENDIX C
ATTACHMENTS
Attached are the following materials:
1. Direct Observation Procedures
2. Drug Laboratory Cutoff Levels
3. Dangers of Drugs and Alcohol
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TOWNSHIP OF WOODBRIDGE DIRECT OBSERVATION PROCEDURES
1. Directly observed collections will be authorized and required when:
• The employee attempts to tamper with his or her specimen at the collection site
o The specimen temperature is outside the acceptable range
o The specimen shows signs of tampering – unusual
color/odor/characteristic
o The collector finds an item in the employee’s pockets or wallet which
appears to be brought into the site to contaminate a specimen
o The collector notes conduct suggesting tampering
• The Medical Review Officer (MRO) orders direct observation because:
o The employee has no legitimate medical reason for certain atypical
laboratory results
o The employee’s positive or refusal [adulterated/substituted] test result
had to be canceled because the split specimen test could not be
performed (e.g. split not collected)
• The employer orders direct observation for a Follow-Up test or a Return-to-Duty
test
2. The observer will be the same gender as the employee.
3. If the collector is not the observer, the collector will instruct the observer about the
procedures for checking the employee for prosthetic or other devices designed to
carry “clean” urine and urine substitutes and for watching the employee urinate into
the collection container.
• The observer requests the employee to raise his or her shirt, blouse, or
dress/skirt, as appropriate, above the waist, just above the navel; and lower
clothing and underpants to mid-thigh and show the observer, by turning around,
that the employee does not have such a device.
• If the Employee has a Device: The observer immediately notifies the collector;
the collector stops the collection; and the collector thoroughly documents the
circumstances surrounding the event. The collector notifies the DER. This is a
refusal to test.
• If the Employee does Not Have a Device: The employee is permitted to return
clothing to its proper position for the observed collection. The observer must
watch the urine go from the employee’s body into the collection container. The
observer must watch as the employee takes the specimen to the collector. The
collector then completes the collection process.
4. Failure of the employee to permit any part of the direct observation procedure is a
refusal to test.
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DRUG LABORATORY CUTOFF LEVELS
DRUG

LAB CUTOFF
INITIAL TEST
1000 ng/mL
300 ng/mL
200 ng/mL
200 ng/mL
300 ng/mL
50 ng/mL
300 ng/mL
300 ng/mL

Amphetamines
Methaqualone
Barbiturates
Benzodiazepines
Cocaine
Marijuana (Cannabinoid)
Methadone
Opiates
(Codeine/Morphine/Hydromorphone/Hydrocodone)
Oxycodone/Oxymorphone
300 ng/mL
Phencyclidine
25 ng/mL
Propoxyphene
300 ng/mL
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LAB CUTOFF
CONFIRMATION
500 ng/mL
300 ng/mL
200 ng/mL
200 ng/mL
150 ng/mL
15 ng/mL
300 ng/mL
300 ng/mL
300 ng/mL
25 ng/mL
300 ng/mL

