Alcohol and
Drug Program
A guide for supervisors
Care and Control
As a supervisor it is your responsibility to escort your employee for alcohol
and drug testing when required as part of an incident investigation or
reasonable cause situation. During this period it is your responsibility to
maintain care and control of your employee.
Care and control of an employee is a process whereby the employee
remains in the presence of a supervisor, or designated supervisor, from the
time the decision is made for alcohol and drug testing until the employee’s
return to work status has been decided and appropriate action taken to
manage the testing outcome.
The employee’s direct supervisor will maintain care and control of the
employee, unless operational requirements dictate that another supervisor
be designated.
Reasonable efforts will be made to ensure that employees do not have
the ability to undertake activities that could adulterate an alcohol and/or
drug test. If an employee refuses to cooperate with this process, a phone
call will be made to the one up supervisor or site coordinator (for random
testing) for discussion.
Supervisor will ensure that the employee:
 understands that care and control ensures the integrity of the collection
process is protected, thereby ensuring a fair test is performed;
 is escorted to a private area and remains there with the supervisor until
the testing process concludes and the test result is known;
 remains in the supervisor’s presence (or designated supervisor) and
visual is maintained;
 does not return to a locker or camp room prior to going for an alcohol
and drug test unless the supervisor escorts the employee and maintains
visual contact with the employee;
 understands they should not use the washroom while waiting for their
urine test, and understands that implication of not being able to provide
a sample during the designated timeframe without a confirmed medical
explanation, is considered a policy violation; and
 does not eat or drink while waiting for the test (this includes eating, fluids,
candies, gum, smoking, chew, etc.) If there is a medical issue with this
restriction, supervisor to call the one up supervisor or site coordinator
(for random testing) for discussion.
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AltaGas is committed to health and
safety throughout our operations.

AltaGas recognizes that the use of illicit drugs and other moodaltering substances, and the inappropriate use of alcohol and
medications can adversely affect an Employee’s health, safety
and job performance. It can also affect or endanger other
employees, contractors, customers or members of the public.
Our Alcohol and Drug Policy is aimed at ensuring a safe work
environment by outlining specific responsibilities, requirements
and expectations adequately mitigate the workplace risks
associated with illicit drugs and other mood-altering substances.

1 | Alcohol and Drug Policy

9 | Post-Incident Process Flow Chart

2 | Alcohol and Drug Testing Standard

10 | Reasonable Cause Process

3 | Alcohol and Drug Testing Standard (cont’d)

11 | Reasonable Cause Process (cont’d)

4 | Medication Standard

12 | Reasonable Cause Process Flow Chart

5 | Business and Social Hosting

13 | FAQs

6 | Contractor Alcohol and Drug Standard

14 | FAQs (cont’d)

7 | Post-Incident Process

15 | Department of Transportation (DOT) Requirements

8 | Post-Incident Process (cont’d)

16 | DOT Requirements (cont’d)

1 | Alcohol and Drug Policy

AltaGas employees have a responsibility to perform their job safely and
responsibly, and in all ways consistent with established company practices.
All employees will:
 report fit for work and remain fit for work while on Company business,
Company premises, and at all times when operating Company equipment;
 before a Policy violation occurs, seek advice and follow appropriate
treatment if they have a current or emerging alcohol or drug issue and follow
recommended monitoring programs after attending treatment;
 cooperate with any work modification related to safety concerns;
 advise their supervisor of any need for modified work due to medication use;
 in the interest of safety, advise their supervisor if they believe another
employee or contractor is on a job site is not fit for work while on Company
business, on Company premises, or using Company equipment in violation
of this Policy;
 immediately report unsafe acts or conditions to a supervisor; and
 cooperate with an investigation into a violation of this Policy, including any
request to participate in the testing program as may be required under
this Policy.
 In addition, employees are encouraged to intervene as appropriate to
encourage another employee to access assistance before an alcohol or
drug issue impacts safe performance of their work.
AltaGas is responsible for:
 ongoing performance management to ensure safe operations and
effectiveness of the Policy and its programs;
 guiding employees who seek assistance for a personal problem to
appropriate resources (e.g. the EAP or resources available in the community)
while maintaining confidentiality under the circumstances;
 advising the Company Program Administrator or Designated Employer
Representative (DER) if an employee suggests they have a problem with
alcohol and/or drugs so that arrangements for an assessment can be made;
 taking appropriate steps to investigate any possible violation of the
standards set out under this Policy when instructed by EHS or HR pursuant
to this Policy;
 making referrals for an alcohol and drug test in a post incident or reasonable
cause situation when required to do so under this Policy; and
 monitoring and ensuring Policy compliance of contractors.

AltaGas is committed to promoting a safe and healthy working environment.
A priority is placed on early identification of problems, and ensuring employees
have access to confidential assessment, counselling, treatment and aftercare
services should they need help for a personal problem. Therefore, AltaGas
provides access to a comprehensive Employee Assistance Program, which
is available on a confidential basis to provide assistance for any personal
problem that an employee may face, not just alcohol or drug issues.

MAINTAINING CONFIDENTIALITY
	Maintaining the confidentiality of anyone affected by
alcohol and drug issues is an AltaGas priority
	Only information necessary for managing the
employment relationship and/or required to manage
workplace safety will be shared with AltaGas functions
or supervisors and always on a need to know basis.
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22 | Alcohol and Drug Testing Standard

Purpose of Standard
To address and minimize the risks in the workplace associated with alcohol
and drugs and to ensure that all employees are fit for work.
Employees are subject to the following types of A&D testing:
 Reasonable cause
 Post-incident
 Return to duty – post violation
 Return to duty – post treatment
 Additional forms of A&D testing may be required on a site-specific basis
such as Random Testing.
Alcohol and drug testing is only one component of our overall approach
to ensuring safe and productive operations. Testing will be used as an
investigation tool in a reasonable cause or post incident situation to determine
a possible violation. Testing may also be used as part of a monitoring program
on return to duty after treatment or after a violation.

Post-incident
Alcohol and drug testing may be required after a serious or potentially serious
work-related incident or on-road incident as part of an investigation into the
circumstances, unless there is immediate and clear evidence that the actions
or omissions of the employee(s) were not a contributing factor (e.g. structural
or mechanical failure or environmental factors).
The decision to refer an employee or group of employees for a test will be
made by the supervisor if the following criteria are met:





a fatality;
serious injury to any individual requiring off site medical attention;
an environmental incident with significant implications; or
material loss or damage to property, equipment or vehicles.

On-Road Incidents: In addition to the above testing triggers, employees that
are commercial motor vehicle operators are subject to testing after an
on-road incident as follows:
 an accident involving a fatality;
 an accident in which the driver receives a citation for a moving violation,
and someone requires medical attention away from the scene; and
 an accident in which the driver receives a citation for a moving violation
and any vehicle involved in the accident is disabled and requires towing
away from the scene.
In addition to the incidents listed above, at its discretion, the Company may
require a post-incident test after any other work-related incident or a “near
miss” incident that had significant potential for more serious consequence

Reasonable Cause
Testing may take place whenever the Company has reasonable grounds
to believe that the actions, appearance or conduct of an employee while
on Company premises, conducting Company business or using Company
equipment indicates the use of alcohol or other drugs.
The referral for a test will be based on specific, personal observations resulting
from, but not limited to such indicators as:





observed use or evidence of use of drugs or alcohol (e.g. smell of alcohol);
erratic or atypical behaviour or changes in behaviour;
changes in the physical appearance or speech patterns; and
any other observations that suggest alcohol or drug use may be a factor.

Once the decision is made to test, the employee must remain under
direct supervision until transported to the alcohol and drug collection site.
Employees tested in this circumstance will be removed from work until the
investigation is complete. Depending on the test result, a fitness for work
assessment may also be required prior to the employee returning to work.
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33 | Alcohol and Drug Testing Standard (cont’d)

Time Frame for Testing for Post-Incident
or Reasonable Cause
Samples for testing should be collected as soon as possible after the decision
to test is made within two hours if possible,
 For alcohol testing, attempts to collect samples will occur no later than
8 hours after the triggering event.
 For drug testing, attempts to collect samples will occur no later than
32 hours after the triggering event.

Cut-off Levels for Alcohol Testing
 A positive alcohol test result of .04 BAC or higher
 Reasonable Cause or Post-Incident – Anyone who has a breath alcohol test
result of .02 to .039 BAC in a testing situation will be removed from work
until considered safe to return (at a minimum not before their next work
day or shift) and will be subject to disciplinary action up to and including
termination of employment.
 In any other testing situation, the cut-off level for an alcohol test is .02 BAC.

Lab Analysis
 All lab testing will be conducted by a fully qualified and accredited laboratory.

Return to Duty – Post Violation
In those situations where employment is continued after a Policy violation,
the employee will be required to pass a return to work alcohol and drug test
and may be subject to unannounced testing as a condition of continued
employment as may be set out in an agreement with the Company.

Return to Duty – Post Treatment
Where an employee returns to work following treatment for an alcohol or drug
problem, the employee may be required to pass a return to work alcohol and
drug test. Unannounced testing may also be used as a monitoring tool as
determined on a case by case basis to support the recovery of any employee
resuming duties after primary treatment for an alcohol or drug problem. The
requirement for a return to work test and unannounced follow-up testing may
be set out in an agreement with the employee.

FIT FOR WORK MEANS:
	being able to safely and acceptably perform assigned
duties and responsibilities and not being under the
influence of any alcohol or drug that may impede the
safe operation of Company equipment and/or risk the
health and wellbeing of others.
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44 | Medication Standard

Employees are required to responsibly use medications. In the interest of
health and safety, employees who may need to use a medication are
required to:
 investigate (through their doctor or pharmacist) whether the medication can
negatively affect safe performance by explaining their job functions; and
 act responsibly and use a safe alternative medication choice when available
and appropriate (e.g. non-drowsy); however
 if the medication they are using will affect their ability to perform safely, they
are required to advise their supervisor, or the health center as appropriate,
of any need for modified duties, and comply with any recommended course
of action to minimize safety risk.
The following is prohibited:
 the intentional misuse of medications (e.g. not using the medication as it
has been prescribed or directed by the pharmacy or on the packaging, using
someone else’s prescription medication, combining medication and alcohol
use against direction);
 the possession of prescribed medications without a legally obtained
prescription; and
 distribution, offering or sale of prescription medications (which could be
considered trafficking).
The Standard provides a non-exhaustive list of medications that might impact
the safe performance of job duties.
Medication

Use

Antihistamines

Widely prescribed for hay fever and other allergies (e.g. Allegra,
Dimetane). They are also found in many cold medications. These
medications may cause drowsiness.

Anticonvulsants

Used to control epileptic seizures and can cause drowsiness in
some patients (e.g. Dilantin).

Barbiturates, Sedatives,
Hypnotics, Tranquilizers,
Antidepressants

Used to treat sleep disorders and depression (e.g. Ativan,
Imovane, Paxil). Potential side effects may include mild sedation,
hypnotic state, dizziness or drowsiness.

Cold Tablets/
Cough mixtures

Nighttime remedies can cause drowsiness (e.g. Sinutab,
Contac, Triaminic, Tussionex and preparations containing
dextromethorphan (DM) or codeine).

Medical Cannabis

Canada: Not an approved drug or medication, and Health Canada
does not endorse its use. However, the new Access to Cannabis for
Medical Purposes Regulations allow physicians to authorize use of
cannabis, subject to provincial physician practice standards.
United States: It is not legal federally, but some states have
approved it for recreational and medical purposes. The
Department of Transportation does not authorize “medical
marijuana” under state law to be a valid medical explanation for
a transportation employee’s positive drug test result (49 CFR Part
40 at 40.151(e)).
Its use, whether legal or illegal and consumed in any form and
at any concentration, can cause dizziness, slow reaction time,
sleeplessness, a distorted sense of time and forgetfulness. Any
use presents a risk to operating vehicles and equipment and to
workplace safety.

Motion Sickness Drugs

Used to prevent motion sickness and nausea (e.g. Gravol,
Antivert). Side effects may include drowsiness.

Muscle Relaxants

Used to treat musculoskeletal pain (e.g. Flexeril, Robaxisal).
Most common side effects are sedation and drowsiness

Narcotics – (e.g. Demerol,
Codeine, Oxycodone)

Codeine is often found in combination drugs such as 222s or 292s
or Tylenol 1,2,3s. Drowsiness, dizziness, and light-headedness
may be side effects

Opioid Agonist Treatment
(e.g. methadone,
suboxone, buprenorphine)

Prescribed to treat opioid use disorder and chronic pain. The use
of these may result in drowsiness, dizziness, and light-headedness
and may impact reaction time and cognitive functioning

Stimulants

Medication used for central nervous system stimulation and for
appetite suppression can produce sensations of well-being which
may have an adverse effect on judgment, mood and behaviour
(e.g. amphetamines or medications sold as “diet pills”).
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55 | Business and Social Hosting

 Any Company sponsored social event where alcohol is served must follow
the AltaGas Business and Social Hosting Guideline.
 Events involving alcohol consumption must have the prior approval of a
Senior Vice President or designate.
 Employees who attend may consume alcohol in moderation and must
continue to behave in accordance with the expectations laid out in the
AltaGas Code of Business Ethics (COBE) and Respectful Workplace Policy

Business Hosting
If alcohol is made available to guests or other employees in the course of
conducting business (e.g. client lunch or dinner, conference/seminar situation)
employees are expected to use judgment and be responsible in hosting others
or being hosted by others.

Cannabis
In all situations, cannabis use, whether for recreational or medical purposes,
is not permitted at a Company social event or while Business hosting.

3
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6 | Contractor Alcohol and Drug Standard

AltaGas recognizes that its employees and contract workers are operating
in a safety sensitive work environment. Therefore, this Statement of
Requirements is intended to outline in more detail the standards and
expectations associated with alcohol and other drug use and possession
for all contractors performing work on our behalf or on our sites.

Contractor Responsibilities
 must advise their representatives of the expectations set out in these
Requirements, and
 must ensure that their representatives remain free from any adverse
performance effects of alcohol or other drugs in compliance with the work
rules below when on AltaGas business, premises, and worksites, including
when operating vehicles and equipment
Contractors are encouraged to implement an Alcohol and Drug Policy of their
own which meets or exceeds these requirements, however having their own
policy is not obligatory.
All contract workers assigned to AltaGas work are required to:
 report fit for work, and remain fit throughout their work day or shift,
 adhere to the fitness for work standards that have been set out in the
Contractor Alcohol and Drug Standard at all times when on AltaGas
business, premises and worksites
 maintain a valid drivers license if it is a condition of work and report any
loss of license immediately (no later than 24 hours after losing the license)
 conduct themselves in an appropriate manner while on AltaGas business,
premises, and worksites
 co-operate with an investigation into a possible violation of these
Requirements including any request for testing; and
 report to their AltaGas site contact any situation where they believe an
individual on AltaGas premises may be in violation of these Requirements.

If unexpected circumstances arise where a contract worker is requested to
perform services while under the influence of alcohol or other drugs or in a
condition that could impact safe operations, it is the responsibility of that
individual to inform the Contractor or an AltaGas representative that he or she
cannot accept that assignment.
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3
7

A decision to test will take place in conjunction with the investigation of a
significant work-related incident as part of a full investigation into the situation.
Step 1: The first priority is to ensure the area and those involved are safe.
Ensure first aid or medical aid is given if required and/or determine if off site
medical attention is required.
Step 2: Asses the incident to determine if it qualifies as a triggering incident
for a test; if it is a less significant incident, but you have reasonable grounds
to believe alcohol or drug use may have been a contributing factor, follow the
reasonable cause procedures for testing.
Step 3: As part of your initial assessment, determine if other factors
caused the incident, for example, obvious structural or mechanical failure,
environmental factors. If it is clear factors other than human error caused the
incident, testing would not be required. At WGL, the safety department makes
such determinations.
Step 4: Determine whose actions or omissions may have contributed to the
incident and whether there was a reasonable explanation for what happened.
If the employee is a union member, they can request representation provided
it does not unduly delay the investigation or testing.
Step 5: The Supervisor or other appropriate personnel investigating the
incident must consult with a superior or other appropriate personnel
(depending on the business area) prior to concluding that testing will be part
of the investigation and confirm which employees will be tested. This can be
in person or by phone.
Note: A decision to test cannot be left to the next day.
Step 6: One-up superior makes determination

Determination to test
Supervisor is required to:
 notify employee regarding decision to test and indicates the reason for testing
 make arrangements for testing
 escort the employee to the designated collection site and transfers care and
control of the employee to the third party administrator
 stays in the waiting area during testing and escorts employee back to work
or makes arrangements for employee to be sent home safely, depending
on the testing outcome
 complete Post Incident Testing Documentation and requests signature
from one-up superior; and
 sends a copy of the documentation to the A&D Program Administrator or
Designated Employer Representative within 24 hours

Determination not to test
Supervisor is required to:
 document all information gathered, as well as, the reasons for not testing
on the appropriate form while the investigation continues
 completes Post Incident Testing Documentation and requests signature
from one-up superior; and
 send a copy of the documentation form, when A&D test was considered
but not completed, to the sends a copy of the documentation to the A&D
Program Administrator or Designated Employer Representative
Actual sample collection should be handled as soon as possible after a
decision is taken to refer someone for a test. Attempts to collect a sample
should cease 8 hours (alcohol) and 32 hours (drugs) after someone has
been requested to submit to a test. If the individual is hospitalized and a test
cannot be conducted, document the reason for the inability to test.
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88 | Post-Incident Process (cont’d)

Test Results
Negative alcohol and drug test result:
 Third Party Administrator communicates whether the employee is Fit for
Work based on the result of the test to the employee and the supervisor.
 Investigation continues as per incident management protocol.
Alcohol test result at or between .02 and .039 BAC
 Third Party Administrator communicates to supervisor that employee is
temporarily not Fit for Work.
 An employee in a safety-sensitive position with an alcohol test result at
or between .02-.039 BAC will be removed from duty until considered safe
to return by their supervisor in consultation with HR and EHS as per site
specific procedures.
Positive alcohol test result >= .04:
 Third Party Administrator communicates to supervisor that employee is
not Fit for work
 Supervisor makes arrangements to send employee home safely as per site
procedure.
Drug test result non-negative:
 Third Party Administrator communicates to supervisor that employee is
not Fit for Work.
 In Canada, an oral fluid sample will be collected and sent to laboratory
for confirmation
 Supervisor makes arrangements to send employee home safely as per
site procedure.
This infoflip was developed as a reference tool for the understanding and
application of the Alcohol and Drug Policy and its Supporting Standards.

The infoflip can be used:
To introduce the Alcohol and Drug Policy to all AltaGas employees
and contractors.
To assist supervisors in handling actual or suspected alcohol and drug
incidents consistently, as outlined in the process flow charts for PostIncident (7) and Reasonable Cause (10).
To review the requirements under the Alcohol and Drug Policy during
safety meetings.
If in doubt about the meaning of anything in this publication, contact your
Program Administrator, Designated Employer Representative or EH&S
Representative for clarification or obtain the complete version of the A&D
Policy and its Supporting Standards.

88 | Post-Incident Process (cont’d)
2

99 | Post-Incident Process Flow Chart
Incident occurs.

Medical attention related to the incident administered if required.

Preliminary investigation conducted in a safe and discreet location, and Supervisor
or appropriate person documents information using the appropriate form.

Supervisor makes recommendation to a superior or other appropriate
personnel to test, providing facts and justification.

Yes

Test

No

Consult with PA/DER* or superior
completed - approval obtained for
alcohol and drug testing.

Supervisor documents reason
for not testing as part of their
investigation.

Supervisor communicates decision
and reason for testing to employee.

Supervisor retains a copy of the
completed documentation in
case of future audit of incident.

Makes arrangements for testing. Supervisor or appropriate person escorts
employee to designated collection facility and stays in the
waiting area during testing.

Test Results

Negative
test results.

Collector
communicates
the test result to
the employee
and Supervisor.

Alcohol test
result positive
>= .04 BAC
and/or drug
test result
non-negative.

Alcohol test result
.02 – .039 BAC.

Collector communicates
to Supervisor that employee
is temporarly not Fit for Work.

An Employee in a safety-sensitive
position with an alcohol test result
at or between .02-.039 BAC will be
removed from duty until considered
safe to return by their Supervisor in
consultation with PA/DER* or other
appropriate personnel as per
site-specific procedures.

Collector communicates test results to employee and
Supervisor. Supervisor or other appropriate person makes
arrangements to send employee home safely.

Supervisor completes post-incident documentation form and requests
signature from superior. Supervisor sends the completed form to the PA/DER*
*Program Administrator or Designated Employee Representative
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Employees are to be referred for an alcohol and drug test where there
are reasonable grounds to believe the actions, appearance or conduct
of the employee while at work are indicative of the use of alcohol or
drugs. The decision to make a referral should be based on specific, personal
observations. This may be triggered on observation of unusual activity or
behaviour, or as a result of the initial investigation of a minor incident which
indicates alcohol or drug use may have been a factor.
Step 1: Follow the unfit for work investigation procedures.
 Where there are grounds to believe an employee is unfit on the job,
the Supervisor will escort the employee to a safe place and provide an
opportunity to explain the situation.
 Do not assume in every situation that the employee who appears unfit for
duty should be referred for a test; do so only when there are reasonable
grounds to believe alcohol or drug use is a factor.
 If there is an obvious medical concern, ensure appropriate medical
attention is a priority.
Note: Reasonable Cause testing decision must be based on specific, personal
observations resulting from, but not limited to such indicators as:





observed use or evidence of use of a substance (e.g. smell of alcohol)
erratic or atypical behaviour or changes in behaviour of the employee
changes in the physical appearance or speech patterns of the employee
any other observations that suggest alcohol or drug use may be a factor.

Step 2: The Supervisor makes a determination and contacts the one-up
superior, Program Administrator or Designated Employer Representative
(appropriate to your business area) to recommend alcohol and drug testing,
providing the basic facts and justification to support the recommendation.
Step 3: One-up superior makes determination

Determination to test
Supervisor is required to:
 notify employee regarding decision to test and indicates the reason
for testing
 make arrangements for testing
 escort the employee to the designated collection site and transfers care
and control of the employee to third party administrator
 stays in the waiting area during testing and escorts employee back to work
or makes arrangements for employee to be sent home safely, depending on
the testing outcome
 complete Reasonable Cause Testing Documentation and requests signature
from one-up superior; and
 sends a copy of the documentation to the A&D Program Administrator or
Designated Employer Representative within 24 hours

Determination not to test
Supervisor is required to:
 documents all information gathered, as well as, the reasons for not testing
on the appropriate form while the investigation continues
 completes Reasonable Cause Testing Documentation and requests
signature from one-up superior; and
 send a copy of the documentation form, when A&D test was considered
but not completed, to the sends a copy of the documentation to the A&D
Program Administrator or Designated Employer Representative
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11 | Reasonable Cause Process (cont’d)

Test Results
Negative alcohol and drug test result:
 Third Party Administrator communicates whether the employee is Fit for
Work based on the result of the test to the employee and the supervisor.
 Investigation continues as per incident management protocol.
Alcohol test result at or between .02 and .039 BAC
 Third Party Administrator communicates to supervisor that employee is
temporarily not Fit for Work.
 An employee in a safety-sensitive position with an alcohol test result at
or between .02-.039 BAC will be removed from duty until considered safe
to return by their supervisor in consultation with HR and EHS as per site
specific procedures.
Positive alcohol test result >= .04:
 Third Party Administrator communicates to supervisor that employee is
not Fit for Work.
 Supervisor makes arrangements to send employee home safely as per site
procedure.
Drug test result non-negative:
 Third Party Administrator communicates to supervisor that employee is
not Fit for Work.
 In Canada, an oral fluid sample will be collected and sent to laboratory
for confirmation
 Supervisor makes arrangements to send employee home safely as per
site procedure.
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Concerning behaviour displayed by employee –
Supervisor is questioning the employee’s Fitness for Work.
Supervisor has preliminary discussion with employee in a safe and discreet
location documenting the details of the discussion on the appropriate form.
Is medical attention required?
Yes

Test

No

Seek medical attention
as per site procedure.

Proceed to reasonable cause
assessment of employee.

Supervisor makes recommendation to a superior or other appropriate
personnel to test, providing facts and justification.
Yes

Test

Consult with PA/DER* or superior
completed - approval obtained for
alcohol and drug testing.
Supervisor communicates decision
and reason for testing to employee.

Makes arrangements for testing.
Supervisor or other appropriate
personnel escorts employee to
designated collection facility and stays
in the waiting area during testing.

No
Supervisor documents reason for not
testing as part of their investigation.
Employee returns to work, or if
concerning behaviour continues,
consider referring to HR and EHS.

Supervisor retains a copy of the
completed documentation
as part of their investigation.

Test Results

Negative
test result.

Alcohol test
result positive
>= .04 BAC and/or
drug test result
non-negative.

Alcohol test result
.02 – .039 BAC
and employee in
safety-sensitive
position.

Employee
Fit for Work.
If concerning
behaviour continues,
refer to HR and EHS.

Supervisor makes
arrangements to
send employee
home safely.

Employee removed
from duty and
managed as
per site specific
procedures.

Supervisor completes post-incident documentation form and requests
signature from superior. Supervisor sends the completed form to the PA/DER*
*Program Administrator or Designated Employee Representative
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13 | FAQs

Who makes the decision on whether to test or not?
 The decision to refer someone for a test in a reasonable cause or post
incident situation would be made by a Supervisor or other appropriate
person, depending on the business area after consultation with a superior
or other appropriate depending on the business area in person or by phone.
 Testing in a post treatment or post violation situation would be triggered
in accordance with an agreement with the individual, with test dates
determined without prior announcement by the independent TPA. Applicant
testing will be managed through HR.

Can employees go to their own doctor if they are
required to be tested?
 No. The system in place for employee testing has considerable checks
and balances to ensure the integrity of the process and accuracy of results.
It has been upheld in legal proceedings as a solid and appropriate standard
for workplace testing programs.
 This same attention to detail, using qualified service providers, and
following standardized procedures would not be found through a doctor’s
office which is set up to collect samples for clinical purposes. Nor would a
medical doctor be sending specimens to a certified laboratory required to
meet extremely high forensic standards.
 Therefore, if an individual is tested under the AltaGas Policy, the contracted
Third Party will handle all aspects of the testing program to ensure it meets
these accepted standards.

When do I send an employee for a test if he was
injured in a triggering incident? Can the hospital
take samples?
 If an employee was involved in a triggering incident and needs medical
attention, they should receive medical attention as soon as possible and
not be delayed by testing. The need for post incident testing does not take
priority over necessary medical attention. However, the employee/contract
worker must remain readily available for testing or they will be deemed
to have refused to be tested. Once released from hospital or the Medical
Clinic, attempts should be made to have the testing completed within
8 hours of the incident for alcohol and within 32 hours for drugs. If you are
unable to meet these timelines, you must document the reasons.
 Remember, although the hospital may collect samples for medical reasons,
this information is medically privileged and cannot be used for workplace
testing purposes. AltaGas must make use of a collection site which is
qualified to administer it’s testing program. And the collector cannot be
dispatched into the hospital to collect a sample.

If an incident happens near the end of someone’s
shift and a test is required, how is this handled?
 A decision will be made as soon as possible on whether employees involved
in the incident must be tested. They will be advised before the end of the
shift, and required to report to the collection site as soon as possible. In the
event the collection must take place after their shift, they will be paid for the
time it takes to test. However, they cannot refuse to be tested just because
their shift is over.

What if someone who is subject to testing is
dehydrated? Can we let them drink water?
 Yes, but in moderation. Whatever they drink should be provided by the
Company and should not come from their own bottle or something from
their locker or a friend.
 The concern would be that they may be drinking a product that would
mask the presence of drugs in their sample. Although the lab may be able
to identify the situation, that is not always possible, as there are always
new products on the market that people will use to try to “beat the test”.
Therefore, it would be best to have them drink something provided by a
Supervisor.
 Some people will drink a lot of liquids to try to dilute the presence of drugs
in their system. If the sample is dilute and positive, it is reported as a
positive test result. If the sample is dilute and negative, the employee will
be expected to report for another test without prior warning.
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14 | FAQs (cont’d)

What if someone asks to go to their locker before
going to the collection site?
 Once a decision is made to test, the individual should be accompanied at
all times so that there is no opportunity to obtain substances or devices
that may aid in tampering with a sample. He or she can go to their locker but
must be under the supervision of a Supervisor or other appropriate person
to prevent possible adulteration attempts.

Can they go to the washroom prior to going to the
collection center?
 They can go to the washroom, but it should be a secure site to ensure they
do not have access to products that may tamper with the test sample.
 The person will be told that they have to produce a sufficient sample at the
time of collection.
 If the employee is unable to provide sufficient sample through the course
of the collection process, arrangements will be made for a medical
assessment, and if there is no valid medical reason for failure to provide
a sample, it will be considered a refusal to test. They should be advised
of this.

Can the employee/contract worker return to work if
their tests were negative at the collection centre?
 In a post incident testing situation, if both the breath alcohol and urine drug
test were negative, the individual can return to work if medically capable
and cleared to return by management. If either test was not negative, the
individual is removed from work pending next steps (alcohol positive urine
drug negative) or pending the lab result for the drug test.
 In a reasonable cause testing situation, the individual has been identified
as unfit for work. So even if both the breath alcohol and urine drug test are
negative, there is clearly something that has happened to raise a concern
at work. The individual would be removed from work and the Program

Administrator will address next steps. It could be a medical situation the
person was not aware of, misuse of medications not covered in the testing,
use of other drugs not covered in the testing, or other factors. So a fitness
for work clearance may be required before they can return to the job.

As a supervisor, what documentation forms are used
to document a preliminary investigation?
 Preliminary investigation findings in any Post-Incident or Reasonable Cause
situation will be documented on either the post-incident documentation
form of the reasonable cause documentation form.
 Post Incident Testing Documentation
 Reasonable Cause Testing Documentation

What signs and symptoms might a supervisor see
from an employee who may be impaired by alcohol
or drugs?
 Examples include observed use or evidence of use of alcohol or drugs
(e.g., smell of alcohol or drugs), erratic, disruptive or atypical behaviour or
changes in the employee’s behaviour, changes in the physical appearance
or speech patterns of the employee (e.g. dishevelled clothing, slurred
speech), the presence of alcohol, drugs or drug paraphernalia in the
vicinity of the employee or the Company Premises where the employee was
present, and any other observations that suggest alcohol or drug use may
be a factor (e.g., sleeping on the job).
 These are examples only, and no single physical or behavioural indicator
should be considered definitive. Typically a person should be demonstrating
a number of these indicators to support a decision to test.
 Refer to Reasonable Cause Testing Documentation for additional
information
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All employees who operate a commercial motor vehicle in the United States
regularly or from time to time are covered by these regulations and must
comply with the DOT regulations in addition to the provisions of the A&D
Policy. A number of requirements have been included in the A&D Policy.
This is supplemented by the Driver Handbook which contains more
information on the regulations.
a. Additional Standards:
 Pre-Employment Testing: All applicants for a position to operate a
commercial motor vehicle in the US must pass a drug test as a final
condition of qualification to the position whether internal or external
applicants as per the Company’s qualification process. This is a condition
of being placed in the DOT random testing pool. The operator cannot begin
regulated driving duties until a negative test result is obtained.
 Alcohol: An alcohol result of .04 BAC or higher is a Policy violation.
Commercial motor vehicle operators will be held out of service for at least
24 hours or until completion of an investigation should that take longer,
and subject to progressive discipline if (and as appropriate under Company
direction) they have an alcohol test result of .02 to .039 BAC in a random,
reasonable cause or post incident testing situation.
 Medications: Before reporting to work when using a prescription
medication, covered drivers must ask the prescribing medical practitioner
to determine whether the medication may impose a limit on safe work
performance and, if the medication may impose a limit on safe work
performance, they must notify the Company of any need for modified work
or other accommodation.
In addition, under Company authority, operators are subject to post incident
testing under the A&D Policy in additional situations as set out in Section
3.3 of the Policy.
b.	Compliance Required: No covered operator can report for duty or
remain on duty requiring the performance of safety-sensitive functions
when the operator:
 fails an alcohol or drug test,
 refuses to take an alcohol or drug test required under this Policy, or
 uses any drug prohibited under this Policy or uses alcohol such that they
are not in compliance with the Policy.
 A driver is performing a safety-sensitive function when:
 At an employer’s or shipper’s plant, terminal, facility or other property, or,
on any public property, waiting to be dispatched;
 Inspecting equipment or otherwise inspecting, servicing, or conditioning
any commercial motor vehicle in operation;
 At the driving control of the motor vehicle;
 On the vehicle other than driving time, except when resting in the
sleeper berth;
 Loading/unloading the vehicle, supervising the loading/unloading, or
attending the loading/ unloading of the vehicle, remaining in readiness
to operate the motor vehicle, or giving or receiving receipts for shipments
loaded/unloaded; and
 Repairing, obtaining assistance, or remaining in attendance of a
disabled vehicle.
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c.	Impaired Driving Charge/Citation: In all situations, in which a covered
driver is charged with impaired driving in the course of operating a
Company vehicle, he or she will be referred to a SAP for assessment.
d.	Violation of the Regulations: Covered CMV operators who violate any
provision of the Policy or the FHWA regulations will be subject to discipline
up to and including termination under the Policy for cause. They will be
provided with information on SAP services in the community whether
employment is terminated or not, and will need to comply with the
assessment and return to duty provisions of the DOT regulations
(Sub-Part O) in order to requalify for covered work.
If employment is continued, operators will enter into a return to duty
agreement which sets out conditions of continued employment. Consistent
with the regulations, one condition will consist of at least six unannounced
alcohol and/or drug tests during the first 12 months and additional tests
for up to 60 months based on the recommendation of the SAP. Any other
conditions will be set out by the Company.
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