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Applicant’s Full Name: Age:
Address:
City: State: Zip:

Parent / Legal Guardian Full Name:

Address:

City: State: Zip:

Daytime Phone number:

Applicant Consent

I, the above-named applicant, understand that | have been given a conditional offer of
employment with the City of Ottumwa, contingent upon a successful passing of a drug test,
among other requirements. | further understand that my parent or legal guardian must give
his/her consent for me to submit to the pre-employment drug test a condition of hire with the
City of Ottumwa. | understand if | or my parent/legal guardian refuse to give consent to the
testing, this will preclude my employment with the City of Ottumwa.

I understand that any information regarding the results of this drug test will be confidential and
will be released only to the City of Ottumwa to satisfy the requirements of pre-employment drug
testing, except as required or permitted by law. | understand that my parent or legal guardian
and | will be informed of any positive drug test result. | understand and consent that my parent
or legal guardian or | may request, in writing and upon confirmation of identify, a copy of any
drug test results held by the City.

Parent/Guardian Consent

I understand that the above-named applicant has been given a conditional offer of employment
with the City of Ottumwa, contingent upon successful passing of a drug test, among other
requirements. | further understand that any information regarding the results of this drug test will
be confidential and will be released only to the City of Ottumwa to satisfy the requirements for
pre-employment drug testing, except as required or permitted by law. | understand that | will be
informed of any positive drug test result. | understand that | may request, in writing and upon
confirmation of my identity, a copy of any drug test result performed upon my minor child held
by the City.

As the parent/legal guardian of this minor, | hereby consent to and authorize the collection
facility, physician or certified laboratory contracted by the City of Ottumwa to take urine samples
from the above named minor child to analyze for the presence of controlled substances and
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release the results of that test to the City of Ottumwa. | understand that my refusal to authorize
such procedures will preclude the above-named minor child from further consideration for
employment.

By signing below, | certify that | am the parent/legal guardian of the minor child listed above and
have the legal authorization to sign on behalf of the minor child, whether by court order or by
operation of the law. | acknowledge that | have received and reviewed the applicable drug
testing policy of the City of Ottumwa

Parent / Legal Guardian signature Date

Applicant (Minor Child) signature Date
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ARTICLE 32 — SUBSTANCE ABUSE POLICY

GENERAL POLICY:

The City of Ottumwa is committed to providing and maintaining a safe and healthy work
environment free from the influence of alcohol and drugs. To that end, the City is adopting this
Substance Abuse Policy.

The city recognizes that its own health and future is dependent upon the physical and
psychological health of its employees. It is the right, obligation and intent of the City to maintain
a safe, healthy and efficient working environment for all of its employees and to protect the
public, as well as City property, equipment and operations.

The City also maintains an Employee Assistance Program which provides help to employees
who seek assistance for alcohol or drug abuse and other personal or emotional problems.

With these basic objectives in mind, the City has established the following with regard to use,
possession or sale of alcohol or drugs. Compliance with the City’s Substance Abuse Policy is a
condition of employment and covers all City employees whether or not they are covered by the
Federal Motor Carrier Safety Administration or the Federal Transit Administration drug testing
requirements. This zero tolerance policy covers alcohol as well as any illegal substance as
defined by lowa and/or Federal Statutes or Regulations. The City intends to take serious
disciplinary action, up to and including termination, against an employee who violates the City’s
Substance Abuse Policy.

SCOPE:
All employees.

TESTING:

Pre-Employment Testing:

1. All potential new employees, full-time, part-time, seasonal, temporary, job training
workers and work release workers and any other employees covered by the City’s
workers’ compensation policy shall be tested as a part of the City’s pre-employment
physical.

2. Notice of testing will be part of all notices of advertisement soliciting applicants for
employment and on the application form. All applicants shall be verbally informed of the
requirement during the first interview.

Federally Required:

The City is required to test employees who operate a commercial motor vehicle or employees
who operate transit vehicles under the authority of the Federal Motor Carrier Safety
Administration or the Federal Transit Authority. The City will comply with the requirements of
the respective authority for the federal required test.
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Reasonable Suspicion:

The City may require a specific employee to submit to a drug test if all of the following
conditions are met:

1. The employer has reasonable suspicion to believe that an employee’s faculties are
impaired on the job; and

2. The employee is in a position in which such impairment presents a danger to the safety
of another employee, a member of the public or City property.

Reasonable suspicion may include direct observation of alcohol or drug use or abuse or of the
physical symptoms of being impaired due to alcohol or drug use at work; abnormal conduct or
erratic behavior while at work or a significant deterioration in work performance; report of
alcohol or drug use provided by a reliable and credible source; or evidence that an employee
has manufactured, sold, distributed, solicited, possessed, used or transferred drugs while
working or while on City property or while operating City vehicles, machinery or equipment.

Post-Accident:

The City may require an employee not covered by DOT requirements to submit to a drug test if
the employee has caused an accident while at work which resulted in injury which, if suffered by
an employee, would require an OSHA report or which resulted in damage to property in an
amount reasonably estimated to exceed $1,000.00.

GENERAL PROVISIONS:

Drug Test: Means any urine, saliva, breath or other legally allowed test conducted for the
purpose of detecting the presence of a chemical substance in an individual.

List of Controlled Substances: This list includes all controlled substances including but not
limited to the following: Amphetamines (including methamphetamines)

Cocaine metabolite
Opiates (Includes heroin)
Phencyclidine (PCP)
Marijuana (THC) metabolite
In addition, the City tests for Creatinine, Urinary, although this is not a controlled substance.

Time for Testing:

Tests will be conducted either during or immediately before or after an employee begins work.
For employees subject to random testing under federal law, the employee will be tested during
or immediately after performing these functions. Time for testing is considered work time and
the employee will be compensated for the time it takes to provide a sample for testing. The City
will either provide transportation for the employee to the collection site or pay for the
transportation to the collection site.
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Test Procedures:

Samples provided will be collected in reasonable and sanitary conditions with regard for the
privacy of the individual providing the sample and for the validity of the test. Samples (other
than breath samples) will be split in the presence of the individual to allow for confirmatory
testing of any initial positive test result. The collection site and laboratory will follow standard
chain-of-custody procedures for samples for the time of collection until the sample is no longer
needed.

1. The test sample will be collected at Collaborative Laboratory Services, 1005
Pennsylvania Avenue, Ottumwa, lowa, or such other site directed by law enforcement in
the event the employee is involved in an accident requiring testing.

2. The test sample withdrawn from the employee will be analyzed by a laboratory or testing
facility that has been approved under rules adopted by the lowa Department of Public
Health.

3. If an employee provides a sample that is dilute, the employee will be required to
immediately report for another test. That test will be done under direct observation if
required by DOT regulations.

4. If an initial test is conducted and the results indicate that the employee has tested
positive for alcohol or controlled substances, a confirmatory test using an alternative
method of analysis shall be conducted. The confirmatory test shall use a portion of the
same sample withdrawn from the employee for use in the initial test.

5. An employee shall be accorded a reasonable opportunity to rebut or explain the results
of the drug test and to provide information which he or she thinks is relevant to the test.
Such information may include identification of prescription or non-prescription drugs the
individual is using or has recently used or any other relevant medical information.

6. The test result will first be reported to the City’s MRO for review and interpretation. The
MRO will then report the confirmed positive test result to the City’s designated employer
representative.

7. If an employee provides a sample that has been tampered with or substituted or is
determined by the approved laboratory to have been tampered with or substituted, it will
be treated the same as a positive test result.

8. The City will look to the rules and interpretations used by the United States Department
of Transportation related to drug testing on any issues not specifically addressed in this
policy and will follow the thresholds established by the approved laboratory for
determination of whether the presence of a substance in a sample constitutes a positive
test result.

9. Test results when reported to the City by its MRO will be maintained separate from the
employee’s other personnel records.

Refusal to Test: Refusal to test includes refusal to take the test, inability to provide adequate
samples for testing without a valid medical explanation; tampering with or attempting to
adulterate a sample; interfering with collection procedures; failing to immediately report to the
collection site; failing to remain at the collection site until the collection process is complete;
having a test result confirmed by the MRO as adulterated or substituted; or leaving the scene of
an accident without a valid reason before a test has been conducted.
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Designated Employer Representative: The City’s Human Resources Officer shall be the City’s
designated employer representative for receipt of drug and alcohol test results.

Medical Review Officer: The City contracts with St. Luke’s lowa Health System for these
services.

Supervisor Training: The City will comply with the DOT training requirements for supervisors
which includes two hours of initial training, one hour of which will be related to controlled
substances and one hour to alcohol misuse.

Testing Costs: The City will bear the costs of all testing required under this policy, including a
second confirmatory test requested by an employee who has tested positive.

Prevention and Treatment: The City encourages any employee with a drug or alcohol problem
to voluntarily seek treatment. The City has established an Employee Assistance Program to
provide counseling and referral services for employees with drug or alcohol abuse problems
who voluntarily seek help. Conscientious efforts to seek and use such help will not jeopardize
an employee’s job.

Prohibited Conduct:

The City strictly prohibits unauthorized use, possession (including storage in a desk, locker,
vehicle or other depository), manufacture, distribution, dispensing or sale of illegal drugs, drug
paraphernalia, controlled substances or alcohol on City property, while on City business or in
City supplied vehicles, or during working hours.

Any action taken against an employee shall be based only on the results of the drug and alcohol
test. Employees who violate any aspect of this policy may be subject to disciplinary action up to
and including termination of employment. An employee’s refusal to test will result in disciplinary
action up to and including termination of employment.

Departmental Policies:

Individual departments may adopt policies and procedures more stringent than these policies;
but, in no event, shall they be less stringent.

Off-Duty Loss of Driving Privileges:

In addition to any other sanctions which may be invoked under this Policy, employees whose
work with the City requires the employee to drive a City vehicle and who lose his/her driving
privilege will be laid off from employment immediately. Reinstatement from such layoff will be
dependent upon the City having an available position after the employee’s driving privilege has
been restored.
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