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City Of De Pere 
Statement Of Policy And Description Of 

Procedures For Alcohol And Controlled Substance Testing 
 

I.   Policy 
 
I Purpose 
 

The critical mission of law enforcement justifies the maintenance of an alcohol- and 
drug-free work environment through the use of a reasonable employee alcohol and 
controlled substance testing program.  The law enforcement profession has several 
uniquely compelling interests that justify the use of employee alcohol and controlled 
substance testing:  The public has a right to expect that those who are sworn to protect them 
are, at all times, both physically and mentally prepared to assume those duties.  There is 
sufficient evidence to conclude that the use of alcohol and controlled substances or other 
forms of drug abuse seriously impairs one’s physical and mental health and, thus, their job 
performance.  Where law enforcement officers participate in illegal drug use and/or 
activity and alcohol abuse, the integrity of the law enforcement professional and public 
confidence in that integrity are destroyed.  This confidence is further eroded by the 
potential for corruption created by such use.  Therefore, in order to ensure the integrity of 
the Public Safety Departments and to preserve public trust and confidence, the City of 
De Pere (Employer) and the De Pere Police Benevolent Association (Union) agree to 
implement this program to detect prohibited alcohol and controlled substance abuse by 
employees. 

 
II Coverage 
 

For purposes of this Policy, the employer strictly prohibits the use of alcohol and/or 
controlled substances by its employees as provided herein. 

 
III Definitions 
 

Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other 
molecular low-weight alcohols, including methyl and isopropyl alcohol.  

 
Alcohol concentration (or content) is alcohol in a volume of breath, expressed in grams of 
alcohol per 210 liters of breath as indicated by an evidential breath test.  

 
Alcohol use means consumption of any beverage, mixture, or preparation, including any 
medication, containing alcohol.   

 
Chief of Police means the individual appointed by the board of police and fire  
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commissioners.  References to the Chief of Police shall mean the Chief of Police or the 
Chief’s designee. 

 
Confirmation test for alcohol testing means a second test, following a screening test 
providing quantitative data of any measurable alcohol concentration.  For controlled 
substances testing, the term means a second analytical procedure to identify the presence of 
a specific drug or metabolite which is independent of the screening test and uses a different 
technique and chemical principle from that of the screening test to ensure reliability and 
accuracy. Gas chromatography-mass spectrometry (GC-MS) is the only authorized 
confirmation method for cocaine, marijuana, opiates, amphetamines, and PCP. 

  
Consortium means an entity, including a group or association of employers or contractors, 
that provides alcohol or controlled substances testing as required by the FHWA or other 
DOT alcohol or controlled substances testing rules, and which acts on the employer’s 
behalf. 

   
Controlled substances and drugs are interchangeable and have the same meaning.  Unless 
indicated otherwise, the terms refer to marijuana (THC), cocaine, opiates, phencyclidine 
(PCP), and amphetamines, including methamphetamines or any other drug of abuse or 
illegal drug, including alcohol. 
 
Illegal use of drugs means the use of drugs and/or distribution of which is unlawful under 
the Wisconsin Statutes, as periodically updated.  This term does not include the use of a 
drug taken under the supervision of a licensed medical practitioner or other uses authorized 
by Wisconsin Statutes or other provisions of State law. 

 
Licensed medical practitioner is a person licensed, certified, and/or registered, in 
accordance with applicable federal, state, local, or foreign laws and regulations, to 
prescribe controlled substances and other drugs.  

 
Medical Review Officer means a supervisor or person-in-charge of a consortium that 
provides alcohol or controlled substances testing as required by the FHWA or other DOT 
alcohol or controlled substances testing rules, and which acts on the employer’s behalf.      

 
Reasonable suspicion means suspicion based on a specific, contemporaneous, articulable 
observation by a trained supervisor or other trained employer representative concerning the 
appearance, behavior, speech or body odor of an employee, including indications of the 
chronic and withdrawal effects of alcohol and/or controlled substances.  Mere accusation 
by a member of the public in and of itself does not contribute reasonable suspicion. 

 
Refuse to submit (to an alcohol or controlled substances test) means that an employee fails 
to provide adequate breath for alcohol testing as required by this policy without a  
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valid medical explanation, after he or she has received notice of the requirement to be 
tested; fails to provide an adequate urine sample for controlled substances testing as 
required by this policy, without a genuine inability to provide a specimen (as determined 
by a medical evaluation), after he or she has received notice of the requirement for urine 
testing, an employee does not request a blood alcohol test in lieu of urine or engages in 
conduct that clearly obstructs the testing process. 

 
Screening test  (also known as "initial test") means the compulsory production and 
submission of urine by an employee, in accordance with this Policy, for chemical analysis 
to detect prohibited drug usage of controlled substances (see definition); or any other 
controlled drug listed in Schedules I and/or II of the Wisconsin Statutes, as amended. 

 
Supervisory means those sworn employees assigned to a position having day-to-day 
responsibility for supervising subordinates or responsibility for commanding a work 
element. 

 
Sworn employee(s) or employee’s means an employee of the City of De Pere who has been 
formally vested with full law enforcement powers and authority. 

 
IV Form of Notice 
 

Before administering an alcohol or controlled substances test, the employer is to notify the 
employee that the test is required by policy.  The employer may provide oral or written 
notice. 

 
V Record Keeping 
 

Drug and/or alcohol testing program records may be maintained at the Human Resources 
Department.  Requests for release of information by an authorized agent or representative 
of the Union or employee will be addressed within ten days of the request.  Saturdays, 
Sundays, and holidays are not included in the computation of the ten-day period. 

 
VI Prohibited Conduct 
  

Employees are prohibited from engaging in the following conduct immediately before, 
during or after the performance of their public safety duties while having a measurable 
alcohol and/or controlled substances concentration. 

 
A. Using and/or possessing alcohol and/or controlled substances while on duty, unless 

such possession is necessary for and in performance of the employee’s 
work-related duties and responsibilities. 
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Note:   Any employees considering the use or possession of prescription or nonprescription 
medications containing alcohol must consult with their personal licensed medical 
practitioner in order to obtain a substitute medication that does not contain alcohol, or to 
consume such medications containing alcohol on a prescribed schedule that will render the 
employee alcohol free during working hours.  In the event that the employee’s licensed 
medical practitioner cannot prescribe a medication substitute or schedule that will render 
the employee alcohol free during working hours, the employee shall provide their 
immediate supervisor with signed documentation from their personal licensed medical 
practitioner indicating such so that a temporary accommodation for the employee can be 
attempted. 

 
B. Using alcohol within eight (8) hours following an accident if the employee was  
 required to be tested, unless an earlier test resulted in a reading of no measurable 
 alcohol concentration. 

 
C. Reporting for duty or remaining on duty while having a measurable alcohol  
 concentration; 

 
D. Using controlled substances while on duty, unless the use is pursuant to the  
 instructions of a licensed medical practitioner, who has advised the employee and  
 employer in writing that the substance does not adversely affect the employee’s  
 ability to perform their job; 

 
E. Reporting for duty or remaining on duty if the employee tests positive for  
 controlled substances; or 

 
F. Refusing to submit to alcohol or controlled substance testing as required by law. 

 
 This Policy also prohibits employees from engaging in the following conduct: 
 

A. Dispensing, distributing or receiving alcohol and/or controlled substances while  
 on duty; 

 
 B. Possession of or consumption of controlled substances while on duty or within  
  employer equipment, unless such possession and/or consumption is pursuant to 
  the instructions of a licensed medical practitioner, who has advised the employee  
  and employer, in writing, that the substance does not adversely affect the 
  employee’s ability to safely perform their job; 
 
 C. Having a measurable alcohol concentration immediately before or during the  
  performance of their work; 
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D. Reporting for duty or remaining on duty while under the influence of alcohol or a  
  controlled substance; 
 
 E. Providing false information in connection with a test or falsifying test results  
  through tampering, contamination, adulteration or substitution. 
 
 Any employee having a reasonable basis to believe that another employee is illegally using 
and/or is in possession of alcohol and/or any controlled substances shall immediately report the 
facts and circumstances to their supervisor. 
 

II.  Testing Rules And Procedures 
 
 
I Test Requirement, Costs and Compensation 
 

All employees are subject to testing for alcohol and/or controlled substances.  Refusal to 
submit to a required test will result in removal of that employee from their assignment(s), 
which, in turn, may result in discipline up to and including discharge. 

 
Employer shall pay all costs associated with the administration of alcohol and controlled 
substance testing, except those costs for a “split specimen” test requested by an employee 
or a return-to-duty retest.  The employee shall pay for these tests.  If the result of a split 
specimen is negative, the employer shall reimburse employee for the cost of said test upon 
submission of the appropriate documentation. 

 
All time spent undergoing required alcohol or controlled substance testing, including 
reasonable travel time, shall be paid in accordance with applicable provisions of the 
collective bargaining agreement or the administrative pay policy that normally applies. 

 
II Types of Tests 
 
 Testing must be conducted in the following situations: 
 
 A. Pre-Employment Testing 
 
  Any individual not currently employed by the employer, who is applying for a 

police officer position, shall be required to undergo alcohol and/or drug testing 
after a conditional offer of employment has been made. 

 
Prior to the first time an employee performs public safety functions for the 
employer, an employee shall be required to undergo testing for alcohol and 
controlled substances.  A positive test will result in disqualification from further  
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consideration for employment in that position until the employee or prospective 
employee presents evidence of successful completion of a substance abuse 
treatment program.  The frequency and timing of such testing shall be determined 
by the Chief of Police or the Chief’s designee. 

 
Any applicant or employee, who refuses to undergo such drug testing will be 
disqualified from further consideration for employment. 

 
 B. Reasonable Suspicion Testing 
 

Reasonable suspicion alcohol or drug testing will occur under this Policy if the 
supervisor’s observations are made just before, during or just after the time the 
employee is performing public safety functions. 

 
(1) In a situation where an employee is either acting in an impaired manner or  
 the supervisor has reasonable suspicion to believe the employee is using or  
 is under the influence of alcohol or drugs, the supervisor may order the  
 employee to undergo a drug or alcohol test.  The supervisor may, but need  
 not, seek a corroborating opinion from another supervisor prior to  
 immediately removing the employee from the job and sending the  
 employee for drug or alcohol testing. 

 
(2) Once the employee has been removed from the job, the supervisor is to  
 contact the Chief of Police or the Chief’s designee.  If contact cannot be  
 made at that time, the Supervisor is to proceed through the next step of  
 this procedure and make contact with the Chief of Police or the Chief’s  
 designee as soon thereafter as possible. 

 
(3) The supervisor is to then take the employee to the collection site for  
 alcohol and/or drug testing immediately.  If, for some reason but no later  
 than eight (8) hours for an alcohol test or twenty-four (24) hours for a drug  
 test, of having determined that there is reasonable suspicion to believe that  
 the employee is using or is under the influence of alcohol or drugs.  If the  
 alcohol test is conducted more than two (2) hours but less than eight (8)  
 hours after the supervisor makes such reasonable suspicion determination,  
 the supervisor will complete a report explaining the reason for the delay in  
 conducting the alcohol or drug test.  The supervisor is to wait at the clinic  
 with the employee until the breath test has been completed or the urine  
 sample has been taken.  If the alcohol test is not conducted within eight (8)  
 hours after the supervisor makes such reasonable suspicion determination,  
 or if the drug test is not conducted within twenty-four (24) hours after  
 such determination, the supervisor shall complete a report explaining the  
 reasons why the test was not conducted. 
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(4) Once the alcohol testing has been completed and a positive confirmation  
 test result has been received, the employee shall be returned to their  
 reporting station.  It will then be the employee’s responsibility to make  
 appropriate transportation arrangements in order to insure that they are not  
 operating their personal motor vehicle while under the influence of alcohol  
 or a controlled substance. 

 
(5) If a breath alcohol or a urine drug test has been administered, the employer  
 will follow whatever procedure the Medical Review Officer requires with  
 respect to contacting the employee once the test results are known and a  
 decision has been made as to the employee’s status. 

 
(6) The results of the drug testing will be sent directly to the Medical Review  
 Officer for review and forwarding to the Chief of Police.  The results of  
 the alcohol testing will be sent directly to the Chief of Police.  When the  
 results are obtained, the employee’s supervisor will consult with the Chief  
 of Police to determine the appropriate course of action to be taken.  This is  
 a confidential process.  Test results will be held strictly confidential and  
 are not to be discussed or shared with anyone who does not need to know. 

 
(7) Once the test has been completed and the employee has been sent home, 
  the supervisor must submit a written report to the Chief of Police  
 outlining, in detail, the event and the behavior observed that led the  
 supervisor to believe the employee was under the influence of alcohol  
 and/or drugs.  This report must be done within a reasonable time after  
 testing. 

 
 C. Post-Accident Testing 
 

The employer may test an employee for alcohol and controlled substances as soon 
as practicable following an accident involving a law enforcement vehicle if such 
accident is reportable under Wis. Stats. § 346.70. 

 
  Any alcohol breath test under this section must be administered, as soon as 

possible, but no later than eight (8) hours following the accident, and the drug test 
must be administered within thirty-two (32) hours of the accident.  If the alcohol 
test is not administered within two (2) hours of the accident, the supervisor shall 
complete a report explaining the reasons for the delay in conducting the test.  If the 
alcohol test is not administered within eight (8) hours of the accident or if the drug 
test is not administered within thirty-two (32) hours of the accident, the supervisor 
shall complete a report explaining why the test was not conducted. 

 
  An employee, who is subject to post-accident testing, shall remain readily  
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available for such testing or may be deemed by the Employer to have refused to  
submit to testing.  A covered employee, who leaves the scene of the accident, may  
continue to be considered as readily available for testing if: 

 
(1) The employee notifies their supervisor or, if unavailable, another  
 supervisor of their location; 

 
(2) The employee left the scene to obtain necessary medical care (for  
 themselves or others); or 

 
(3) The employee left the scene to obtain assistance in responding to the  
 accident. 

 
 D. Return-to-Duty/Follow-Up Testing 
 
  The Employer will ensure that before an employee returns to work requiring the 

performance of their duties after engaging in conduct prohibited by this Policy, the 
employee shall undergo a return-to-duty follow-up test with a result indicating no 
measurable alcohol concentration or verified negative result for controlled 
substance use.  In any event, if required by law, an employee will not be allowed to 
return to duty without first having been evaluated by the Employer’s Substance 
Abuse Professional in order to determine the employee’s fitness for duty. 

 
Following a determination that an employee is in need of assistance in resolving 
problems associated with alcohol misuse and/or use of controlled substances, the 
employer shall ensure that the employee is subject to unannounced follow-up 
alcohol and/or controlled substances testing in consultation with a Substance Abuse 
Professional.  Consequently, the employee shall be given at least six (6) 
unannounced tests during the 12-month period after returning to duty with the 
possibility of follow-up testing for up to 60 months after the employee returns to 
duty. 

 
 E. Promotions 
 

An alcohol and/or controlled substance test may be administered as a part of all 
promotion procedures. 

 
III       Testing Procedures 
 

The Employer has or will enter into an alcohol and drug testing agreement with Prevea 
Clinic.  Testing may be done on both urine and breath (blood alcohol may also be required 
by law or at the request of an employee).  All alcohol and drug testing will be conducted in 
conformance with the procedures and rules established by the Federal  
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Omnibus Transportation Employee Testing Act of 1991 and its implementing regulations.  
Prevea Clinic or its designee shall be responsible for seeing that samples are sent to a 
certified laboratory and shall assist in the interpretation of the results.  Employer may 
contract with a replacement testing service as long as such replacement service meets 
Federal standards. 

 
 A. Alcohol Testing 
 
   Employees shall be required to submit to breath testing using an approved 

Evidential Breath Testing (EBT) device.  A certified Breath Alcohol Technician 
shall administer an initial screening test.  If the employee tests positive for alcohol, 
then the BAT will conduct a confirmation test.  The employer shall take action 
based only upon the positive results of a confirmation test.  All procedures and 
steps used in conducting both the initial and confirmation tests shall be performed 
in conformance with Federal laws and regulations. 

 
  (1) Preparation for Breath Alcohol Testing 
 
   The following procedures summarize the regulations for implementing 

alcohol and drug testing.  These procedures are subject to change in the 
event the Federal Highway Administration or other governmental agency 
changes the regulations on alcohol and drug testing of employees. 

 
(a) When the employee enters the collection site, the BAT shall require 

the employee to provide positive identification, i.e., photo 
identification or employer identification. 

 
   (b) The BAT will explain the test procedure. 
 
   (c) Employees shall be required to complete and sign various forms 

used to document the testing process.  Refusal to sign the test forms 
will be regarded as a refusal to take the test. 

 
   (d) Employees shall be instructed to blow forcefully into the 

mouthpiece for at least six seconds or until the EBT indicates that an 
adequate amount of breath has been obtained. 

 
   (e) If an employee tests positive during the screening test, the employee 

shall not eat, drink or put any object or substance in their mouth and, 
to the extent possible, not belch during the 20-minute waiting period 
before the confirmation test is conducted. 

 
   (f) Refusal by an employee to complete and sign the test form, to  
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provide breath, to provide an adequate amount of breath, or failure  
to cooperate with the testing process in a way that prevents the  
completion of the test will subject the employee to discipline, up to  
and including termination. 

 
   In the event of conflicting results between the initial test and the 

confirmation test, the confirmation test results shall determine the outcome 
of the test. 

 
  (2) Blood Alcohol Testing 
 
   Blood alcohol testing is authorized only in the following circumstances: 
 
   (a) When this Policy or Federal Rules require a post-accident or 
     reasonable suspicion test, and an EBT is not readily available for  
    either a screening or confirmation test, or if there is an EBT 
    available only for a screening test. 
 
   (b) When an employee attempts and fails to provide an adequate  
    amount of breath, blood alcohol testing may be used for both  
    screening and confirmation test purposes. 
 
      Upon the conclusive finding of a positive blood alcohol test result, the 

employee has 72 hours in which to request a test of the split specimen.  (For 
explanation of split specimen, refer to Testing for Controlled Substances 
section below).  An employee, who fails to notify the Medical Review 
Officer within 72 hours of receiving the results of the positive test of the 
employee’s desire to have the split specimen tested shall be deemed to have 
waived the employee’s right to seek testing of the split specimen.  An 
employee requesting the testing of a split specimen shall be responsible for 
the cost of any such test.  If the result of said test is negative, the Employer 
shall reimburse the employee for said test. 

 
Pending receipt of the result of the analysis of the split specimen, the 
employee shall not return to duty unless the employee has met conditions 
set forth in this Policy. 

 
   All blood alcohol testing shall be conducted in conformance with the 

procedures established by the Federal Regulations. 
 
                        (3) Results of a Positive Test 
 
   If a confirmation alcohol test results in any measurable alcohol  
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concentration, the Employer is required to: 
 
   (a) Remove the employee from their position; 
 

(b) Before returning the employee to employment, take the following  
 steps: 

 
(i) Refer the employee to a Substance Abuse Professional for  
 assessment and a determination of whether participation in  
 a treatment program is necessary; 

 
(ii) Obtain a verification from a substance abuse professional  
 that the employee has complied with any required  
 rehabilitation or treatment program; and 

 
(iii) Retest to verify that the employee has no measurable  
 alcohol concentration. 

 
   (c) The employee will subsequently be given at least six (6)  
    unannounced tests during the next year with the possibility of  
    follow-up testing for up to 60 months. 
 
   In the event that an employee is required to comply with breath testing as a 

result of a law enforcement investigation, the employee must submit to the 
examination.  The test will be considered enforceable for purposes of this 
Policy if the testing officer is a qualified BAT and the EBT that was used for 
the test has been certified by the State of Wisconsin or a local law 
enforcement agency. 

 
 B. Testing for Controlled Substances 
 
  The Employer has established its anti-drug program through this Policy and strictly 

prohibits the unlawful manufacture, distribution, dispensing, possession or 
unauthorized use of a controlled substance in the workplace.  Further, any 
abnormal conduct that may create a reasonable suspicion that an employee is under 
the influence of a controlled substance is addressed in the Reasonable Suspicion 
Testing section described previously in this Policy. 

 
  For purposes of this Policy, the employer shall test for the following concentrations 

of alcohol or controlled substances, which shall be considered a positive test when 
using an EMT immunoassay drug screening test: 

 
  Alcohol   0.04% 
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  Amphetamines  1000 ng/ml 
  Barbiturates   200 ng/ml 
  Cocaine   300 ng/ml 
  Opiates   300 ng/ml 
  THC    100 ng/ml 
  PCP    25 ng/ml 
  Benzodiazepines  200 ng/ml 
  Methadone   300 ng/ml 
 
  Concentrations of alcohol or controlled substances at or above the following levels 

shall be considered a positive test result when performing a confirmatory GC/MS 
test on a urine specimen tested positive using a technological different initial 
screening method. 

 
  Alcohol   0.04% 
  Marijuana Metabolite* 15 
  Cocaine Metabolite**  150 
  Opiates 
  Morphine***   300 
  Codeine   300 
  Phencyclidine   25 
  Amphetamines: 
  Amphetamine   500 
  Methamphetamine  500 
 
  *Delta-9 tetrhydrocannabinol -9- carboxylic acid 
  **Benzolyecgonine 
  ***25 ng/ml if immunoassay-specific for free morphine 
 
  The drug screen panel is subject to modification as required by the Federal 

Regulations referenced above. 
 
  Drug testing is conducted by analyzing an employee’s urine specimen (through a 

certified testing lab).  This procedure includes the use of a split specimen testing 
procedure.  Each urine specimen is subdivided into two bottles labeled as a 
“primary” and a “split” specimen.  Both bottles will be sent to a certified lab.  Only 
the “primary” specimen is opened and used for the urinalysis.  The split specimen 
bottle will remain sealed and stored at the lab.  If the analysis of the primary 
specimen confirms the presence of illegal, controlled substance, the employee has 
72 hours to request the split specimen be retested at the same lab or be sent to 
another certified laboratory for analysis.  An employee, who fails to notify the 
Medical Review Officer within 72 hours of receiving the results of the positive test 
of the employee’s desire to have the split specimen tested shall be  
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deemed to have waived the employee’s right to seek testing of the split specimen. 
 
  In some cases, the employee may be unable to provide a urine sample.  After a 

reasonable waiting period (not more than two hours) the collection site person may 
terminate the testing procedure. 

 
  (1) Preparation for Drug Testing 
 

The following procedures summarize the procedures established by the 
Employer for implementing drug testing.  These procedures are subject to 
change in the event a governmental agency changes the regulations on 
alcohol and drug testing of employees in public safety positions. 

 
   (a) When the employee enters the collection site, the employee will be 

required to provide identification, i.e., photo identification or 
employer identification. 

 
   (b) The employee shall be instructed to provide at least 45 ml of urine 

under the split sample method of collection.  This will be done in a 
specifically designated “donor” bathroom. 

 
   (c) The urine sample shall be divided into a primary specimen (30 ml) 

and a split specimen (15 ml). 
 
   (d) If the test result of the primary specimen is positive, the employee 

may request, within 72 hours of receiving the positive test result, 
that the Medical Review Officer direct that the split specimen be 
tested in the same manner or a different DHSS-certified laboratory 
for presence of the drug(s) for which a positive result was obtained 
in the test of the primary specimen. 

 
   (e) An employee will be removed from their position pending the result 

of the test of the split specimen. 
 
   (f) If the result of the test of the split specimen fails to confirm the 

presence of the drug(s) or drug metabolite(s) found in the primary 
specimen, the Medical Review Officer shall cancel the test. 

 
   (g) Employees shall be required to complete and sign various forms 

used to document the testing and chain of custody process.  Refusal 
to sign the test form(s) shall be regarded as a refusal to take the test. 

  



  17                                                                                                                                                                       Exhibit B
 
 

   (h) Refusal by an employee to complete and sign the test and chain of 
custody forms, to provide urine, to provide an adequate amount of 
urine (to be decided on a case-by-case basis), to request a blood 
alcohol test in lieu of urine, or other failure to cooperate with the 
testing process in a way that prevents the completion of the test shall 
be considered grounds for disciplinary action, up to and including 
termination. 

 
In the event of conflicting results between the initial test and the 
confirmation test, the confirmation test shall determine the outcome 
of the test. 

 
  (2) Results of Positive Test 
 

As with an alcohol misuse violation, the employer is required to act upon a 
positive controlled substance test result in the following manner: 

 
(a) Remove the employee from their position.  This removal will only  
 take place after the employee has been allowed to meet or speak  
 with a Medical Review Officer to determine that the positive drug  
 test did not result from the authorized use of a controlled  
 substance; 

 
(b) Refer the employee to a Substance Abuse Professional for  
 assessment and subsequent compliance with recommended  
 rehabilitation after a determination of a drug problem has been  
 made; 

 
(c) The employee must be evaluated by a Substance Abuse  
 Professional or Medical Review Officer and determined to be fit to  
 return to work prior to their release of the employee; and  
  
(d) The employee must have a negative result on a return-to-duty drug  
 test.  Follow-up testing to monitor the employee’s continued  
 abstinence from drug use will be required if the employee is  
 determined to be in need of rehabilitation. 

 
 C. Prescription and Nonprescription Drugs 
 
  Before performing work-related duties, employees must notify the Chief of Police 

or the Chief’s designee if they are taking any legally prescribed medication, 
therapeutic drug or any nonprescription drug which contains any measurable 
amount of alcohol or which carries a warning label that indicates the employee’s  
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mental functioning, metro skills or judgment may be adversely affected by the use  
of this medication.  In such case, the employee’s licensed medical practitioner  
shall indicate and recommend accommodation for the employee.  Employees do  
not need to disclose the purpose for which the medication has been prescribed. 

 
  It is the responsibility of the employee to inform their licensed medical practitioner 

of the type of public safety function that they are likely to perform in order that the 
licensed medical practitioner may determine if the prescribed substance could 
interfere with the safe and effective performance of the employee’s duties or 
operation of the employer’s equipment.  The employee shall present their licensed 
medical practitioner with a form, provided by the employer, that the employee’s 
licensed medical practitioner is to complete and where accommodation is 
warranted the employer shall attempt to provide accommodation.  Upon reporting 
for work on the first day in which the employee is taking the medication, they are to 
present the completed licensed medical practitioner’s form to the Chief of Police or 
the Chief’s designee. 

 
  As set forth in part III. C. of this Policy, an employee considering the use or  

possession of prescription or nonprescription medications containing alcohol 
should consult with their personal licensed medical practitioner in order to obtain a 
substitute medication that does not contain alcohol or to consume such medications 
containing alcohol on a prescribed schedule that will render the employee alcohol 
free during working hours.  In the event the employee’s licensed medical 
practitioner cannot prescribe a medication substitute or schedule that will render 
the employee alcohol-free during working hours, the employee shall provide the 
Chief of Police or the Chief’s designee with signed documentation from their 
personal licensed medical practitioner indicating such so that an accommodation 
for the employee can be attempted. 

 
 D. Confidentiality of Records 
 
  The employer respects the confidentiality and privacy rights of all of its employees.  

Accordingly, the results of any test administered under this Policy and the identity 
of any employee participating in any related assessment or treatment program shall 
not be revealed by the employer to anyone except as required by law.  The 
employer shall release an employee’s records as directed by the express written 
consent of the employee authorizing release to an identified person.  In addition, the 
employer shall ensure that any lab or agency used to conduct testing under this 
Policy shall maintain the confidentiality of employee test records.  In the course of 
official business, however, the lab or testing agency shall disclose information 
related to a positive alcohol or drug test of an individual to the Chief of Police.  The 
Chief of Police may, in turn, disclose this information to the employee, and limited 
necessary information to their department head and their immediate management 
supervisor as well as to the  
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arbitrator or judge in a lawsuit, grievance or other proceeding by or on behalf  
of the employee, which arises from any action taken in response to a positive  
alcohol or drug test or as required by law, including court orders or subpoenas. 

 
The Medical Review Officer shall not reveal individual test results to anyone, 
except the employee and the Chief of Police, unless the Medical Review Officer 
has been presented with a written authorization from the tested employee.  The 
Medical Review Officer may reveal to the Chief of Police or in the Chief’s absence, 
the Chief’s designee, relevant information as to whether the employee is qualified 
to perform safety-sensitive functions or whether the employee has tested positive 
for alcohol or a controlled substance.  The Chief of Police may disclose limited 
necessary information to the Chief’s managing supervisor and employee’s 
immediate management supervisor as well as to the arbitrator or judge in a lawsuit, 
grievance or other proceeding on behalf of the individual, which arises from any 
action taken in response to a positive alcohol or drug test or as required by law, 
including court orders or subpoenas or upon the tested employee’s written 
authorization and consent. 

 
  All records related to alcohol and drug tests of individual employees shall be 

maintained by the Human Resources Department in individual files separate from 
the employee’s personnel file.  These records shall be stored in a locked cabinet and 
access shall only be allowed to those employees who have a legitimate need to file 
or review the records of a particular employee as part of their authorized work 
assignments. 

 
 E. Discipline 
 
  The employer may take disciplinary action consistent with the Collective 

Bargaining Agreement and Wis. Stats. § 62.13, based upon noncompliance with 
this Policy by an employee. 

 
 F. Questions/Further Information 
 
  Any employee having questions or requesting further information with respect to 

the scope of this Policy and its contents may contact the Human Resources 
Department, 335 South Broadway, De Pere, WI  54115, Telephone 920-339-4045. 
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Summary Of The City of De Pere Policy 
Based Upon U.S. DOT Requirements 

Regarding Prescription And Non-Prescription Drug Use 
By Employees Performing Safety-Sensitive Work 

 
Before performing work-related duties, employees must notify their supervisor if they are taking 
any legal prescribed medication, therapeutic drug, or any non-prescription drug which contains 
any measurable amount of alcohol or which carries a warning label that indicates the employee’s 
mental functioning, motor skills, or judgment may be adversely affected by the use of this 
medication.  In the event that an employee is taking such a medication, he/she shall have his/her 
physician complete the Physician’s Evaluation of Prescribed Drug form and present it to his/her 
immediate management supervisor at the start of his/her first work period. 
 
It is the responsibility of the employee to inform his/her physician of the type of work that he/she is 
likely to perform in order that the physician may determine if the prescribed substance could 
interfere with the safe and effective performance of the employee’s duties or operation of City 
equipment. 
 
An employee considering the use or possession of prescription or non-prescription medication 
containing alcohol should consult with his/her personal physician in order to obtain a substitute 
medication that does not contain alcohol or to consume such medications containing alcohol on a 
prescribed schedule that will render the employee alcohol-free during working hours.  In the event 
that the employee’s physician cannot prescribe a medication substitute or schedule that will render 
the employee alcohol-free during working hours, the employee shall provide his/her immediate 
management supervisor with signed documentation from his/her personal physician indicating 
such so that an accommodation for the employee can be attempted. 
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Physician’s Evaluation Of Prescribed Drugs 
 
 
Patient/Employee Name: ________________________________________________ 
 
Date of Evaluation: ___________________________________________________ 
 
The above-named employee of the City of De Pere is required to be drug- and alcohol-free while in 
the course of employment.  Please evaluate all prescription and non-prescription medications that 
you have directed this individual to take and complete the following certification.  In cases where 
accommodation is warranted, the City of De Pere will attempt to provide accommodation. 
 
Physician’s Certification 
 
I have evaluated the prescription and non-prescription medications that I have directed the 
above-named patient to take and I have determined that: 
 
Check one: 
 
(  ) He/she can safely perform the duties and responsibilities of a public safety employee while 

taking the medications that I have directed him/her to take. 
 
(  ) He/she cannot safely perform the duties and responsibilities of a public safety employee 

while taking the medications that I have directed him/her to take and accordingly, the 
following job accommodation should be considered for him/her during the following time 
period. 

 
 ( _________________________________ to ____________________________) 
 
_________________________________________________________________________ 
 
Physician’s Name: __________________________________________________________ 
   (Type or Print) 
 
Physician’s Name: __________________________________________________________ 
   (Signature) 
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Behavior/Incident Documentation Form 
 
Department: __________________________________________________________________ 
 
Location of Incident: ____________________________________________________________ 
 
Employee: ____________________________________________________________________ 
 
Date of Observation: _________________________ Time: ________________________ 
 
Observations Recorded by: _______________________________________________________ 
 
Additional Witnesses: ___________________________________________________________ 
 
Length of Time Observed: ________________________________________________________ 
 
Description of Behavior/Incident: __________________________________________________ 
 
Did employee refuse a medical examination? _________________________________________ 
 
Did the employee leave the workplace on their own? ___________________________________ 
 
Time Left:________________________ Location: _________________________________ 
 
Vehicle (If any): _______________________________________________________________ 
 
Vehicle License: _______________________________________________________________ 
 
Were Local Authorities Called: ____________________ Time: ________________________ 
 
Name of authority contacted:______________________________________________________ 
 
Other person(s) observing departure: ________________________________________________ 
 
Additional comments or information (continue on back if necessary): ______________________ 
 
______________________________________________________________________________ 
 
Report turned over to: 
 
______________________________________  __________________________ 
Reporting Supervisor Signature    Date 
 
______________________________________  __________________________ 
Witness’ Signature      Date 
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Search/Evidence (Discrepancy) Documentation Form 
 
 
Department/Work Location: ______________________________________________________ 
 
Employee or Subject Name: ______________________________________________________ 
 
Social Security/Employee Number: _________________________________________________                         
 
Date: ________________________     Time: _________________________________________                         
 
Investigated By: ________________________________________________________________ 
 
Employed By: ____________________    Position: ____________________________________                         
 
Location of Search: _____________________________________________________________ 
 
Location of Subject: _____________________________________________________________ 
 
Reason for Search: 
 
 __________ Routine  __________ Periodic 
 __________ Contractual __________ Reasonable Suspicion 
 
Location of evidence or prohibited items: ____________________________________________ 
 
Description of evidence, items or substances (continue on back if necessary):  
 
______________________________________________________________________________ 
 
Were local authorities called?   ______________ Time: ______________________________                      
 
_________________________________________  _________________________ 
Reporting Supervisor’s Signature    Date 
 
__________________________________________ _________________________ 
Witness Signature      Date 
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Employee Acknowledgment Form 
 
Detach and return this page to the Chief of Police after you have read and understood this policy. 
 
I acknowledge that I have read the City of De Pere Alcohol and Controlled Substance Testing 
Policy and the provisions contained therein on the date indicated below.  I understand that the 
terms described in the Alcohol and Controlled Substance Testing Policy may be altered, amended 
or changed by the City to comply with the Federal Omnibus Transportation Employee Testing Act 
of 1991 and its implementing regulations, with or without prior notice. 
 
I understand if I have any questions about the policy, I can contact the Chief of Police. 
 
 
Signed: _______________________________________________________________ 
 (Employee - Print or Type) 
 
 
Signed: _______________________________________________________________ 
 (Employee - Signature) 
 
 
Date: ______________________________ 
 
 
 
Received by: ___________________________________________________________ 
  City Official 
 
Date: _______________________________ 
 
 






