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POLICY: 
 
The City of Commerce (“the City”) is the recipient of federal funds that require 
certification and notification to employees regarding promoting and maintaining a drug-
free workplace.  In accordance with the requirements of 41 U.S.C.  702-706, the City is 
required to notify employees that: 

1. The unlawful manufacture, distribution, dispensation, possession or use of any 
controlled substance or other drugs not prescribed by a licensed physician for the 
treatment of a current medical problem is prohibited.  
 

2. Any violation of this policy by an employee shall result in disciplinary action up to 
and including termination.  
 

3. As a condition of continued employment all employees shall abide by this policy 
and report for duty free of the influence of drugs and alcohol.  
 

4. Employees are required to notify their immediate supervisor of any criminal drug 
statute conviction for violation occurring in the workplace no later than five (5) 
days after such conviction.  
 

5. The City shall report the conviction, in writing, within 10 calendar days to the 
Federal agency grant officer, or other designee of any individual who is convicted 
for a violation of a criminal drug statute occurring during the conduct of any grant 
activity.  
 

6. The City shall, within 30 days after receiving notice from an employee of any 
criminal drug statute conviction for a violation occurring in the workplace, take 
appropriate personnel action against such employee up to and including 
termination; or require such employee to satisfactorily participate in a drug abuse 
assistance or rehabilitation program approved for such purposes by a federal, 
state, or local health, law enforcement, or other appropriate agency.  
 

7. Counseling, rehabilitation and employee assistance for employees who have 
personal problems regarding the abuse of drugs is available through the City’s 
Employee Assistance Program.  Additionally, awareness program are presented 
to inform employees about the dangers of drug abuse in the workplace.  
 

8. The City of Commerce is not responsible for the costs of participation in 
programs under this policy.  Employees may use options provided under their 
medical coverage. 
  

Additionally, the use of alcohol shall be prohibited by City employees working overnight 
assignments. 
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PROCEDURE: 
 

Responsibility 
 
Human Resources 

 
 

1.

Action 
 

Provides notice to employees of drug- 
   free workplace policy. 

  2. Provides drug-free awareness 
information programs. 

 
3. Provides drug counseling and 

rehabilitation programs through 
employee assistance program. 

Employee 4. Notifies immediate supervisor of any 
criminal drug statute conviction for a 
violation occurring in the workplace 
within five days of conviction. 

Supervisor 5. Notifies Department Head and Human 
Resources of the conviction of an 

    employee. 

Department 6. Reports the conviction, in writing, 
within 10 days to the Federal agency 
grant officer or other designee of any 
individual who is convicted for a 
violation of a criminal drug statute 
occurring during the conduct of any 
grant activity. 

Human Resources 7. Recommends appropriate disciplinary 
action to department. 

Department 8. Takes appropriate disciplinary action 
up to and including termination; or 

    requires employee to satisfactorily 
participate in drug abuse assistance or 
rehabilitation program approved by a 
federal, state, or local health, law 
enforcement, or other appropriate 
agency. 

Employee 9. Participates in drug abuse assistance 
    or rehabilitation programs, as required,

utilizing their medical coverage. 

 

Human Resources 10.  Monitors disciplinary actions by 
department. 

 
 


