





















































DRUG-FREE WORKPLACE POLICY

Purpose and Goal

CHP International, Inc. is committed to protecting the safety, health, and well being of all
employees and other individuals in our workplace. We recognize that drug use poses a
significant threat to our goals. We have established a drug-free workplace program that
balances our respect for individuals with the need to maintain a drug-free work
environment.

This policy recognizes that employee involvement with drugs can be very disruptive,
adversely affect the quality of work and performance of eniployees, pose serious health
risks to users and others, and have a negative impact on productivity and morale.

This organization encourages employees to voluntarily seek help with drug related
problems.

Covered Workers

Any individual who conducts business for the organization, is applying for a position, or
is conducting business on the organization’s property is covered by our drug-free
workplace policy. Our policy includes, but is not limited to the CEO, managers,
supervisors, full-time employees, part-time employees, and off-site employees.

Applicability

Our drug-free workplace policy is intended to apply whenever anyone is representing or
conducting business for the organization. Therefore, this policy applies during all
working hours, whenever conducting business or representing the organization, while on
organization property, or at company-sponsored events.

Prohibited Behavior

It 1s a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer
for sale illegal drugs.

Notification of Convictions

Any employee who is convicted of a criminal drug violation in the workplace must notify
the organization in writing within five calendar days of the conviction. The organization



will take appropriate action within 30 days of notification. Federal contracting agencies
will be notified when appropriate.

Consequences

One of the goals of our drug-free workplace program is to encourage employees to

voluntarily seek help with drug problems. If, however, an individual violates the policy,
the consequences are serious.

In the case of applicants, if he or she violates the drug-free workplace policy, the offer of
employment can be withdrawn. The applicant may reapply after one year and must
successfully pass a pre-employment drug test.

If an employee violates the policy, he or she will be subject to progressive disciplinary
action and may be required to enter rehabilitation. An employee required to enter
rehabilitation who fails to successfully complete it and/or repeatedly violates the policy
will be terminated form employment. Nothing in this policy prohibits the employee from
being disciplined or discharged for other violations and/or performance problems.

Assistance

CHP International, Inc. recognizes that drug abuse and addiction are treatable illnesses.
We also realize that early intervention and support improve the success of rehabilitation.
To support our employees, our drug-free workplace policy:

e Encourages employees to seek help if they are concerned that they or their family
members may have a drug problem.

e Encourages employees to utilize the services of qualified professionals in the

community to assess the seriousness of suspected drug problems and identify
appropriate sources of help.

Treatment for drug use disorders may be covered by the employee benefit plan.

However, the ultimate financial responsibility for recommended treatment belongs to the
employee.

Confidentiality

All information received by the organization through the drug-free workplace program is
confidential communication. Access to this information is limited to those who have a
legitimate need to know in compliance with relevant laws and management policies.



Communication

Communicating our drug-free workplace policy to both supervisors and employees is
critical to our success. To ensure all employees are aware of their role in supporting our
drug-free workplace program, all employees will receive a written copy of the policy.



Grievance Policy

General

The CHP grievance procedure is designed to provide prompt and orderly resolution of
complaints or disputes arising in the course of employment. Any staff members has the
right to present to the company any personal grievance regarding employment within 30
days of an occurrence and/or within 30 days of the staff member having reasonable
knowledge of the occurrence and have it considered on its merits as described below.
Complaints pertaining to the general level of wages, wage patterns, fringe benefits, or
other broad areas of financial management and staffing are not deemed to be grievable
issues, and, therefore, are not covered by this policy.

A grievance involving suspension or termination must be submitted in writing directly to
the CHP International, Inc. President within five working days following receipt of notice
of the suspension or termination.

No decision may be made at any step of the grievance procedure that conflicts with or
modifies an approved CHP International, Inc. policy or that is contrary to any law to
which the organization is subject or any contract to which the organization is a party.

Procedure

Since most work-related complaints and disputes can be settled in conversation between
the staff member and the staff member’s supervisor, staff members are encouraged to
resolve any problem by seeing their immediate supervisors. An earnest effort is to be
made to resolve these issues as promptly as possible.

If the staff member is not satisfied with the response received after discussing the
complaint with the supervisor, the following steps may be used:

¢ The staff member is to identify specifically the unrcsolved grievance by writing a
letter to the supervisor. In the letter, the staff member is to identify the resolution
that is being sought. The supervisor is to forward a copy of the letter to the CHP
International, Inc. President.

e Within seven working days after receipt of the written grievance, the supervisor
will provide the staff member a written response to the grievance with a copy to
the CHP International, Inc. President. Should the supervisor need additional time
to investigate the complaint, the supervisor will provide a written notice to the
staff member, indicating the date on which a written response will be issued.

e If the staff member is not satisfied with the written response received from the
supervisor, the staff member may request, in writing, a review of the matter by the



CHP International, Inc. President or his designee. Within ten working days after
receipt of the written grievance, the President or his designee will provide the
staff member a written response to the grievance with a copy to the staff
member’s personnel file. Should the President need additional time to investigate
the complaint, the supervisor will provide a written notice to the staff member,
indicating the date on which a written response will be issued. The President’s
written response will be the organization’s final decision.









