Brunswick-Glynn County Joint Water and Sewer Commission
1703 Gloucester Street, Brunswick, GA 31520
Thursday, September 17, 2020 10:30 AM
Commission Meeting Room

HUMAN RESOURCES
COMMITTEE MEETING
AGENDA
COMMITTEE MEMBERS: Commissioner Donald Elliott, Chairman
Commissioner Cornell Harvey
Commissioner Wayne Neal
Executive Director Andrew Burroughs

PUBLIC COMMENT PERIOD
Public Comments will be limited to 3 minutes per speaker. Comments are to be limited to relevant information regarding your position and
should avoid being repetitious. Individuals should sign in stating your name, address and the subject matter on which you wish to speak.
Your cooperation in this process will be greatly appreciated

APPROVAL
1.
Minutes from May 20, 2020 Human Resources Committee Meeting (subject to any
necessary changes.)

DISCUSSION
1.
Review of Employee Handbook – “Employee Behavior”

MEETING ADJOURNED

All citizens are invited to attend.
There is a possibility of a quorum of Commissioners being present.

Section 2.4

HARASSMENT; WORKPLACE VIOLENCE
STANDARD
The JWSC will not tolerate any form of harassment of employees, applicants, customers, or visitors in the work
environment. Nor will the JWSC tolerate any behavior which threatens to harm or intimidate others. Such
behavior will be met with immediate response. The JWSC maintains a work environment where employees
are treated with respect and are not subject to harassment, intimidation, or exploitation; and which is free
from threatening behavior, acts of violence, or any related conduct. The JWSC will not tolerate such behavior
of an employee because of race, sex, religion, color, age, national origin, disability, or veteran status. Any
employee acting inappropriately will be subject to disciplinary action up to and including dismissal of
employment and/or criminal charges, as appropriate.
PRACTICE GUIDELINES
1. Scope:
A. Harassment: Harassment may include verbal or physical conduct, including gestures, and/or the
display of written or graphic materials which:
(1) Degrade, show hostility, or lack of respect because of race, sex, religion, age, color, national
origin, disability, or veteran status.
(2) Create an intimidating, hostile, or offensive work environment for an employee.
(3) Adversely affects an employee’s employment opportunities.
B. Workplace violence: Any employee who makes threats, exhibits threatening behavior, or engages in
violent acts on JWSC‐owned or leased property may be removed from the premises immediately
pending the outcome of an investigation. Off‐site threats include, but are not limited to, threats
made via telephone, text, fax, electronic or conventional mail, or any other verbal or non‐verbal
communication medium.
C. Whistleblower protection: Any employee who makes a good faith disclosure of the possible
existence of any activity constituting fraud, waste, abuse, or workplace health and safety violations
relating to JWSC operations shall be protected from harassment and retaliatory disciplinary action
for the employee’s disclosure of such misconduct. Notwithstanding, an employee may be subject to
disciplinary action, up to and including termination from employment, when such disclosure is made
with the knowledge of its falsity or with willful disregard of the truth or falsity of the matter
disclosed.
2. Sexual Harassment: Sexual harassment is unwelcome sexual advances or requests for sexual favors and
other verbal or physical conduct of a sexual nature based on gender, including when:
A. Submission to such conduct is made either explicitly or implicitly a term or condition of employment.
B. Submission to or rejection of such conduct is used as the basis for employment decisions affecting
the employee.
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C. Such conduct has the purpose or effect of unreasonably interfering with an employee’s work
performance or creating an intimidating, hostile, or offensive working environment.
3. Examples of Potential Sexual Harassment: Sexual harassment may include a range of subtle and not so
subtle behaviors, materials, or verbal comments that are based on sex. These include materials, behaviors,
or comments intended to offend, as well as those which inadvertently or accidentally may be made
available to an employee, guest, or vendor by virtue of being in the workplace. Sexual harassment can
include harassment between individuals of different sexes or individuals of the same sex. Depending on
the circumstances, these behaviors may include, but are not limited to, the following:











Unwanted sexual advances
Subtle or overt pressure for sexual favors
Sexual jokes, flirtations, sexual innuendoes, advances or propositions
Verbal abuse of a sexual nature
Graphic commentary about an employee’s body
Comments on sexual prowess, sexual deficiencies, sexual preferences or sexual habits
Leering, whistling, touching, pinching, assaulting, or coercing sexual acts
Suggestive, insulting, or obscene comments or gestures.
Presence in the workplace of sexually suggestive objects or pictures, photos, drawings, text, or
computer applications
Intimidation, ridicule, and insults based on sex

4. Reporting an Incident of Harassment or Workplace Violence:
A. Harassment:
(1) Employees who perceive that they are being harassed are encouraged to confront the
alleged harasser and advise him or her that the behavior is offensive and unwelcome or that
it makes the employee uncomfortable. The employee should request that the alleged
harasser stop the behavior immediately.
(2)

The employee will report the incident to their immediate supervisor and then immediately
to the Human Resources Department.

(3)

Failure to report any incident of harassment, at any level, may subject the employee to
disciplinary action up to and including termination of employment.

(4)

Employees who are not comfortable confronting the alleged harasser shall take their
concern to the immediate supervisor, and then immediately to the Human Resources
Department. If the employee is not comfortable going to supervisory or management staff,
the employee is encouraged to directly report to the Human Resources Department. The
JWSC wishes to encourage employees who perceive sexual harassment to report the
incident immediately without fear of reprisal or retaliation.

B. Workplace Violence: Employees will promptly notify their immediate supervisor and/or division
head of any threats which they have witnessed, received, or have reason to believe that another
person has witnessed or received. Employees will also report any behavior they have witnessed
which they regard as threatening or violent when that behavior is job‐related or might be carried out
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on JWSC‐owned or leased property or in connection with their employment. If the supervisor or
division head is not immediately available, employees will contact any available supervisor/manager
in the area, or contact the police. The division head, supervisor, Human Resources Department,
and/or the Director will be notified as soon as reasonably possible.
5. Management Responsibility: Division heads and supervisors are charged with the responsibility of
ensuring that employees are provided an environment where they can be productive, satisfied, and safe.
Division heads and supervisors who observe instances of harassment or any form of workplace violence,
have reason to believe, or should reasonably have been expected to know that someone may have been
harassed or threatened, shall promptly inform the next level of management and the Human Resources
Department. Division heads and supervisors who receive an employee’s report or concern of alleged
harassment or allegations of workplace violence must inform their immediate supervisor, as applicable,
and the Human Resources Department immediately. Any failure to so inform the proper supervisor and
the Human Resources Department shall make the employee subject to disciplinary action, up to and
including termination of employment.
6. Employee Responsibility: Every employee shares responsibility to make the workplace a safe
environment. The purpose is to maintain an awareness of all potential risks and to address such risks
before they become harmful. Any employee who becomes aware that an employee, customer, or visitor to
the workplace may have been harassed or has concerns related to workplace violence is expected to
report such behavior to the supervisor, division head, or Human Resources Department immediately.
Failure to do so will cause the employee to have shared responsibility for a safe workplace and may subject
the employee to disciplinary action up to and including termination of employment.
7. Investigation of Complaints: The Human Resources Department will promptly investigate all complaints
and shall advise the Executive Director immediately upon receipt of a complaint, except that if the
Executive Director is the subject of the complaint, the Human Resources Department shall advise the
Chairperson of the JWSC. All allegations will be treated confidentially to the extent possible, consistent
with legal requirements and the best interests of the JWSC and the employee. Information will be shared
strictly on a “need to know” basis. Upon notice of an alleged harassment, both employees will be
temporarily assigned to different sections as to now allow further contact between the accused harasser
and the employee claiming they were harassed. This separation will continue until the investigation is
concluded and no further possible threat of harassment exists.
8. Retaliation: Employees will not be subject to retaliation or reprisal for reporting suspected harassment or
threatening behavior or for taking part in an investigation of the allegation. Acts of retaliation must be
reported to the Human Resources Department immediately. Notwithstanding, an employee will be
subject to disciplinary action, up to and including termination from employment, when the employee
reports such misconduct with the knowledge of its falsity or with willful disregard of the truth or falsity of
the matter reported.
9. Responsive Action: All employees have a shared responsibility to contribute to a positive and professional
work environment. Any form of harassment or workplace violence constitutes failure of personal conduct
and is subject to disciplinary and corrective action. Responsive action may include, but not be limited to,
training and/or referral to counseling, and disciplinary action up to and including termination of
employment.
2.4‐3

Section 4.10

POLITICAL ACTIVITY
STANDARD
Service provided to public customers by JWSC employees shall be delivered without regard to political party or
affiliation. To further protect the public trust, no employee shall use his or her JWSC employment position to
advocate or oppose the candidacy of any individual. No JWSC employee shall be prohibited from holding an
elective office as a Commissioner of the City of Brunswick Commission or the Glynn County Board of
Commissioners provided, however, no such elected JWSC employee shall serve as a JWSC Commissioner. No
JWSC employee shall coerce, command, or advise any other JWSC employee or officer to contribute anything
of value to any person or party for political purposes.
PRACTICE GUIDELINES
1. An employee may participate in political activities at any level of local, state or federal government
provided, however, that such participation is at no time engaged in during working hours or while wearing
a JWSC uniform, and such participation does not adversely affect performance as a JWSC employee. No
JWSC employee shall be appointed, promoted, demoted, favored or discriminated against with respect to
employment in the personnel system because of the employee’s political opinions or affiliations.
2. Nothing in this Section shall be construed to effect the right of an employee to contribute to, hold
membership in, serve as an officer of, or support a political party, vote as he chooses, support or campaign
for City, County, state or national political candidates, express privately his opinions on all political subjects
and candidates, maintain political neutrality or attend political meetings. Provided, however, that no
employee may campaign or solicit contributions for any political organization, party or candidate during
the hours of his or her employment with the JWSC, or on JWSC premises.
3. Undue Influence: No employee shall use or promise to use, directly or indirectly, any official authority or
influence, whether possessed or anticipated, to secure or attempt to secure for any individual an
appointment or advantage in appointment to a position in the personnel system or an increase in pay or
other advantage in employment in any such position with the purpose of influencing the vote or political
action of that individual.
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Section 4.11

GIFTS AND GRATUITIES
STANDARD
Employees are expressly prohibited from accepting any gift, favor, or item that may tend to influence the
discharge of duties.
PRACTICE GUIDELINES
1. An employee shall not solicit or accept a gift under circumstances in which it reasonably could be inferred
that the gift was intended to influence him or her in the performance of his or her duties or was intended
as a reward for an official act on his or her part. A gift is defined as any benefit, favor service, privilege or
thing of value which could be interpreted as influencing an employee’s impartiality and includes, but is not
limited to, meals, trips, money, loans, rewards, merchandise, tickets to sports, civic or cultural events,
entertainment, hospitality and personal services or work provided by JWSC suppliers or contractors. These
limitations do not apply to the occasional acceptance of items of negligible value or of a monetary value of
twenty‐five dollars ($25.00) or less.
2. An official or employee of the JWSC shall not grant or promise any improper favor, service, or thing of
value in the course of discharging his or her duties.
3. Under no circumstances shall employees accept alcoholic beverages, cash or other equivalent in any form.
With the exception of a gift of a monetary value of twenty‐five dollars ($25.00) or less, employees shall
report any gift received to their immediate supervisor with a description of the gift, the name of the donor
(if known) and the date the gift was received. The supervisor shall forward this information to the division
head. The division head shall notify the donor that JWSC employees are prohibited from accepting such
gifts and request that the donor picks up the gift. If the gift is not picked up, then it shall be thrown away.
4. This Section is not intended to prohibit the acceptance of articles of negligible value which are distributed
generally to a division, particularly during the holiday season, by clients, business persons or suppliers of
goods and services who may want to give a gift of appreciation for services rendered or for business
received from the JWSC during the year. JWSC does not prohibit the occasional donation of perishable
goods that are consumed at the worksite and donated for the good of the entire division. When the value
of such gift exceeds fifty dollars ($50.00), the gift will be returned to the donor. Donated catered meals
are prohibited, excepting meals provided in the course of an emergency situation, work meeting, training
session or presentation to a civic or professional organization.
5. Employees shall guard against business relationships which might be considered as evidence of favoritism,
coercion, unfair advantage or collusion. Nothing in this Section is intended to prohibit employees from
obtaining loans from regular lending institutions.
6. Violations of this policy will result in disciplinary action, up to and including termination.
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Section 4.12

SAFETY
STANDARD
The safety of all JWSC employees is of paramount interest and importance to each division. The JWSC is
dedicated to the effective control of accidents through training, education, proper tools, equipment, and other
safety measures. Safety is a shared responsibility between all employees.
PRACTICE GUIDELINES
1. Responsibility:
A. The Director shall:
(1) Establish, implement, oversee and support a strong and effective safety and loss control program.
(2) Assure that division heads and supervisors are trained in safety and loss control program(s), that
they implement and support the safety and loss control programs within their divisions, and that
they hold periodic safety meetings and training programs with their employees.
(3) Periodically review the effectiveness of the safety and loss control programs with the Human
Resources Department representative and make changes to the program as necessary.
(4) Delegate overall responsibility for the administrative functions of the safety and loss control
programs to the Human Resources Department, as applicable.
(5) Be responsible to the Commissioners of the JWSC for the effectiveness of safety and loss control
programs.
B. The Human Resources Department shall:
(1) Establish, implement, and monitor a safety and loss control program as directed by the Director.
(2) Make recommendations to management regarding safety policies and activities.
(3) Provide practice guidelines that protect the safety and well‐being of employees and minimizes
lost resources.
(4) Identify risk exposure.
(5) Recommend corrective action to limit injury, damage, loss, and liability.
(6) Review and investigate accidents, damages, and special safety issues to determine ways to
prevent recurrence.
(7) Develop and monitor safety incentive programs, as directed by the Director.
(8) Provide special assistance and investigation assistance as appropriate for all types of accidents
with regard to employee injuries, vehicle and equipment damage, and general liability.
(9) Maintain an effective record‐keeping system such that data can be effectively retrieved and used
to monitor trends and activities.
(10) Conduct periodic safety inspections to identify loss‐producing conditions and make
recommendations for corrective action to the Director.
(11) When appropriate, assist division heads and supervisors in formulating and implementing safe
work standards.
(12) Provide assistance to division heads to facilitate safety training within the division.
C. Division Heads shall:
(1) Maintain a safe and healthy environment for all employees and customers.
(2) Give supervisors and managers full responsibility and authority to control accidents in his or her
work area.
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(3) Identify potential risk exposure.
(4) Recommend corrective action to minimize injury, damage, loss, and liability.
(5) Develop, implement, and enforce safety rules, procedures, and practices for the division that
mirror and support the JWSC‐wide safety and loss control program(s).
(6) Fully train and hold each supervisor and employee accountable for individual responsibility.
(7) Provide leadership and set a positive example supporting safety.
(8) Promptly report all injuries to the Director such that medical treatment may be authorized
properly and timely.
(9) Assure that prompt corrective action is taken when safety hazards are identified.
(10) Ensure that all employees receive prompt medical attention upon injury.
(11) Organize regular division safety meetings, at least monthly, for the purpose of preventing injuries
and controlling loss. The content of the meetings shall be to discuss conditions, situations,
events, accidents, incidents, near misses, damage to equipment, injury to persons, work delays,
and any other conditions that have occurred or may occur. The meetings may also include safety‐
specific training. A record of the date, the names of attendees, and the content of the meeting
shall be preserved in the division, and a copy forwarded to the Director.
D. Supervisors shall:
(1) Maintain a safe and healthy environment for all employees and customers.
(2) Evaluate the work environment and jobs to identify potential risk exposure.
(3) Recommend corrective action to minimize injury, damage, loss, and liability.
(4) Implement, and enforce safety rules, procedures, and practices.
(5) Assist in selecting qualified employees for jobs that match their skills and ability.
(6) Fully train and hold each employee accountable for individual responsibility. Evaluate employee’s
safety activities as a part of annual performance evaluations.
(7) Provide leadership and set a positive example supporting safety.
(8) Ensure that employees promptly report (within 24 hours) all injuries to the Director such that
medical treatment may be authorized properly and timely. Complete a First Report of Injury.
(9) Take or recommend prompt corrective action when safety hazards are reported.
(10) Ensure that all employees receive prompt medical attention upon serious injury.
(11) Support division safety meetings and training programs.
(12) Identify training needs and assure that employees receive training when needed.
(13) Inspect work areas and equipment daily to prevent accidents and injury. Identify unsafe
conditions and correct or recommend action for correction. Maintain written copies of safety
inspection results and recommendations.
(14) Comply with all JWSC and division safety procedures, polices, and rules.
(15) Wear protective clothing and equipment as prescribed for the job.
(16) Report all accidents and injuries immediately to supervisors.
(17) Perform safety inspections on vehicles and equipment daily. Report any unsafe conditions to the
supervisor.
(18) Be mindful of potentially unsafe conditions or unsafe acts. Report such acts and conditions to
supervisors immediately in the interest of safety and efficiency, so that corrective action may be
taken in time to prevent injury. Assist supervisors in inspecting work areas to identify risks.
2. Safety Rules and Regulations: Employees are expected to follow prescribed safety rules. In addition, each
division may implement, with the approval of the Director and consistent with these Standards of Practice,
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regulations which are appropriate to each division’s operations. These safety rules represent the minimum
required behavior and are not all‐inclusive. These guidelines for safe operations are not absolute,
inflexible rules, but must be tempered with common sense on the part of our employees. In the absence
of a reasonable basis for departures from these guidelines, failure to follow these rules will result in
disciplinary action up to and including termination.
A. Employees must report all accidents immediately to their supervisors.
B. Employees may not enter divisions other than where they are scheduled to work, except on JWSC
business, and when their presence would not distract, endanger or otherwise create or contribute to
an unsafe work environment.
C.

Employees must lift properly, get as close behind the load as possible, keep the back straight, and lift
with the legs. Employees must maintain good posture while lifting. Do not twist while lifting and do
not lift excessive loads.

D. Headphones are not permitted on the job except where authorized. Use of personal radios is
governed by division operating procedures.
E. All employees are responsible for exercising due care in the course of their work to prevent injuries to
themselves, to their fellow workers, to the general public, and to prevent damage to JWSC and private
property.
F. All employees are expected to follow these Human Resources Standards of Practice and to perform
and behave according to the Section 7.3, Code of Conduct. When an employee fails to follow the Code
of Conduct, the employee will be subject to disciplinary action up to and including termination of
employment.
G. Before starting a job, each employee must thoroughly understand the work that is to be done, must
understand his or her part in that work, and must know the safety rules that apply.
H. Climbing or standing on machinery or equipment is strictly prohibited unless it is specifically
authorized.
I.

The use of alcohol or drugs will not be permitted on the job. Employees will not be permitted to work
if any evidence of alcohol or drugs is observed. This shall include any drug prescribed or purchased
over the counter that may interfere with safe work performance.

J.

Running, pushing, shoving, fighting, or “horseplay” is strictly prohibited.

K. Personal protective clothing and equipment must be worn while performing certain jobs. Approved
safety eyeglasses, goggles, face shields are required when grinding, polishing, buffing, mowing,
chipping or trimming. Hard hats are required where overhead exposure (falling objects) may be
present. Protective vests are required for specific jobs. Welders shall be required to wear appropriate
eye protection and other proper clothing (gloves, arm and shoulder protection) as instructed by the
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supervisor.
L. Employees who are provided steel‐toed safety shoes are required to wear them.
M. Safety vests shall be worn by any employee working in traffic or in close proximity to the street.
N. Ladders shall be used only when the proper length has been selected for the job. Employees must not
stand on the platform or on the second rung from the top. Employees must not “walk” a ladder while
standing on it. Ladders shall be properly secured during use.
O. Oily rags, waste, and chemicals shall be properly stored. Material Safety Data Sheets will be available
for all hazardous materials in the workplace.
P. Employees must report any unsafe conditions or practices to the supervisor.
Q. Employees are encouraged to make suggestions when they believe such suggestions could improve
the safety or performance of the operation.
R. Reporting an Accident: In all situations, medical needs must be attended to immediately and the
injury/accident reported promptly. If the accident involves damage to a JWSC vehicle or equipment,
the supervisor or other management employee must be notified immediately. (See Section 4.15,
Equipment Use, Care, and Maintenance, for reporting accidents involving equipment; Section 4.16,
Vehicle Use, Care, and Maintenance, for reporting accidents involving vehicles; and Section 5.4,
Workers’ Compensation Insurance, for reporting work‐related injuries.)
S. Enforcement and Corrective or Disciplinary Action: All employees are required to follow safety rules.
Employees should be made aware of safety rules during new employee orientation and in training for
any new job. First line supervisors are required to properly train employees. Employees or supervisors
who fail to properly follow and enforce safety rules will be directed to the JWSC Code of Conduct and
appropriate corrective or disciplinary action will be taken.
T. Unauthorized Persons in the Workplace: While JWSC facilities are public places and generally open to
the public, an employee’s friends and family members are discouraged from visiting the employee in
the workplace. Visitors may be unfamiliar with the hazards of the work environment and should avoid
such areas. Visitors may also tend to distract employees from attention to their work and may present
opportunity for error or injury. In order to limit the JWSC’s liability, visitors should be discouraged
except in guided tours and special events
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Section 4.13

DRUG‐FREE WORKPLACE
STANDARD
The standard work environment for the JWSC shall be a drug‐free workplace. The JWSC is committed to
providing a safe and efficient work environment and to fostering the health and well‐being of its employees, its
customers, and the general public. That commitment is jeopardized when an employee uses alcohol, drugs, or
controlled substances that affect job performance. The JWSC wishes to protect the JWSC from liability for
drug and alcohol‐related accidents or errors. Therefore, the JWSC has established the following standards of
practice and implementation guidelines, (collectively, “the policy”), which constitute a condition of
employment with which all employees must comply.
PRACTICE GUIDELINES
1. Drug and Alcohol Use Prohibited:
A. Drug or alcohol use by employees during assigned working hours, or otherwise while on JWSC business
is prohibited. This shall include the use of illegal substances, the abuse of prescription medications,
and the use of alcohol. The manufacture, use, purchase, possession, offer to sell or buy, dispensation
or distribution, or otherwise engaging in the illegal use of prescription or illegal drugs or the
consumption of any alcoholic beverage during hours of work is prohibited.
B. Performing work or reporting to work under the influence of or while possessing in his or her body,
blood, or urine, illegal drugs is prohibited.
C. Performing or reporting to work under the influence of or impaired by alcohol is prohibited. Purchase
of any alcoholic beverage during assigned work hours or scheduled breaks is prohibited. Employees
are prohibited from:
(1) Reporting to duty or performing work with an alcohol concentration equal to or greater than .04
grams.
(2) Consuming alcohol up to eight (8) hours following an accident or until the employee undergoes a
post‐accident test, whichever comes first.
(3) Consuming alcohol four (4) hours prior to performing safety‐sensitive duty.
D. Conduct, on or off duty, related to alcohol or controlled substances, that would undermine the
reputation or efficiency of the JWSC is prohibited (e.g., sale of drugs).
E. The illegal use of prescription drugs is prohibited. (e.g., use of prescription drugs that have not been
legally obtained or used in a manner or for a purpose other than as prescribed or by an
employee for whom the medication was not prescribed) However, nothing in this policy precludes the
appropriate use of legally prescribed medications.
F. Possession of any alcoholic beverages, even with the seal thereof unbroken, in any JWSC‐owned or
leased vehicle at any time is prohibited. Possession of any alcoholic beverages with the seal thereof
broken, in any privately‐owned vehicle used by an employee in the course of JWSC business or duties,
during assigned work hours, is prohibited.
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G. Employees who are using over the counter medications that are likely to impair job performance or
safety are required to notify their supervisor of such use so that the supervisor and division head can
determine whether the job can be performed safely.
2. Notice of Conviction: An employee who is convicted or pleads guilty or nolo contendere under a criminal
drug or alcohol statute must notify his or her division head no later than five (5) calendar days after such a
conviction or plea. A criminal drug statute is any federal, state or local law which makes unlawful the
manufacture, transport, distribution, dispensation, purchase, sale, use, or possession of any illegal drug or
controlled substance, including any other activity related to illegal drugs or medications. The division head
will promptly forward such information to the Human Resources Department. Such convictions or pleas
may be considered in any employment decisions including promotion or adverse action. Failure to notify
the JWSC of a conviction or plea will be grounds for dismissal.
3. Employee Assistance Program: The JWSC is willing to offer confidential assistance to an employee that
voluntarily identifies himself to his division head or immediate supervisor as needing assistance with an
alcohol or drug problem by providing education, training, counseling and referral for medical assistance
when appropriate. The Human Resources Department maintains a resource file of medical and clinical
professionals who are trained in providing assistance to persons with drug or alcohol addictions.
Employees who need assistance are encouraged to seek help privately or to request assistance from the
Human Resources Department in identifying a professional counselor or clinic.
A. Voluntary Entry: The JWSC encourages all employees to seek help either from sources available
through JWSC employment or from independent sources for their alcohol and/or drug problem.
(1) The JWSC will not seek disciplinary action against an employee that voluntarily identifies himself to
his division head or immediate supervisor as needing assistance with an alcohol or drug problem,
provided the employee simultaneously enters and successfully completes treatment under the
Employee Assistance Program.
(2) An employee may decline, without penalty, to perform or continue to perform his job if the
employee knows that he or she is, or may be, impaired by alcohol or a controlled substance,
provided the employee simultaneously enters and successfully completes treatment under the
Employee Assistance Program.
(3) The JWSC, if notified, will use its best efforts to work with an employee that has identified himself
as needing assistance, and will use its best efforts to accommodate the employee for a reasonable
period of time needed in evaluation and treatment.
(4) The self‐identification program, as outlined herein, shall not be utilized once an employee has
been instructed to participate in a drug and/or alcohol test under the terms of this policy.
B. Involuntary Entry: A division head or the Director may require an employee to enter the Employee
Assistance Program as an alternative to a proposed disciplinary action. An employee who refuses to
participate in or fails to complete the rehabilitative program may be subject to disciplinary action as
originally proposed without further recourse to a treatment program. Employees who are required to
seek professional help as a condition of continued employment may be tested periodically for drugs
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and alcohol at any time without warning during the treatment period and for a two‐year period after
completing the mandated treatment program.
C. Employment: Participation in any treatment or rehabilitation program will not guarantee continuance
of employment if the employee’s work performance is not satisfactory, if the employee tests positive
for alcohol, illegal drug or a controlled substance, or after undergoing treatment, or fails to complete
the treatment or rehabilitation.
4. Employee Education: Employees will participate in educational programs designed to inform them about
the dangers of drug abuse in the workplace, available drug counseling and opportunities for rehabilitation,
and the discipline that can be imposed upon employees for drug abuse violations or violations of this
policy. Failure to participate in such programs as directed by an employee’s supervisor shall be grounds
for disciplinary action.
5. Supervisor Training: Supervisors will participate in periodic training designed to help them recognize
potential signs of drug or alcohol abuse. Training will include proper protocol for requesting a drug test,
procedures, confidentiality concerns, documentation, and follow up. Although it is not the supervisor’s job
to diagnose personal problems, the supervisor should be trained to encourage employees to seek help
when appropriate and to advise them about available resources for getting help. Failure to participate in
such training programs as directed by an employee’s supervisor shall be grounds for disciplinary action.
6. Employees Subject to Testing:
A. All job applicants who have been extended a conditional offer of employment will be drug and alcohol
tested before beginning employment.
B. Employees moving into a safety sensitive position will be drug tested. Safety sensitive positions are
those that may impact the safety of self, co‐worker or others and in which impairment of the
employee by any substance could adversely affect public health and safety. A safety sensitive position,
or high‐risk work, contains duties of such a nature that the compelling JWSC interest to keep the
employee drug and alcohol free outweighs the employee’s privacy interests. It includes duties in
which inattention to duty or errors in judgment while on duty will have the potential for significant risk
of harm to the employee, other employees, or the general public. The following are examples of
safety‐sensitive or high‐risk positions:
(1) Positions with duties that are required or authorized to inspect, handle, or transport hazardous
waste or hazardous material.
(2) Positions with duties that require a commercial driving license (CDL).
(3) Positions with duties that require the operation of water and sewer wastewater treatment plant.
(4) Positions with duties that affect the operation and maintenance of water filtration or pollution
control equipment.
(5) Positions with duties that require the operation, maintenance, or inspection of heavy motorized
equipment.
C. All employees are subject to post‐accident and reasonable suspicion alcohol and drug testing,
regardless of the position in which they are employed as set forth in this Section.
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7. General Procedures for Conducting Tests:
A. All testing procedures, to include obtaining urine samples and use of breathalyzer equipment, shall be
carried out by qualified law enforcement personnel or an approved laboratory and/or medical facility
that operate in compliance with the National Institute of Drug Abuse (NIDA) Guidelines, or equivalent
guidelines. Drug testing will be done to determine the presence of amphetamine/methamphetamine,
cannabinoids (marijuana), cocaine, metabolite, ethanol, opiates, phencyclidine, barbiturates, and
benzodiazepine, sedatives, synthetic opiates, and such other drugs as proscribed in the NIDA
Guidelines.
B. All urine drug‐testing specimens must be collected as split specimens. The term “split” means that one
urine specimen will be divided into two (2) separately sealed specimen bottles for submission to the
laboratory.
C. Whenever an initial test is found to be positive, an automatic confirmation test will be performed.
Every individual who takes or submits to an alcohol and drug screening test shall be entitled to a copy
of the confidential test results upon written request.
D. Evidential Breath Test (EBT) results of 0.04 grams or greater, or urine test results of .40 mg./deciliter or
greater, or an equivalent blood sample alcohol concentration, shall raise a rebuttable presumption for
alcohol impairment. Any consumption of alcohol on the job shall constitute a violation of this policy
regardless of amount or concentration.
E. The confidentiality of any information received by the JWSC through the substance abuse testing
program shall be strictly maintained, except as otherwise provided by law.
All information from an employee’s or job applicant’s drug and alcohol test shall be confidential and
only available to the Director of the Human Resources Department, and others with a strict need to
know. Disclosure of test results to any other person, agency or organization shall be prohibited unless
written authorization is obtained from the employee, job applicant, or otherwise provided by law. The
results of a positive drug or alcohol test shall not be released until the results are confirmed.
F. Reference to “testing” shall generally mean drug and alcohol testing.
G. A Medical Review Officer (MRO) is a qualified medical professional that, in conjunction with the drug‐
testing laboratory, receives confidential medical information from the donor (employee or job
applicant) that could affect the test result. When a test result is positive, the MRO will contact the
donor to inquire as to why a particular substance may be present in the test result. The donor has the
opportunity to explain to the MRO the presence of any prescription medications, or other substances
present in the test result. The MRO communicates to the JWSC a “negative” or “positive” test result.
Any other detail is maintained by the MRO and the drug testing laboratory and is not shared with the
JWSC without authorization from the donor.
8. Post‐Offer Pre‐employment Testing:
A. All prospective new employees will be tested (urinalysis) for the use of illegal drugs and the improper
use of alcohol and other drugs provided that an initial offer of employment has been made.
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B. Each prospective new employee is required to sign a notice and acknowledgment form consenting to a
drug screening and authorizing disclosure of the results to the JWSC and any agent acting as the
Human Resource Department on behalf of the JWSC.
C. When the test indicates illegal or improper drug use, the individual will not be employed. However,
the individual may reapply for employment after one (1) year, and if the result of the drug test
administered at the time of reapplication is satisfactory, the suitability of the prospective employee
may be reconsidered.
D. If the physician, official, or lab personnel have reasonable suspicion to believe that the job applicant
has tampered with the specimen, the applicant will not be considered for employment.
9. Random Testing:
A. Random drug and alcohol testing is conducted without individualized suspicion of a violation of the
JWSC’s Drug Free Workplace standard. Selection is made by neutral criteria so that all employees
eligible for testing have an equal opportunity to be tested.
B. Employees with a confirmed positive test result may, at their option and expense, have a second
confirmation test made on the same specimen. An employee will not be allowed to submit another
specimen for testing.
10. Periodic Testing: Drug testing of JWSC employees subject to random testing and engaged in those
occupations which require a commercial driving license may be conducted periodically during each
calendar year for drugs and/or alcohol abuse. Periodic testing is done in the compelling interest of the
JWSC to ensure public safety and to safeguard the community and its citizens.
11. Reasonable Suspicion Testing:
A. Supervisors who suspect an employee is under the influence of illegal drugs or controlled substance
without a valid prescription, or the improper use of prescription or other drugs and/or alcohol shall
immediately report the incident to the next level of supervision and to the division head.
B. The determination of whether reasonable suspicion exists shall be made by the division head or
highest ranking supervisor on duty and, in consultation with the Human Resources Department, if
possible. The facts underlying the determination of reasonable suspicion shall be disclosed to the
employee at the time the demand to submit to testing is made.
C. Reasonable suspicion is based upon a belief that an employee is using or has used drugs or alcohol in
violation of the JWSC’s Standards of Practice. Reasonable suspicion shall be drawn from specific and
objective facts that can be clearly articulated. Reasonable inferences shall be drawn from those facts in
light of experience. Among other things, such facts and inferences may be based upon, but not limited
to, the following:
(1) Observable phenomena while at work such as direct observation of substance abuse or of the
physical symptoms or manifestations of being impaired due to substance abuse;
(2) Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance;
(3) A report of substance abuse provided by a reliable and credible source;
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(4) An employee is involved in a physical or verbal altercation;
(5) An employee exhibits unusual behavior such as slurred speech or unsteady walking or movement
on the job;
(6) An employee has the odor of alcohol on their person on the job; or
(7) An employee is in possession of alcohol or drugs on the job.
D. Following the determination that reasonable suspicion exists, the employee shall be transported to
and from the testing site by the employee’s supervisor or a designee. Following the testing procedure,
the person transporting the employee shall make appropriate arrangements to transport the
employee home. The employee shall not be allowed to drive himself or herself home. Pending the
availability of test results, the employee will be placed on administrative leave of absence.
E. Supervisors shall be required to document in writing, within the next working day, the specific facts,
symptoms or observations that formed the basis for their determination that reasonable suspicion
existed to warrant the testing of an employee. All documents created in connection with the
determination of reasonable suspicion shall be forwarded to the Human Resources Department under
confidential cover.
F. Care should be taken to maintain the respect and dignity of employees who are requested to submit
to reasonable suspicion drug testing. Supervisors should be as discrete as possible when transporting
an employee to the testing site. The confidentiality of any information received by the JWSC through
the substance abuse testing program shall be strictly maintained, except as otherwise provided by law
and shall be available within the JWSC strictly on a need to know basis.
G. When reasonable suspicion exists that an employee has possession of alcohol, illegal drugs or
controlled substances without a valid prescription, a supervisor with the concurrence of the division
head shall have the right, to the extent not prohibited by law, to require the employee to submit
immediately to a search of his or her office, desk, cabinet, locker, work vehicle or other items on JWSC
premises to which he or she has or had access. The reasonable suspicion must be based on objective
facts and inferences rationally drawn from these facts. Refusal to agree to a lawful inspection
requested by the authorized JWSC personnel is considered insubordination and grounds for
disciplinary action up to and including termination of employment. Employees do not have a
reasonable expectation of privacy with respect to such JWSC equipment and facilities.
12. Post‐Accident and/or On‐the‐Job Behavior Testing:
A. Any employee will be drug and alcohol tested when the employee is involved in:
(1) Any motor vehicle accident in the course of work;
(2) Any work‐related injury requiring medical treatment;
(3) Any workplace incident in which machinery, equipment, or other property is damaged and the cost
of repair or replacement is estimated at greater than $250;
(4) Any serious on‐the‐job incident or accident; or
(5) Any employee whose on‐the‐job behavior indicates that the employee may be under the influence
of drugs or alcohol.
B. Following any of the above, a drug and alcohol test shall be conducted. The employee shall be
transported to the testing site by the employee’s supervisor or a designee. Following the testing
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procedure, the person transporting the employee shall make appropriate arrangements to transport
the employee home. The employee shall not be allowed to drive himself or herself home. Pending the
availability of test results, the employee will be placed on paid leave of absence.
C. An employee who is subject to post‐accident and/or on‐the‐job behavior testing shall remain readily
available for such testing or may be deemed by the JWSC to have refused to submit to testing.
Nothing in these guidelines shall be construed to require the delay of necessary medical attention.
13. List of Medications: At the time of testing, employees and job applicants shall provide to the lab a list of
those prescriptions and over‐the‐counter medications that he or she has recently used. The list of
medications shall be kept confidential and shall be disclosed only to the Medical Review Officer who will
determine whether the positive result was due to the lawful use of any of the listed medications.
14. Prescription Drug Use:
A. An employee using prescription medication while on the job shall do so in strict accordance with
medical directions. It is the employee’s responsibility to notify the prescribing physician of the duties
required by the employee’s position and to ensure that the physician approves the use of the
prescription medication while the employee is performing his or her duties.
B. An employee whose job performance is adversely affected by prescription drugs creates a risk of
serious danger to the safety, security and health of not only himself or herself but to innocent co‐
workers and members of the public. Based on the job‐relatedness of the disclosure of prescription
drug usage and consistent with business necessity, the following procedures shall apply:
(1) Any employee who is using a prescribed drug for any medical reason or other condition which
impairs the ability to perform an essential function of his or her job or creates a safety hazard
should discuss this matter with his or her immediate supervisor. The supervisor shall inform the
division head of the matter.
(2) Based on a written statement from the employee’s prescribing physician and which may identify
any restrictions that may affect and/or prevent the safe performance of the required duties, the
division head will determine whether the employee can work safely while taking the medication,
whether an essential function of the job is effected, and whether reasonable accommodation is
required to enable the employee to continue in the job.
(3) If it is determined that the employee is unable to perform an essential function of his or her duties
without impairment caused by the medication and cannot be reasonably accommodated, then the
employee shall be directed not to work until the medication that is being taken is no longer
present or use of medication causing the impairment is discontinued. The employee may be
placed on accrued sick or annual leave. If an employee has no accrued leave, then the employee
may be placed on leave of absence without pay unless the employee is otherwise qualified for
FMLA Leave.
15. Acknowledgement; Notification: Notification of the drug‐testing program will be provided to all job
applicants by way of the job vacancy announcement. Each new employee shall be provided notice of the
drug‐testing program during the “new employee orientation”. New employees will be required to sign the
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acknowledgement form as a condition of employment. In addition, every employee subject to alcohol and
drug testing shall be required to sign a form issued by their supervisor or collection site, consenting to the
test and acknowledging the date, time and location of their test.
16. Refusal to Consent; No show:
A. Post Offer Pre‐employment Job Candidates: Any applicant for a job with the Commission who
refuses to consent to a drug and alcohol test shall be denied employment.
B. Employees: Any employee who refuses to sign the consent form, submit to a drug and alcohol test
or fails to appear at the designated collection site to take the test as required herein shall be
terminated immediately.
17. Suspension of Drug and Alcohol Testing: The Director may suspend drug and alcohol testing during times
of emergency such as a hurricane or other similar situations.
18. Discipline:
A. Any employee who engages at work in the illegal manufacture, distribution, dispensation, or sale or
use of a controlled substance, or who is found on JWSC property to be in possession of such a
substance or drug, in a JWSC vehicle, or off premises while on JWSC business or who is convicted
under a criminal drug statute for a violation occurring on the JWSC's premises, will be terminated
immediately.
B. Any employee who tests positive for alcohol or drug use, or when there is reasonable suspicion the
employee has tampered with a drug test, the employee shall be suspended immediately without pay
pending investigation and disciplinary action. Following an investigation, the employee may be
referred to a mandatory drug and/or alcohol rehabilitation program as a condition of continued
employment, and/or may be disciplined up to and including termination of employment. The decision
will be based upon potential risk to the employee, co‐workers, or customers, liability to the JWSC; the
opportunity for rehabilitation; the employee’s work history; injury or damage caused; on/off the job
circumstances; extent of impairment; and involvement with illegal drugs or prescription drugs
obtained in a manner not prescribed or not for the intended use.
C. Violation of any aspect of this Section may result in notification to law enforcement agencies.
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Section 4.20

SOLICITATION AND DISTRIBUTION OF LITERATURE
STANDARD
JWSC employees will focus their primary attention during working hours on the business of the JWSC and the
customers we serve. Solicitation and distribution of non‐work related literature during working hours and on
JWSC premises is prohibited.
PRACTICE GUIDELINES
1. Solicitation and distribution of literature by non‐employees is prohibited in JWSC work areas, in JWSC work
facilities, and on other JWSC property that is not by tradition or designation a forum for public
communication.
2. Solicitation by employees is prohibited when the person soliciting or the person being solicited is on work
time. Working time does not include authorized meal periods.
3. Distribution of literature by JWSC employees in non‐working areas during working hours is prohibited.
4. Distribution of literature by JWSC employees in working areas is prohibited at all times.
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