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1.0 Quick reference guide
	
	Blood alcohol content (BAC) 
	Use, sale, possession or distribution of alcohol
	Use, sale, possession or distribution of illicit drugs

	Work sites

Administration areas (low to mod risk)

Working on site

On availability or atandby
	0.00
	x
	x

	Driving operational vehicles

including hire cars used for business travel
	0.00
	x
	x

	Executive salary package vehicles used for Hydro Tasmania business
	0.00
	x
	x


1.1 Exceptions
	Therapeutic drugs

	Consumption and possession of therapeutic drugs that do not adversely affect an employee’s ability to perform their role safety and effectively.

	On site authorised functions

	Responsible consumption and possession of alcohol is permitted at authorised functions in designated areas.  Refer to the guidelines on safer functions with alcohol.

	Executive salary package vehicles – private travel

	In the case of driving in an executive salary package vehicle for private travel, the driver’s BAC level may exceed 0.00 but must not exceed 0.05 as per legislative requirements.

	Gifts of alcohol

	Gifts of alcohol received by employees and contractors in the course of their employment are acceptable within company guidelines for the receipt of gifts, (e.g. recognition gifts, Christmas gifts etc).  Alcohol must be stored unopened and removed unopened from company premises or vehicles at the end of the work day.


2.0 Introduction

In approaching this sensitive topic of the impact of alcohol and other drugs on our individual fitness for work, there are inevitable trade-offs we must make between our individual lifestyle choices and the obligations we have towards ourselves and others with whom we work. 

As an employer, Hydro Tasmania has a duty of care under workplace health and safety legislation, a commitment to providing a safe working environment for all our people, and a responsibility and commercial interest in ensuring our business is not compromised by the actions of any individual who is not fit for work.

While committed to providing education for all employees and assistance to that small number of employees impacted by alcohol or drug problems, we are also committed to respecting the diverse choices of all individuals. Ultimately, what is asked of all our people is to take responsibility for their own fitness for work.

A procedure such as this must inevitably be prescriptive in its wording, however, in the real world there will always be situations requiring individuals to make mature choices and exercise common sense. In doing so, each of us should bear in mind the organisational obligations and individual responsibilities outlined above, and our overall objective of ‘No harm to anyone at anytime’.

3.0 Scope

This procedure applies to all persons entering Hydro Tasmania workplaces, including all Hydro Tasmania employees, contractors and visitors.

4.0 Purpose, aims and objectives

This procedure provides the minimum standards in relation to alcohol and other drugs on Hydro Tasmania work sites and explains the processes for education, detection and treatment to ensure employees, contractors and visitors are not impacted by alcohol and other drugs whilst in the workplace.

The aim of this procedure is to ensure employees and contractors are fit for work.

The objectives are to ensure that:

· Employees understand the need to be fit for work.

· The safety of the working environment is maintained. 

· Education on alcohol and other drugs is provided and assistance is available to employees managing alcohol or drug problems.

· Ongoing risk assessment and hazard monitoring takes place in relation to fitness for work.

· Employees are dealt with consistently and fairly in accordance with Hydro Tasmania’s values and this procedure.

5.0 Legal requirements

Under the Tasmanian Workplace Health & Safety Act 1995 Hydro Tasmania and its management are required to do everything practicable to ensure that the workplace is safe and free from hazards. The relevant requirements of the legislation have been taken into account in this procedure. 

6.0 Hydro Tasmania minimum standards
Employees, contractors and visitors must not (except for situations outlined in Section 6.1) whilst on Hydro Tasmania worksites or when driving operational vehicles, or hire cars and executive salary package vehicles for business purposes:

· Have a BAC level above 0.00 or if tested for illicit drugs, return a positive test.
· Consume alcohol or illicit drugs.
· Distribute alcohol or illicit drugs.
· Be in possession of alcohol or illicit drugs.
· Sell alcohol or illicit drugs.
· Consume therapeutic drugs which may adversely affect the ability to perform work safely.

Employees who are on ‘stand-by’ or ‘availability’ (paid) and may be called back to perform work are required to have a BAC level of 0.00.

If an employee on ‘chance’ availability (unpaid) is called back to duty their BAC level must be 0.00.   If the employee does not have a 0.00 BAC level they must reject the ‘call out’.

If an employee or contractor returns a ‘positive’ test result for alcohol or illicit drugs whilst on a Hydro Tasmania work site they will be considered unfit for work unless exempted as per Section 6.1.  Any breach may lead to the application of the code of discipline.

6.1 Exceptions
There are no exceptions for illicit drugs.  There are however a small number of exceptions to the minimum standard in relation to alcohol and therapeutic drugs.  Exceptions are:

· Consumption and possession of therapeutic drugs that do not adversely affect an employee’s ability to perform their role safety and effectively.  Refer to Section 6.1.1 for further information.
· Responsible consumption and possession of alcohol is permitted at authorised functions in designated areas.  Refer to the guidelines on safer functions with alcohol.
· In the case of driving in a salary packaged vehicle for private travel, the driver’s BAC level may exceed 0.00 but must not exceed 0.05 BAC as per legislative requirements.
· Possession of alcohol is permitted if a gift of alcohol has been received in the course of employment.  Alcohol must be stored unopened and removed unopened from company premises or vehicles at the end of the work day.

6.1.1 Further information regarding therapeutic drugs
6.1.1.1 Prescribed medications

Any employee or contractor who has been prescribed medication by a medical practitioner is not in contravention of this procedure as a result of taking or being in possession of that drug, provided that it does not adversely affect their ability to perform their role safely and effectively.   If the medication has the potential to impair the employee's ability to drive or operate equipment safely, they must advise their line manager.

6.1.1.2 Over-the-counter medications

Unrestricted or ‘over-the-counter’ medications such as codeine, anti-depressants, and sedative antihistamines can affect a person’s ability to work safely and effectively.  Employees and contractors have an obligation to comply with the manufacturer's directions and warnings and seek advice from their pharmacist with respect to the impact that over-the-counter medication may have on the safe performance of their work.  If advice from the pharmacist indicates the medication may impact their ability to perform the work safely or effectively, or where there is uncertainty, the employee/contractor must advise their line manager.

Unless present in a therapeutic medication the categories of drugs and substances prohibited by Hydro Tasmania include but are not limited to those listed below:

	Sympathomimetic
	Amphetamines, Methylamphetamine, Methylenedioxy Methamphetamine (MDMA), Phenetermine, Ephedrine, Pseudoephedrine

	Amines
	Oxazepam, Temazepam, Flunitrazepam, Alprazolam, Diazepam, Nitrzazepam, Clonazepam or their metabolites

	Benzodiazepines
	Delta-9 Tetrahydrocanabinol

	Cannabis and its metabolites
	Cocaine, Benzoylecgonine, Cocacthylene (produced when cocaine is used with alcohol)

	Cocaine and its metabolites
	Heroin, Morphine, Codeine, Pholcodeine, Dihydrocodeine and 6-Monoacetyl Morphine (heroin metabolite)


7.0 Accountabilities

7.1 General manager

The general managers are responsible for the following:

· Ensuring the procedure is understood, and applied across their business group.
· Allocating appropriate funding and resources to meet requirements of the procedure.
· Ensuring all staff in their group receive AOD training / education, and support through the employee assistance program (EAP).
· Authorising functions in their group.
· Applying the disciplinary code to those in breach of this procedure in their group.
· Ensuring line managers are trained in their responsibilities.
7.2 Manager occupational health and safety

The manager occupational health and safety is responsible for:

· Ensuring that training material is current and of an appropriate quality.
· Ensuring safety systems are kept up to date in relation to this procedure.
· Recording and analysing incident / investigation data.
· Ensuring that this procedure is reviewed as stipulated.

7.3 Line manager

The line manager is responsible for the following in their area:

· Initiating appropriate action where impaired fitness for work could produce a potential threat to health and safety of individuals or cause significant equipment / plant damage or a significant environmental impact.
· Ensuring that alcohol and other drugs training is conducted for all team members and refresher courses are conducted as appropriate and maintain records of employees and contractors that have received the training.
· Ensuring that new employees and contractors are informed of Hydro Tasmania minimum standards and ensure employees and contractors are informed of any changes. 

7.4 Persons entering a Hydro Tasmania workplace

Anyone entering or on a Hydro Tasmania worksites is responsible for:

· Ensuring that they are not adversely affected by alcohol and other drugs.
· Raising any concerns about their fitness for work with their line manager.
· Raising any concerns about another person’s fitness for work with that person; and escalating this concern if required.

7.5 Hydro Tasmania designated medical practitioner

The Hydro Tasmania designated medical practitioner is responsible for:

· Technical advice on the content of training programs.
· Needs assessment of employees and contractors that has been referred by Hydro Tasmania management.
· Implementation and monitoring of rehabilitation programs.
· Assessment and advice regarding available rehabilitation providers.

7.6 Service officers

Service officers are responsible for:

· Arranging for service and calibration of the BAC Self Testing units. See Appendix 1 of this procedure.

· Maintaining an up to date register of the self testing units http://swhedeng/documents/BUSOPS-22386. Updating the register when the self testing unit/s leaves the site (i.e. borrower, location of unit, date, date returned). 

· Keeping the unit/s in an accessible location (i.e. in a cupboard but not locked)

· Advising local staff where the unit/s are kept and about the basic instructions.

· Assisting with induction of new recruits. 

8.0 Education / prevention

8.1 Information for employees

As part of ongoing health promotion programs, employees and contractors will receive information through induction and further training on the following topics:

· The health implications of consuming alcohol and other drugs.
· Hydro Tasmania’s procedure on alcohol and other drugs.
· The effects of alcohol and other drugs on safety and work performance.
· The early detection of problems related to the use of alcohol and other drugs.
· Hydro Tasmania’s management of privacy and confidentiality of test results and referrals for assistance.

A separate education pack is available as additional information to this procedure – the pack is available by contacting Hydro Tasmania’s safety team.

Employees and contractors are required to attend an education session as scheduled by Hydro Tasmania.

8.2 Information for line managers

Line managers will be trained in:

· The responsibilities of line managers for the implementation of Hydro Tasmania’s alcohol and other drugs procedure.
· Recognition and documentation of performance and behavioural problems that could be related to the misuse of alcohol or other drugs.  

· Management of confidentiality of test results, referrals for assistance.
· Management of employees and contractors while participating in the rehabilitation program.
· Duty of care responsibilities related to the AOD procedure.
· Understanding potential causes for behavioural and performance issues, including workplace stressors, personal and relationship issues, environment, etc.
· Re-integration of an employee or contractor into the workforce upon completion of rehabilitation.
· Creation and maintenance of suitable records.

9.0 Detection

Detection of alcohol and drugs in the work place can occur via: 

· self testing (BAC only)
· peer observation
· line manager observation;
· AOD testing (causal and post Incident)
9.1 Self testing (BAC only)

All employees are responsible to ensure they are fit for work and have 0.00 BAC level.  Self testers will be made available across the business for employees, contractors and visitors to confirm a zero BAC level. The use of the BAC Self Testers should be encouraged. 

9.1.1 Voluntary self testing

Voluntary BAC self testing is where an individual voluntarily undertakes a test before presenting for work or during work.  No disciplinary action shall be taken against individuals who test themselves and present a positive result that requires them to leave site.  However, where this occurs on a regular basis, Hydro Tasmania may address it as a performance issue under the discipline procedure.

9.1.2 Mandatory self testing
If the work team agrees, mandatory BAC self testing can be introduced to a site to detect BAC and encourage fitness for work.  Pre-cursors to the mandatory use of the self testers may include where members of the team are concerned about site safety due to a significant incident involving alcohol, any irrational or uncharacteristic behaviour where alcohol or drugs are suspected to be the cause and/or if evidence is found of alcohol or drug consumption at work.  A local procedure, including how the team gains agreement on the approach and length of testing, which meets the minimum requirements of this procedure must be agreed and documented prior to commencing the mandatory use of the self testers.

The following steps are to be carried out after a positive self test result is returned, whether from a voluntary test or mandatory test:
	Self testing (alcohol)

	Step 1
	An employee self test returns a positive result.

	Step 2
	Employee must notify line manager that tested positive.

	Step 3
	Line manager and employee discuss reason for positive result.

	Step 4
	Employee vacates the worksite and must not return until they can comply with this procedure, i.e., a 0.00 BAC reading.  If not practical to leave the worksite immediately, the line manager must ensure there is a safe environment for the person to remain.


9.2 Peer observation

An employee who has reasonable grounds to suspect that another employee or contractor has contravened this procedure should raise the matter with the employee’s line manager as soon as practicable.  

9.3 Line manager observation

The line manager must arrange for an employee, contractor or visitor’s removal from the worksite, where there are reasonable grounds to suspect they have contravened this procedure. 

9.3.1 Causal testing

Causal testing shall be conducted where an individual:

· Displays any material decline in work performance or work attendance or any irrational or uncharacteristic behaviour which is reasonably suspected as having occurred as a consequence of the consumption of alcohol or drugs.
· Exhibits evidence of having consumed alcohol or drugs at work.
· Is reasonably suspected of having contravened the procedure.
	Causal – reasonable suspicion that the procedure has been contravened

	Step 1
	Line manager or peer has reasonable suspicion that an individual has contravened the procedure.

	Step 2
	Line manager to meet with employee and discuss concerns.

	Step 3
	If the individual consents arrange for them to be BAC tested or if drugs are thought to be involved tested for drugs in accordance with the procedure.

	Step 4
	If necessary the individual is to be kept under observation until testing is completed. A manager may stand an employee down pending the test results.

	Step 5
	If the individual refuses to be tested OR agrees to be tested and returns a positive result the Manager and employee shall meet to identify any mitigating circumstances and determine action (as per code of discipline), which may include a warning and referral to the EAP program.


9.3.2 Post incident testing

Post-incident testing should be conducted where an individual has been directly or indirectly involved in a significant incident.  The line manager must ensure the following steps are carried out for post incident testing.
	Post incident

	Step 1
	Secure work area and if necessary direct the individual to move to a safe area that is supervised at all times. Offer support (does the employee need to have a representative?).

	Step 2
	Establish whether the incident requires WSA notification (Contact the OHS manager).

	Step 3
	If the individual consents - BAC test to establish or eliminate alcohol, and, if necessary, to establish or eliminate illicit drugs, notify the approved testing provider for testing to be conducted in accordance with this Procedure and notify the line manager. The line manager may stand an employee down pending the test results.

	Step 4
	If test or tests are negative then proceed with normal incident investigation.

	Step 5
	If the individual refuses to be tested OR agrees to be tested and returns a positive result the line manager and employee shall meet to identify any mitigating circumstances and determine action (as per Code of Discipline), which may include warning and EAP program. 


9.3.3 Possession of illicit drugs

Employees and contractors must not be in possession of any illicit drugs whilst on a Hydro Tasmania worksite.  The line manager must ensure the following steps are carried out.
	Possession of illicit drugs

	Step 1
	Individual is suspected of being in possession of illicit drugs.

	Step 2
	Area is secured and people removed (if required) and the police notified.

	Step 3
	If police investigation establishes that illicit drugs are at the worksite investigation to commence internally under the code of discipline in the case of Hydro Tasmania employees.


9.3.4 Right to have another person present

For both causal and post-incident testing, an employee or contractor may request the presence of another person, such as an OHS representative or their union delegate, to witness the sample collection.  Such requests are facilitated, provided the other person can attend the site within one (1) hour of the request being made.

9.3.5 Information collected

Personal information collected in the process described above will only be used or disclosed as far as is reasonably necessary for compliance with this procedure and any legal requirements.

9.4 Testing process

For testing of alcohol and illicit drugs, Hydro Tasmania will employ an approved testing provider to test in accordance with Australian Standards.  The process for testing is shown in the following section.
9.4.1 Protocol for AOD testing
The flowchart below provides an outline of the testing process.  The following sections provide more detail regarding testing procedures.
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9.4.2 Conducting an AOD test

Casual and post incident testing is carried out by an approved testing provider. Post-incident testing is conducted as soon as possible after the incident, but is not to interfere with the administering of first aid/medical treatment as necessary.

9.4.3 Method of testing

Hydro Tasmania will use saliva and breath analysis procedures for post incident, and causal testing.  To ensure the validity of the test results, testing is conducted in a manner designed to protect the privacy of employees and contractors, and safeguard the integrity of the testing process.  

9.4.4 Sample collection

Samples for alcohol and illicit drugs will be collected in private at a site designated by Hydro Tasmania utilising standard sampling procedures for the particular test used.  Samples will only be taken if the employee or contractor first gives their consent.

9.4.5 List of substances analysed in samples collected

All substances will be analysed in accordance with the appropriate Australian standard.  

9.4.6 Second sample

Where the initial test result registers a presumptive positive, a second sample will be taken and testing is immediately conducted.  The employee or contractor may be stood down pending the outcome of a second test.
· Should the second test return a negative result, the negative result is accepted and no reference whatsoever made to the initial presumptive positive result.  

· Should the second test return a positive result, the employee or contractor will be disciplined in accordance with the code of discipline.  

· The employee or contractor may request that one of the samples is retained by them for later testing.  

· The employee or contractor may have their sample tested at a facility of their choice and at their own cost providing the facility is acceptable to Hydro Tasmania.

· The results of this sample are only accepted where the integrity of the sample retained by the employee or contractor can be confirmed by the testing facility to be in line with the requirements detailed in this procedure.

9.4.7 Chain of custody

An appropriate chain of custody procedure is followed in the administration of all alcohol and drug tests by the approved test provider.  Samples are sealed and are signed by the employee or contractor and a witness.  An alcohol and drug testing consent, custody, and control form is completed.  Every effort is made to minimise the number of people handling the specimens.

9.4.8 Storage of samples

Any specimens that test positive for alcohol or illicit drugs are retained in appropriate storage by the laboratory conducting the analysis for a minimum of one year.

9.4.9 Identity and integrity of specimens

The Hydro Tasmania approved testing provider takes all precautions to ensure that samples cannot be tampered with or substituted, and that the information on the specimen container and in the record book are able to identify the individual from whom the specimen was collected.

9.4.10 Identification of the employee or contractor

The Hydro Tasmania approved testing provider takes precautions to ensure the individual from whom the sample is collected is positively identified through presentation of photo identification or identification by a line manager.  The sample collection does not proceed if the individual's identity cannot be established.

9.4.11 Laboratory confirmation

The Hydro Tasmania approved testing provider ensures the appropriately sealed and labelled presumptive positive sample is forwarded immediately to a NATA accredited laboratory for analysis on the GC/MS testing device.  Verbal results are advised to Hydro Tasmania’s contact person within 48 hours, with written confirmation provided as soon as possible thereafter.

9.4.12 Retaining test records

Copies of test results are retained for seven years from the date of creation.  Copies of results of alcohol or illicit drug tests are made available to the employee or contractor upon request.  Records are maintained in a secure place by the Human Resources team, separate from employees' personnel files.  Access to these records is restricted to authorised personnel, and controlled by Hydro Tasmania. 

9.4.13 Privacy and confidentiality

Hydro Tasmania will not use personal information collected from employees in a manner that contravenes this procedure or privacy laws.  Information obtained in the process of conducting tests will be treated in the strictest confidence.  Individual test results are not released to anyone who is not directly involved in the testing process, except under the following circumstances:

· The employee or contractor authorises, in writing, the transfer of information.
· The employee or contractor has signed a release form for rehabilitation or a return to work program, and results of the test must be known to certain persons involved in the rehabilitation or return to work program to facilitate further action concerning the employee or contractor.
· When the results of the test become subject to a dispute.  However, the information may only be released to other parties on a ‘need to know’ basis and where doing so would not breach privacy or other applicable laws.
· When complying with any legal requirement.
· When obtaining legal or other professional advice.

10.0 Treatment

Misuse of alcohol and other drugs is regarded as a social and health problem by Hydro Tasmania, which when diagnosed, is responsive to appropriate treatment.

10.1 Rehabilitation for employees

Assistance with the rehabilitation of employees suffering from problems related to the misuse of alcohol or drugs may be provided through the Hydro Tasmania EAP.  

Where a problem related to alcohol or other drugs is confirmed by a medical officer, an EAP counsellor, or the employee themselves, the employee will be referred for assistance.

Upon completion of a rehabilitation program, the Hydro Tasmania designated medical practitioner determines the requirements for ongoing review after consideration of the nature of the initial problem and the work to which the employee returns.

10.2 Management of contractors

Any contractor who fails to comply with the requirements of this procedure may be denied access to Hydro Tasmania worksites.  Furthermore, Hydro Tasmania reserves the right to take such action as it deems appropriate as a consequence of the contractor's conduct, including reviewing and/or, where permitted, terminating any contract in which the contractor is involved.

10.3 Employee assistance program (EAP)

10.3.1 Seeking confidential assistance

An employee with problems related to the use of alcohol or illicit drugs may voluntarily seek confidential assistance from their line manager and/or the EAP.

10.3.2 Referral

Where there are reasonable grounds to believe that an employee has contravened this procedure and as a part of a counselling process, a line manager may refer an employee to the EAP for assistance.

10.3.3 Maintaining confidentiality

Confidentiality of medical information is maintained.  However, general advice on an employee’s progress under the EAP may be provided to the manager human resource.

11.0 Reference documents
Hydrosafe guidelines: Safer functions with alcohol.
12.0 Definitions

	Alcohol
	means the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight alcohols in methyl and isopropyl alcohol, no matter how it is packaged or in what form the alcohol is stored, utilised or found.

	Authorised function
	means a social function where alcohol may be served and consumed.  An authorised function requires the written authorisation by an appropriate line manager and must be held in an approved ‘Designated Area’.

	BAC
	means blood alcohol concentration – The concentration of alcohol in the blood measured as a percentage e.g., an individual with 0.1% BAC has 1 part alcohol to 1,000 parts blood.

	Causal testing
	is conducted when a responsible person has cause to believe a person is impaired due to the use of alcohol and/or other drugs.

	Contractor
	means any person who performs work for Hydro Tasmania either as; an independent contractor or an employee of an independent contractor.

	Designated area
	is an approved place deemed appropriate for conducting an authorised function.

	Employee
	all persons employed by Hydro Tasmania, (whether under a contract of employment or training) including contractors, contractor’s employees and sub contractors

	Employee assistance program (EAP)
	means an independent program incorporating established procedures for the referral of employees with personal problems, including alcohol and drug mis-use, which may impact upon job performance and workplace safety to specialist counselling service.

	Hydro Tasmania designated medical practitioner
	means a medical practitioner selected by Hydro Tasmania.

	Illicit drugs
	mean any illegal substance.

	Line manager
	an employee (Hydro Tasmania or contractor), who holds authority in a vertical 'line' (chain of command) and to who queries or approvals can be addressed. 

	Personal information
	has the meaning as given in the Privacy Act.

	Post incident testing
	refers to where a test for alcohol or drugs is prescribed following a serious/significant incident or breach of a safety procedure.

	Self testing
	refers to where an employee elects to undertake a BAC or drug test to determine if they are impaired.

	Significant incident
	is an accident or incident that is required by law to be notified to Workplace Standards Tasmania that: causes death; causes serious bodily injury or illness requiring hospitalisation; causes a dangerous incident in which a person could have been killed or could have suffered serious bodily injury or illness; involves an employee exercising their right to refuse work under s 17 of the Workplace Health and Safety Act 1995.

	Substance
	is any substance which chemically modifies the body's function resulting in psychological or behavioural change.  In this context, substance includes, but is not limited to alcohol, intoxicating products and medication, and includes legal and illegal products.

	Therapeutic drugs
	means drugs that are prescribed by a medical practitioner, or medications available over-the-counter.

	Visitor
	means any person who attends any Hydro Tasmania worksite who is not an employee or contractor and is under the direct supervision of a authorised Hydro Tasmania employee.  Where the level of authorisation matches the activity being undertaken.

	Working hours
	means the time between the normal commencement and the conclusion of the working day.  Normal working hours include lunch or other breaks, company business conducted away from the company's premises, recalls, and travel to and from work.

	Worksites
	refers to any work site where Hydro Tasmania has the prevailing influence over safety and health or which is dedicated to work for Hydro Tasmania.
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Appendix A Management of BAC self testers
Hydro Tasmania uses Alcoholizer HH2 Self Testing Units to allow for self testing for BAC as per the AOD Procedure requirements.  These require appropriate use, storage and calibration.  Requirements for the management of these units are outlined below.

A.1 Basic instructions

Please familiarise yourself with the instruction manual. The device is similar to that used by the Police. Most people would have used one similar. Please note the main issues to relay to your colleagues when testing are:

· Before taking a breath sample, ensure you have not consumed alcohol for at least ten minutes.

· Gently place the mouth piece into the left hand side of the device. There is no locking mechanism it simply sits in the space provided.

· Take a deep breath and blow continuously for approximately six seconds. When the sample is successfully completed a warbled sound will be heard.

· The BAC is calculated and the reading will remain on the screen until the TEST button is pressed for the next sample to be taken.

· If the reading displayed is 0.00 BAC you may commence a new test in approximately five seconds.

· If a positive reading is displayed it may take between 30 seconds and four minutes before a new sample can be taken.

· When re-calibration is required a message will be displayed on the LCD screen. Note pages five and six of the instruction manual for details that are displayed on the LCD screen.

A.2 Calibration of HH2 hand held devices

A message appears on the LCD when calibration is required. The settings for re-calibration are every 900 tests or six months, whichever comes first. The devices should be sent in express post bags and the turn around is normally 48 hours. 

· A Service Officer will have their Mastercard details on file with Alcolizer Technology and the procedure is:

· Package up device in box.
· Complete the online form from the link: http://www.alcolizer.com/recalform.htm.
· In the ‘comments’ field at the bottom ensure you have made mention of the serial number and Hydro Tasmania asset number – these will be needed for reconciling the invoice.
· In addition, ensure you have made comment that the payment method is ‘Hydro Tasmania mastercard on file’.
· Enclose a pre-paid Express Post bag addressed to your specific location for return.
Mail to:
	Alcolizer Technology

8/1322 Ross Court

Cleveland  QLD  4163
	OR
	Alcolizer Technology

PO Box 1856

Cleveland  QLD  4163


· An arrangement will be in place for all invoices to be sent to a central location (the service officer with Mastercard details on file) for reconciling

· Allocation numbers must be provided to that service officer in a timely manner for reconciling.

A.3 Calibration of wall-mounted unit

The wall mounted units use straws as the mouth pieces and these will be ordered by the service officer located in the Hobart Office.

When calibration of the wall mounted unit is required please phone Colin Thomas of Integrity Sampling or email colin@integritysampling.com.au 

A.4 Mouth pieces and straws

Mouth pieces can be re-ordered through Integrity Sampling. A service officer will have their Mastercard details on file with Integrity Sampling and the procedure will be as follows:

· Contact Colin Thomas at colin@integritysampling.com.au.
· Indicate the number of mouth pieces and straws required – Suggest keeping a stock of at least 50 of each on hand.

· Indicate that costs should be charged to the Mastercard on file.

· Give specific details of your postal address so there will be no delay.

A.5 Location of mobile units

A register (updated by service delivery) identifying the location, contact person, serial number and loan details of the mobile units is available by accessing the following link: 

http://swhedeng/documents/BUSOPS-22386 

It is intended that the units should move to where they are most needed.
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Causal 
or 
Post Incident Test Required


Call out Integrity Sampling immediately
24 hour response number
0400 304 604 – TAS
0412 076 343 – VIC
0419 594 410 – SA
0417 141 916 – QLD
0419 552 280 – Areas outside above


Subject to be supervised in a safe location and not be allowed to take any alcohol or drugs, other than prescribed medication in accordance with their prescription


Integrity Sampling representative will attend site and conduct Drug & Alcohol tests


Positive test result for drugs and / or exceed BAC for alcohol


Additional samples obtained sealed and forwarded to a NATA accredited laboratory


Manager People & Performance advised of test result pending laboratory confirmation of presumptive positive


Subject stood down until laboratory confirmation results available (within 2 working days)


Manager People & Performance advised of test results, written confirmation provided ASAP


Hydro Tasmania takes required action


Negative test result; subject returns to work



