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Guide to a drug-free workplace

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program

In July 1997, the Ohio Bureau of Workers’
Compensation (BWC) introduced a new
incentive program designed to help
employers establish a safer and more cost-
effective workplace. If you want to join
hundreds of other Ohio employers in
keeping your employees safe and reduce
the chance of an accident caused by a
substance user, then

to the Drug-Free Workplace Program
(DFWP).

The voluntary DFWP encourages employers
to detect and deter substance use and misuse,
and take appropriate corrective action. As
an incentive, participating employers may
receive technical support and may be eligible
for a 10 percent to 20 percent discount on
their workers’ compensation premiums for
up to five years. Employers participating in
other BWC alternative rating or discount
programs may not qualify for this discount.
Employers participating in both group rating
and the DFWP may implement the DFWP
and receive the associated premium discounts
in addition to the group discount.
However, the combined discount may not
exceed the maximum discount allowed under
the group rating plan. Pages 12 and 13
contain additional eligibility information.

Even employers who do not qualify for the
discount will benefit from establishing a
substance-free environment for their
employees. And all employers may use the
technical assistance and support provided
by BWC and the Ohio Department of Alcohol
and Drug Addiction Services (ODADAS).

How to use this guide
This guide will explain the benefits of
establishing a drug-free workplace and give
you the information you need to address
substance use at your company.

Read on to learn about:

• The problem of substance use/misuse
in the workplace;

• DFWP components and requirements;

• Whether your company is eligible for
the discount;

• How to apply for participation and
renewal.

It makes sense to participate
Substance use is often the silent and unseen
cause of work-related accidents.
Unfortunately, employers and their
employees may not be aware of this invisible
danger until it’s too late.

As defined in BWC’s DFWP, substance use
and misuse involves the use of alcohol and
other drugs, including prescription, over-
the-counter and illegal drugs, in the
workplace, in violation of the employer’s
written DFWP policy.

Statistics from national studies point out
how costly substance use is within the
workplace, and Ohio is no different.
Estimates of the cost of substance use to
employers vary, ranging from $7,000 to
$25,000 annually per substance user.

Overall, employers who implement the DFWP
will provide greater protection for all
employees, increase productivity, decrease
accidents and the severity of accidents,
reduce workers’ compensation costs and use
of medical benefits by substance users, and
protect the employer’s bottom line. The
greatest value of this program is in its long-
range benefits, rather than the discount.
Implementing the DFWP is truly a good
business decision for any employer.

j u s t  s a y  y e s



The problem

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program

And beyond these costs, the courts and the
public are holding American employers
responsible for the behavior of their
substance-using employees.

Not only does alcohol and other drug use
affect profitability of companies, it also
impacts the health, safety and productivity
of workers. The human and financial losses
borne by our country’s business community
impact every one of us.

Consider these statistics
Productivity: Substance users are 33 percent
to 50 percent less productive.

Absenteeism: Users are absent an average
of three weeks more per year and tardy
three times more often than non-users.

Accidents: Users are three to four times more
likely to have an accident on the job, and
five times more likely to file a workers’
compensation claim.

Medical claims: Substance users file 300
percent to 400 percent more costly
medical claims.

Employee theft: An estimated 50 percent to
80 percent of all pilferage, theft and loss is
due to substance-using employees.

47 percent of serious workplace accidents and 40 percent of fatal workplace
accidents have drug and/or alcohol involvement (Occupational Medicine).

38 percent to 50 percent of all workers’ compensation claims are related to
alcohol or drug abuse in the workplace (National Council on Compensation Insurance).

Over 90 percent of alcohol users and 74 percent of drug abusers are employed
(National Institute on Drug Abuse, Department of Health & Human Services).

An average of 15 percent to 17 percent of employees in every U.S. company are
substance abusers (Bureau of Labor Statistics).

40 percent of the time a substance user causes an accident, a coworker is injured
(Occupational Medicine).



Source: The Drug-Free Workplace Employer’s
Manual, published by National Drugs Don’t Work
Partnership, an affiliate of Community Anti-Drug
Coalitions of America.

Drug-free policies workers would support

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program

Employees also recognize the problem and would support corrective
action by the employer.

62%

69%

78%

83%

84%

85%

Percent Who
Would Support

Mandatory Drug
Testing for All

Employees

Random Drug Testing

Mandatory Drug
Testing for Employees

in Selected
Industries

Written Company
Policies Against Drug

Abuse

Counseling and
Treatment Programs

for Illegal Drug Abuse

Drug Awareness
Education Programs

•Survey conducted by the Opinion Research Corp. of Princeton, New Jersey.
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The solution
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Improve safety and health;
Protect employees’ rights;
Buffer your company from liability;
Reduce workers’ compensation claims;
Save money.

The BWC Drug-Free Workplace Program will help you:

The following five basic components
are required at each level:
A written substance use policy;
Employee education;
Supervisor training;
Drug and alcohol testing;
Employee assistance.

BWC’s DFWP offers employers the flexibility
of three levels, each with its own set of
program requirements. The higher the level
of program, the greater the percentage of
premium discount an employer may be
eligible to receive.

In addition, employers who implement level
2 or level 3 are required to incorporate BWC’s
10-Step Business Plan, found on page 17,
into their organizations’ overall approach to
workplace safety.

Only employers who meet the minimum
requirements of a level will receive the
discount attached to that level; however,
employers are free to exceed the minimum
program requirements at any level. For
example, if an employer qualifies for a level-
2 discount of 15 percent, the employer may
still implement 25 percent random testing,
which level 3 requires.

In addition, to qualify for the discounts,
employers must fulfill program requirements
by the end of the first quarter of the program
year — Sept. 30 for the program year that
begins July 1; March 31 for the program year
that begins Jan. 1. The employer must certify
to BWC that he or she has implemented the
DFWP for the employer to receive the
premium discount.

Once the employer’s DFWP has been
implemented, BWC requires the employer
to report the progress made in each program
component, as well as maintain other
documentation for possible review by the
bureau. These requirements are covered in
this guide’s reporting requirements section.



Program requirements
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Written policy

Every DFWP starts with the development of
a written substance use policy to set the tone
of the program, outline the responsibilities
of the employer and employee and fully
explain the program. Employers are
encouraged to involve all levels of employees
to develop the program.

To receive a discount, the employer’s written
policy must cover every aspect of the DFWP
level the employer is implementing. The policy
should be based on management’s concerns
for employee safety and health, productivity,
accident prevention and loss control.

Every written policy should:
• Spell out all rules of the program level
the employer is implementing;

• Identify a DFWP administrator and the
person’s role/responsibilities;

• Be shared with all staff before
implementation as part of employee
education;

• Clearly state that the program applies to
all employees, including top management;

• Reference collective-bargaining
agreements, if applicable, and show how
the program works with these agreements
to promote a safer workplace;

• State that supervisors will be trained
on their testing responsibilities before
testing is implemented;

• Address the use/misuse of alcohol,
prescription medications, over-the-counter
medications and illegal drugs;

• Identify which drug and alcohol tests
will be used, the cutoff levels for each,
and what testing procedures/protocols
will be applied;

• Include a commitment to rehabilitation;

• Describe referrals for testing, assessment
and employee assistance;

• Comply with all pertinent federal and
state laws or regulations;

• Identify prohibited conduct and
consequences for violating the policy,
including: an employee’s refusal to submit
to a medical examination or a
drug/alcohol test and an employee’s
attempt to manipulate the drug/alcohol
testing process;

• Address confidentiality of program
records to ensure privacy rights of
employees.

Employee education

All participating employers must plan to
educate their employees by providing
information about the DFWP and how it will
operate as well as to present educational
awareness sessions on substance issues.

To receive a discount for any DFWP level,
an employer must meet the following
employee-education requirements:

• Provide at least two hours of education
for all employees each program year,
discuss the DFWP policy prior to starting
the program and obtain signed
acknowledgment of receipt of the policy;

• Educate new employees within first four
weeks of employment about, at minimum,
the content of the employer’s DFWP;

• Stress management’s commitment to
the program;

• Include disease model for alcohol and
other drugs, signs and symptoms of
substance use/misuse, and effects of
commonly used drugs in the workplace;

• Provide information about community
resources where employees can go for
help for themselves or their families.



This education must be presented by a
qualified educator holding one of the
following substance-use credentials:

• Substance Abuse Professional (SAP);
• Certified Employee Assistance
Professional (CEAP);
• Certified Chemical Dependency Counselor
(CCDCIII);
• Ohio Certified Prevention Specialist (OCPS
1 or 2);

Supervisor training
All participating employers also must develop
a supervisor training component to train
supervisors about their DFWP responsibilities.
For levels 2 and 3, supervisors also must receive
training about random-testing procedures,
the differences in employee-assistance referrals
for assessment and/or treatment, and
implementation of BWC’s 10-Step
Business Plan.

To receive a discount, employers must
meet the following supervisor training
requirements:

• Include at least four hours of initial
informational and skill-building sessions
for all supervisors. This training is in
addition to the two hours of employee
education;

• In subsequent program years, supervisors
who received the initial training must
receive a two-hour refresher course, in
addition to the two hours of employee
education;

• New supervisors should receive at least
two hours of training within six weeks of
becoming a supervisor. They should not
be involved in testing responsibilities
until trained.

This training also must cover supervisors’
program responsibilities including:

• How to recognize a possible alcohol/
drug problem;

• How to document behaviors that
demonstrate an alcohol/drug problem;

• How to confront employees with
the problem;

• How to initiate reasonable suspicion
testing;

• How to make appropriate referrals for
assessment or assistance;

• How to follow up with employees
returning to work after a positive
drug test;

• How to operate consistently with
collective-bargaining agreements.

Supervisor training must be presented
by a qualified trainer, or a person
supervised by a qualified trainer, holding
one of the following substance-use
credentials:

• SAP;
• CEAP;

Drug and alcohol testing
The heart of every DFWP is drug and alcohol
testing. All participating employers are
responsible for developing drug and alcohol
testing to detect and deter substance use and
misuse in the workplace. The employer’s
written policy must clearly spell out all aspects
of drug and alcohol testing, including cut-off
levels and the procedures or protocols that
define the testing process.

Drug and alcohol testing should be carefully
thought out and incorporated into the
employer’s written substance policy in a way
that clearly explains how this testing works,
the types of protections built into the testing
system and what employees can expect. It’s
important to include how the employer
intends to address refusal to test, adulteration
and attempted adulteration, and specimen
substitution.

Choosing the cut-off level for a positive alcohol
test is another important consideration for
employers. BWC recommends employers
consider the level used for federal alcohol
testing at which an employee is taken off a
safety-sensitive function and referred to a
substance abuse professional. This cut-off level
is substantially lower than that used by any
state in terms of considering a person who is
operating a motor vehicle intoxicated.
However, the cut-off level used for federal
testing is supported by scientific research in
terms of the effect on workplace safety and
employee productivity.

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program

• CCDCIII;
• OCPS 1 or 2.
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Test type required

All new employees are subject to pre-
employment testing (prior to hire), or the
employer may use new hire testing within the
first 90 days of employment, or a combination
of the two types of testing.

Pre-employment (only a drug test is required)
or new-hire (drug test only)

Reasonable suspicion (may be a drug test,
alcohol test or both)
Reasonable suspicion testing will be based on
documentation and concurrence among the
trained observing supervisor and a second
trained supervisor, whenever possible.

Post-accident (may be a drug, alcohol test
or both)
All employees who may have caused or
contributed to an on-the-job accident, as
defined in this rule, will submit to a drug or
alcohol test.

This test will be administered as soon as possible
after necessary medical attention is received, or
within eight hours for alcohol and within 32
hours for other drugs.

Random (drug test)
Level 2 requires 10 percent of total workforce.
Level 3 requires 25 percent of total workforce.
Only safety-sensitive positions to be tested for
eligible public employers.

Follow-up to assessment and/or treatment
(drug and/or alcohol test: negotiated with input by
the clinician)
A minimum (no set maximum) of four tests in
first year from date of return to duty. Maximum
number of tests after first year determined
with clinician.

The chart to the right spells out specific DFWP
requirements in each category of testing. For
this program, testing will include urinalysis
for five drugs, a confirmatory test for all
positive test results and breath or saliva with
a confirmatory evidential breath test (EBT)
for alcohol.

However, if an EBT is not available or
reasonably accessible, a blood test should be
made available to the employee to determine
the presence of alcohol. This form of drug
and alcohol testing also is known as systems
presence testing. It serves as the only scientific,
objective evidence that a certain level of
substance exists within the employee’s system.

The employer must establish cut-off levels for
each drug and for alcohol. Employees testing
at or above these levels are determined to
have tested positive in violation of the
employer’s drug-free policy.

The recommended cut-off levels for each of
the five drugs which our program requires
testing come from the U.S. Department of
Health and Human Services (DHHS). Employers
can test for additional drugs, including drugs
referred to as designer or club drugs. Costs
should be discussed with the certified lab.
DHHS-certified labs should recommend the
testing cut-off levels for drugs other than the
five required for our program. These labs will
recommend cut-off levels based on research
that shows that the presence in a employee’s
system affects his or her functioning.

For all program levels, the employer is
required to pay the costs of testing. These
costs should be offset by the discount and
the money saved by creating a safer
workplace. If an employee requests a retest
following a positive test result (required use
of split specimen), the employer is not
obligated to pay for the cost of such a retest
unless the results are negative.

Level 1 program requirements
Employers who implement level 1 are required
to use the following types of testing, described
more fully in the chart: 100 percent pre-
employment and/or new-hire testing;
reasonable suspicion testing; post-accident
testing; and follow-up to treatment or
assessment testing.

Level 2 program requirements
In addition to the drug and alcohol testing
requirements for level 1, the employer also
must include random drug testing of 10
percent of the employer’s average total
workforce each program year. For public
employers, random drug testing applies only
to safety-sensitive positions or functions, as
defined by the employer.

Level 3 program requirements
In addition to the drug and alcohol testing
requirements for level 1, the employer also
must include random drug testing of 25
percent of the employer’s average total
workforce each program year. Again, for
public employers, random drug testing applies
only to safety-sensitive positions or functions.
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Explanation

Pre-employment testing is required within a time frame defined by the employer (so many hours
after a conditional offer of employment and before the employee begins any work activity with
the employer).

New hire testing may be done in addition to, in lieu of or in combination with pre-employment
testing as an unannounced test that occurs at any time during an employee’s designated probation
period — not to exceed 90 days.

Required when there is evidence that an employee is using drugs or alcohol in violation of the
company’s DFWP policy. The evidence should be drawn from specific, objective facts and reasonable
inferences in light of experience and training. Such facts and inferences may be based on, but are
not limited to, any of the following:

• Observable behavior, such as direct observation of drug or alcohol use, possession or
distribution, or the physical symptoms of being under the influence of drugs or alcohol, such
as, but not limited to slurred speech, dilated pupils, odor of alcohol or marijuana, dynamic
mood swings, etc.;

• A pattern of abnormal conduct, erratic behavior or deteriorating work performance (e.g.,
frequent absenteeism, excessive tardiness, recurrent accidents), which appears to be related
to substance use or misuse and does not appear to be attributable to other factors;

• The identification of an employee as the focus of a criminal investigation into unauthorized
drug possession, use or trafficking;

• A report of alcohol or other drug use provided by a reliable and credible source;

• Repeated or flagrant violations of the company’s safety or work rules that pose a substantial
risk of physical injury or property damage and that appear to be related to substance use
or misuse that may violate the employer’s DFWP policy, and do not appear attributable to
other factors.

Required immediately following an on-the-job accident, as defined by Rule 4123-17-58.

Accident means an unplanned, unexpected or unintended event that occurs on the employer’s
property, during the conduct of the employer’s business, or during working hours, or that involves
employer-supplied motor vehicles or motor vehicles used in conducting the employer’s business,
or within the scope of employment, and results in any of the following:

• A fatality of anyone involved in the accident;
• Bodily injury requiring off-site medical attention;
• Vehicular damage in apparent excess of a dollar amount stipulated in the employer’s 
   DFWP policy;
• Non-vehicular damage in apparent excess of a dollar amount stipulated in the employer’s
   DFWP policy.

As used in this rule, accident does not have the same meaning as provided in Division (C) of section
4123.01 of the Ohio Revised Code, and the definition of this rule is not intended to modify the
definition of a compensable injury under the workers’ compensation law. Also, this definition of
accident does not match the definition used by the Federal Department of Transportation.

An unannounced test that occurs at a pre-determined frequency among randomly selected
employees. There must be equal probability of selection each time testing occurs.

Random testing is based on an objective and non-discretionary computer program operated and
maintained by an outside contractor.

Unannounced testing for employees who have been referred for assessment and/or treatment for
substance use or misuse.

Occurs after assessment, during treatment and/or for a period of time following treatment.

The first follow-up test will serve as a return-to-duty test and occur before the employee resumes
work activities and following a leave associated with a policy violation.
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Employee assistance
Employee assistance is a cornerstone of any
Drug-Free Workplace Program. BWC’s DFWP
offers a progressive approach to employee
assistance, with additional services required
for each higher program level.

The written DFWP policy must clearly express
management’s commitment to helping
employees with substance-use problems, with
options for assessment information, referral
to assessment and/or treatment, and a general
commitment to rehabilitation. This policy
should inform the workforce of available
employee-assistance services. In addition, the
written DFWP policy should identify who will
pay for the services associated with an
assessment and treatment. Reasonable
employee co-pays are permitted.

An employee-assistance plan does not imply
that an employer will provide treatment for
an employee with a substance-use problem.
However, the employer must identify a plan
of action and the applicable resources for
employees who seek help on their own, who
are referred by management for a possible
problem with alcohol/drugs, or who have a
positive alcohol/drug test.

Level 1 program requirements
Employees who test positive for drugs or
alcohol must receive an explanation of
assessment for a substance-use problem in
addition to appropriate corrective action. The
supervisor should provide a list of qualified
substance-use assessment resources in the
community. The employer is permitted to
terminate employment based on a first positive
drug test, but is encouraged to consider factors,
such as length of services and quality of
performance in making a decision.

Level 2 program requirements
An employer implementing level 2 is expected
to increase employee-assistance services through
a stronger relationship among the employee,
employer and employee-assistance provider. A
first positive drug or alcohol test should result
in a direct referral of an employee to a provider
for assessment, rather than the employee being
terminated and the employer providing the
employee with a list of qualified substance-use
assessment resources. A subsequent positive
test may result in termination.

For a level 2 employer to terminate based on
an employee’s first positive drug or alcohol
test, the employer’s written policy must specify
safety-sensitive and other positions the
employer is exempting from the non-
termination provision of level 2. These are
positions that, if an employee in such a position
were to test positive, could lead to termination
after a first positive test if there were no other
available positions to which the employee
could be returned.

Level 3 program requirements
In addition to fulfilling the referral
requirements of level 2, employers in level 3
also must offer employees health-care
coverage that includes chemical dependency
counseling/treatment. The non-termination
provisions also apply to level 3 employers in
terms of a first positive drug/alcohol test.

Additional level requirements
Level 2 program specific requirements
For an employer to receive a discount for level
2, the employer must meet all level 1
requirements. The employer also must develop
a written policy that clearly explains all
components of level 2.

In addition to the requirements listed under
written policy, employee education, supervisor
training, drug and alcohol testing, and
employee assistance, employers who want
to implement level 2 also must apply and
fulfill one of the following requirements:

• Have had a level 1 program in place for
at least one year. The existing program
must be comparable to BWC’s level
1 program;

• Have had an existing substance-free
workplace program in place for at least
one but not more than four years. The
existing program also must be comparable
to BWC’s level 1;

• Have an existing safety program for two
years, such as BWC’s 10-step business plan;

• Be participating in a BWC-approved
consortium;



• Demonstrate proficiency/readiness to
implement level 2 through documented
experience from drug-free workplace
training that meets the criteria
specified below.

• The training must be on the list of
qualified programs maintained by the
ODADAS.
• All primary consultants for the
training organization must have at
least 10 hours annual continuing
education in drug-free workplace
issues.

• The training organization must have
provided drug-free workplace
consultation and training for at least
two years.

• The organization will provide a
certificate to only those employers
who complete at least 15 hours of
face-to-face consultation/training
and another 20 hours developing
the employer’s DFWP policy and
program operations.

Employers implementing level 2 also must
implement five steps of BWC’s 10-Step
Business Plan, see page 17.

Level 3 program specific requirements
For an employer to receive a discount for
level 3, the employer must meet the
requirements of levels 1 and 2, and apply to
implement level 3. The employer also must
have conducted the DFWP for at least two
years at level 1 and/or 2, and have met the
renewal requirements.

In addition, employers in level 3 are required
to implement all 10 steps of BWC’s 10-Step
Business Plan.

These requirements are in addition to those
listed under written policy, employee
education, supervisor training, drug and
alcohol testing and employee assistance.

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program



Eligibility and discounts
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BWC is responsible for evaluating each
application to determine the employer’s
eligibility to receive a discount under the
DFWP, the employer’s eligibility for a specific
program level, and the applicable discount
percent.

Who is eligible for a discount?
Not all employers will be eligible for a discount
under the bureau’s DFWP. However, all
employers will benefit from creating a drug-
free environment for their employees. BWC
and the ODADAS will identify the need and
provide technical assistance and support for
all participating employers — even those who
are not eligible for the discount.

The following criteria are used
to determine eligibility:

• The employer must be a state-fund
employer. Self-insuring employers and state
agencies are not eligible for the discount;

• The employer must be in either an active,
reinstated or debtor-in-possesion status the
first day of the policy year for the DFWP;

• The employer must be current on
premium payments as of March 31 for the
application year that begins July 1, or must
be current as of Sept. 30 for the application
year that begins Jan. 1. Current is defined
as not more than 45 days past due on any
and all undisputed premiums, assessments,
penalties or monies otherwise due to any
fund administered by BWC, including
amounts due for retrospective rating at
the time of the application deadline;

• The employer may not have cumulative
lapses in workers’ compensation coverage
in excess of 59 days within the 18 months
preceding the application or renewal
deadline;

• The employer may not have administered
an existing substance-free workplace
program comparable to BWC’s level 1
program for four or more years;

• The employer must continue to meet all
eligibility requirements during the year of
participation in the program, when
applying for renewal and during each
subsequent year of participation, regardless
of the employer’s program level;

• The employer’s participation in the
program must be continuous, whether
eligible for four or five years. If an employer
drops out of the program without receiving
a discount or repays any discount received,
plus interest, the employer may be
considered for a discount if the employer
reapplies;

• The employer must not have completed
its eligible four or five years of participation
in the DFWP.

These are the initial requirements for program
eligibility. An employer determined to be
ineligible may reapply in a subsequent program
year, except for an employer who has been
determined to be ineligible based on having
an existing substance-free program for four
or more years comparable to BWC’s level
1 program.

Once BWC has reviewed the application to
determine whether the employer is eligible to
receive a discount for participation in the DFWP,
the bureau will determine whether the
employer is eligible for a specific level. Next,
BWC will determine the discount percentage
for which the employer qualifies.

Participating in more
than one alternative rating
or discount program
The percent of discount for eligible employers
may be based on an employer’s participation
in one or more alternative rating programs.
If an employer participates in any other
alternative rating program offered by BWC,
and receives a discount, credit or benefit for
participation in group rating, retrospective
rating, or the Premium Discount Program Plus
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Level 1/Level 2 Level 3

10 percent /15 percent 20 percent 20 percent 20 percent

A total of two years must be For the first year For the second year For the third year of
spent in either of these levels of level 3. of level 3, and/or level 3, and/or
or a combination of the the last year if the last year if
two levels for an employer to be only qualified for a qualified for a
eligible for level 3. four-year discount. five-year discount.

(PDP+), in the same policy year as the DFWP
program, the employer may still participate in
the DFWP program and may be entitled to
receive a discount. However, the employer may
receive only the maximum discount, credit or
benefit for whichever program amount is
greater for the given policy or program year.
Discounts may be stacked for employers
participating in group rating and DFWP.
Employers participating in both programs may
receive the associated premium discounts for
DFWP in addition to the group discount.
However, the combined discounts may not
exceed the maximum discount allowed under
the group-rating plan.

In addition, if a DFWP employer also
participates in PDP+, the employer may receive a
discount for both programs as follows: The
stacking of discounts will apply so long as the
employer satisfies the requirements of each
of the programs. In applying the discounts
for the two programs, the bureau will first
apply the PDP+ discount and then apply the
DFWP discount.

Discounts
An employer approved by BWC for a DFWP
who does not have an existing substance-free
workplace program comparable to level 1 at
the time of application, who has a program in
place for less than one year, or who has an
existing program in place for more than one
year that is not comparable to BWC’s level 1
program may receive a maximum of five years
of discount.

An employer who has an existing substance-
free workplace program at the time of
application for at least one year, but less than
four years may receive a maximum of four years
of discount.

However, if an employer has had an existing
program for four or more years that is
comparable to BWC’s level 1 program, the
employer is not eligible for a discount.

The discount will be applied twice annually for
private employers and once annually for public
employer taxing districts. The discount
percentages available to eligible employers are
displayed in the chart below.

If an employer has an existing substance-free
workplace program in operation for at least
one year, but less than four years before
applying, and if this program is determined to
be equivalent to the standards of BWC’s level
1, the employer may qualify to begin the DFWP
at level 2 with a 15-percent discount.

However, this employer must still have at least
two years at level 1 or level 2 before being
eligible for a level-3 discount. Furthermore,
such an employer will qualify for a maximum
of four years of discount.



How to apply
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An employer’s participation in the DFWP
and renewal of participation are on a
program-year basis. Participation is voluntary.

The first step for the employer is completing
the application on page 19 and 20 and
submitting the form by the applicable
deadline. BWC will review the application
to determine whether the employer is
eligible for a discount. An employer may
appeal enrollment rejection and renewal
rejection to BWC’s adjudicating committee
pursuant to Rule 4123-14-06 of the
Administrative Code.

Complete the application and have the chief
executive officer (or equivalent) of the
employer sign it. Employers who receive a
discount, but fail to implement the program
or meet the requirements must repay the
discount. By signing the application, the
employer agrees to these terms.

Again, self-insuring employers and state
agencies are eligible for technical assistance,
but not a discount. Employers wishing to
access technical assistance and support to
implement the DFWP, but not seeking to
receive a discount, should not fill out an
application. These employers may contact
BWC by calling 1-800-OHIOBWC
for assistance.

Application, certification, release of information, reporting
and renewal periods

Paperwork

Release One time only One time only
of information

Reporting and Once a year Once a year
renewal periods March 31 for the program year that begins Sept. 30 for the program year that

on July 1 begins on Jan. 1.
or

 Sept. 30 for the program year that begins
on Jan. 1.

One program period for public employers
Public employers may participate only in
the Jan. 1 – Dec. 31 program year.
Applications are accepted year round, but
to ensure the earliest discount eligibility,
public employers should  apply before
Jan. 1 or they may have to wait another
year for the discounts to apply.
Recommended deadline date is
Dec. 31 for the program year which
begins Jan. 1. This should give ample
time to get the DFWP in place within
three months.

Two program periods for private employers
Private employers may participate in the July 1
- June 30 program year or Jan. 1 - Dec. 31
program year. Applications for both program
years are accepted all year round, but to
ensure the earliest discount eligibility,
employers should try to apply before the start
date of the program year which gives ample
time to get the DFWP in place within three
months. Recommended application date is by
June 30 for the program year beginning
July 1 and Dec. 31 for the program year
beginning Jan. 1.

Certification Once a year Once a year
of implementation Sept. 30, for the program year that began March 31 for the program year that
(For employers on July 1 began on Jan. 1.
implementing a or
first-year program or March 31 for the program year that began
moving to another on Jan. 1.
program level)

Application

Deadlines for public employer
taxing districts
Applications are accepted year round, but
discounts are applied based on the actual
program year in which a participating
employer implements the DFWP in
accordance with program requirements.

Deadlines for private employers
Applications are accepted year round, but
discounts are applied based on the actual
program year in which a participating employer
implements the DFWP in accordance with
program requirements.



Reporting requirements
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Certification of implementation
The employer must submit a certification form
by the end of the first quarter of his or her
initial program year and each program year
in which the employer has been approved for
a different program level than the preceding
year. This form is available in the sample forms
section of the DFWP Technical Assistance
Manual, given to each approved DFWP
employer, or from your employer services
representative.

Completing and signing the certification form
indicates that the employer is, at minimum,
ready to begin his or her DFWP based on the
requirements for the approved program level.

The Release of Information, form (U-141),
allows BWC or its designee access to perform
an on-site audit of the employer’s DFWP
components, related records and
documentation. The employer sumits the
U-141 form once.

The employer also must submit the
following with the certification:

• Copy of the written policy;

• Name of program administrator and
percentage of time spent on the DFWP.

The employer must maintain the
following on site:

• Copy of written policy;

• Copies of acknowledgment forms signed
by each employee upon receiving the
employer’s written policy;

• Name, qualifications and credentials of
educators and trainers, or of persons
supervising educators or trainers;

• Original attendance sheet signed by each
attending employee at education sessions
or supervisor at training sessions;

• For level 1: the list of qualified resources
for assessment referral;

• For levels 2 and 3: copies of contact
information and agreements with
employee assistance providers;

• For level 3: a copy of the employer’s
health-care plan showing chemical-
dependency coverage.

Progress report
The progress report is used to provide
information about the employer’s DFWP and
to request renewal of a current DFWP level or
to request consideration for another level.
Progress reports are available in the sample
forms section of the DFWP Technical Assistance
Manual or from your employer services
representative. To be considered for
renewal, the employer:

• Must have certified the implementation
of his or her first-year program by the
deadline (three months after the start of
the employer’s DFWP year, including any
program year where the employer changed
program levels);

• Must have implemented all program
components associated with the DFWP level
for which a discount was obtained;

• Must have completed the progress report
and submitted it to BWC by the deadline.

Employers also must include the following
with the progress report:

• Brief course description of topics covered
in employee educational sessions, and
supervisor training sessions and information
about educators and trainers who
presented these sessions;

• Statistics regarding number of employees
educated and supervisors trained;

• Drug and alcohol testing statistics;

• Names, contact persons, phone numbers
for labs, collection sites and medical
review officers;

• Employee assistance information;

• Workers’ compensation claims information;

• Summary of employer’s DFWP activities,
any planned improvements, and progress
in meeting the five or 10 steps of BWC’s
10-Step Business Plan (for levels 2 and 3).



DFWP Technical Assistance Manual
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Each approved employer will receive a copy
of the DFWP Technical Assistance Manual to
serve as a reference guide in implementing
a DFWP. While this Procedural Guide covers
the basics of the DFWP, the Technical
Assistance Manual offers a fuller explanation
of how to implement the program. Included
is a list of federally certified laboratories
employers must use in the testing process.



Drug-free policies workers would support
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To be eligible for a discount in level 2, you
must implement five steps of BWC's 10-Step
Business Plan (Steps 1, 2, 6 and two other
steps). Level 3 participants must complete
all components of the 10-Step Business Plan
to be eligible for a discount.

The 10 steps are:
1. Visible, active senior management
leadership
Senior management, including the top
executive on site, must be the role models
for how they want all other employees to
act in creating a safe work environment.

2. Employee involvement and recognition
Both management and employees will
actively participate in the safety and health
management process.

3. Medical treatment and return-to-work
practices
Employers will establish a post-injury or
disability management policy and procedure
to help injured or ill employees obtain
quality medical care and return to work.
Return to work should incorporate a
transitional work program that uses real
job duties to accommodate injured workers’
medical restrictions for a specified time
period to gradually return them to their
original jobs.

4. Communications
Include regular verbal and written
communication on matters affecting
employee safety and health.

5. Timely notification of claims
Employers will report all cases involving
seven days or more of lost time to BWC
within 14 days of the date of injury, or one
week of being notified of the incident by
the ill or injured employee.

6. Safety and health process coordination
and employer education
The employer will designate an individual
as the accident prevention coordinator and
give him or her responsibility, and authority
to facilitate the organization’s safety and
health systems, and processes.

7. A written orientation and employee
training plan
Each organization will identify and respond
to the specific training needs of its
employees, including supervisors, managers
and team leaders. Employers will develop
a written safety and health training
program that documents specific training
objectives and instruction procedures.

8. Written and communicated safe
work practices
Guidance for employees as written safe
work practices is important for a clear
understanding of job requirements and
responsibilities. The company will identify,
document and make available both general
and job-specific safe work practices. The
employer will provide employees with a
copy of the general safe work practices,
and all employees will sign a statement to
indicate they have read, understood and
will follow the safe work practices.

9. Written safety and health statement
The employer’s top executive will sign a
safety and health policy document. All new
hires will receive this document. The
employer will communicate the policy to
all employees, then review with them on
an annual basis.

10. Recordkeeping and data analysis
Organizations will compile occupational
accident- and illness-related data. From this
information, the employer can identify
unsafe behaviors and develop improvements
to enhance the organization’s safety systems
and processes.

Components of BWC’s 10-Step Business Plan



While this guide should provide you with
the information you need to apply for the
DFWP, additional information, such as the
actual program rules, is available on request.

The rules also are available on our website
at ohiobwc.com.

BWC will send, upon request, a list of
professional organizations approved to
provide you with technical assistance after
we receive your signed application.

For more information, please call
1-800-OHIOBWC.

Thank you for your interest

Ohio Bureau of Workers’ Compensation Drug-Free Workplace Program
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