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REVISIONS 

Revision history for the past three years is depicted below, and copies of prior policies 
are available upon request. 

The most recent version number, along with the effective date listed below, represents 
the current policy in effect and expressly terminates and supersedes all previous policy 
versions listed below. 
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AFFECTED 

PAGE # 
DESCRIPTION OF REVISION/CHANGE 

005 3/20/2021 All 

Modified existing and added new Definitions for consistency with related policies 
and procedures. Modified existing Purpose, Scope and References sections. 
Modified existing Policy Elements section with additional detail, specifically: 
Employee Assistance Program, Training, Employee Testing Criteria, Reasonable 
Suspicion Testing, Random Selection Testing, Post-Treatment Testing, and 
Disciplinary Action. Added the following Policy Elements sections: Return from 
Leave Testing and Searches and Investigations.  

EXECUTIVE OWNER APPROVAL:  

004 2/5/2020 5 Added 4.7.2.5 an employee receives a second positive test. 
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1 Purpose 

1.1 
healthy, and productive work environment for Sunflower, its officers, 
employees, visitors, and Contractors, to provide quality services, and to 
maintain the integrity and security of Sunflower Premises. Sunflower will 
strive to maintain a work environment free from the effects of alcohol use and 
drug abuse. 

2 Scope 

2.1 This policy applies to all Sunflower employees, Contractors, and visitors, 
while at any Sunflower Premises or in Sunflower provided vehicles. Sunflower 
follows the IRS classification for employees, as a person who performs 
services for the Sunflower under an express contract of hire, under which the 
details of work performance.  

2.2 This policy is in addition to CP-CSV-SAF-051 which applies to CDL Drivers. 
For the sake of clarity, CDL Drivers are required to comply with both this 
policy and CP-CSV-SAF-51. 

2.3 Exceptions to the restrictions on the use and possession of alcohol may only 
be granted by the President & Chief Executive Officer for bona fide Sunflower 
activities outside working hours. 

2.4 This policy will be administered uniformly subject to the Americans with 
Disabilities Act, the Family Medical Leave Act, and the Federal Drug-Free 
Workplace Act and any limitations imposed by applicable federal, state, and 
local law.   

2.5 This policy is reviewed every three (3) years or as deemed necessary to 
comply with federal laws and regulations, and overall administration of the 
program. 

3 Definitions 

3.1 Alcohol.  The intoxicating agent in beverage alcohol, ethyl alcohol or other low 
molecular weight alcohols, including methyl or isopropyl alcohol. 

3.2 Contractor or Contracted Individual:  A third-party services or goods provider 
engaged to perform work for Sunflower as an independent contractor. It is 

ontractor and 
it shall not be construed as an employee, agent, or partner of Sunflower for 
any purpose. Notwithstanding the forgoing, all contractor personnel are 
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required to comply with all laws, ethical codes and applicable Sunflower 
policies, procedures, rules, and regulations.   

3.3 Controlled Substance:  (a) Any drug or other substance that is listed on the 
Federal Schedules of Controlled Substances, 21 USCS § 812, that is not 
legally obtainable; that is legally obtainable but has not been legally obtained; 
or that is being used for a purpose not in accordance with bona fide medical 
therapy; (b) any illegal drug or substance that usage of may be decriminalized 
by state or local law but is not legally protected by federal law; (c) any 
prescription drug not legally obtained or used for the prescribed purpose, at 
the prescribed dose; or (d) any prescription drug (over-the-counter) being 
used at a dosage level other than recommended by the manufacturer. 

3.4 Employee Assistance Program (EAP):  A Sunflower benefit program 
administered by an independent company that provides education, 
evaluation, and counseling for chemical dependency issues. 

3.5 Evidential Breath Testing (EBT):  The process of measuring blood alcohol 
concentration using a device approved by the National Highway Traffic Safety 
Administration (NHTSA) included on the Conforming Products List of EBTs in 
the Federal Register. 

3.6 Prescription Drug:  Any prescribed or over-the-counter drug that has been 
legally obtained and is being legally used for the purpose and at the dosage 
level for which prescribed or manufactured. 

3.7 Reasonable Suspicion:  When an employee, Contractor, or visitor has 
reported to work, or has otherwise entered Sunflower Premises, displays 
physical or physiological symptoms or reactions commonly attributed to the 
use of controlled substances and/or alcohol. 

3.8 Sunflower Premises:  Any Sunflower facility, work site, or property.  

3.9 Test or Testing:  The scientific analysis of urine, blood, breath, saliva, hair, 
tissue, and other specimens of the human body for the purpose of detecting a 
test substance, which may include evidential breath testing. 

3.10 Test Substance:  Any substance(s), including alcohol, which a test is 
designed to identify. 

4 Policy Elements 

4.1 Employees are required to acknowledge and to abide by the terms of this 
policy as a condition of employment. 

4.2 No employee, board member, Contractor or visitor shall report to work or visit 
any Sunflower Premises under the influence of Controlled Substances or 
Alcohol, sell, dispense, purchase, transfer, manufacture or be in possession 
of Controlled Substances, paraphernalia related thereto, or Alcohol on 
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Sunflower Premises or in Sunflower provided vehicles.  For avoidance of 
doubt employees should abstain from using Controlled Substances and 
consuming Alcoholic beverages that adversely impact performance prior to 
the start of their workday, during the work periods, during lunch and other 
work breaks. 

 An employee who must use Prescription Drugs that may impair that 
 his or her supervisor of 

the specific warnings or risks associated with the use of such drug 
before working; failure to do so is a violation of this policy. 

 The supervisor will take steps to determine whether the employee is 
able to work safely and may re
or take other appropriate action for so long as the employee uses 
such Prescription Drugs. In general, the employee need not reveal 
the condition being treated or the name of the drug although 
Sunflower Human Resources representatives may ask the employee 
to discuss these issues in confidence if it appears the individual 
needs a reasonable accommodation related to a disability. 

4.3 Sunflower, as a federal contractor, complies with the Federal Drug-Free 
Workplace Act, which requires that:  

 Employees must notify Sunflower of any criminal drug statute 
conviction for a violation occurring in the workplace, as applicable 
when engaged in performing work under a federal contract or grant, 
no later than five (5) days after such conviction.  

 Within thirty (30) days of the report, Sunflower will determine the 
appropriate disciplinary action and notify the affected employee. 

 Sunflower is also required to notify the appropriate agency of the 
conviction for workplace drug crimes by employees directly engaged 
in performing work under a federal contract or grant. 

4.4 Employee Assistance Program (EAP) 

 Sunflower offers an Employee Assistance Program (EAP) to all 
employees and their dependents. Benefits or treatment programs, 
available to Sunflower employees through the EAP shall not apply or 

who are not Sunflower employees, but who are subject to Testing 
hereunder. The EAP benefit is separate from and independent of this 
Drug and Alcohol Policy.  

 Employees who wish to overcome drug or Alcohol dependency are 
strongly encouraged to seek confidential professional help. To assist 
employees in this process, Sunflower provides an EAP.  The purpose 
of an EAP is to provide help to employees and their dependents who 
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suffer from Alcohol, drug abuse or other problems. Through the EAP, 
a counselor is available to assist and counsel employees and their 
dependents with their physical or emotional problems. It is the 
responsibility of the employee to seek assistance through EAP before 
Alcohol and drug problems lead to disciplinary actions.  Sunflower 
will cover the cost of visits with the counselor in accordance with the 
EAP. If a leave of absence is necessary so that the employee may 
undergo medical treatment for Alcohol or drug dependence, the 
employee will be granted a reasonable leave of absence pursuant to 
the applicable leave policy and will remain eligible for benefits as 

ve 
of absence policy. 

 
treatment and successful completion of the agreed upon appropriate 
treatment regimen will not jeopardize job security or promotional 
opportunities. However, once a violation of this policy occurs, 
subsequently using the EAP on a voluntary basis may not lessen 
disciplinary action and may, in fact, have no bearing on the 
determination of appropriate disciplinary action. Additionally, while 
reasonable accommodation for disabled individuals shall be 
provided, Sunflower is under no obligation to create new 
jobs/positions or job descriptions to allow for such accommodation. 

 Eligibility. Under the EAP, any employee who; (1) admits to 
having a physical and/or psychological dependency on 
either Alcohol or a Controlled Substance and seeks 
treatment, or (2), employees who test positive as part of 
the random Testing, reasonable suspicion Testing, or 
periodic announced Testing and seeks treatment shall, in 
either case, be relieved of duties and referred to the EAP. 
The treatment recommended by the EAP must be followed 

of absence policy.  Failure to follow the EAP treatment 
program will result in immediate termination.  

 Release of all information from the EAP provider to Sunflower will 
require specific employee authorization.  

 
Designated Employer Representative (DER) only in safety-
sensitive situations, fitness-for-duty requirements, or when 
continuing to work with specific job restrictions relating to 

 

 Employees currently in treatment under the EAP program will not be 
eligible to return to work until rehabilitation is completed or the 
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g licensed physician or EAP provider states in 
writing that the employee can work without restrictions while 
undergoing treatment during non-working hours on an outpatient 
basis. (Employees whose treatment involves drug maintenance, 
hospitalization or detoxification are not eligible for the exemption from 
the requirement of completed treatment). 

 No employee will be allowed to return to work until the 
Employee has provided a non-positive Test result from a 
physician or other Testing professional selected by 

is positive, Sunflower will test the employee once per-week 
(for a reasonable time-period depending upon the 
situation) until the employee provides a non-positive Test 
result before the employee will be eligible to return to work. 
However, if during this extended period of Testing the 
laboratory providing the test results identifies an elevation 
in the levels of the Test Substance or if the sample tests 
positive for any other Controlled Substance or Alcohol 
abuse, the employee will be immediately terminated. 

4.5 Training 

 Reasonable Suspicion Training 

 Managers and supervisors are responsible for completing 
Reasonable Suspicion training. Manager and supervisor 
annual training shall include, at a minimum, behavioral 
observation training, and drug and Alcohol use education, 
including knowledge of Controlled Substances and the 
characteristics of their use. 

 The EAP provider will be responsible for providing ongoing employee 
training and education programs on recognizing signs of substance 
abuse in the workplace. The EAP provider will also provide 
information regarding substance abuse and the services and 
resources available for treatment. 

4.6 Employee Testing Criteria 

 All Sunflower Testing programs will be consistent with applicable 
federal, state, and local laws and regulations. Reasonable 
accommodation for disabled individuals shall also be provided. 

 All Testing shall be conducted by a United States Department of 
Health and Human Services (DHHS) and Substance Abuse Mental 
Health Services Administration (SAMHSA) certified laboratory. 
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 Unless other Testing requirements are in effect, all Testing will 
include screening for Test Substances which include a 9-panel drug 
plus an Alcohol screen by way of oral swab and EBT device.  In 
extreme situations where a swab-qualified testing site cannot be 
found, a urine sample will be taken.  Testing will include alcohol 
(ethanol, but not by way of limitation) and the following drugs: 
amphetamines (to include methamphetamine, but not by way of 
limitation); opiates (to include morphine, heroin and codeine, but not 
by way of limitation); cannabinoids (to include marijuana and 
hashish, but not by way of limitation); cocaine (to include 
benzoylecgonine, but not by way of limitation); phencyclidine (to 
include PCP and angel dust, but not by way of limitation); 
barbiturates (to include Butalbital, but not by way of limitation); 
benzodiazepines (to include Lorazepam, but not by way of 
limitation); methadone (methadone, but not by way of limitation); and 
MDMA (MDMA, but not by way of limitation). 

 Pre-Employment Testing 

 Testing and successfully passing is required as a condition 
of employment for all prospective employment candidates.  

 Reasonable Suspicion Testing 

 Employees may be asked to submit to Testing when there 
is Reasonable Suspicion to believe they have reported for 
duty or are on duty and are under the influence of 
Controlled Substances and/or Alcohol or otherwise 
presently in violation of this policy.  Testing for Reasonable 
Suspicion will be based on specific, objective facts and 
reasonable inferences drawn from these facts considering 
experience, other or credible report indicating the 
employee is in violation of this policy.  Testing for 
Reasonable Suspicion does not require certainty of 
suspicion. The Safety Department will designate a qualified 
Sunflower employee(s) to determine whether to Test for 
Reasonable Suspicion. 

  If an employee is involved in an accident or incident on 
any Sunflower Premises or in Sunflower vehicles such 
involvement may create Reasonable Suspicion for Testing. 

 Random Selection Testing 

 Sunflower may conduct random Testing of employees 
chosen on a neutral selection basis without advance 
notice.  The method used to randomly select employees for 
Testing will be one that results in an equal probability that 
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any employee from a group of employees subject to this 
Testing will be selected.  Sunflower does not have the 
discretion to waive the selection of any employee selected 

rd-party Testing 
administrator will conduct the random selection process.  
Employees randomly selected will then return to the 
random Testing pool and may be selected again. 

 Annually, fifty percent (50%) of employees will be randomly 
selected. Testing will occur quarterly.  

 Post-Treatment Testing 

 An employee who is currently participating in, who has 
recently participated in of an EAP approved treatment plan 
will be subject to a post-treatment alcohol and/or 
substance-testing program. The follow-up program will be 
developed by the EAP provider for each individual and may 
extend up to 60 months post treatment.  

 The post-treatment testing is in addition to the random 
testing program and is a requirement for continued 
employment. A subsequent positive post-treatment Test (or 
admission of Controlled Substance or Alcohol abuse) may 
result in immediate termination. 

 Return from Leave Testing 

 Sunflower will require any employee who is returning from 
either (1) a leave of absence in excess of thirty (30) days 
for use of Controlled Substances and/or abuse of Alcohol 
or (2) a leave of absence due to participation in an EAP 

to work. Return from leave Testing will be scheduled 
 return to work 

and will require a non-positive Test result before the 
employee is reinstated. 

4.7 Driving Requirements 

 Employees required to travel as part of their job duties and suffer 
, will receive 

accommodations up to ninety (90) days maximum. After which time 
the employee must be able to travel on company business without 
accommodation or lose their position.  

 If a citation for Alcohol or Controlled Substance abuse is received in 
a company-provided vehicle or on company time, the results of the 
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test administered by the legal authority will be construed in the same 
way as a test administered by the company under this program.  

4.8 Searches and Investigations 

 If the Sunflower has Reasonable Suspicion that an employee, visitor, 
or Contractor is selling, distributing, or using drugs on Sunflower 
Premises, Sunflower reserves the right to conduct searches, 
investigations, surveillance, retain the services of a private 
investigator or involve law-enforcement personnel.  The investigation 
and/or search may be conducted at any time and with or without the 
involvement of law enforcement. 

 Surveillance equipment may be used at any time and in any place 
and manner.  Employees, visitors, and Contractors should have no 
expectations of privacy on Sunflower Premises other than as defined 
by applicable state law. 

 Sunflower reserves the right to seize all contraband found on 
Sunflower Premises and the Sunflower may turn over such evidence 
as required to the appropriate authorities. 

4.9 Disciplinary Action 

 An employee in violation of this policy is subject to discipline up to 
and including termination of employment.  

 Discharge from employment will result when: 

 an employee refuses a required test; 

 there is evidence of willful interference with or 
contamination of a testing sample; 

 an employee does not comply with the written treatment 
plan as recommended by the EAP and required by 
Sunflower;  

 upon receiving a positive test, an employee refuses 
treatment or participation in the EAP; or 

 
receive up to three days disciplinary 
suspension, without pay, to reconsider the 
option for treatment. 

 an employee receives a second positive test. 

 Any employee who fails to notify Sunflower of any criminal drug 
statute conviction for a violation occurring in the workplace, as 
applicable when engaged in performing work under a federal contract 
or grant, no later than five (5) days after such conviction will be 
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subject to disciplinary action up to and including immediate 
termination.   

 Contractors or visitors determined to be under the influence of a 
Controlled Substance or Alcohol will be deemed to be trespassers 
and will be escorted from the property by proper authorities. 

5 References 

5.1 BOD Policy 109: Security, Safety, and Health 

5.2 BOD Policy 119: Drug and Alcohol Abuse 

5.3 CP-CSV-HRM-001 Pre-Employment Testing 

5.4 Corporate Policy CP-CSV-SAF-051: Drug and Alcohol  CDL Drivers   

5.5 Corporate Policy CP-CSV-SAF-052: Drug and Alcohol Testing  Contractor 
Personnel   

6 Reviews and Approval 

Activity Name Signature Date 

Author 
Review 

Raquel Flores   

Accountable 
Lead 
Review 

Lisa Almazan   

Legal 
Review 

Jodie Justiss-
Dinsmore 

  

Executive 
Owner 
Approval 

Jana M. Horsfall   

 



Certificate Of Completion

Envelope Id: D77E080443504B15B6DB96E6F1340DC7 Status: Completed

Subject: CP-CSV-SAF-050_Drug_and_Alcohol

Source Envelope: 

Document Pages: 12 Signatures: 6 Envelope Originator: 

Certificate Pages: 5 Initials: 0 Dawsena Miller

AutoNav: Enabled

EnvelopeId Stamping: Enabled

Time Zone: (UTC-08:00) Pacific Time (US & Canada)

301 West 13

Hays,   67601

dmiller@sunflower.net

IP Address: 70.167.57.234  

Record Tracking

Status: Original

             3/15/2021 11:44:01 AM

Holder: Dawsena Miller

             dmiller@sunflower.net

Location: DocuSign

Signer Events Signature Timestamp

Raquel Flores

rflores@sunflower.net

Security Level: Email, Account Authentication 
(None)

Signature Adoption: Pre-selected Style

Using IP Address: 70.167.57.234

Sent: 3/15/2021 11:48:46 AM

Resent: 3/17/2021 7:54:07 AM

Viewed: 3/17/2021 9:10:43 AM 

Signed: 3/17/2021 9:10:55 AM

Electronic Record and Signature Disclosure: 
      Accepted: 3/17/2021 9:10:43 AM
      ID: 1c5ea99e-d3d4-4c13-bc52-301f3409335d

Lisa Almazan

lalmazan@sunflower.net

Safety Manager

Security Level: Email, Account Authentication 
(None) Signature Adoption: Pre-selected Style

Using IP Address: 70.167.57.234

Sent: 3/17/2021 9:10:57 AM

Viewed: 3/17/2021 9:57:45 AM 

Signed: 3/17/2021 9:58:39 AM

Electronic Record and Signature Disclosure: 
      Accepted: 3/17/2021 9:57:45 AM
      ID: 9ea88a09-ae81-4b73-ab43-ecfb98d5ef03

Jodie Justiss-Dinsmore

jjustissdinsmore@sunflower.net

Security Level: Email, Account Authentication 
(None)

Signature Adoption: Pre-selected Style

Using IP Address: 68.102.115.140

Sent: 3/17/2021 9:58:41 AM

Viewed: 3/18/2021 12:52:02 PM 

Signed: 3/18/2021 12:53:05 PM

Electronic Record and Signature Disclosure: 
      Accepted: 3/18/2021 12:52:02 PM
      ID: 9436a48c-9555-43a5-a319-c211139e9c36

Jana M. Horsfall

jhorsfall@sunflower.net

VP, Corporate Services

Sunflower Electric Power Corporation

Security Level: Email, Account Authentication 
(None)

Signature Adoption: Pre-selected Style

Using IP Address: 50.93.236.116

Sent: 3/18/2021 12:53:07 PM

Viewed: 3/18/2021 1:43:53 PM 

Signed: 3/18/2021 1:44:02 PM

Electronic Record and Signature Disclosure: 
      Not Offered via DocuSign



In Person Signer Events Signature Timestamp

Editor Delivery Events Status Timestamp

Agent Delivery Events Status Timestamp

Intermediary Delivery Events Status Timestamp

Certified Delivery Events Status Timestamp

Carbon Copy Events Status Timestamp

Witness Events Signature Timestamp

Notary Events Signature Timestamp

Envelope Summary Events Status Timestamps

Envelope Sent Hashed/Encrypted 3/15/2021 11:48:46 AM

Certified Delivered Security Checked 3/18/2021 1:43:53 PM

Signing Complete Security Checked 3/18/2021 1:44:02 PM

Completed Security Checked 3/18/2021 1:44:02 PM

Payment Events Status Timestamps

Electronic Record and Signature Disclosure



CONSUMER DISCLOSURE  
From time to time, Sunflower Electric Power Corporation (we, us or Company) may be required 
by law to provide to you certain written notices or disclosures. Described below are the terms 
and conditions for providing to you such notices and disclosures electronically through the 
DocuSign, Inc. (DocuSign) electronic signing system. Please read the information below 
carefully and thoroughly, and if you can access this information electronically to your 
satisfaction and agree to these terms and conditions, please confirm your agreement by clicking 

 
Getting paper copies  
At any time, you may request from us a paper copy of any record provided or made available 
electronically to you by us. You will have the ability to download and print documents we send 
to you through the DocuSign system during and immediately after signing session and, if you 
elect to create a DocuSign signer account, you may access them for a limited period of time 
(usually 30 days) after such documents are first sent to you. After such time, if you wish for us to 
send you paper copies of any such documents from our office to you, you will be charged a 
$0.00 per-page fee. You may request delivery of such paper copies from us by following the 
procedure described below.  
Withdrawing your consent  
If you decide to receive notices and disclosures from us electronically, you may at any time 
change your mind and tell us that thereafter you want to receive required notices and disclosures 
only in paper format. How you must inform us of your decision to receive future notices and 
disclosure in paper format and withdraw your consent to receive notices and disclosures 
electronically is described below.  
Consequences of changing your mind  
If you elect to receive required notices and disclosures only in paper format, it will slow the 
speed at which we can complete certain steps in transactions with you and delivering services to 
you because we will need first to send the required notices or disclosures to you in paper format, 
and then wait until we receive back from you your acknowledgment of your receipt of such 
paper notices or disclosures. To indicate to us that you are changing your mind, you must 

DocuSign envelope instead of signing it. This will indicate to us that you have withdrawn your 
consent to receive required notices and disclosures electronically from us and you will no longer 
be able to use the DocuSign system to receive required notices and consents electronically from 
us or to sign electronically documents from us.  
All notices and disclosures will be sent to you electronically  
Unless you tell us otherwise in accordance with the procedures described herein, we will provide 
electronically to you through the DocuSign system all required notices, disclosures, 
authorizations, acknowledgements, and other documents that are required to be provided or made 
available to you during the course of our relationship with you. To reduce the chance of you 
inadvertently not receiving any notice or disclosure, we prefer to provide all of the required 
notices and disclosures to you by the same method and to the same address that you have given 
us. Thus, you can receive all the disclosures and notices electronically or in paper format through 
the paper mail delivery system. If you do not agree with this process, please let us know as 
described below. Please also see the paragraph immediately above that describes the 
consequences of your electing not to receive delivery of the notices and disclosures 
electronically from us.  
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address.  We do not require any other information from you to change your email address..   
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in your DocuSign account by following the process for changing e-mail in the DocuSign system.  

To request paper copies from Sunflower Electric Power Corporation  
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page, select the check-box indicating you wish to withdraw your consent, or you may; 
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need any other information from you to withdraw consent..  The consequences of your 
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time to process..  

Required hardware and software  

Operating 
Systems: 

Windows® 2000, Windows® XP, Windows Vista®; Mac OS® X 

Browsers: 
Final release versions of Internet Explorer® 6.0 or above (Windows only); 

(Mac only) 

PDF Reader: Acrobat® or similar software may be required to view and print PDF files 

Screen 
Resolution: 

800 x 600 minimum 



Enabled Security 
Settings: 

Allow per session cookies 

** These minimum requirements are subject to change. If these requirements change, you will be 
asked to re-accept the disclosure. Pre-release (e.g. beta) versions of operating systems and 
browsers are not supported.  
Acknowledging your access and consent to receive materials electronically  
To confirm to us that you can access this information electronically, which will be similar to 
other electronic notices and disclosures that we will provide to you, please verify that you were 
able to read this electronic disclosure and that you also were able to print on paper or 
electronically save this page for your future reference and access or that you were able to e-mail 
this disclosure and consent to an address where you will be able to print on paper or save it for 
your future reference and access. Further, if you consent to receiving notices and disclosures 
exclusively in electronic format on the terms and conditions described above, please let us know 

 
 

 I can access and read this Electronic CONSENT TO ELECTRONIC RECEIPT OF 
ELECTRONIC CONSUMER DISCLOSURES document; and 

 I can print on paper the disclosure or save or send the disclosure to a place where I can 
print it, for future reference and access; and 

 Until or unless I notify Sunflower Electric Power Corporation as described above, I 
consent to receive from exclusively through electronic means all notices, disclosures, 
authorizations, acknowledgements, and other documents that are required to be provided 
or made available to me by  Sunflower Electric Power Corporation during the course of 
my relationship with you. 


