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PROCEDURES

1. In accordance with U.S. Department of Transportation (DOT) regulations, drugs for which tests will be conducted include, but are not limited to, marijuana, cocaine, amphetamines, opiates, and phencyclidine (PCP). Urine specimens will be used to test for these drugs.  Specimen collection, handling, and testing procedures will be conducted according to “DOT Urine Specimen Collection Procedures Guidelines.”  These guidelines require a urine sample be divided between two containers (split sample) to allow one container for immediate testing and one for testing at a later date, if the first test is challenged.
2. Applicants and employees subject to drug testing will be positively identified by a photo ID, such as a driver's license, and will be asked to remove their outer garments (hats, coveralls, coats, jackets, etc.) and empty their pockets prior to specimen collection.  The collection site and procedure will be designed to allow individual privacy and preserve the dignity of each person tested.  Direct observation of the urine sample collection will not normally be required but may be necessary if there is reason to believe a specimen could be adulterated or substituted.  In these cases, collections will be observed by a person who is of the same sex as the person being tested.
3. Reports of each drug test will be reviewed by a Medical Review Officer (MRO) who is a licensed physician with knowledge of substance abuse disorders.  The MRO will interpret and evaluate the results of each test, along with relevant medical information about each applicant or employee. Test results caused by illegal drug use will be reported to the Risk Management Division who will notify the employee's supervisor and the local human resources staff for follow-up.

4. Employees who work in safety-sensitive positions will be subject to random testing.  A computer generated selection process will be used to ensure each covered employee has an equal chance of being selected for testing.

5. Safety-sensitive positions include positions that require a Commercial Drivers’ License (CDL), which is a DOT requirement, as well as positions that do not require a CDL but meet the department's safety-sensitive criteria described below.  The safety-sensitive status of each position is identified in the Title (TITL) window in the SAM II HR/Payroll System.

Criteria which makes an employee's position require a CDL is described in Personnel Policy 0510, "Commercial Driver's License."  Employees are not required to obtain a CDL unless they meet the requirements of policy 0510.

Activities considered to make a position safety-sensitive include, but are not limited to, those listed below.  The amount of exposure or extent of operation is considered when determining whether or not to classify a position as safety-sensitive.

a. Exposure to traffic or heavy equipment while working on highways right-of-ways, construction sites, and other work zones.

b. Operation of aircraft.

c. Operation of heavy equipment.

d. Operation of forklifts.

e. Operation of department vehicles for a significant portion of the time; or driving in a manner inconsistent with normal traffic patterns (frequent entering and exiting traffic, driving much slower than speed limit, etc.).

f. Operation of power equipment or tools (lathes, drill presses, chain saws, etc.).

g. Performance of maintenance on department automobiles, trucks, heavy equipment, or aircraft.

h. Use of or exposure to corrosive chemicals (acids, alkalines, etc.).

6. Wage and salaried employees in any position will be required to complete a drug test when evidence shows reasonable suspicion.  Evidence which may provide a reasonable suspicion includes, but is not limited to, the following:

a. Employee is observed using or possessing what appears to be an illegal drug while on the job.  Also see Personnel Policy 2507, "Federal Drug-Free Workplace Act.”
b. Employee's appearance, behavior, speech, or body odors indicate employee may be affected by illegally used drugs while on the job.
c. Employee is arrested for a drug-related offense, or identified as the focus of a criminal investigation into illegal drug possession, use, distribution, or manufacturing.  (For employees in CDL and other safety-sensitive positions only.)  Also see Personnel Policy 2507, "Federal Drug-Free Workplace Act.”
d. Information is provided either by reliable and credible sources or independently corroborated that an employee has used illegal drugs.
7. If an applicant or employee wishes to challenge test results, the MRO will make arrangements for the second container of the split sample to be sent to another certified laboratory for testing.  Applicants and employees will be responsible for paying for transporting their sample to the second laboratory, laboratory testing, review by an MRO, and all other related costs.  The results of these second tests will determine what action will be taken.  For applicants, if the results of the second test are positive, the conditional offer will be withdrawn.  Applicants and employees will be reimbursed for the cost of the second test if it is negative.  If the results of the second test are positive, the employee will be released from employment.  The effective date of the termination is the date the department is informed of the results of the second test.  Copies of vendor invoices for amount requested must be submitted with the reimbursement request.  Only one challenge will be allowed for each initial positive drug test.  The confirmation test will be used to determine the results of the drug test.  Employees may not request further tests or challenge the results of the confirmation test.

CROSS REFERENCES

Personnel Policy 2507, "Federal Drug-Free Workplace Act”

Personnel Policy 0510 “Commercial Drivers License”

