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DEPARTMENT OF THE ARMY

26TH ASG, ALCOHOL AND DRUG CONTROL OFFICE

UNIT 29237 BOX 9237

APO AE 09102-9237
AEUSG-CA-ASAP

1. Purpose. This SOP provides guidelines and instructions on the procedures that must be followed in the performance of collecting, handling, and shipping of urine specimens for civilian collections for the Drug-Free Federal Workplace (DFW) Drug Testing Program. These procedures are to be used in conjunction with those set forth in Department of Health and Human Services Mandatory Guidelines, AR 600-85, Department of Defense Directives and Executive Order 12564.

2. This SOP applies primarily to the 26th Area Support Group Installation Biochemical Test Coordinators (IBTCs); Collection Site Personnel (CSP); and other personnel assigned to the Installation Biochemical Collection Point who are responsible for facilitating/collecting biochemical tests for civilian personnel for the DFW Drug Testing Program.

3. References.

a. Supplemental Appropriations Act, 1987, Public Law Number 100-71, Section 503

b. Executive Order 12564, Drug-Free Federal Workplace

c. Health and Human Services Mandatory Guidelines for Federal Workplace Drug Testing Programs

d. DoD Directive 1010.9, DoD Civilian Employees Drug Abuse Testing Program

e. AR 600-85, Army Substance Abuse Program (ASAP), 1 October 2001

f. DA PAM 600-85, Army Substance Abuse Program Civilian Services, 15 October 2001

g. AR 50-6, Chemical Surety, 26 June 2001

h. Urine Specimen Collection Handbook for Federal Workplace Drug Testing Programs

i. Medical Review Officer Manual for Federal Workplace Drug Testing Programs

j. AR 50-5, Nuclear Surety, 1 August 2000

k. AR 380-67, the Department of the Army Personnel Security Program, 9 September 1988
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4. Definitions.

a. Alcohol and Drug Control Officer (ADCO). The person having staff responsibility for implementing, operating, and monitoring the ASAP at MACOM, installation, or major tenant unit level. Has the function of Designated Management Official (DMO).

b. Installation Biochemical Testing Coordinator (IBTC). The individual responsible for coordinating and conducting urinalysis testing.

c. Employee Assistance Program Coordinator (EAPC). The individual responsible for the employee assistance program who offers screening, assistance, and referral for

rehabilitation/treatment services to employees. This individual further serves as the Prevention Coordinator for each Base Support Battalion.

d. Specimen. The portion of urine that is collected from a donor.

e. DoD Drug Testing Program (DTP). Department of Defense Software utilized to ensure the installation uses a valid random selection process for drug testing.

f. Chain of Custody. Procedures to account for the integrity of each urine specimen or

aliquot, by tracking, handling, and storing from point of specimen collection to the final

disposition of the specimen. Documentation of this process must include the date and purpose each time a specimen or aliquot is handled or transferred and identification of each individual in the chain of custody.

g. Medical Review Officer (MRO). A licensed physician responsible for receiving

laboratory results generated from a drug test who has knowledge of substance abuse disorders and has appropriate medical training to interpret and evaluate employees/applicants confirmed positive tests results together with their medical histories and any other relevant biomedical information.

h. Collection Site. A place designated where employees present themselves for the purpose of providing a urine specimen.

i. Testing Designated Position (TDP). A position considered being critical to the safety and security of the mission.

j. Post Accident Testing. Drug testing of employees where a supervisor determines that an employee’s conduct or performance could have been a contributing factor to the accident.

k. Accident. For the purpose of post-accident testing, an accident is defined as an incident, which results in death or personal injury necessitating in-patient treatment or estimated property damage in excess of $10,000.

l. Applicant Testing. Individuals tentatively selected for a TDP.
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m. Volunteer. Civilian employees in any non-testing category who will voluntarily submit for drug testing.

n. TDP Guard/Police. Employees whose job or positions involve national security and the protection of property or persons.

o. Random Testing. Random drug testing is a system of drug testing imposed without

individualized suspicion that a particular individual is using illegal drugs.

p. Reasonable Suspicion Testing.  When there is reasonable suspicion that any employee uses illegal drugs.  Reasonable suspicion testing may be required of any employee in a position which is designated for random testing when there is a reasonable suspicion that the employee uses illegal drugs whether on or off duty. 

q. Follow-up Testing. Unannounced testing, which may be administered during counseling or rehabilitation of employees.

r. Donor. The individual from whom a specimen is collected.

5. General

a. The ADCO is responsible for the oversight of the entire program assuring that collection, processing, and shipping of the specimens will be in accordance with AR 600-85 and other applicable policies and guidance.

b. The IBTC will use the DOD Drug Testing Program Software to randomly select individuals in the TDP pool for drug testing.

c. All employees in a TDP will be provided the opportunity to sign the DA Form 5019 (See Appendix B). If an employee who occupies a TDP refuses to sign the form, the supervisor will sign in block 5a of the form. A copy will be provided to the PC/EAPC and the Civilian Personnel Advisory Center (CPAC) at the ASG.

d. Civilian Personnel Advisory Center (CPAC) will assist with the identification of employees in TDPs, helping train these employees and their supervisors, providing guidance on handling confirmed positive drug tests results, and ensuring the database of employees occupying TDPs is updated quarterly.

e. Frequency of drug testing will be 50% random testing of the TDP population per year. This testing frequency will result in all TDPs being drug tested during the course of the year. In consultation with the local law enforcement agencies, the ADCO, and other drug control agencies, the installation commander may increase the random percentage with the approval of the IMA-EURO Regional Director.
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6. Responsibilities

a. The ADCO is responsible for:

(1) Maintaining the overall operations of the Drug-Free Workplace Program.

(2) Providing Quality Control for selection and testing information.

(3) Preparing, analyzing, and briefing drug and alcohol testing information.

(4) Updating and maintaining systems necessary to the operations of the DFW.

(5) Notifying management officials of confirmed positive test results.

(6) Conducting quarterly inspections of the Installation Biochemical Collection Point (IBCP).

b. The PC/EAPC is responsible for:

(1) Training both TDP supervisors and TDP personnel on the drug testing program and procedures.

(2) Interviewing employees referred as a result of a verified positive test.

(3) Referring and arranging appropriate treatment milieu.

c. The IBTC is responsible for:

(1) Random selection and scheduling personnel for urinalysis, utilizing the Drug Testing Program (DTP) software.

(2) Collection of urinalysis specimens and preservation of chain of custody, and integrity of specimens being forwarded to the forensic laboratory for testing.

(3) Ensuring a 95-105 % utilization rate of the testing quota received from IMA-E ASAP.

(4) Keeping the ADCO apprised of the status of the urinalysis testing program.
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(5) Ensuring all data contained on the urine specimen bottle, Federal Drug Testing Custody Control Form (CCF), and log record is complete and accurate.

(6) Maintaining a protocol for persons being tested and ensuring that the reason for the test is appropriate, and documenting any changes or inconsistencies in the testing protocol.

(7) Updating the TDP database upon receipt of test results from the ADCO.

d. Directors/Tenant Activity Chiefs with personnel subject to urinalysis are responsible for:

(1) Identifying covered positions as designated in AR 600-85 and other directives.

(2) Initiating appropriate personnel actions on personnel with positive urinalysis results.

(3) Taking appropriate action against employees who fail to meet the testing criteria.

e.  Civilian Personnel Advisory Center (CPAC) is responsible for:

(1) Assuring written notification and DA Form 5019 (Condition of Employment for Certain Civilian Positions Identified as Critical under the Department of the Army Drug-Free Federal Workplace Program) are properly executed for personnel subject to urinalysis testing.

(2) Coordinating with management to assure appropriate personnel actions are taken when positive urinalysis is documented for employees and applicants.

(3) Periodically updating the TDP list and forwarding the changes to the ADCO.

f. MRO is responsible for:

(1) Receiving civilian test results from the laboratory.

(2) Completing Step 6 of the original chain of custody form.

(3) Reviewing and interpreting all urinalysis test results.

(4) Verifying lab results and determining legal or illicit use of a substance.
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(5) Contacting tested employees to acquire information about authorized use of a substance when lab results indicate a positive test result.

(6) Interview employees and applicants who have confirmed positive lab results to determine if there is medical justification for the positive results.

(7) Reviewing the employee’s medical history or any other relevant biomedical factors and determining any cause for a positive.

(8) Forwarding results of a verified positive test to the ADCO for management notification.

(9) Requesting a retest of the original sample if there is any question regarding the accuracy and validity of the test result.

(10) Documenting verified positive test results.

7. Testing Categories.  There are six required categorizes for drug testing.

a. Reasonable Suspicion Testing. When there is reasonable suspicion that any employee uses illegal drugs. Reasonable suspicion testing may be required of any employee in a position which is designated for random testing when there is a reasonable suspicion that the employee uses illegal drugs whether on or off duty. Reasonable suspicion testing may also be required of any employee in any position when there is a reasonable suspicion of on-duty use or on-duty impairment.

b. Injury, Accident, or Unsafe Testing. Drug testing of employees where a supervisor determines that an employee’s conduct or performance could have been a contributing factor to the accident.

c. Voluntary Testing. When an employee volunteers for drug testing.

d. Follow-up Testing.  As a follow-up to counseling or rehabilitation.
e. Applicant Testing. Prior to appointment and/or selection to a position identified as a TDP.

f. Random Testing. Periodic testing after appointment to a TDP done on a completely random basis.

8. Collection Site. The collection site is a facility (permanent or temporary) where donor(s) provide a urine specimen. A collection site must have:

a. A restroom/stall with a toilet that affords the donor privacy.  All types of restroom including a mobile facility are acceptable.
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b. A source of water for washing hands, if practical, is external to the restroom/stall.

c. Security procedures to prevent unauthorized access to the site during the collection.

d. Features to provide for secure handling/storage of the collection supplies and

urine specimens.

e. Features to prevent the donor from having access to items that could be used to

adulterate or dilute the specimen.

f. A holding area monitored by IBTC/designated representative for the employees

who fail to provide a complete specimen at the first attempt.

9. Collection Supplies. The supplies for civilian urinalysis will be stored in a secured area, designated as limited access area. The IBTC shall ensure that, at a minimum, a 30 day supply level is maintained at all times and that the “First in First out” method of inventory control is utilized to the fullest extent possible. The following supplies must be available at the collection site:

a. Latex gloves

b. Civilian Urinalysis Testing Kits (see ordering form in Appendix H):

(1) One Single-use wrapped or sealed collection container.

(2) One Single-use wrapped or sealed specimen bottle with appropriate cap/lid.

(3) One Leak-proof plastic bag in which sealed specimen bottle and CCF is placed.

(4) Absorbent material that is placed inside the leak proof plastic bag.

c.  Federal Drug Testing Custody and Control Forms (These forms may be requested using the form in Appendix H)

d. Hand soap and paper towels

e. Surface disinfectant

f. Bluing agent or other coloring agent (not yellow or orange)

g. Tamper-evident seals
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h. Shipping containers

g. Civilian collection ledgers/logbook (Appendix M)

10. Testing Procedures.

a. Selection and notification of individuals to be tested. Only DA civilian employees identified as occupying a TDP are subject to random drug testing. The purpose is to deter drug use and to identify and remove drug users from critical safety/security sensitive positions. Reasonable suspicion, rehabilitation, and follow-up testing are also used to ensure the workplace is safe, healthful, productive, and drug-free. DA civilian employees not occupying a TDP may volunteer for random testing to show their support of a drug-free workplace.

(1) The IBTC will be responsible for managing and updating the TDP database.

(2) The personnel to be tested will be selected randomly through the Drug Testing Program. 

(3) The IBTC will initiate the notification process after a selection has been made. The employee’s first line supervisor will be notified via telephone, followed by an Email with reply message. 

(4) If the first line supervisor is not available, the IBTC will contact the second or third level supervisors.  If none of the three supervisors are available, the IBTC will notify the ADCO.

(5) When an employee chosen for drug testing is not on duty because of TDY or leave, he supervisor will send to the IBTC a letter/email of deferral of testing (Appendix L). 

(6) All selected employees present for duty will be notified and asked to sign the prepared Briefing/Instructions Form (Appendix K).  The employee will bring the singed Briefing/Instructions Form to the test site.

(7) The employee will report to the indicated collection site not later than 2 hours after notification. If the employee fails to arrive within the required time frame, see Appendix D for guidance.

b. Collection Site Preparation. The IBTC will:

(1) Secure the collection/holding area by restricting access to only authorized personnel.
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(2) Ensure that the donor does not have access to items that could adulterate or dilute the specimen (e.g., soap, disinfectant, bleach, and water)

(3) Add bluing or other coloring agent to all toilet bowls or tanks.

(4) Control access to water supply by closing the shutoff valve or by taping the opening faucet handles.

Note: Should an instance arise when the water supply in the restroom cannot be secured, the IBTC will advise the donor that he/she will be listening at the entrance to the latrine for any sounds associated with the donor attempting to use the available sources of water. If the donor and the IBTC are of the same gender, the IBTC may enter the restroom, but shall remain outside of the toilet stall.

(5) Make sure the necessary supplies for collecting and mailing of specimens are available.

c. Donor Identification.  The IBTC will request the donor to present an acceptable form of identification.

(1) Forms of acceptable identification include:

(a) A photo identification (e.g., drivers license, government ID card)

(b) Two forms of identification without photo, but with signature (e.g., social security card, credit card)

(c) Identification by a supervisor.

(2) Unacceptable forms of identification include:

(a) Identification by a co-worker

(b) Identification by another donor

(c) Use of a single non-photo identification card (e.g., social security card, credit card, union or other membership cards, pay vouchers, voter registration card).

Note: If the donor cannot satisfy the photo identification requirement, the IBTC may proceed with the collection if the donor can provide two items of identification bearing his or her signature. After the donor signs the certification statement, the IBTC will compare the donor's signature with signatures on the identification that was presented. If the signatures match, the IBTC lists on the "REMARKS" line the two items of identification used to identify the donor and states that "signature identification was 
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confirmed." The IBTC then continues with the collection process. If the signature does not match the signatures on the two items of identification presented, the IBTC will state on the "REMARKS" line that "signature identification is unconfirmed," discontinue the collection, and notify the ADCO immediately who will notify the individual’s supervisor.

 In situations where the donor does not provide proper identification, the test will proceed. The IBTC will provide sufficient information on the "REMARKS" line to help the MRO and the supervisor make a determination regarding the validity of the specimen and the collection process.

d. Collection Procedures. After preparing the collection site and verifying the identification of the employee, the IBTC will conduct a briefing to explain the urinalysis testing procedures (Appendix J) and will proceed immediately with the collection process. 

(1) The IBTC will complete the Federal Drug Testing Custody and Control Form (CCF) as follows:

(a) Block A: ADCO Name, Address, Phone and Fax No.

Mr. Carl Wayne Stramer, ADCO

Unit 29237 Box 9237

APO AE 09102-9237

CIV: 011-49-6221-177475

FAX 011-49-6221-175265 

                        BAC: EEA0

(b) Block B: MRO Name, Address, Phone and Fax No.



Dr. Joseph Smith



HQ USAREUR & 7/A



Unit 29351, ODCSPIM

  
APO AE  09014


   
Phone:  DSN 370-7588

Fax: DSN 370-7379

(c) Block C: Donor’s (employee’s) SSN or Employee ID No. Using donor’s ID information; complete this section.

(d) Block D: Mark as appropriate the reason for test (pre-employment, random, reasonable suspicion/cause, post-accident, return to duty, follow-up or other).

 (e) Block E: Tests to be performed. Mark with an “X” the first choice (THC, Cocaine, PCP, Opiates and Amphetamines).

(f) Block F: Collection Site Address, Phone, and Fax number
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Note: The IBTC will review the instructions on the back of the CCF with the donor.
(2) The IBTC will ask the donor to remove any unnecessary outer clothing (e.g., coat, jacket, hat, etc.) and to leave any briefcase, purse, or other personal belongings he or she is carrying with the outer clothing. The donor may retain his or her wallet.

Note: The donor must not be asked to remove other articles of clothing, such as shirt, pants, and underwear.


(3) The donor will be instructed to empty the pockets and display the items to ensure that no items are present that could be used to adulterate the specimen.

Note: If an item is found that appears to have been brought to the collection site with the intent to adulterate the specimen, the IBTC must obtain the concurrence of the ADCO that the facts support the need to conduct a directly observed collection (Appendix F). 

(4) The IBTC will instruct the donor to wash (without soap) and dry his /her hands under the IBTC’s direct observation. The use of moist paper towels is an acceptable alternate method. 

(5) The IBTC will give the donor or allow the donor to select the collection container from the available supply. The IBTC will unwrap or break the seal of the collection container in full view of the donor and give only the collection container to the donor. The specimen bottle seal will not be broken at this time.

(6) The IBTC will direct the donor to go into the latrine and provide a specimen of at least 30 ml in the collection container. The donor will be advised to not flush the toilet and to return to the IBTC with the specimen as soon as possible after completing the void.

(7) Once the specimen is handed to the IBTC, the IBTC must measure the temperature of the specimen, check the specimen volume, and inspect the specimen for adulteration or substitution. The following procedures will be followed:

(a) The temperature of the specimen must be checked within four minutes after the donor provides the sample to the IBTC. The acceptable temperature range is 90 to 100 degrees Fahrenheit. The temperature is determined by reading the temperature strip affixed to the outside of the collection container.

(b) If the temperature is within the acceptable range, the "Yes" box is marked in Step 2 on the CCF and the IBTC proceeds with the collection procedure.

c) If the temperature is outside the acceptable range, the "No" box is marked in Step 2 on the CCF and the IBTC immediately begins a directly 

11

observed collection procedure (Appendix F) using a second CCF. The original specimen is sealed and sent with the first CCF to the laboratory with an appropriate comment on the "Remarks" line to indicate that a directly observed specimen was also being collected and submitted to the laboratory.

(d) The IBTC will insure the specimen contains a sufficient amount of urine (i.e., 30 ml for a single specimen collection). If the volume is less than 30 ml, the action taken will depend on whether the temperature of the specimen is in or outside the acceptable range.

(i) If the temperature is in the acceptable range, the specimen is discarded and a second specimen is collected. The IBTC may use the same CCF for the second specimen, but must use a new specimen collection container. If the donor fails for any reason to provide 30 ml of urine for the second specimen collected, the IBTC will follow procedures as outlined in Appendix I of this SOP. 

(ii) If the temperature is outside the acceptable range, a second specimen is collected under direct observation and both specimens are sent to the laboratory for testing. The IBTC must use a separate CCF for each specimen and provide an appropriate comment on each CCF to indicate why two specimens were collected. If the donor fails for any reason to provide 30 ml of urine for the second specimen collected, the IBTC will follow procedures as outlined in Appendix I of this SOP.

(e) The IBTC will inspect the specimen for unusual color, presence of foreign objects or material, or other signs of adulteration (e.g., any unusual odor). If it is apparent from this inspection that the donor has adulterated or substituted the specimen (e.g., the specimen is blue, exhibits excessive foaming when shaken, or has smell of bleach), a second collection using direct observation procedures is conducted. The first specimen and the specimen collected using direct observation are both sent to the laboratory for testing. The first specimen is always sent to the laboratory even though it may have had an insufficient volume. If the donor does not provide the required amount of urine for the second collection using direct observation, the IBTC submits the second specimen as a single specimen collection (regardless of the volume) and provides appropriate comments on the "REMARKS" line on both CCFs.

Note: For the situations when a second specimen has to be collected, the donor will be given a reasonable amount of fluid to drink through a period of up to 3 hours (Appendix I).

(8) The IBTC will open the sealed specimen bottle in the presence of the donor. Both the IBTC and donor will maintain visual contact of the specimen until the label/seal

is placed over the specimen bottle cap/lid.
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 (9) The IBTC will pour the specimens from the collection container into a specimen bottle, place the lid/cap on the bottle, and use the "A" bottle tamper-evident label/seal. The "B" bottle label is discarded.

Note: The tamper-evident label/seal must be placed over the lid/cap to ensure that the lid/cap cannot be removed without destroying the label/seal. The donor must be present to observe the sealing of the specimen bottle(s).

(10) The IBTC will write the date on the tamper-evident label(s)/seal(s). The donor is requested to initial the tamper-evident label(s)/seal(s).

Note: Since the specimen bottle is now sealed with tamper-evident tape and does not have to be under the donor's direct observation, the donor is allowed to wash his or her hands if he or she desires to do so.

(11) The donor will read the certification statement on Copy 2 of the CCF (Step 5), sign and date the certification statement, provide date of birth, printed name, and day and evening contact phone numbers.

Note: If the donor refuses to sign the form, the IBTC must make a notation on the "REMARKS" line to that effect. Otherwise, without the IBTC's comment, a CCF without the donor's signature could result in a canceled test. The same procedure should be followed if the donor refuses to initial the label(s).

(12) The IBTC completes the chain of custody on the CCF (Step 4) by printing his or her name, signing where indicated, recording the date and time of the collection, and indicating the specific name of the delivery service to which the specimen bottle(s) are being released.

(13) The IBTC removes Copy 5 from the CCF and gives it to the donor. The donor may now leave the collection site.

Note: At this time, the IBTC can tell the donor to list any prescription and over-the-counter medications he or she may have recently taken on the back of the donor copy (Copy 5) of the CCF, but not on any other copy. This information will help the donor remember what medications he or she may have taken if a positive result is reported by the laboratory to the MRO.

(14) The IBTC places the specimen bottle(s) and Copy 1 of the CCF inside the leak resistant plastic bag, seals the pouches, and initials and dates the seal.

(15) The leak-resistant plastic bag is then packed in the shipping box and shipped via Official Priority Mail to Fort Meade Forensic Toxicology Drug Testing Laboratory, Building 24990, Wilson Street, Fort. Meade, MD 20755-5235. Containers should be securely sealed to eliminate the possibility of undetected tampering.
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Note: If an IBTC is collecting several specimens within a short period of time, the sealed plastic bags may be placed into a single shipping container. The IBTC must maintain visual contact of the sealed plastic bags until all plastic bags are sealed in the single shipping container.
Note: The IBTC should make every effort to ensure that each specimen is shipped to the drug testing laboratory the same day as the test is conducted. In the event that the sample cannot be shipped the same day, the IBTC will ship the specimen on the next business day. In this case, temporary storage procedures IAW the 26th ASG Installation Biochemical Testing Standard Operating Procedures will be utilized.  Also, the IBTC will write a memorandum explaining the storage circumstances (reason, length, storage facility, etc) and will send the original together with the CCF to the FTDTL, keeping a copy for the BTC files.

 
 (16) The IBTC sends Copy 2 of the Federal Custody and Control Form to the MRO and Copy 4 along with Civilian Personnel Drug Testing Results sheet (see Appendix N) and Notice of Civilian Test Conducted sheet (see Appendix O) to the ADCO.  (The ADCO will distribute Copy 4 and with Civilian Personnel Drug Testing Results sheet to the supervisor when necessary). Copy 3 is retained by the IBTC.

(17) The collection procedure is now complete.

11.  Bio-Safety Procedures.

a. The IBTC will wear rubber gloves at all times during the testing and packaging process due to possible exposure to body fluids.

b. After collection, all work areas/surfaces will be disinfected with an adequate surface disinfectant, i. e.10 % freshly made bleach solution, 70 % methanol or ethanol.

c. Any urine spill should be treated as potentially hazardous and cleaned up immediately by absorbing spill with paper towels, saturating area with disinfectant, and disposing of waste material in waste container (Appendix E)

12. Specimen Test Results Releasing Procedures

(1) All civilian drug test results will be forwarded from FTDTL Fort Meade directly to the Choicepoint Medical Review Officer (MRO) Services and after being reviewed, will be posted on their web site. 

Note: The Choicepoint MRO Services will provide an account number and a password to the ADCO allowing access to their web site for result and statistical reports.

(2) Upon receipt from FTDTL of a confirmed positive result, the MRO will contact any donor with a positive test result and provide the employee the opportunity to document authorized use of the identified drug(s) and discuss test results. 
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Note:  If unsuccessful to contact the donor, the MRO will solicit the DMO for assistance. The donor must contact the MRO within 5 days after notification. Failure to comply with this requirement will lead to automatically positive result reporting.

(a) If the MRO determines that the positive result is consistent with authorized use, the test will be posted as negative on the web site.  The negative results will not be generally reported to the employee’s management or Civilian Personnel Assistance Center (CPAC), with exception of the results for TDP applicant testing.

(b) When unauthorized use has been verified, the MRO will post online the positive result and will fax to the ADCO a signed copy of the Copy 2 of the CCF.  All positive results will be forwarded to the donor’s supervisor for current federal employees or to the CPAC for the job applicants.

(3) Upon notification of a positive result, the supervisor will take the appropriate action (i.e. individual’s clearance rescinded, weapon removed from the individual’s possession, access restricted, removed from his/her position and detailed to another position which is not a TDP, demoted or removed from Federal Service).

 (4) Requests for litigation packages will be IAW AR 600-85, Chap 8, subparagraph 8-5b.

 (5) Should any questions arise as to the accuracy or validity of a positive test result, only the MRO is authorized to order a retest of the original sample, and such retests are authorized only at a Department of Health and Human Services (DHHS) Certified Laboratory.

13. EAP Referral

a. The EAPC will be notified by the ADCO once a positive drug test has been confirmed by the MRO.

b. Immediately upon notification of a positive drug screen, the EAPC will schedule the employee for assessment and referral to the Substance Abuse Professional.

c. Taking into account the individual’s specific duties, the EAPC will make appropriate recommendations to the Civilian Personnel Advisory Center (CPAC) regarding the individual’s return to safety sensitive duties.

d. The EAPC will make the appropriate referral based upon the individual’s specific needs.
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14. Testing of candidates for TDPs.

a. The organization recruiting to fill a vacancy in a position identified as meeting the requirements of a Testing Designated Position will indicate in the remarks section of the SF 52 (Request for Personnel Action), “Position subject to urinalysis testing IAW AR 600-85.”

b. CPAC will provide written notification of the requirement to be tested under the drug testing program and obtain the tentatively selected employee’s signature on a DA Form 5019 as part of a pre-employment packet. Following the selection of a candidate, a copy of the DA Form 5019 will be provided to the supervisor. The original DA Form 5019 shall be attached to the SF 52 and filed in the employee’s official personnel folder.

c. CPAC will notify the ADCO/IBTC that a urinalysis test is required at the time the employee is notified of his/her tentative selection. If, for any reason, the prospective employee fails to follow through with this test, the CPAC will be notified to ensure the DA 5019 in the individual’s pre-employment packet is annotated that the applicant failed to submit to a urinalysis drug screen.

d. The IBTC will arrange for the test to be conducted. All procedures for the test will be followed IAW this SOP.

e. Results will be processed as follows:

(1) Negative test results: The ADCO will notify the CPAC of all negative results with a confidential memorandum which will be placed in the individual’s official personnel folder.

(2) Positive Test Results:

(a) The ADCO will notify the CPAC

(b) The CPAC will advise the individual that his/her appointment to the critical/sensitive position will be withdrawn. Also, CPAC will inform the selecting official that the individual had a positive urinalysis test.

15. Point of contact for this SOP is the undersigned, DSN 373-7475 

                                                                CARL WAYNE STRAMER LCSW, MAC

Alcohol and Drug Control Officer
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Appendix A

Federal Drug Testing Custody and Control Form

[image: image1.png]CONDITION OF EMPLOYMENT FOR CERTAIN CIVILIAN POSITIONS IDENTIFIED CRITICAL UNDER THE
DEPARTMENT OF THE ARMY DRUG-FREE FEDERAL WORKPLACE PROGRAM
For use of this form, see DA PAM 600-85; the proponent agency is ODCSPER

1. FROM 2. TO (Empioyee name, title, series, and grade)

3. NOTICE TO APPLICANT OR CURRENT EMPLOYEE OF RANDOM DRUG TESTING UNDER THE DEPARTMENT OF THE ARMY DRUG-FREE
FEDERAL WORKPLACE PROGRAM

A.  Your position, or the position for which you have applied, meets the criteria for random drug testing under the
Department of the Army Drug-Free Federal Workplace Program. Performance of the duties of your position is
sufficiently critical that screening to detect the presence of drugs is warranted as a requirement of your
position. It is mandatory for your continued employment in this position that you refrain from the use of
illegal drugs and submit to drug testing when directed.

B. If you are an applicant and fail to sign this notice, you will not be selected for the position. If you sign this
notice and later in the selection process refuse to submit to drug testing, or if illegal drug use is detected
through a verified positive applicant drug test result, you will not be selected for the position. If selected, you
will be subject to random drug testing on an unannounced basis as a condition of continued employment.

C. If you are currently in a testing designated position (TDP), you may be subject to random drug testing on an
unannounced basis no sooner than 30 days from receipt of this notice.

D. The collection, handling, and testing of the urine sample will be conducted under chain-of-custody procedures
established by the Department of Health and Human Services. The procedures used to test the urine
specimens are very accurate and tightly monitored to ensure reliable results. The test results will be handled
with maximum respect for individual confidentiality. In the event your specimen tests positive, you will be
given an opportunity to submit medical documentation to a designated medical review officer that may
support legitimate use of the specific drug(s) before any administrative action is taken.

E. If you refuse to furnish a urine specimen or fail to report for testing as directed, you will be subject to the
same range of administrative action as a verified positive test result for illegal drug use for failure to meet a
condition of employment. If, by any means, illegal drug use is detected, you will be (1) immediately taken out
of your TDP through reassignment, detail, or other personnel action to ensure that you do not occupy a TDP,
and (2) referred to the Employee Assistance Program (EAF). In addition, you may be reassigned, demoted, or
separated according to applicable regulations.

F. If you believe you have a drug problem, you are encouraged to seek counseling and/or referral services by
contacting the EAP (provide name, address, telephone number of point of contact).

4. ACKNOWLEDGMENT OF RECEIPT: Your signature below acknowledges that you have read this notice.

a. EMPLOYEE'S SIGNATURE b. DATE (YYYYMMDD)

NOTE: If an employee refuses to sign the acknowledgment above, the supervisor must sign below, thereby
certifying that a copy of the notice was provided to the employee.

5a. SUPERVISOR'S SIGNATURE 5b. SUPERVISOR'S TELEPHONE NUMBER AND FAX NUMBER

Sc. SUPERVISOR'S E-MAIL ADDRESS 5d. DATE (YYYYMMDD)

DA FORM 5019, NOV 2001 DA FORM 5019-R, JAN 1986, IS OBSOLETE USAPA V1.00ES
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Appendix B

REQUEST FOR CHOICEPOINT MRO SERVICES ACCOUNT

INSTALLATION:

________________________________________________

BASE/AREA CODE (BAC):
________________________________________________

OFFICE SYMBOL:

________________________________________________

OFFICIAL ADDRESS:
________________________________________________





________________________________________________





________________________________________________





________________________________________________

PRIMARY DMO (ADCO):

NAME:
________________________________________________

PHONE:
_________________________________(commercial only)
FAX:

_________________________________(commercial only)


EMAIL:
________________________________________________

ALTERNATE DMO:

NAME:
________________________________________________

PHONE:
_________________________________(commercial only)
EMAIL:
________________________________________________

The completed form will be sent through FAX to Shirley Lequieu at 1-501-558-4003.

A copy will be provided to ACSAP either through Email to Stanley.Prepscius@usadaoa-emh1.army.mil or through DSN FAX 761-5565.

B-1

Appendix C
DEPARTMENT OF THE ARMY

26th ASG, ALCOHOL AND DRUG CONTROL OFFICE

UNIT 29237, BOX 9237

APO AE 09102-9237
AEUSG-CA-ASAP

MEMORANDUM FOR

SUBJECT: Failure to Report for Random Drug Test

1. On ___________, Name: _________________________, SSN:__________________, failed to complete the requirements of mandatory drug testing as outlined in DA Pamphlet 600-85, Chapter 3, subparagraph 3-2, 10-5.

2. For information regarding this memorandum, contact the undersigned, DSN 373-7475 

CARL WAYNE STRAMER LCSW, MAC

Alcohol and Drug Control Officer
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Appendix D

DISINFECTING A URINE SPILL 

1. Purpose: The Army Biochemical Testing Program requires the handling of urine samples, which could present a biohazard. Biohazards are those substances that may produce injury or disease upon contact. Contact with human urine poses a threat for hepatitis and other serious contagious diseases. This Appendix outlines a methodology and procedure for safeguarding personnel involved in processing biochemical specimens.

2. Applicability: This Appendix applies to all military and civilian personnel assigned to the 26th ASG ASAP.

3. Supplies:

a. Latex Gloves

b. Paper Towels

c. Lysol I.C. Disinfectant Spray ……………EPA Reg. No. 777-53-675

d. Plastic Waste Bags

4. Procedure:

a. All locations where urine is handled will be disinfected. The disinfectant agent must be a surface disinfectant meeting the following criteria: germicidal, fungicidal, tuberculocidal and virucidal. The table used to process samples will have a working surface composed of a non-porous material that will not absorb fluids in the event of a spill. Ample paper towels or other absorbent disposable material will be on hand to be used to apply the disinfectant and to mop up spills. Plastic waste bags for disposal will be available. Latex gloves will be available to all personnel processing specimens.

b. All individuals handling bottles of urine will wear latex gloves at all times on both hands when receiving, processing, or transporting specimens that are not boxed. The IBTC will wear gloves during the clean-up process.

c. Upon completing the specimen collection and quality control check, the surface of the working area will be sprayed with the disinfectant and thoroughly wiped up with clean, unused paper towels.

d. In the event that a spill or leak occurs, the spill will immediately be cleaned up with paper towels and disposed of in plastic waste bags. The surface area of the spill will 

be sprayed with disinfectant, cleaned with paper towels, and disposed of in the same manner. Procedures for cleaning up a spill:
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 (1) Lay paper towels over the spill ensuring that the spill is totally covered and completely absorbed; place used paper towels in plastic waste bag.

 (2) Surface should be thoroughly cleaned of gross contamination.

(3) Apply disinfectant to surface area and allow setting for a minimum of 10 minutes.

(4) Wipe area with paper towels and place the used paper towels in plastic waste bag.

(5) Thoroughly rinse contaminated surface with water and wipe clean with paper towels, and dispose of same in plastic bag.
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Appendix E
DIRECTLY OBSERVED COLLECTION
1. A directly observed collection procedure is the same as a routine collection procedure with the additional requirement that an observer physically watches the donor urinate into the collection container.

2. The use of an observer may only occur when one or more of the following occur:

a. A previous drug test was reported either positive for a drug, diluted, adulterated, substituted, unsuitable for testing, or canceled because a split specimen was not tested

b. The drug test is a return-to-duty or a follow- up test

c. The agency/employer believes that the donor may alter or substitute the specimen to be provided

d. During a routine collection, the temperature of the specimen collected is outside the acceptable range, the IBTC observed materials brought to the collection site, donor conduct indicated a possible attempt to adulterate or substitute a specimen, or the IBTC believes that the specimen has been adulterated (e.g., the specimen is blue, exhibits excessive foaming when shaken, has smell of bleach).

3. Criteria for observers:

a. Be of the same gender as the individual being tested.

Note: The IBTC may serve as the observer when the IBTC is the same gender as the donor. If not, the IBTC must call upon another individual (who is the same gender as the donor) to act as observer (See Appendix G).

b. Possess sufficient maturity and integrity to preserve the dignity of the individual being observed.

c. Not be currently enrolled in the ASAP Rehabilitation Program or currently be under investigation for any substance abuse related offenses.

d. Observer cannot be another “donor” waiting their turn to be tested.

e. Sign and date the Observer Affidavit. (Appendix G)

4.  Direct observed collection steps:

a. The IBTC will have the designated observer read the MEMORANDUM FOR OBSERVERS and sign the Observer Affidavit.
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b. The IBTC will instruct the donor to wash and dry his/her hands (without soap) under the observer’s direct observation. The IBTC will further advise the donor that he/she must not wash his/her hands again until after delivering the specimen to the IBTC.

c. The IBTC will allow the donor to select the collection container from the available supply with the observer present. The IBTC will unwrap the collection container in full view of the donor and observer and give only the collection container to the donor. The specimen bottle seal will not be broken at this time.

d. The IBTC will direct the donor to go into the latrine and provide a specimen of at least 30mL in the collection container. The observer will physically watch the donor urinate into the collection container.

e. The observer must never touch/handle the collection container.

f. After the donor has completed urinating into the collection container, the donor and observer leave the enclosed toilet stall/restroom and the donor hands the collection container directly to the IBTC.

Note: If the observer and IBTC are one and the same, the IBTC may receive the collection container from the donor while they are both in the enclosed toilet stall/restroom.
g. The observer must maintain visual contact of the collection container until the donor hands the container to the IBTC.

h. The IBTC will check the box for an observed collection in Step 2 of the CCF, and provide the name of the observer and the reason for an observed collection on the “REMARKS” line in Step 2 on the CCF. A separate sheet explaining the use of an observed collection may be attached to the CCF if there is insufficient room on the “REMARK” line.

i. The IBTC will then continue with Collection Procedures outlined in step d (13) of this SOP.
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Appendix F
MEMORANDUM FOR OBSERVERS

SUBJECT: Responsibilities of Observer during Civilian Drug Testing

General:

1. Observers are a critical link in the process of collecting urine specimens to be tested for illicit substance use. Instances have occurred where observers did not follow proper collection procedures and positive drug tests were not usable in legal and/or administrative actions. In order to prevent similar occurrences in the future, the observer will read and sign this Memorandum for Record.

2. The results of tests may be used in legal or administrative proceedings and consequently the urine sample may be considered as evidence. A valid chain of custody is mandatory for a successful Directly Observed Collection procedure. As an observer, you may be asked to provide testimony at legal or administrative proceedings.

3. A direct observed collection procedure is the same as a routine collection procedure with the additional requirement that an observer physically watches the donor urinate into the collection container.

4. The use of an observer may occur only when:

a. A previous drug test was reported either positive for a drug, diluted, adulterated, substituted, unsuitable for testing, or canceled because the split specimen was not tested.

b. The drug test is a return-to-duty or a follow- up test.

c. The agency/employer believes that the donor may alter or substitute the specimen to be provided.

d. During a routine collection, the temperature of the specimen collected is outside the acceptable range, the IBTC observed materials brought to the collection site, donor conduct indicated a possible attempt to adulterate or substitute a specimen, or the IBTC believes that the specimen has been adulterated (e.g., the specimen is blue, exhibits excessive foaming when shaken, or has smell of bleach).

Criteria for Observers:

1. Be of the same gender as the individual being tested.

2. Possess sufficient maturity and integrity to preserve the dignity of the individual being observed.
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3. Cannot be currently enrolled in the ASAP Rehabilitation Program or currently be under investigation for any substance abuse related offenses.

4. Cannot be another “donor” waiting their turn to be tested.

Observer responsibilities:

1. Maintain visual contact with the collection container at all times.

2. Ensure that the specimen provided is not contaminated or altered.

3. Directly observe the donor voiding urine into the specimen bottle.

4. Never touch/handle the collection container.

5. Escort the donor back to the collection point, maintain visual contact of the collection container, and observe the donor handing the collection container directly to the IBTC.

OBSERVER AFFIDAVIT: I have read and understand this document. I will comply with the responsibilities as stated above and will immediately report anything out of the ordinary to the IBTC.

___________________________ 
_________________

 _________

Observer’s Printed Name 

Observer’s Signature 

Date

___________________________
 __________________ 
_________

IBTC’s Printed Name 

IBTC’s Signature 

Date
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Appendix G
Department Of the Army

Forensic Toxicology Drug Testing Laboratory

Building 2490, Wilson Road

[image: image2.wmf]
Fort George G. Meade, Maryland  20755

[image: image3.wmf]
REQUEST FOR CIVILIAN DRUG TESTING KITS                    Date: 

Installation/site requesting kits: ____________________________

Base Area Code: ________

Point of Contact information: 

     Name: 

     FedEx Address:  

     Phone number, include area code: 

     Email address: 

MRO Information:


     Name: ________________________________________________________

     FedEx Address: ________________________________________________

     City, State, Zip: _________________________________________________

     Phone number, include area code: __________________________________

     Email address: _________________________________________________

Requested kits and Forms:





Single Specimen Kits         Number of Kits and Forms Requested: ______




Spilt Specimen Kits 

Number of Kits and Forms Requested: ______


Send Completed form to:

Amethia Bodrick

Email:
bodricka@meade-emh2.ftmeade.army.mil
FAX: (301) 677-6237

Need assistance: Contact Rhonda via Email, fax or Phone: (301) 677-3737.

G-1

Appendix H

SHY BLADDER PROCEDURES

1. General: When a donor is unable to provide a urine specimen, the donor may have intentionally urinated prior to arriving at the collection site, could not provide a specimen as directed by the IBTC, has a physical disability making it impossible to provide a specimen, or has a "shy bladder." The term "shy bladder" usually refers to an individual who is unable to provide a specimen either upon demand or when someone is nearby during the attempted urination.

Note: If a do nor tells the IBTC, upon arrival at the collection site, that he or she cannot

provide a specimen, the IBTC must begin the collection procedure regardless of the reason given.

2. Procedures: At the point in the collection procedure where the IBTC and donor

unwrap/open a collection container, the IBTC does the following:

a. Requests the donor to try to provide a specimen.

Note: The donor demonstrates his or her inability to provide a valid specimen when the

donor comes out of the enclosed toilet stall with an empty collection container.

b. Directs the donor to drink some fluids.

Note: The donor is directed to drink 8 oz of water every 30 minutes not to exceed 40 oz in the 3 hour time period, or until the donor has provided a new sufficient amount of urine, whichever occurs first.

Note: The donor must remain under the direct observation of the IBTC or an agency representative to prevent the donor from possibly compromising the collection process.

Note: If the donor refuses to drink fluids as directed or refuse to attempt to provide a urine specimen, the collection procedure is discontinued and a "refusal to test" is noted on the "REMARKS" line of the CCF.

c. Instructs the donor to let him/her know when he or she is able to provide a sufficient quantity of specimen. The IBTC uses the CCF from the first attempt.

Note: It is recommended that the IBTC allow sufficient time to have only one additional

attempt rather than having to document several unsuccessful attempts.

d. Maintains a record of the time of each attempt, whether there was no specimen provided or the quantity of specimen provided, and the total ounces of fluid given to the donor (Appendix M).
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e. Discards any inadequate specimen and the collection container that was used for the void, but retains the CCF.

Note: If there was actually no specimen provided on an attempt, the collection container

may be used for the next attempt.

f. Discontinues the collection procedure and notifies the donor’s supervisor of a potential "shy bladder" situation if after a period of three hours (i.e., from the time the donor first demonstrated that he or she was unable to provide a sufficient quantity of specimen) the donor is still unable to provide an adequate specimen.

g. Indicates "Shy Bladder" on the "REMARKS" line of the CCF and attaches a copy of the record documenting the attempts to collect a specimen. Copy 1 is discarded since no valid specimen was collected and the other copies of the CCF are distributed as appropriate.
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Appendix I

INSTALLATION BIOCHEMICIAL TEST COORDINATOR BRIEFING

Welcome to the Army Substance Abuse Program. You have been selected to provide a specimen for drug testing in accordance with AR 600-85 and Department of Health and Human Services Guidelines.

Drug testing will begin immediately following this briefing.  The requirement is to submit 30 ml urine in the provided collection cup. 

You may wash your hands without soap before I turn off the water supply. You will be permitted to wash your hands AFTER the specimen has been collected and sealed.

You will be allowed to go in the stall and close the door behind you. I will wait outside the bathroom door. After providing the specimen, please do not flush the toilet and return to me the collection container as soon as possible. The temperature of the specimen must be measured within 4 minutes after submission.

If the first attempt to submit the required volume will be unsuccessful, you will have to stay in the holding area and wait until ready for a new attempt. During this time, you must drink 8 oz of water every 30 minutes over a period of maximum 3 hours, ensuring that the total amount will not exceed 40 oz (danger of over-hydration). The fluid intake will be monitored by me and will be recorded in the collection logbook.

The holding/testing area is a restricted area and you are asked to not leave this area prior to providing a specimen. 

The provided urine specimen will be sent to Fort Meade, MD, for testing for five drugs: THC, Cocaine, Amphetamines, PCP, and Opiates.

Please present me photo identification or two forms of identification without photo, but with signature.

Before I start the completion the Custody and Control Form, I would like to review together with you the instructions on the back.

Please empty your pockets and display the items so that I can ensure that no items are present that could be used to adulterate the specimen. If nothing is there that can be used to adulterate the specimen, you may place the items back into your pockets and the collection procedure will continue. You can leave outer clothing and other personal belongings in the available locker, but you can retain the wallet.

Do you have any questions? If not, let’s get started.
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Appendix J

Supervisor to Employee (TDP) Briefing and Instructions

For Drug-Free Workplace Drug Test

YOU (Mr/Ms)_________________________) HAVE BEEN RANDOMLY SELECTED FOR A URINE DRUG TEST TODAY.  PLEASE REPORT TO THE COLLECTION SITE LOCATED AT THE:

Heidelberg CCC    Mannheim CCC       Landstuhl CCC          Darmstadt CCC      (Please Circle One)

(370-7529)              (385-2379)                (486-1710)                   (348-7204)

NO LATER THAN 2 HOURS AFTER RECEIPT OF THIS NOTIFICATION

YOU ARE REQUIRED TO REPORT WITH THIS NOTICE WITH ALL APPROPRIATE INITIALS 

NAME OF SUPERVISOR_______________________TEL#________________DATE/TIME:_________________

 DRUG TEST: The collection of your urine will be conducted under the Department of Health and Human Services, Mandatory Guidelines for Federal Workplace Drug Testing Programs procedures required by Executive Order 12564, Drug-Free Federal Workplace.  These regulations allow for individual privacy unless there is a reason to believe that a particular individual may alter or substitute the urine specimen to be provided. The Collection Site person will take precautions to ensure that your specimen is not adulterated or diluted during the collection procedure. Your specimen collection must also follow strict chain of custody and security procedures.

1. Photo identification must be presented at the collection site.

2. You will be asked to remove all unnecessary outer garments, such as a coat or jacket and empty

your pockets and display the items to ensure that there are no items present that could be used to adulterate the specimen.  Items may be returned to pockets.

3. All personal belongings (less pocketed items) will remain with your outer garments, you may retain your wallet.

4. You will be provided a sealed collection container or it will be unwrapped in your presence.

5. Your specimen will be provided in the privacy of a stall or partitioned area that allows for individual privacy. 30 milliliters of urine are required.

6. After handing the collection container to the collector, you should keep the specimen in full view at all times until it is poured into the specimen container, sealed and labeled.

7. If the Collection Site person has reason to believe that you may have altered or substituted the specimen, or that the temperature is outside the acceptable range, the collector will conduct an observed collection and notify your supervisor.

 8. You will be asked to initial the identification label on the specimen container for the purpose of certifying that it came from you.

9. You will also be asked to provide information on the Federal Drug Testing Custody and Control Form, on copies 2 through 5 only, and certify that the urine specimen identified as having been collected from you is in fact the specimen you provided. You will receive Copy 5 of the Federal Drug Testing Custody and Control Form. Keep this copy for your records.  We suggest that you annotate any medications you may be taking on the back of this form for your reference.

10. After the laboratory analysis, the results will be forwarded to a Medical Review Officer (MRO). Prior to making a final decision to verify a positive test result to your supervisor, the MRO will give you an opportunity to discuss the test results and submit medical documentation of legally prescribed medications. Negative reports are not reported to the donor.

SUPERVISOR/INITIAL & DATE/TIME: ____________ EMPLOYEE/INITIAL & DATE/TIME: ___________
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Appendix K
Supervisor Deferral Letter for the TDP Drug Test

Request that (Mr/Ms)_________________________ civilian urinalysis test be deferred for the below listed reason:

Deferral of Testing Standards

An employee selected for random drug testing may obtain a deferral of testing if the employee's first‑line and second‑line supervisors concur that a compelling need necessitates a deferral on the grounds that the employee is:


1.  In a leave status (sick, annual, administrative or leave without pay);

                      Sick Leave Date/s: _____________________________

                     Annual Leave Date/s: ___________________________

                     Administrative Leave/s Date/s: ____________________

                     Leave Without Pay Date/s: _______________________


2. In official travel status away from the test site, or is about to embark on official travel scheduled prior to testing notification:

                     TDY Status Date/s: ____________________________

 
3. Working a different shift;

                    Work Shift Time/s: ____________________________

    4.  Performing a task or project that requires that employee’s presence at the work-site during the time the test is scheduled. An employee whose random drug test is deferred may be subject to an unannounced test within the following 60 days.

NAME OF 1st Line SUPERVISOR_______________Signature_____________TEL#______________DATE/TIME: _________

NAME OF 2nd Line SUPERVISOR_______________Signature_____________TEL#______________DATE/TIME: _________

(Please Circle One)

                  Heidelberg CCC    Mannheim CCC            Landstuhl CCC            Darmstadt CCC      

TEL:           (370-7529)             (385-2379)                     (486-1710)                     (348-7204)

FAX:           (370-8576)            (385-3126)

  (486-6123)
            (348-7579)


THIS DEFERRAL LETTER MUST BE FAXED OR HANDCARRIED TO THE APPROPRIATE CCC NO LATER THAN 2 HOURS AFTER RECEIPT OF THIS NOTIFICATION 
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Appendix M
DEPARTMENT OF THE ARMY

26TH ASG, ALCOHOL AND DRUG CONTROL OFFICE

UNIT 29237 BOX 9237

APO AE 09102-9237
AEUSG-CA-ASAP









MEMORANDUM FOR SUPERVISOR OF EMPLOYEE IN DRUG TESTING DESIGNATED 

                                         POSITION (TDP)

SUBJECT: Civilian Personnel Drug Testing Results

1.  The following personnel were tested under the Drug-Free Federal Workplace Program.

	Name
	

	SSN
	

	Office
	

	Date sample collected
	


2.  The test result is indicated below.  Please follow guideline as appropriate. 

	X 
	Result
	Actions Required

	
	Refusal to test
	This result is treated as a confirmed positive result.

	
	Sample adulteration or substitution identified at the collection site
	The collector contacts SJA to review the need for a direct observation sample collection.

	
	Confirmed positive
	The employees’ supervisor must contact the CPAC to ensure the individual is detailed from his/her TDP position.  The supervisor meets with the employee and refers him/her to the Employee Assistance Program (EAP).  The CPAC disciplinary process begins.  The supervisor is required to follow-up on the EAP process.    

	
	Diluted sample
	This result may require a direct observation specimen collection the next time the employee is tested.

	
	Sample rejected for testing
	Immediate re-test is permitted if the employer needs a negative result for a pre-employment package 

	
	Sample adulteration or substitution identified by testing lab
	This result is considered a refusal to test and is therefore treated as a confirmed positive result.



	
	Invalid result
	This result may require a direct observation specimen collection the next time the employee is tested.


3.  Point of contact for additional information is the Alcohol and Drug Control Officer, 373-77475.  

                                                                                    CARL WAYNE STRAMER LCSW, MAC

Alcohol and Drug Control Officer
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Appendix N
DEPARTMENT OF THE ARMY

26TH ASG, ALCOHOL AND DRUG CONTROL OFFICE

UNIT 29237 BOX 9237

APO AE 09102-9237

SUBJECT: NOTIFICATION OF CIVILIAN TEST CONDUCTED                        

BSB CONDUCTING TEST__________________ DATE TO ADCO: _____________


TYPE OF TEST: 
TDP______


POST ACCIDENT_______


PRE-EMPLOYMENT______
RETURN TO DUTY_____





APPLICANT_____

FOLLOW-UP___________




REASONABLE SUSPICION/CAUSE_____________________




OTHER_________

INDIVIDUAL TESTED

NAME: ___________________________
SSN:_________________

DATE OF TEST: __________________
SPECIMEN ID#_____________

CPOC REPRESENTATIVE:


NAME: ________________________


TELEPHONE: __________________


FAX: __________________________


EMAIL: ________________________

IBTC Signature Block
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Appendix O
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