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INTRODUCTION


On 11 July l987, Congress passed legislation implementing Executive Order 12564 under Section 503 of the Supplemental Appropriations Act of l987, Public Law 100-71.  This legislation was designed to establish uniformity among Federal Agency drug testing plans, reliable and accurate drug testing, employee access to records, confidentiality of drug test results, and centralized oversight of the Federal Government's Drug Testing Program.  Federal agencies were required to establish plans for achieving this goal.  These plans were to include employee assistance program requirements, management and supervisory training, and procedures for identifying illegal drug users.


This handbook (1) describes the authority and responsibilities of program officials, (2) outlines the drug testing procedures, (3) defines education and training requirements, and (4) explains the administrative procedures applicable to the DCAA Drug-Free Workplace Plan.  In addition, the handbook provides the necessary guidance and reference material for program officials, managers, supervisors, and others responsible for implementing, administering, and evaluating the program.


Questions regarding the content of this handbook should be directed to the Human Resources Management Division - CPP, Headquarters, Defense Contract Audit Agency, Fort Belvoir, Virginia, telephone (703) 767-1027.

*******
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DEFENSE CONTRACT AUDIT AGENCY
DRUG-FREE WORKPLACE PROGRAM IMPLEMENTATION HANDBOOK
(REVISED OCTOBER 2004)

SECTION 1 -- GENERAL PROVISIONS

1-1
PURPOSE AND SCOPE.  This handbook along with the DCAA Drug-Free Workplace Plan implements Executive Order 12564, 5 CFR Part 792, and Department of Defense (DoD) Directive 1010.9, DoD Civilian Employee Drug Abuse Testing Program, 23 August l988, as amended.  The Drug Testing Program described in Section 2 of this handbook applies to all current employees serving full-time, part-time, or intermittent appointments and encumbering testing-designated positions, as well as all applicants selected for employment in testing-designated positions in DCAA.


1-2
POLICY.  It is the Agency policy:



A.
To comply with the program directives set forth in the references cited in Section 1-1 above.



B.
To implement a preventive drug abuse and screening program consistent with executive program directives and established policy guidelines.



C.
To require its employees to refrain from illegal drug use, since the illegal use of drugs by DCAA employees, whether on duty or off duty, impairs their performance, attendance, and conduct, and adversely affects the accomplishment of the Agency mission.



D.
To provide a program through which employees identified as illegal drug users can obtain rehabilitation assistance.



E.
To maintain strict confidentiality, within guidelines established by this handbook and applicable Federal statutes, with regard to employee information and records maintenance.



F.
To provide supervisory and employee training on drug abuse and the DCAA drug testing program, including supervisory responsibilities, employee assistance programs, and other appropriate matters pertaining to  drug counseling, screening, treatment, and confidentiality.



G.
To take necessary disciplinary or adverse personnel actions to ensure that a drug-free workplace is maintained throughout the Agency.

SECTION 2 -- PROGRAM OBJECTIVES

The DCAA Drug-Free Workplace Program is designed to prevent, reduce, and control drug abuse and related problems by enhancing individual employee awareness, and providing appropriate training and counseling to managers, supervisors, employees, and prospective employees.  In addition, the program provides employees involved in substance abuse activities the opportunity to seek professional assistance in rehabilitating and restoring themselves to full effectiveness.  This program will assist DCAA in maintaining a healthy, productive, and drug-free working environment in which each employee may contribute fully to the accomplishment of the Agency mission.

SECTION 3 -- AUTHORITY AND RESPONSIBILITY

3-1
AUTHORITY.  The following statutes and directives govern the DCAA Drug-Free Workplace Program:



A.
Executive Order 10450, “Security Requirements for Government Employment”, 27 April 1953;



B.
Executive Order 12356, “National Security Information”, 2 April 1982;



C.
Executive Order 12564, “Drug-Free Federal Workplace”, 
15 September 1986;



D.
Civil Service Reform Act of 1978, Pub. L. 95-454;



E.
Federal Employees Substance Abuse Education and Treatment Act of 1986, Pub. L. 99-570;



F.
Section 503 of the Supplemental Appropriations Act of 1987, Pub. L. 100-71, 101 Stat. 391, 468-471, codified at 5 U.S.C. Section 7301 note (1987);



G.
Section 628 of the Treasury, Postal Service and General Government Appropriations Act of 1989, Pub. L. 100-400, as amended;



H.
Omnibus Transportation Employee Testing Act of 1991, Title V, Pub. L. 102-431;



I.
The Privacy Act of 1974 (5 U.S.C. 552a), prescribing requirements governing the maintenance of records by agencies pertaining to individuals and access to these records by the individual(s) to whom they pertain;



J.
49 CFR Part 10, implementing the Privacy Act of 1974 within DCAA;



K.
42 CFR Part 2, establishing requirements for ensuring the confidentiality of alcohol and drug abuse patient treatment records;



L.
Mandatory Guidelines for Federal Workplace Drug Testing Programs, which includes Scientific and Technical Requirements and Certification of Laboratories Engaged in Urine Drug Testing, 53 F.R. 11970 (1988), as revised (1994);



M.
DoD Directive 1010.9, “DoD Civilian Employee Drug Abuse Testing Program”, 23 August 1988;



N.
DoD Directive 5200.2-R, “Personnel Security Program”, January 1987, authorized by DoD Directive 5200.2, 6 May 1992.



GUIDANCE.



A.
DCAA Manual 1400.1, Personnel Management Manual, Chapter 67, DCAA Employee Assistance Program providing guidance on the initiation and implementation of employee assistance programs.



B.
Guidance for Selection Of Testing-Designated Positions, Interagency Coordinating Group (ICG) Executive Committee, January 24, 1992.


3-2
DEFINITIONS




A. 
Applicant.  Any individual tentatively selected for employment with DCAA in a position in the testing-designated pool, including any individual in DCAA who has tentatively been identified for placement in a testing-designated position and who has not, immediately prior to selection, been subject to random testing.




B.
Employee Assistance Program (EAP).  A counseling program that offers assessment, short-term counseling, and referral services to employees for a wide range of drug, alcohol, and mental health problems, and monitors the progress of employees while in treatment.




C.
DCAA Employee Assistance Program Administrator.  The individual responsible for ensuring the development, implementation, administration, and review of the Agency EAP.




D.
Regional Employee Assistance Program Administrator.  The individual designated by the regional director as being responsible for implementing and operating an EAP within a DCAA region by providing counseling, treatment, and education services to employees and supervisors regarding the EAP services.




E.
Employee Assistance Program Coordinator.  The individual designated by the Employee Assistance Program Administrator as responsible for implementing and operating the EAP within the DCAA component assigned to the coordinator by providing counseling, treatment, and education services to employees and supervisors regarding the DCAA EAP.




F.
Medical Review Officer (MRO).  The individual responsible for reviewing laboratory results generated from the DCAA Drug-Free Workplace Program; a licensed physician with knowledge of substance abuse disorders and the appropriate medical training to interpret and evaluate all positive test results together with an individual's medical history and any other relevant biomedical information.




G.
Illegal Drug.  A controlled substance included in Schedule I or II, as defined by Section 802(6) of Title 21 of the United States Code, the possession of which is unlawful under Chapter 13 of that Title. The Term "illegal drug" does not mean the use of a controlled substance pursuant to a valid prescription or other uses authorized by law.  In accordance with the DCAA Drug-Free Workplace Plan, as certified by the U.S. Department of Health and Human Services (HHS), DCAA will test employees for the following drugs:  amphetamines, phencyclidine, opiates, cannabis/marijuana, and cocaine.




H.
Management Official.  An employee required or authorized by DCAA to formulate, determine, or influence the policies of DCAA, per Title 5, United States Code, Section 7103(a)(11).




I.
Random Testing.  A system of drug testing imposed without individualized suspicion that a particular individual is using illegal drugs.  Random testing may either be uniform, unannounced testing of testing-designated employees occupying a specified area, organizational element, or position, or may be a statistically random sampling of such employees based on a neutral criterion, such as social security number.




J.
Employees in Sensitive Positions.





1.
Employees in positions designated by the Director, DCAA, as Special Sensitive, Critical Sensitive or Noncritical Sensitive in accordance with DoD 5200.2-R; or





2.
Employees in positions designated by the Director, DCAA, as sensitive in accordance with Executive Order 10450, as amended; or





3.
Employees granted access to classified information or who may be granted access to classified information pursuant to a determination of trustworthiness by the Director, DCAA, under Section 4 of Executive Order 12356; or





4.
Individuals serving under Presidential appointments; or





5.
Law enforcement officers as defined in 5 U.S.C. Sections 8331(20) and 8401(17).




K.
Supervisor.  An employee having authority to hire, direct, assign, promote, reward, transfer, furlough, lay off, recall, suspend, discipline, or remove other employees, to adjust their grievances, or to effectively recommend such action, if the exercise of the authority is not merely routine or clerical in nature, but requires the consistent exercise of independent judgment.  5 U.S.C. Section 7103(a)(10).




L.
Testing-Designated Position.  A position within DCAA that has been designated for random testing as determined by the Director, DCAA.




M.
Verified Positive Test Result.  A test result that has been screened positive by an FDA-approved immunoassay test, confirmed by a Gas Chromatography/ Mass Spectrometry assay (or other confirmatory test approved by the Department of Health and Human Services), and evaluated by the Medical Review Officer and determined to be “unjustified” under Section VI E. of the DCAA Drug-Free Workplace Plan.




N.
Drug Abuse.  A health problem characterized by the use of a drug in a manner or to a degree that interferes with the employee’s health, interpersonal relations, economic functioning, or social standing.




O.
Employment-Related Problems.  Ineffective job performance, including unsatisfactory attendance, is employment-related.  On-the-job and on-duty misconduct are usually employment related.  Misconduct when off-duty at the home station or while on TDY may be employment-related if a clear connection exists between the incident and the employee's job (a rational relationship between the misconduct and the efficiency of the service).  For example, an employment-related problem would result from a drunk-driving incident in town caused by a civilian driving instructor.  The same incident involving a civilian clerk-typist would probably not be employment-related.




P.
Rehabilitation Services.  Services provided to DCAA employees through EAPs and public/private facilities, including problem assessment, values clarification, education, family intervention, individual, group and family counseling, referral to community rehabilitative resources, and follow-up assistance.


3-3
RESPONSIBILITIES.



A.
Director, DCAA:  The Director is responsible for the overall direction of the program.  The Director will appoint a Drug Program Coordinator (DPC), who will have the authority and responsibility for managing the day-to-day operations of the DCAA Drug-Free Workplace Program.



B.
Assistant Director, Resources:  The Assistant Director, Resources is responsible for the oversight activities associated with DCAA Employee Assistance Programs (EAPs), and will provide high level direction and promotion of EAPs within the Agency.  Contract or cross-servicing agreements will be used to provide EAP services throughout the Agency.




The Assistant Director, Resources, and the Regional Directors are responsible within their own organizations for:




(1)
Ensuring that sufficient resources are allocated to meet EAP needs;




(2)
Appointing a member of their staff to serve as the primary DCAA contact point for EAP information and administration for their employees;




(3)
Approving all contracts or cross-servicing agreements for EAP services before they are forwarded to the proper contracting authorities for final procurement action; and




(4)
Ensuring that all managers and supervisors are fully informed on the DCAA Drug-Free Workplace Plan and Employee Assistance Program, and receive required training.



C.
Assistant Director, Operations:  The Assistant Director, Operations, is responsible for ensuring that training is made available to newly-appointed supervisors through the Defense Contract Audit Institute (DCAI), and that other orientation and training materials pertaining to drug abuse or the drug testing program, whether developed within DCAA or provided by EAP contractors, satisfy the objectives of the DCAA Drug-Free Workplace Plan and adequately address the particular needs of the Agency.



D.
DCAA Public Affairs Officer:  The Public Affairs Officer will provide advice, guidance, and assistance as needed in disseminating information and materials through all available channels of communication within the Agency and the public media.



E.
DCAA General Counsel:  The General Counsel (Defense Legal Service) will provide legislative and legal advice, guidance and assistance affecting the management of the program.



F.
DCAA Drug Program Coordinator (DPC):  The DCAA Drug Program Coordinator (DPC) is responsible for implementing, directing, administering, and managing the Drug-Free Workplace Program in DCAA.  The DPC serves as the principal contact with laboratory testing services in ensuring the effective operation of the testing portion of the program.  In carrying out this responsibility, the DPC shall, among other duties:




(1)
Arrange for all testing authorized under the Agency's plan;




(2)
Ensure that all employees subject to random testing have received individual notice that the position they occupy has been designated a “testing-designated position”, and that he/she may be subject to random testing no sooner than 30 days after notification.




(3)
Document, through written inspection reports, results of all laboratory inspections conducted;




(4)
Coordinate with and report directly to the Director, DCAA, on findings that may affect the reliability or accuracy of laboratory results; and




(5)
In coordination with the Employee Assistance Program Administrator, disseminate drug program educational materials, review training materials, and audit training sessions regarding drug use and rehabilitation.



G.
Regional Drug Program Coordinator (DPC):  References to the “Regional Drug Program Coordinator” include DPCs for Headquarters and Field Detachment personnel as designated from the servicing human resources office.  The Regional DPC will:




(1)
Assist the DCAA DPC in the coordination of drug testing activities within the region;




(2)
Serve as the contact point within the region for managers, supervisors, employees, and EAP contractor personnel regarding drug testing policies, procedures, and activities;




(3)
In coordination with the DCAA DPC, the DCAA EAP Administrator, and the Regional EAP Administrator, disseminate drug testing program educational materials, review training materials, and audit training sessions regarding drug use and rehabilitation; and




(4)
Prepare and submit required drug testing reports for the region, as required.



H.
DCAA Employee Assistance Program (EAP) Administrator. The DCAA EAP Administrator will:




(1)
Upon receipt of a verified positive test result from the MRO, will transmit the test result to the cognizant first-level supervisor or other appropriate management official empowered to initiate disciplinary or other appropriate action;




(2)
Assume a lead role in securing and administering EAP coverage for employees of Headquarters and the Headquarters elements;




(3)
Assist regional EAP Administrators in securing and administering EAP coverage for regional employees;




(4)
Perform required evaluations of EAPs throughout DCAA and report findings to the Director, DCAA, or the regional directors as appropriate;




(5)
In coordination with the Drug Program Coordinator (DPC), disseminate drug program educational materials, review training materials, and audit training sessions regarding drug use and rehabilitation; and




(6)
Coordinate submission of required reports on regional EAPs, and prepare consolidated EAP reports required by the DCAA Drug-Free Workplace Program.




I.
Regional Employee Assistance Program (EAP) Administrator:  The Regional EAP Administrator will:




(1)
Assume a lead role in securing and administering EAP coverage for regional employees;




(2)
Perform EAP program evaluations and report requirements to the regional director, DCAA EAP Administrator, and other program officials, as appropriate;




(3)
In coordination with the DCAA DPC, the DCAA EAP Administrator, and the Regional DPC, publicize and disseminate drug-free workplace program educational materials, review training materials, and audit training sessions regarding drug use and rehabilitation; and




(4)
Prepare and submit required EAP reports for the region.



J.
Employee Assistance Program (EAP) Coordinator:  The EAP Coordinator will be an employee of a contractor who administers an EAP for DCAA employees in a given organizational element.  The EAP Coordinator will:




(1)
Implement and operate the EAP in accordance with applicable contractual provisions;




(2)
Provide counseling and initial treatment services to all DCAA employees referred to the EAP by their supervisor or via self-referral, and offer such employees the opportunity for counseling and rehabilitation;




(3)
Provide advice, guidance, and information regarding drug-related EAP activities to the DCAA DPC, Medical Review Officer (MRO), DCAA and Regional EAP Administrators, and supervisory or management officials, as appropriate;




(4)
Work with the DCAA DPC and the EAP Administrators to provide educational material and training to managers, supervisors, and employees on illegal drug usage in the workplace and the role of the EAP in assisting in the rehabilitation of illegal drug users;




(5)
Assist supervisors with performance and/or personnel problems that may be related to illegal drug use;




(6)
Monitor the progress of employees referred to the EAP for drug abuse problems during and after the rehabilitation period;




(7)
In conjunction with the DCAA DPC and the EAP Administrators, ensure that training is provided to assist managers and supervisors in recognizing and documenting facts and circumstances that support a reasonable suspicion that an employee may be using illegal drugs;




(8)
Maintain a list of rehabilitation or treatment organizations which provide counseling and rehabilitation programs, to include the following information on each organization: 





(a)
Name, address, and telephone number of organization;





(b)
Types of services provided;





(c)
Hours of operation, including emergency hours;





(d)
The contact person's name and phone number;





(e)
Fee structure, including insurance coverage information;





(f)
Client specialization; and





(g)
Any other pertinent information.




(9)
Periodically visit rehabilitation or treatment organizations to meet administrative and staff members, tour the facilities, and ascertain the experience, certification, and educational levels of the staff, and the organization's policy concerning progress reports on clients and post-treatment follow-up.



K.
Employee Assistance Counselors:  Employee Assistance Counselors will be employed by each contractor providing EAP services to DCAA employees.  These counselors will:




(1)
Serve as the initial point of contact for employees who ask for or are referred for employee assistance services;




(2)
Be familiar with all applicable laws and regulations, including drug treatment and rehabilitation insurance coverage available through the Federal Employee Health Benefits Program;




(3)
Meet appropriate qualification standards for counseling employees in the occupational setting, and for identifying drug use;




(4)
Work with employees who are referred for EAP services in the development of a treatment or abeyance plan, secure the employee's written agreement to such a plan, and document and sign such plans; and




(5)
Consider the following in making referrals to rehabilitation or treatment organizations or practitioners: 





(a)
The nature and severity of the problem; 





(b)
The location of the treatment;





(c)
The cost of the treatment;





(d)
The intensity of the treatment environment;





(e)
The availability of inpatient/outpatient care; 





(f)
Other special needs, e.g., transportation and child care services, and





(g)
The preferences of the employee.



L.
Specimen Collection Site Personnel:  The specimen collection site personnel will be employed by a contractor who provides specimen collection services to DCAA through an interagency or inter-service support agreement. The specimen collection site personnel will perform such duties and meet such responsibilities as are consistent with the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.2 Specimen Collection Procedures, attached as Appendix F.



M.
Laboratory Personnel:  The laboratory personnel will be employed by a contractor who provides laboratory testing services to DCAA through an interagency or inter-service support agreement. The laboratory personnel will perform such duties and meet such responsibilities as are consistent with the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.3 Laboratory Personnel, attached as Appendix F.



N.
Medical Review Officer (MRO):  The MRO will be employed by a contractor who provides medical review services to DCAA through an interagency or inter-service support agreement.  The function of the Medical Review Officer (MRO) will be performed by a physician who meets appropriate certification and training standards established by HHS.  The MRO will perform such duties and meet such responsibilities as are consistent with and appropriate under the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.  The MRO will, among other duties:




(1)
Review all laboratory testing results;




(2)
Ensure that an individual who has a confirmed positive test has been afforded an opportunity to justify the positive test result;




(3)
Make a determination as to whether drug use detected through a confirmed positive test was justified;




(4)
Consistent with confidentiality requirements, provide to the DCAA EAP Administrator all relevant documentation and a summary of findings on all confirmed positive tests reviewed that are determined to be “unjustified”, including the results of additional tests on the original urine sample used by the MRO to support the conclusion that the original positive result is “unjustified”; and




(5)
Coordinate with and report to the DCAA DPC on all activities and findings on a quarterly basis, or more frequently, if appropriate.



O.
Supervisors:  First-level supervisors will:




(1)
Attend training sessions on illegal drug use in the workplace, the role of the EAP in the Drug-Free Workplace Program, and supervisory responsibilities and procedures required by the program;




(2)
Initiate reasonable suspicion testing through the DCAA DPC after observing overt illegal drug use in the workplace or the presence in the workplace of paraphernalia or other material evidence directly associated with illegal drug use.  Higher level supervisors shall review and concur, in advance, with all reasonable suspicion tests ordered under their supervision.




(3)
Refer employees to the EAP for assistance in obtaining counseling and rehabilitation, upon being notified by an appropriate official of a confirmed positive drug test;




(4)
Initiate appropriate disciplinary or adverse action, as specified in the DCAA Personnel Management Manual, Chapter 50, against employees refusing to submit to authorized drug testing, or employees who fail to refrain from illegal drug use after a period of rehabilitation following a positive drug test or self-referral; and




(5)
In conjunction with appropriate management and EAP officials, evaluate employee performance and document personnel or performance problems which may be attributed to illegal drug abuse.



P.
Employees.  DCAA personnel will:




(1)
Urge and encourage employees who admit to existing or potential drug abuse to seek help and assistance through the EAP;




(2)
Report observations of overt drug or related criminal activities occurring in the workplace and directed toward, or potentially harmful to, the person or property of others within the workplace.  This includes:  illegal possession, use, distribution, or trafficking of a controlled substance.  “Trafficking” shall also mean “distribution”.  Operating a government vehicle under the influence of drugs is also improper and, when directly observed, should be reported to the appropriate authorities;




(3)
Attend training sessions concerning the problem of drugs in the workplace and the role of the EAP in the Drug-Free Workplace Program;




(4)
Submit to authorized drug testing upon official notification by the appropriate DPC through the first-level supervisor.



Q.
Other Counselors and Advisors.  Counselors and advisors in other programs, e.g. Equal Employment Opportunity Counselors, have an important and responsible role in the Drug-Free Workplace Program.  When information on drug abuse and health or performance-related problems are disclosed by employees, these counselors and advisors should:




(1)
Urge and encourage the employee to seek assistance through the EAP regarding the problem; and




(2)
Abide by appropriate confidentiality requirements, which include protecting the employee's identity in all cases not meeting the requirements for reasonable suspicion.

SECTION 4 -- DRUG TESTING PROCEDURES.  Employees who are members of a bargaining unit may consult with a union representative regarding drug testing, if they so choose.  However, this consultation shall not be a basis for refusing or delaying the administration of the scheduled drug test.  Additional information on union representation may be found in the appropriate Collective Bargaining Agreement.


4-1
RANDOM TESTING PROCEDURES PRIOR TO COLLECTION


A.
Employee Identification.  Incumbents of all positions listed in 
Appendix B of this handbook have been designated by the Director, DCAA, to be subject to periodic random drug testing.  At a minimum of twice a year, the DCAA Drug Program Coordinator (DPC) shall cause to have produced two random test lists which together comprise one hundred (100%) of the total population of all employees in the testing-designated pool at the time of the most recent bi-weekly update to the automated Defense Civilian Personnel Data System (DCPDS) or successor data base.  The lists will include SES members, all of whom will be tested a minimum of once each year.  Random selection will be made using a random number generator and will be based on Social Security numbers.  Only employees whose names appear on the current random test list will be tested during that random testing cycle.  Additional names may be included on the list to replace employees unavailable for testing (due to illness, TDY, military duty, etc.) as needed to meet the one hundred percent threshold.  In the rare event that the list does not meet the 100% threshold, a supplemental list may be produced using the same procedures.  



B.
Contractor Notification and Collection Scheduling.  The DCAA DPC or designee, e.g., an RDPC, shall notify the collection contractor(s) as to the locations and number of employees to be tested by completing the appropriate request forms for specimen collection or by other appropriate means established by the contractor, and transmitting the information to the specimen collection service representatives.



C.
Supervisor Notification.  To the maximum extent possible, the DCAA DPC or designee shall notify the first-level supervisor of each employee to be tested (or other appropriate management official, in the absence of the first-level supervisor) of the testing arrangements on the actual date that drug testing is scheduled to be conducted.  Such notification will normally be made by telephone.  The DCAA DPC or designee shall annotate the test list when a supervisor has been contacted by entering the date and time of notification.



D.
Employee Notification.  To the maximum extent possible, the first-level supervisor (or other appropriate management official) will,  approximately 2 hours prior to the time scheduled for the actual collection, personally and privately inform the employee that he or she has been identified through a random selection process for drug testing and is not under suspicion for taking illegal drugs.  At the same time, the supervisor will present to the employee a written confirmation of selection for random drug testing (see Appendix D-1) which, at a minimum, clearly informs the employee of the following administrative matters:




(1)
The exact date, time and location for the test;




(2)
The requirement to provide identification, including a photograph to collection site personnel;




(3)
Assurance that the quality of testing procedures is tightly controlled, that the test used to confirm use of illegal drugs is highly reliable, and that the test results will be handled with maximum respect for individual confidentiality, consistent with safety and security;




(4)
Notice of the opportunity and procedures for submitting supplemental medical documentation that may support a legitimate use for a specific drug;




(5)
Consequences of a confirmed positive test result or refusal to be tested, including possible adverse or disciplinary action; and




(6)
Availability of professional drug abuse counseling by certified addiction counseling and referral services.


Supervisors shall immediately report any problem encountered during employee notification to the DCAA DPC, who shall record such problems on the test list.  The DCAA DPC shall assume each employee has received proper notification in the absence of any such call from the supervisor.



E.
Deferral of Testing.  When an employee selected for random testing is unavailable for legitimate reasons (e.g., travel, prior approved leave, military duty) the DCAA DPC or designee shall annotate the list indicating the specific reason and the name of the supervisor who provided the information.  If an employee is at work, he or she should only be excused from random testing on the day he/she was selected if extreme or emergency conditions exist or occur, e.g., if a verifiable emergency family or medical situation arises before the time of the specimen collection appointment.  The scheduling of specimen collection appointments will, when possible, be accomplished so as to allow some flexibility if extenuating work assignments require a postponement of the appointment from the morning to the afternoon of the same day.  This limited change in schedule must be coordinated in advance between the supervisor and the DCAA DPC or designee.


An employee whose random drug test is deferred will be subject to an unannounced test within the following 60 days.  In January 1996, DCAA requested and received clarification of the meaning and intent of “deferred testing” as described in the HHS “Model Plan for a Drug-Free Workplace Program”.  Under this clarification, the Agency is not required to randomly test the deferred employee during the following 60-day period, but may do so without generating an additional listing as described in Section 4-1 A.



F.
Random Testing List.  When all testing has been accomplished in each organization, the random testing list (annotated as appropriate) shall be signed, dated and retained by the DCAA DPC.  Copies of the list which were sent to each regional DPC shall be returned to the DCAA DPC for storage, as requested by the DCAA DPC.


4-2
RANDOM TESTING PROCEDURES DURING COLLECTION.


A.
Standard Collection Procedures.  To ensure that chain of custody and specimen control are maintained, the collection contractor shall follow specimen collection procedures under the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.2 Specimen Collection Procedures, established by the Department of Health and Human Services (HHS), attached as Appendix F.  In addition, the collection contractor shall adhere strictly to the testing schedule.  Inability to adhere to the schedule shall be reported immediately to the regional or DCAA DPC, according to who scheduled the appointment(s).



B.
Direct Observation Collection Procedures



A urine specimen used for drug testing shall be given by the employee under direct observation only where the collection site monitor has reason to believe that the individual may alter or substitute a specimen.  Reason to believe that an individual may alter or substitute a specimen may exist where:




(1)
facts and circumstances suggest that the individual has equipment or implements capable of tampering or altering urine samples; or




(2)
the individual has previously tampered with a sample.




All collections shall be in accordance with applicable statute and regulation, including the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.2 Specimen Collection Procedures, attached as Appendix F.  Section 2.2 (f.)(13) -(16), in particular, discusses procedures intended to ensure that specimens are not altered or substituted.  Prior to direct observation collection, the procedures in Section 4-2 F. of this Handbook will be followed.



C.
Failure of Employee to Report to Collection Site.  Failure to appear for testing without a deferral will be considered refusal to participate in testing.  If an employee fails to appear for a scheduled collection without a proper deferral, the collector shall immediately notify the regional DPC (or the DCAA DPC, if the regional DPC is not available), who in turn shall immediately contact the employee's supervisor (and the DCAA DPC as appropriate).  The supervisor shall initiate appropriate disciplinary/adverse action as outlined in Chapter 50, DCAA Personnel Management Manual in accordance with advice and assistance from the DPC and the servicing human resources office.  The penalty for failure to submit to drug testing as authorized by Agency policy is removal.



D.
Employee Refusal to Provide Specimen at the Collection Site.  In the event an employee refuses to provide a specimen after arriving at the collection site, the following procedures shall apply.




(1)
The employee shall be informed by the collector that the DCAA DPC will be contacted, and that the employee is to report back to the first-level supervisor at the worksite and await further instructions.  The collector shall immediately notify the DCAA DPC and document the refusal in writing.




(2)
The DCAA DPC shall contact the employee's supervisor.  The supervisor shall initiate action in accordance with advice and assistance from the DPC and the servicing human resources office.  The action to be taken shall be in accordance with Chapter 50, DCAA Personnel Management Manual.  The penalty for failure to submit to drug testing as authorized by Agency policy is removal.



E.
Inability of Employee to Provide Specimen.  If the employee fails to provide a sufficient quantity of urine, at least 30 milliliters, the following procedures shall apply:




(1)
The employee will be given a reasonable amount of time to provide a specimen.  As a general rule the employee will be allowed four (4) hours or until the end of the employee’s scheduled work day, whichever may occur first.  The employee shall be asked to drink fluids, as allowed in the Mandatory Guidelines for Federal Workplace Drug Testing Programs, Subpart B, Section 2.2 Specimen Collection Procedures, (Appendix F of this Handbook).




(2)
If at the end of the waiting period the individual still cannot provide a specimen of sufficient quantity, this inability shall be recorded by the collector on the chain of custody form, and the scheduling regional DPC will be contacted for guidance on the action to be taken.  The regional DPC will notify the Chief, Division of Human Resources Management through the DCAA DPC.  The employee will be rescheduled for testing, as appropriate.




(3)
The Medical Review Officer, upon receipt of any information regarding an inability to provide a urine specimen of at least 30 ml, shall contact the employee for any medical justification that may exist to explain why the employee failed to provide a specimen.  If the Medical Review Officer believes the employee's justification is medically acceptable, no further action shall be required. If the Medical Review Official believes there is no medical basis for the failure to provide a specimen, he/she shall so notify the DCAA DPC.




(4)
Upon such notification by the MRO, the DCAA DPC shall contact the employee's supervisor.  The supervisor shall initiate appropriate action in accordance with the advice and assistance from the DPC and the servicing human resources office.



F.
Tampering, Adulteration, Substitution of Urine Samples.  Should the collector, in his/her professional judgment, believe the employee has tampered, adulterated, or substituted his/her sample, the collector shall request the employee to remain at the collection site, preferably in the presence of a second collector.  The collector will immediately contact the DCAA DPC to detail the reasons for this belief, and document these reasons in writing before proceeding further.  The DCAA DPC, after consultation with the office of the General Counsel, shall take the following action:




(1)
Authorize collection under direct observation if the circumstances establish a reasonable suspicion.  Direct observation collection will be as described in Section 4-2B.




(2)
Document the collector's telephone call, reasons for requesting observation, and final decision, including rationale for this decision.




(3)
If the employee has left the collection site, contact the employee's supervisor and request that the employee be instructed to return to the collection site.




(4)
If the employee refuses to undergo a second specimen collection, Section 4-2D. above will be followed.




(5)
When appropriate, contact the employee's supervisor.  The supervisor shall initiate appropriate disciplinary action in accordance with advice and assistance from the DPC and the servicing human resources office.  The employee will be subject to the full range of disciplinary actions identified in Chapter 50, DCAA Personnel Management Manual.


4-3
REASONABLE SUSPICION TESTING PROCEDURES PRIOR TO COLLECTION


A.
Management Determination of Reasonable Suspicion



(1)
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.  Management must base its determination on specific observable facts and reasonable inferences drawn from these facts in the light of experience.  Reasonable suspicion does not require certainty; however, mere "hunches" are not sufficient to meet this standard.  Reasonable suspicion testing will be ordered by the DCAA DPC only after concurrence by the cognizant regional director or Headquarters staff element head and consultation with the General Counsel.




(2)
For purposes of this type of testing, reasonable suspicion that an employee uses illegal drugs may be based upon, among other things:





(a)
Observable phenomena, such as direct observation of drug use and/or the physical symptoms of being under the influence of a drug;





(b)
A pattern of abnormal conduct or erratic behavior when the pattern of abnormal conduct or erratic behavior is consistent with the use of illegal drugs or drug related impairment in the workplace setting;





(c)
Arrest or conviction for a drug-related offense; or the identification of an employee as the focus of a criminal investigation into illegal drug possession, use, distribution, or trafficking of a controlled substance; in reference to grounds for reasonable suspicion testing, the term “trafficking” shall also mean “distribution;”;





(d)
Information provided either by reliable and credible sources or information gained, for example, by anonymous tips which are independently corroborated; and/or





(e)
Newly discovered evidence that the employee has tampered with a previous drug test.



B.
Documentation.  If an employee is suspected of using illegal drugs, the appropriate supervisor or management official will gather all information, facts and circumstances leading to and supporting this suspicion, prepare a written record detailing the dates and times of reported drug-related incidents along with the rationale used to arrive at a determination that a reasonable suspicion exists, and forward the completed report and supporting evidence to the DCAA DPC.  This will normally be accomplished through the regional DPC.  The DCAA Chief, Human Resources Management or designee will retain all documentation that was obtained in determining whether reasonable suspicion exists.  The employee is entitled to have access to documentation in accordance with Section 7-5 of this Handbook.



C.
DCAA DPC Notification.  As soon as a supervisor or management official has determined that sufficient cause exists to request reasonable suspicion testing for an employee, he or she will contact the DCAA DPC, as discussed above.  If the DCAA DPC, after consultation with whatever resources may be deemed appropriate, concurs that a reasonable suspicion exists, the employee will be scheduled for testing.



D.
Contractor Notification.  The DCAA DPC shall notify the contractor immediately when a determination is made by management that reasonable suspicion testing is warranted and required.  The contractor shall respond as expeditiously as possible after notification by the DCAA DPC and in accordance with the contractual agreement, and provide the DCAA DPC with an accurate estimate of when the collection kit will be in the collection site.  On that basis, the DCAA DPC or designee will establish an appointment time, with the involvement of the contractor, as warranted.



E.
Supervisor Notification.  The DCAA DPC or designee shall notify by telephone the employee's immediate supervisor or, in his/her absence, the next higher management official, that reasonable suspicion testing procedures have been initiated.  The DCAA DPC or designee shall provide the supervisor with the time and location of collection and any necessary information to be conveyed to the employee.



F.
Employee Notification.  The supervisor shall, as soon as is practicable, notify the employee personally and privately that he or she will be required to undergo reasonable suspicion testing, and will provide the employee with specific written notice (see Appendix D-2).  The specific written notice shall include the following information:




(1)
The reasons for the urinalysis test, including a summary of the evidence supporting the supervisor's reasonable suspicion of the employee's use of illegal drugs, and a statement that the test is consistent with the DCAA policy;




(2)
Notification that the urine sample may be collected under direct observation;




(3)
Assurance that the quality of testing procedures is tightly controlled, that the test used to confirm use of illegal drugs is highly reliable, and that the test results will be handled with maximum respect for individual confidentiality, consistent with safety and security;




(4)
Notice of the opportunity and procedures for submitting supplemental medical documentation that may support a legitimate use for a specific drug;




(5)
The consequences of a confirmed positive test result or refusal to be tested, including possible adverse or disciplinary action;




(6)
The availability of professional drug abuse counseling by certified addiction counselor and referral services, including the name and telephone number for the EAP Coordinator for your organization; and




(7)
The exact date, time and location for the test.




(8)
The requirement to provide identification including a photograph to collection site personnel.


The supervisor shall immediately report to the DCAA DPC, by telephone, any problem encountered during employee notification that would preclude testing.  The DCAA DPC shall assume the employee has received proper written notification in the absence of any such call from the supervisor.  
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REASONABLE SUSPICION TESTING PROCEDURES DURING COLLECTION


A.
Collection Procedures.  Reasonable suspicion testing uses collection procedures identical to those specified in Section 4-2A. above.  As appropriate, reasonable suspicion test collections may be conducted under direct observation.  In such instances, procedures used are identical to those specified in Section 4-2B. above.



B.
Failure of Employee to Report to Collection Site.  Procedures for reasonable suspicion testing are identical to those specified in Section 4-2C. above.



C.
Employee Refusal to Provide Specimen at the Collection Site.  Procedures for reasonable suspicion testing are identical to those specified in Section 4-2D. above.



D.
Inability of Employee to Provide Specimen.  Procedures for reasonable suspicion testing are identical to those specified in Section 4-2E. above.



E.
Tampering, Adulteration, Substitution of Urine Samples. Procedures for reasonable suspicion testing are identical to those specified in Section 4-2F. above.


4-5  APPLICANT TESTING PROCEDURES PRIOR TO COLLECTION


A.
Coverage.  All applicants for employment in DCAA are required to undergo drug testing prior to placement in a testing-designated position.  For purposes of the Drug-Free Workplace Program, the term applicant includes (1) any individual employed by DCAA who is not presently assigned to a testing-designated position but who has been tentatively selected for employment/placement in a testing-designated position, and (2) all non-DCAA employees tentatively selected for employment/placement in a testing-designated position, and who have not in either case, immediately prior to selection, undergone testing for illegal drug usage with confirmed negative results.



B.
Details.  Employees serving details of more than 120 days will be included in the random testing pool as of the effective date of the detail and are subject to random testing for as long as the detail lasts.  These employees are not considered applicants as the term is used in this Section.



C.
Scheduling Procedures.  The operating human resources office shall notify the regional DPC as soon as possible when it has been determined that an applicant needs to be scheduled for drug testing.  The drug test may be completed at any time prior to entry-on-duty as part of the pre-employment or pre-placement processing; however, scheduling drug testing as soon as possible after tentative selection is advisable, so that human resources office staffs may avoid wasted effort and paperwork processing applicants who are not employable due to positive test results. This notification to the regional DPC shall include the following information:  name of applicant; occupational title, series and grade of position in which being placed; Social Security number; gender; vacancy announcement number (if appropriate); and present location of applicant.



D.
Contractor Notification.  The regional DPC shall select the collection site nearest to the applicant's present location (whenever possible), and notify the contractor of the above collection requirements.



E.
Applicant Notification.  The regional DPC shall provide the applicant with the name of the collection site point of contact, contact telephone number, address and a time frame for completing the test.  The applicant will then contact the collection site and make necessary arrangements for the specimen collection.  Collection must be accomplished within the time frame provided by the DPC.


4-6
APPLICANT TESTING PROCEDURES DURING COLLECTION.


A.
Standard Collection Procedures.  Specimen collection procedures for applicant testing are identical to those described in Section 4-2A. above.  Direct observation collections are not conducted on applicants, as any applicant meeting the criteria for such collection will be denied employment in DCAA or placement in a testing-designated position.



B.
Failure of Applicant to Report to Collection Site.  If an applicant fails to appear for a scheduled collection, the collector shall immediately notify the regional DPC by telephone, who in turn shall immediately contact the recruiting human resources office.  The human resources office will contact the applicant to determine the reason for the failure to report to the collection site.  If appropriate, testing can then rescheduled.  No final offer of employment shall be made to an external applicant until a verified negative test result has been received.  Similarly, no final offer of assignment shall be made to a current DCAA employee who has applied for a testing-designated position until appropriate drug testing requirements have been met.



C.
Applicant Refusal to Provide Specimen at the Collection Site.  In the event an applicant refuses to provide a specimen, the following procedures shall apply.




(1)
The applicant shall be informed by the collector that the DCAA DPC will be contacted.  The collector shall immediately notify the DCAA DPC, who will in turn inform the recruiting human resources office.




(2)
External applicants who refuse to be tested shall be refused employment.  DCAA employees who are selected for a testing-designated position and refuse to be tested shall be refused placement.



D.
Inability of Applicant to Provide Specimen.  Procedures for applicant testing are identical to those described in Section 4-2E. above, except that rescheduling of applicant testing for this reason shall be at the discretion of the cognizant regional director or Headquarters staff element head.



E.
Tampering, Adulteration, Substitution of Urine Samples.  Procedures for applicant testing are identical to those described in Section 4-2F. above, with two exceptions:




(1)
The DCAA DPC shall inform the recruiting human resources office of the applicant's situation; and




(2)
The retesting of applicants under this Section shall be at the discretion of the cognizant regional director or Headquarters staff element head.


4-7
INJURY, ILLNESS, UNSAFE, OR UNHEALTHFUL PRACTICE TESTING PROCEDURES PRIOR TO COLLECTION.


A.
Covered Events.  Testing for the presence of drugs may be conducted following an accident or other occurrence that involves one or both of the following:  a death or a serious injury sufficient to require medical care; or damage to government or private property or a vehicle estimated to be in excess of $10,000.



B.
Event Determination



(1)
The cognizant regional director or Headquarters staff element chief (HPSE), in consultation with the regional or DCAA DPC and/or the General Counsel, shall determine as expeditiously as possible from a full investigation of all available factual information whether an accident or other occurrence qualifies as an event which warrants drug testing, and shall so inform the DCAA DPC in writing.  In addition, the cognizant regional director or HPSE shall take all practical steps to ensure that all employees whose work performance may have been a contributing factor in the event, and whose behavior or actions reflect the possibility of illegal drug use, provide urine samples for testing.




(2)
The cognizant regional director or HPSE may exclude an employee from testing only when it can be conclusively determined, in the course of the review noted above, that the employee's work performance, behavior or actions at or about the time of the event could not have been a contributing factor in the event.  Any such exclusion must be based upon very specific and objective information.  Where there is any uncertainty, testing may be conducted.  The process of determination must be completed, the proper notification given the employee, and procedures for scheduling collection begun within 8 hours of the receipt of notice of the covered event by the DCAA DPC.



C.
Procedures.  The DCAA DPC shall notify the appropriate collection contractor immediately when a decision is made by management to conduct injury, illness, unsafe, or unhealthful practice testing.  Procedures are identical to those described in Sections 4-3C. through 4-3F. above.  Sample employee notification memorandum may be found in Appendix D-3.  This notification must make it clear that the employee is being tested because management cannot conclusively determine that the employee's work performance, behavior or actions at or about the time of the event could not have been a contributing factor in the event.



D.
Documentation.  Documentation shall be developed describing the circumstances which formed the basis for conducting injury, illness, unsafe, or unhealthful practice testing.  This documentation shall be retained in files maintained by the DCAA Chief, Human Resources Management or designee.  The employee is entitled to have access to documentation in accordance with the provisions of Section 7-5 of this Handbook.
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INJURY, ILLNESS, UNSAFE, OR UNHEALTHFUL PRACTICE TESTING PROCEDURES DURING COLLECTION.  Injury, illness, unsafe, or unhealthful practice testing will use the standard collection procedures described in Section 4-2A. above, unless there exists sufficient justification for testing under reasonable suspicion, in which case the procedures described in Section 4-2B. above apply.  The chain of custody form shall be annotated in the proper block as to the type of test.


4-9
VOLUNTARY DRUG TESTING


A.
Employee Request to Participate.  DCAA employees who do not occupy testing-designated positions may volunteer for drug testing by submitting a request, in writing, to the DCAA DPC.  The request should include the following information:  name of employee; occupational title, series and grade; Social Security number; organization and R/Org code; and official duty location.  Volunteers for drug testing have their names added to the list of employees in testing-designated positions, and are subject to random selection for testing until they voluntarily withdraw their names in writing.



B.
Acknowledgment and Confirmation of Employee Request.  The DCAA DPC shall, within 15 working days of receipt of a request for voluntary testing, provide to the requesting employee an acknowledgment of that request.  A sample notice is provided in Appendix D-4.  This notice shall include the following information:




(1)
An acknowledgment of the employee's request for voluntary testing;




(2)
An explanation of the consequences of failing to meet DCAA random drug testing requirements;




(3)
An explanation of the consequences of a positive test result;




(4)
A statement that the employee will be included in the random testing pool subject to the frequency, conditions, and procedures of random testing; and




(5)
A statement to be signed, dated and returned by the employee to the DCAA DPC acknowledging receipt of this notice. The employee shall be instructed to return this signed copy no later than 15 working days after receipt and that failure to do so will be viewed as a withdrawal of the request.


4-10
FOLLOW-UP DRUG TESTING PROCEDURES PRIOR TO COLLECTION


A.
Test Scheduling.  Upon the employee's return to a testing designated position or the completion of rehabilitation following a confirmed positive drug test, the Employee Assistance Program (EAP) Drug Rehabilitation Assessment Coordinator (DRAC) shall complete a Follow-up Testing Worksheet (see Appendix E).  This form of follow-up testing is separate and distinct from follow-up testing which may be part of a rehabilitation program.  The worksheet shall contain an individualized follow-up testing plan, to ensure that the employee refrains from illegal drug use after returning to regular duties, and shall be submitted to the DCAA DPC.



B.
Regional, Supervisory, and Employee Notification.  Notification to the regional DPC, supervisor and employee that follow-up testing has been scheduled is accomplished in the same manner as described in Sections 4-1B. through 4-1D. above.  Employee notification should specify that the urine sample may be collected under direct observation, using procedures identical to those discussed in Section 4-2B, above.  A sample employee notification memorandum may be found in Appendix D-5.



C.
Deferral of Testing  The same considerations involving the availability/unavailability of the employee as described in Section 4-1E. above applies for follow-up testing.  If necessary, the DCAA DPC or designee shall arrange a new date and time of collection with the contractor and immediately notify the employee's supervisor by telephone of the new schedule.  The DCAA DPC or designee shall annotate the list or request for follow-up testing indicating the reason for rescheduling and the new date and time of the test.
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FOLLOW-UP DRUG TESTING PROCEDURES DURING COLLECTION
Follow-up testing uses collection procedures identical to those specified in Section 4-2A. above.  As appropriate, follow up drug test collections may be conducted under direct observation.  In such instances, procedures used are identical to those specified in Section 4-2B. above

SECTION 5 -- EMPLOYEE ASSISTANCE PROGRAM

5-1
GENERAL.  The Employee Assistance Program (EAP) is an integral part of the Drug-Free Workplace Program, and plays an important role in preventing and resolving employee drug use by demonstrating DCAA's commitment to provide employees with an opportunity, with professional assistance, to discontinue their drug use and return to full productivity; to provide educational materials to managers, supervisors and employees concerning the problem of illegal drug use in the workplace; to assist supervisors in confronting employees who evince performance and/or conduct problems and making referrals to appropriate treatment and rehabilitation facilities; and to follow up with individuals during the rehabilitation process to track their progress and encourage successful completion of the program.  However, neither the EAP nor EAP personnel shall be involved in the collection of urine specimens or the initial reporting of drug test results.  The EAP program is responsible for:



A.
Providing counseling and assistance to employees who self-refer for treatment or whose drug tests have been confirmed positive, and monitoring the employee's progress through treatment and rehabilitation.



B.
Providing education and training to all DCAA managers, supervisors and employees at all organizational levels regarding the types and effects of drugs, symptoms of drug use and its impact on performance and conduct, relationship of the Employee Assistance Program to the Drug-Free Workplace Program, and related treatment, rehabilitation, and confidentiality issues.



C.
Ensuring that confidentiality of test results and related medical treatment and rehabilitation records is maintained in accordance with the applicable statutes.


5-2
PROGRAM REFERRALS


A.
Voluntary Self-Referral.  Employees may contact an EAP representative themselves for help in obtaining counseling and treatment for a drug abuse problem, and are urged and encouraged to do so early on in the development of their chemical dependency.  When feasible and covered by contract, EAP services are also available to families of employees with drug problems, and to employees with family members who have drug problems.



B.
Informal Supervisory Referral.  Supervisors who have developed personal friendships with members of their staffs can often recognize emerging personal problems among their employees early enough to help resolve them.  Although the Agency does not intend that a supervisor pry into the personal lives of his or her subordinates, a supervisor is free to discuss such matters on a friendly basis, may informally suggest that an employee seek assistance from the EAP, and may even offer to contact an EAP counselor on behalf of such an employee to arrange an appointment.  Employees are not required to pursue this type of supervisory referral.



C.
Formal Supervisory Referral.  Employees who, as a result of drug testing or through other means, are found to use illegal drugs will be  referred to the Employee Assistance Program for assessment, counseling, and referral for treatment or rehabilitation as appropriate.  Employees must pursue this type of supervisory referral, or risk disciplinary or adverse action.  Such referrals will be made with maximum respect for individual confidentiality consistent with safety and security.  Although satisfactory progress toward rehabilitation through the EAP is indicative of an employee's desire to regain full productivity, mere participation in treatment or rehabilitation programs through does not necessarily preclude DCAA from taking disciplinary or adverse should the employee not achieve permanent abeyance.


5-3
PROGRAM INTERFACE.  The Employee Assistance counselor has the responsibility for referring an employee found to use illegal drugs to an appropriate treatment or rehabilitation program.  The DCAA EAP Administrator, in coordination with the DCAA DPC, has the authority to disapprove a treatment or rehabilitation program not recommended by the EAP, and the employee will be asked to sign a release which allows the EAP to monitor the rehabilitative process and subject the employee to subsequent follow-up testing.


5-4
LEAVE ALLOWANCE.  An employee will be allowed up to one hour (or more as necessary for travel time) of excused absence for each counseling session up to a maximum of 16 hours during the initial assessment/referral phase of rehabilitation, as approved by the immediate supervisor.  If the employee is subsequently referred by the EAP to a treatment or rehabilitation facility, additional absences during duty hours must be charged to the appropriate leave category in accordance with DCAA leave regulations.

SECTION 6 -- EDUCATION AND TRAINING REQUIREMENTS

6-1
OBJECTIVE.  Overall drug abuse education and training policy for the Department of Defense was established by DoDI 1010.5. This instruction defines education as the function of informing and indoctrinating personnel about drug prevention programs and resources, and training as the development of personnel responsible for program supervision and execution.  It requires the education and training of all senior management officials, supervisors, program personnel, and other civilian employees.  Education and training needs will be determined and met through the coordinated effort of DCAA servicing human resources offices, the Defense Contract Audit Institute, and the various Employee Assistance Program contractors.


6-2
NEW EMPLOYEE ORIENTATION.  General orientation of new employees to the effects of illegal drug use and the problem of drugs in the workplace will generally be included in the regular orientation of new employees, which is normally accomplished within 30 days but no later than 90 days after entry-on-duty.  As a minimum, this orientation will cover:  DCAA policy; the responsibilities of all DCAA personnel; counseling, treatment and rehabilitation services; and information on the nature and effects of drug abuse.  This orientation may be accomplished by such methods as lectures, discussion, or the use of audio-visual materials and publications.


6-3
CONTINUING EMPLOYEE EDUCATION.  Long-term enhancement of employee knowledge about the adverse effects of illegal drug use is essential for the Drug-Free Workplace Program to be fully successful.  The following drug education will be offered to all employees on a continuing basis:



A.
Types and effects of drugs;



B.
Symptoms of drug use, and its effects on performance and conduct;



C.
The relationship of the EAP to the drug testing program; and



D.
Other relevant treatment, rehabilitation, and confidentiality issues.


6-4
SUPERVISORY AND MANAGEMENT TRAINING


A.
As a minimum, supervisors and managers shall receive training in DCAA policy; supervisory responsibilities; human resources and drug program officials’ responsibilities; the DCAA drug testing program; counseling, referral, and rehabilitation services; and program confidentiality.  Need for refresher education for supervisors will be monitored and accomplished on a regular basis by regional human resources staff and EAP contractors, with a focus on each region's unique workforce composition and local prevention and treatment resources.



B.
All managers and supervisors will receive training to assist them in recognizing and addressing illegal drug use by Agency employees.  The training may be presented as separate courses or modules, or be included as part of an ongoing supervisory training program.  The required training will be provided as soon as possible, but not later than six months after an employee assumes supervisory responsibility.  The purpose of supervisory training is to impart an understanding of the following:




(1)
DoD and DCAA policies relevant to work performance problems, drug use, and the DCAA EAP;




(2)
Responsibility for offering employees found to use illegal drugs the opportunity to rehabilitate themselves and return to full productivity;




(3)
Employee performance and recognition of behavioral changes, as well as documentation of such performance and changes;




(4)
The roles of the Medical Review Officer, supervisors, the human resources office, and the EAP;




(5)
Effective use of the EAP;




(6)
Relationship of the EAP to the performance appraisal and disciplinary processes;




(7)
Reintegration of employees into the workforce;




(8)
Prevalence of employee problems with respect to drugs and alcohol;




(9)
How to approach the problem employee; and




(10)
The constructive use of discipline and required disciplinary or adverse actions.


6-5.
VOLUNTARY EDUCATION FOR DEPENDENTS AND FAMILY MEMBERS.  The education and training activities described in this Section shall be offered, on a voluntary basis and as resources permit, to dependents and family members of DCAA employees through regularly scheduled classes or special seminars designed to meet particular needs.


6-6.
TRAINING FOR DRUG-FREE WORKPLACE PROGRAM MANAGERS/COORDINATORS.  As warranted, formal training shall normally be completed within 60 days but not later than 120 days after assignment.  This requirement will be met by completion of a course on the Federal civilian drug abuse or employee assistance programs offered by the USDA Graduate School (formerly Office of Personnel Management) Regional Training Centers.  Other education, training, or experience in drug and alcohol abuse programs may be substituted for this mandatory training upon concurrence by the human resources officer and the DCAA DPC.  Training certificates or other course completion documents should be filed in the employee’s Official Personnel Folder.  Regional directors should ensure that regional program coordinators are afforded appropriate opportunity for continuing and advanced education in the areas of drug abuse and employee assistance programs.

SECTION 7 -- DOCUMENTATION REQUIREMENTS

7-1
CONDITION OF EMPLOYMENT STATEMENTS.  All DCAA employees who are being placed in testing-designated positions from non-testing- designated positions, or external applicants entering on duty in DCAA in testing-designated positions, must execute an appropriate Condition of Employment statement prior to the effective date of their appointment or placement.  This form will be filed on the left side of each employee's Official Personnel Folder.  It will be retained so long as the employee remains with DCAA, and subsequently, is subject to the usual retention procedures for materials purged from the left (Agency) side of the OPF.  These forms may be found in Appendices C1 and C-2.


7-2
REPORTING REQUIREMENTS


A.
Report On Civilian Employee Alcohol and Drug Abuse



(RCS: DD-HA(SA)1627)




(1)
Regional Drug Program Coordinators (RDPCs) will submit semi-annual reports to the DCAA DPC, Headquarters (ATTN: CP).  The reports will cover six month periods ending March 31 and September 30.  The reports must be received by the DCAA DPC not later than 20 days after the close of the reporting period.




(2)
The DCAA DPC will prepare and transmit the Agency's consolidated report to the Assistant Secretary of Defense, Drug Abuse Office, in accordance with procedures established by that office.



B.
Federal Employee Counseling Program - Annual Report



(OPM Form 1210)




(1)
Regional Employee Assistance Program (EAP) Administrators will submit an annual report to the DCAA EAP Administrator, Headquarters (ATTN: CPP).  The report will cover EAP activities during the year ending 30 September.  The reports must be received by the DCAA EAP Coordinator not later than 15 November of each year.




(2)
The DCAA EAP Administrator will prepare and transmit the Agency's consolidated report to the Assistant Secretary of Defense, Professional Affairs and Quality Assurance, in accordance with procedures established by that office..


7-3
MANAGEMENT OF RECORDS AND CASE FILES


A.
Policy for maintaining records and case files is as follows:




(1)
Records which deal with the identity, diagnosis, prognosis, treatment, or rehabilitation of an employee enrolled in any drug abuse program will not be disclosed, except as permitted by Section 408, Public Law 92-255 and Section 333 of Public Law 91-616 as amended by Section 122, Public Law 93-282.  Such records are confidential records protected by the Privacy Act (5 U.S.C. 552a) and will remain in the control of the DCAA Chief, Human Resources Management under appropriate security at all times.  These records will not be made part of the employee's official personnel records.




(2)
Case notes will be maintained and controlled by the DCAA Chief, Human Resources Management under strict security and will be subject to confidentiality and the Privacy Act provisions for such records.  Employees will be made aware of all records filed, and have access to all records regarding themselves upon request.



B.
Disclosure of records and case files controlled by the DCAA Chief, Human Resources Management or DPC is limited to Drug-Free Workplace Program personnel on a strict need-to-know basis, and to persons and organizations as permitted under the confidentiality requirements.  Public Law 93-282 meets the requirements of 5 U.S.C. 552(b)(3) for protecting this information from disclosure to the public.



C.
Case files and records are kept in a locked room, cabinet, or other locked containers.



D.
Entries in files and other documentation are recorded according to established procedures and directives.



E.
When an employee is reassigned, promoted, or demoted to a position under a different appointing office, the case file is transferred in accordance with established procedures.  Case files are not transferred if the employee is on temporary duty away from his or her normal duty post.



F.
Case files and records must be disposed of in accordance with the established procedures.


7-4
TEST RESULTS


A.
The drug testing laboratory may disclose confirmed positive laboratory test results only to the Medical Review Officer (MRO) or the staff of the MRO.  Any positive results which medical review officials justify by licit and appropriate medical or scientific documentation to account for the result as other than the intentional ingestion of an illegal drug will be treated as a negative test result and may not be released for the purpose of identifying illegal drug use.  Apart from the aforementioned release to the MRO, and to appropriate Agency management officials and Drug-Free Workplace Program personnel by the MRO on a strict need-to-know basis or for purposes of auditing the activities of the MRO (without disclosing personal identifying information in the resulting audit report), test results will be protected under the provisions of the Privacy Act, (5 U.S.C. 552a), and Section 503(e) of the Supplemental Appropriations Act, and may not be released.  The MRO or the staff of the MRO may maintain only those records necessary for compliance with this order.  In order to comply with Section 503(e) of the Act, the results of a drug test of a DCAA employee may not be disclosed without the prior written consent of such employee, unless the disclosure would be:




(1)
To the Medical Review Officer or MRO staff;




(2)
To the DCAA Employee Assistance Program Administrator and Employee Assistance counselor from whom the employee is receiving counseling, treatment or other assistance;




(3)
To a supervisory or management official within DCAA having authority to take adverse personnel action against the employee; or




(4)
Pursuant to the order of a court of competent jurisdiction or where required by the United States Government to defend against any challenge to any adverse personnel action.



B.
For purposes of this Section, a management official is defined as any management or Government official whose duties necessitate review of the test results in order to process an adverse personnel action against the employee.  In addition, test results with all identifying information removed will also be made available to DCAA personnel, including the DCAA DPC, for data collection and other activities necessary to comply with data reporting requirements in Section 503(f) of the Act.


7-5
EMPLOYEE ACCESS TO RECORDS.  Any employee who is the subject of a drug test will, upon written request, be granted access to any record related to his or her own drug test, or the results of any relevant certification, review, or revocation of proceedings, as referred to in Section 503(a)(1)(A)(ii)(III) of the Act.  Except as authorized by law, an applicant who is the subject of a drug test will not be entitled to this information.


7-6
CONFIDENTIALITY OF RECORDS.  All drug testing information specifically relating to individuals is personal and highly sensitive in nature, and should be treated as such by anyone authorized to review or compile program records. In order to efficiently implement Executive Order 12564 and to make information readily retrievable, the DCAA Chief, Human Resources Management or designee will maintain all records related to reasonable suspicion testing, injury/illness/unsafe/unhealthful practice testing, suspicion of tampering, and any other authorized documentation necessary to administer this program.  All records and information regarding personnel actions taken on employees with verified positive test results should be forwarded to the DCAA DPC and the cognizant human resources officer.  Such records and information will remain confidential, in a locked container, with access permitted only on a strict need-to-know basis.


7-7
EMPLOYEE ASSISTANCE PROGRAM RECORDS.  DCAA Employee Assistance Program personnel will maintain only those records necessary to comply with their responsibilities under this program.  After a supervisor refers an employee to an EAP, the EAP contractor will maintain all records necessary to carry out its duties.  All medical or rehabilitation records concerning the employee's drug abuse, including EAP records of the identity, diagnosis, prognosis, or treatment, are confidential and may be disclosed only as authorized by 42 CFR, Part 2, including the provision of written consent by the employee.  With written consent, the patient may authorize the disclosure of those records to the patient's employer for verification of treatment or for a general evaluation of treatment progress.


7-8
MAINTENANCE OF RECORDS.  DCAA will establish or amend a recordkeeping system to maintain the records of its Drug-Free Workplace Program consistent with its authorized Privacy Act System of Records and with all applicable Federal laws, rules and regulations regarding confidentiality of records.  If necessary, records may be maintained as required by subsequent administrative or judicial proceedings, or at the discretion of the Director, DCAA.  Recordkeeping systems should capture sufficient documents to meet the operational and statistical needs of this program, and include:



A.
Notices of verified positive test results referred by MRO.



B.
Written materials justifying reasonable suspicion testing or evidence that an individual may have altered or tampered with a specimen.



C.
Anonymous statistical reports.



D.
Other documents that the Medical Review Officer, DCAA Drug Program Coordinator, or DCAA Employee Assistance Program Administrator deems necessary for efficient compliance with the Executive Order.


7-9
RECORDS MAINTAINED BY GOVERNMENT CONTRACTORS.  Any contractor hired to satisfy any part of this program will comply with confidentiality requirements of this program, and all applicable Federal laws, rules, regulations, and guidelines.


7-10
STATISTICAL INFORMATION.  The DCAA DPC will collect and maintain records of anonymous statistical data for the purpose of reporting the number of:



A.
Random tests, reasonable suspicion tests, accident or unsafe practice test, follow-up test, or applicant tests administered.



B.
Verified positive test results.



C.
Voluntary drug counseling referrals.



D.
Involuntary drug counseling referrals.



E.
Terminations or denials of employment resulting from refusal to submit to testing.



F.
Terminations or denials of employment resulting from tampering, substitution, or alteration of specimens.



G.
Terminations or denials of employment resulting from failure to complete a drug abuse counseling/rehabilitation program.



H.
Employees who successfully complete a rehabilitation or treatment program.



I.
Record of program costs.


This data, along with other pertinent information, shall be compiled for inclusion in the DCAA Annual Report to Congress required by Section 503(f) of the Act.  This data shall also be provided to the Department of Health and Human Services (HHS), as required by HHS to assist in overall program evaluation, and to determine whether changes to the HHS guidelines may be required.
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